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Module-1
OFFICE AUTOMATION SYSTEM

Introduction to Information Technology

Data leads to information, information leads to knowledge, knowledge leads to wisdom, and
wisdom is the key to existence of human civilizations. Our need of accuracy and revolution towards
proces i ng of i nformation has |l ed wus to o6l nfor ma
humans to the peak of new mill ennium or destr
collection, storage, dissimilation and use of information. It induaey technology used in capturing,
storing and processing data into information and communicating that information to people. Compute
and communication technol ogies are integral p
Impacted every aspeab$ human life with incredible effect. IT is not confined to hardware and software
but acknowledgement of importance of man and the goals he sets to the technology.

Major activities that expedited the information age:

A.ln 182006s Char |l theeve frdt dompmuter called \Babbagesnthchine. It was based on
mechanical gears and discs. This was the first step of human mankind towards computer.
B. From 1890 to 1900, abundant and rapid development of electricity.

C .In 1928, electron movement ®is came that opened various aspects towards pristine fields. Invention
of electronic equipments fueled the revolutionary scenario of IT.

D. In 1943, transistor was developed.
E. In 1948, ENIAC, thdirst computer of modern age was invented by US; it based on Vacuum Tubes.

F. In 1958, transistors were used (Advantage: less power consumption, more accurate. Compute
accommodated 100s and 1000s of transistors. Result: Computers size was as big as room).

G. ICs replaced transistors. ICs evolved duriagf I35 years and have now become multi tasking,
sophisticated algorithm design based chips. Computers of human types are replacing ICs by neuron type
chips and neural networks.

Technological aspects of IT:

Enabling Technologies: Enabling Technologiesimes:

a. Data Generation d. Data Storage
b. Data Processing e. Data Retrieval
c. Data Transportation f. Data Representation

Major Technologies evolved in the entire activity:

i) Data Processing and storage by computer#n the form of silicorbased IC (integrated circuit)
technology.

i) Communication technology. Optical fibre communication resulting fibre optic link around the globe.
iif) Memory technologiesi Laser disc and CIROM.

iv) Display technologies LCD and digital.

Applications of IT: IT applications are almost ubiquitous; key coverage areas include:

I. Education and training systems

ii. E-governance

lii. Industrial sector

iv. Improvement in social interaction and it is expected that manufacturing discrimination willeisapp
v. Employment to multitude of people.
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Office automation

The history of modern office automation began with tiypewriterand the copy machine, which
mechanized previously manual taskeddy, however, office automation is increasingly understood as a
term that refers not just to the mechanization of tasks but to the conversion of information to electror
form as well. The advent of the personal computer revolutionized office automatibripday, popular
operating systems and user interfaces dominate office computer systems. This revolution has beer
complete, and hagfiltrated so many areas of business, that almostbalinesses use at least one
commercial computer business application in the course of daily activity. Even the smallest compani
commonly utilize computer technology to maintain financial records, inventory informateymoll
records, and othgrertinentbusiness information. "Workplace technology that startedaasly (but still
optional) business tools in the 1980s evolved into a-prgirity requirement in the 1990s,

The integration of office information functions, including word processing, data processing
graphics, desktop publishing andmail. Office atomation was a popular term in the 1970s and 1980s as
the desktop computer exploded onto the scene. The backbone of office automation is the company's I
area network (LAN). All office functions, including dictation, typing, filing, copying, fax, microfand
records management and the telephone switchboard, fall into this category. Office automation refers to
varied computer machinery and software used to digitally create, collect, store, manipulate, and relay off
information needed for accomghiing basic tasks .Raw data storage, electronic transfer, and the
management of electronic business information comprises the basic activities of an office automati
system. Office automation helps in optimizing or automating existing office procedures.

Office automation refers to the variemputermachinery andsoftwareused to digitally create,
collect, store, manigate, and relay office information needed for accomplishing basic tasks. Raw dat:
storage, electronic transfer, and the management of electronic business information comprise the b
activities of an office automation system. Office automation helpgpiimizing or automating existing
office procedures.

The backbone of office automation iLAN, which allows users to transmit data, mail and even voice
across the network. All office functions, lnding dictation, typing, filing, copying, fax, Telex, microfilm
and records management, telephone and telephone switchboard operations, fall into this category. Of
automation was a popular term in the 1970s and 1980s as the desktop computer erpiditiedscene.
Definition

Application ofinformation technologyo thetypical clerical and scretarialtaskssuch ascommunication
correspondencedocumenting andfiling. The use ofcomputer system$ executea variety of office
operations, such asord processingaccounting, anémail. Office automation almost always implies a
network of computerswith a variety ofavailableprograms A general technology term that is used to
describe any process being automated through the wsenplutersand compter software Processes that
have been automated require less human intervention and less human time to deliver.

Objectives of Office Automation

1. To improve customer relation

2. To achieve bettemanagement control
3. To simplify operations and minimize computational errors
4. To improve quality of output in terms of presentation and reduction in processing time
5. Documents preparation

6. Data management

7. planning of activities

8. Presentation

9. Dissemination of Iformation
10.Communication
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Features of Office Automation

1. Improvement in quality of output

Improved productivity/ efficiency

Optimal utilization of resources

Reduction in time taken in execution of activities

Better Inbrmation sharing/ Transparency

Better way of delivery of information to user at a place convenient to him/her
Reduction in dependency on human beings

Look for simplification of procedures

Better customer support etc

© G0 NIREOT & i

Documert generation and facilitating equipments

A document is a written statement giving information, proof, evidence etc. document is a written c
printed paper that bears the original, official, or legal form of something and can be used to furnish decis
evidence or information. It is writing that provides information (especially information of an official
nature)

Document processings the creation, handling, labeling, and modification of text documents, such as ir
word processing and in the indexing ofcdments for retrieval based on their content. Following are the
important equipment concerned with document generation.

Dictation system

Dictation system records voice inputs. This system has a microphone to capture voice inputs. Execut
can use it togeed up document generation and to save their time since they are not going to dictate to tt
secretariesDigital dictation is a method of recording and editing the spoken word intieal for
transcription and maximum intelligibility in digital audioformat. In some cases speech is recorded where
sound quality is paramount and transcription unnecessary.

Digital dictation offers several advantages over traditiocnakette tapeased dictation:

U The user can instantly rewind or fast forward to any point within the dictation file to review or edit.

0 Therandom accesability of digital audioallows inserting audio at any point without overwriting the
following text.

U Dictation produces file which can beransferrecelectronically e.g. viaWAN, LAN, USB, e-mail,
telephonyBlackBerry, FTP, etc.

U Large dictation files can be shared with multiple typists.
U Sound may b€D qualityand canmprove transcription accuracy and speathfion needed

U Digital dictation provides the ability to report on the volume or type of dictation and trarscrip
outstanding or completed within an organization.

Electronic typewriter

Typewriter is an instrument for writing by means of type, a type wheel, or the like, in which the operatc
makes use of a sort of keyboard, in order to obtain printed impresgitmes characters upon papar.
typewriter whose operation is enhanced through the use of microprocessor technology to provide many
the functions of a worgrocessing system but which has at most a pdinialvisual display. Also known
asmemorytgewr i ter. Todayodos world typewriters have
which have the advantage of having word processing software and can be used with a variety of print
available.
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Document distribution and related Equipments
Following are the important equipments in connection with document distribution;

Copier

Copier is a machine that makes copies of printed or graphic nigltieris a machine which makes
exact copies of writing or pictures on paper, usually by a photogrgpbcess.It is an apparatus that
makes copies of typed, written or drawn material.

A xerographic copier is duplicator that copies graphic matter by the action of light on an electrically
charged photoconductive insulating surface in which the lateagens developed with a resinous powder.
It is also called as Xerox machine

Telex

A telex is a teletypewriter. They are to consoles (or more, in a network), sitting at opposite ends of a phc
line. What is typed on one machine is automatically relayedl tyypred by the machine on the other one.
The machines can be in the same building, or at opposite ends of the globe. In other words it is a chara
printer connected to a telegraph that operates like a typewriter.

Facsimile

Facsimile is duplicator thatansmits the copy by wire or radio. This is a system of telecommunication for
the transmission of fixed images with a view to their reception in a permanent form.

Fax is aprocess by which fixed graphic material including pictures, text, or imagesneestand the
information converted into electrical signals which are transmitted via telephone to produce a paper cc
of the graphics on the receiving fax machine.

Personal computers

A small, relatively inexpensivecomputer designed for an individuauser All are based on the
microprocessotechnology that enables manufactsrés put an entir€PU on onechip. Businesses use
personal computers favord processingaccountingdesktop publishingand forrunning spreadséetand
database managemaeaqtplications At home, the most popular use for personal computers is for playing
games. Personal computers first appeared in the late 1970s. One of the first and most popular pers
computers was the Apple I, introduced in 1977 Agple Computer During the late 19 and early
1980s, new models and competimgerating systemseemed to appear daily. Then, in 198IM entered

the fray with its frst personal computer, known as tB& PC.

Work station for PC

A workstation is a place where work gets done. It refers to a computer (and often the surrounding area) 1
has been configured tcegorm a certain set of tasks, such as photo editing, audio recording, or videc
production. An office may have several workstations for different purposes, which may be assigned
certain employees. For example, one workstation may be used for scanshimgpanting images, while
another is used for editing images. While workstations are often part of a network, theystandaéne
machines as well. Even a home computer can be a workstatios ifsed for certain kinds of work. So if
you want to sound professional, the next time you sendraaileo a friend from your home PC, you can

let him know you are sending it from your home workstation.

Printers

A printer is an output device that jpiaces text and graphics on papé@rinters can be divided into two
main groups, impact printer and nompact printer. Impact printer produces text and images when tiny
wire pins on print head strike the ink ribbon by physically contacting the papamr-impact printer
produces text and graphics on paper without actually striking the paper.
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Printers can also be categorized based on the print method or print technidiegyost popular ones are
inkjet printer, laser printer, dahatrix printer and theral printer. Among these, only danatrix printer is
Impact printer and the others are rAiorpact printers.

Some printers are named because they are designed for specific functions, such as photo printers, por
printers and alln-one / multifunction pnters. Photo printers and portable printers usually use inkjet print
method whereas multifunction printers may use inkjet or laser print method.

Inkjet printers and laser printers are the most popular printer types for home and busin€sst usatrix
printer was popul ar in 706s and 8006s but has
However, they are still being used to print myldirt forms and carbon copies for some busines§hs.
use of thermal printers is limited to ATM, casdyisters and poirf-sales terminalsSome label printers
and portable printers also use thermal printing.

Due to the popularity of digital camera, laptop and SoHo office (small office / home office), the deman
for photo printers, portable printerscamultifunction printers has also increased substantially in recent
years.

Popular Printers: Inkjet printer, Laser printer

Less Popular Printers: Dot matrix printer, Thermal printer

Specialty Printers: Photo printer, Portable printer, Multifunction pent
Storage technologies

A computer storage device is any type of hardware that stores data. The most common type of stor
device, which nearly all computers have, ikaad drive(hard disk). Tle computer's primary hard drive
stores the operating system, applications, and files and folders for users of the computer. While the h
drive is the most ubiquitous of all storage devices, several other types are common Elastethemory
devices, such as USB keychain drives @&ald nanosare popular ways to store data in a small, mobile
format. Other types of flash memory, suctcampact flaslandSD cards are popular ways to store images
taken by digital cameras.

External hard drives that connect Wae wireandUSB are also common. These types of drives are often
used for backing up internal hard drives, storing video or photo libraries, or for simplyg asdia
storage. Finally, tape driveghich use reels of tape to statataareanother type of storage device and are
typically used for backing up data.

The most common storage devices are:

Floppy Diski They are plastic square disks, usually with aesitwr black sliding piece going across the
top. These disks come in a variety of colors and they hold about 144 million bytes. (Bytes are characters
symbols and letters).

Zip Disk i They look like a floppy disk, but they are a little thicker. This disko @lomes in a variety of
colors and holds about 200 MB of data.

CD + RW Disc(Compact Disc Rewriteabl&)This disc looks like a regular CD. The only difference is
that you can write on this disc and erase it as many times as you want. It works jufibfiky aisk or a
zip disk. A CD + RW disc holds about 650 MB.

CD + R Disc(Compact Disc Recordable)T hi s one i s a CD that you cart
record audio and once itoés been wr i tThsoompaotdiscy o
comes in different sizes, but they are usually silver in color. (Some CDs are black in color and they actus
dondét get as many scratches on them as the sil
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A DVD i R Disc(Digital Video Reordable)i These discs hold the space of about 4.7 GB and are used to
record movies on.

Floppy Disk Zap Disk CD + RW

o~

DVD + RW

4 Feher
-

e T

g
Smart Media Removable Micro Drive Memory Stick

Hard — Drive
 ———

Smart Cards Online St_ax‘—aEE Site PC Card

The more uncommon storage devices are:
Removable Hard Drivel This is a disk drive in which a plastic or metal case surrounds the hard drive. It
can be inserted andmoved just like a floppy disk. It holds about 2 GB of data.

Internet Hard Drive T This one is a service on the Internet that provides storage space to computer user:
This service offers about 25 MB of space, but it could be more, depending on thetypevice

Flash Drivei This a storage device that comes in many colors and has a stick shape to it. They are very
small in size, but they can hold anywhere between 256 MB and 3 GB of material on them.

PC Card i This is a thin credit card size device tha fitto a PC card slot, usually on a notebook
computer. This card simply adds storage to most notebooks.

Smart Cardsi These are the size of an ATM card. When inserted into a smart card reader, they can reac
and update data for you.

Storage Tapei This oneis a magnetically coated ribbon of plastic, capable of storing large amounts o
data at a very low cost. Usually, storage tapes are a little bigger than audio tapes. Older computers
tape and tape drives, but even today, some people still back tsteimsyup with storage tape. These tapes
hold between 20 GB to about 110 GB of data. An external tape drive can be purchased separately as \
but those are even harder to find.

Miniature Mobile Storage Media i This is used mostly with handheld computansl digital cameras.

Memory Stick T This is a rectangular shaped disk that is used mostly with digital cameras and notebook
computers. They hold approximately 128 MB as well.

Micro Drive T This is a square disk that has 1 GB of space and is used witl dagiteras and handheld
computers.

Smart MediaDisci Thi s i s a square disk that has 2 MB t
digital cameras, handheld computers and photo printers
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Computer Networks

A computer network, often simply referred tosaa network, is a collection of hardware components and
computers interconnected by communication channels that allow sharing of resources and informati
Where at least one process in one device is able to send/receive data to/from at least onegpditgss r

a remote device, then the two devices are said to be in a network.

A computer network is the practice of linking two or more computing devices and share data. Networks &
built with a mix of hardware and software. This interconnected systesidme services and interact
through a communication link.

A computer network is very useful in a business. Most of the time the company will have more of a
integrated team and often very beneficial for all network desktops. A local area network (LANHkvill

the computersof your company. This will allow the participation rate and the exchange of different
information.

Before the advent of computer networks that were based upon some typkecoimmunications
system, communication between calculation machines and early computers was performed by human u
by carrying instructions between them. Many of the social behaviors seen in today's Internet we
demonstrably present in the 19th ceptand arguably in even earlier networks using visual signals.

Computer networks -advantages
Facilitate communications

Using a network, people can communicate efficiently and easily via email, instant messaging, chat room:
telephone, video telephone Ilsaland video conferencing.

Permit sharing of files, data, and other types of information

In a network environment, authorized users may access data and information stored on other computers
the network. The capability of providing access to data dodmation on shared storage devices is an
important feature of many networks.

Share network and computing resources

In a networked environment, each computer on a network may access and use resources providec
devices on the network, such as printingoguinent on a shared network printBrstributed computing
uses computing resources across a network to accomplish tasks.

Disadvantages
May be insecure

A computemetwork may be used lmomputer hacker® deploycomputer virusesr computer wormsn
devices connected to the network, or to prevent these devices from normally accessing the etwalk (
of servicg.

May interfere with other technologies

Power line communicatiostrongly disturbs certain forms of radio communication, e.g., amaaelio. It
may also interfere witkast mileaccess technologies such/3SL andVDSL

May be difficult to set up

A complex computer network may be difficult to set up. It may also be very costly to set up an effectiv
computer network in a large organization or company
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Networks Types

Local Area Network.

A Local Area Netwrk (LAN) is a network that is confined to a relatively small ardais generally
limited to a geographic area such as a writing lab, school, or building. Computers connected to a netw
are broadly categorized as servers or workstations. Serversraggally not used by humans directly, but
rather run continuously to provide "services" to the other computers (and their human users) on t
network. Services provided can include printing and faxing, software hosting, file storage and sharin
messagingdata storage and retrieval, complete access control (security) for the network's resources, ¢

many others.
Workstations are called such because they typically do have a human user which interacts with the netw

through them. Workstations were traditally considered a desktop, consisting of a computer, keyboard,
display, and mouse, or a laptop, with integrated keyboard, display, and touchpad. With the advent of
tablet computer, and the touch screen devices such as iPad and iPhone, our defimibdistation is
quickly evolving to include those devices, because of their ability to interact with the network and utiliz
network services.

On a single LAN, computers and servers may be connected by cables or wirelessly. Wireless access
wired nawork is made possible by wireless access points (WAPSs). These WAP devices provide a brid
between computers and networks. A typical WAP might have the theoretical capacity to connect hundre
or even thousands of wireless users to a network, althougticptaapacity might be far less.

Nearly always servers will be connected by cables to the network, because the cable connections ren
the fastest. Workstations which are stationary (desktops) are also usually connected by a cable to
network, althagh the cost of wireless adapters has dropped to the point that, when installing workstatiol
in an existing facility with inadequate wiring, it can be easier and less expensive to use wireless for
desktop.

Wide Area Network

Wide Area Networks (WANSs)annect networks in larger geographic areas, such as Florida, the Unitec
States, or the world. Dedicated transoceanic cabling or satellite uplinks may be used to connect this typ
global network.

Using a WAN, schools in Florida can communicate with ggadke Tokyo in a matter of seconds, without
paying enormous phone bills. Two users a-halfld apart with workstations equipped with microphones
and a webcams might teleconference in real time. A WAN is complicated. It uses multiplexers, bridge
and rauters to connect local and metropolitan networks to global communications networks like th
Internet. To users, however, a WAN will not appear to be much different than a LAN.

Personal area network

A personal area networfPAN) is a computer network used for communication among computer and
different information technological devices close to one person. Some examples of devices that are use
a PAN are personabmputers, printers, fax machines, telephones, PDAs, scanners, and even video gat
consoles. A PAN may include wired and wireless devices. The reach of a PAN typically extends to :
meters. A wired PAN is usually constructed with USB and Firmware conngdatibite technologies such

as Bluetooth and infrared communication typically form a wireless PAN.
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Metropolitan area network

A Metropolitan area networMAN) is a large computer network that usually spans a city or a large
campus.

Frame-relay network

Frame relay cloud
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Virtual private network

A virtual private networVPN) is a computer network in which some of the links between nodes
are carried by open connections or virtual circuits in some larger network (e.g., the Internet) instead of
physicalwires. The data link layer protocols of the virtual network are said to be tunneled through th
larger network when this is the case. One common application is secure communications through the pu
Internet, but a VPN need not have explicit securigtdees, such as authentication or content encryption.
VPNs, for example, can be used to separate the traffic of different user communities over an underlyi

network with strong security features.VPN may have -b#stt performance, or may have a defined

service level agreement (SLA) between the VPN customer and the VPN service provider. Generally.

VPN has a topology more complex than pdoipoint.
Internet VPN
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O fice E

Head-ofice

: =
Regional
Ofice b
m =
— T

Remote ! roaming users

Information Technology for Business & Management 13


http://en.wikipedia.org/wiki/Metropolitan_area_network
http://en.wikipedia.org/wiki/File:EPN_Frame-Relay_and_Dial-up_Network.svg
http://en.wikipedia.org/wiki/Virtual_private_network
http://en.wikipedia.org/wiki/File:Virtual_Private_Network_overview.svg

School of Distance Education

Intranets and extranets

Intranets and extranets are parts or extensions of a computer network, usually AnLiAtdanet is a set

of networks, using thdnternet Protocoland IRbased tools such as web browsers and file transfer
applications that are under the control of a single administrative entity. That administrative entity closes t
intranet to all but specific, authized users. Most commonly, an intranet is the internal network of an
organization. A large intranet will typically have at least one web server to provide users witl

organizational information.
An extranet is a network that is limited in scope to a single organization or entity and also has limite

connections to the networks of one or more other usually, but not necessarily, trusted organizations
entitie® a company's customers may beegi access to some part of its intrénathile at the same time

the customers may not be considered trusted from a security standpoint. Technically, an extranet may .
be categorized as a CAN, MAN, WAN, or other type of network, although an extranet cansist of a
single LAN; it must have at least one connection with an external network.

ISDN

ISDN stands for Integrated Services Digital Network. It is a design for a completely digital
telephone/telecommunications network. It is designed to carry wdate, images, and video, everything
you could ever need. It is also designed to provide a single interface (in terms of both hardware a
communication protocols) for hooking up your phone, your fax machine, your computer, your videophon
your videcorrdemand system (someday), and your microwave. ISDN is about what the future phon
network, and information superhighway, will look like (or would have looked like).

ISDN offers the speed and quality that previously was only available to people who bopghsies,
pointto-point digital leased lines. Combined with its flexibility as a-gdiplservice, ISDN has become the
service of choice for many communications applications. Popular ISDN applications include:

e Internet access
o Telecommuting/remote accessdorporate computing
« Video conferencing

« Small and home office data networking

E-mail

Electronic mail, commonly known as email email, is a method of exchanging digital messages from an
author to one or more recipients. Modern email operates atr$sernetor othercomputer networks
Some early email systems required that the author and the redpibnbeonline at the same time, in
common withinstant messagingroday's email systns are based onstoreandforward model. Email
serversaccept, forward, deliver and stamessages. Neither the users nor their computers are required tc
be online simultaneously; they need connect only briefly, typically #naail serverfor as long as it takes

to send or receive messages.

An email message consists of three componéhésmessage envelope, the message header, and the
message bodyThe message header contains control information, including, minimally, an originator's
email addresand one or more recipient addresses. Usually descriptive information is also added, such a
subject header field and a message submission date/time stamp.
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Advantages of using Email

Managing Email is Easy-You can manage all your correspondence on screen and so can your custome
Your proposal can be answered, revised, stored, and sent to others, all without reams of paper involved.

Email is Fast Mail is delivered instantly...from your office amywhere in the world. No other method of
delivery can provide this service. Timely buying and selling decisions can be made in a heartbeat.

Email is Inexpensive Compared to telephone calls, faxespwernightcourier service, Email is less
expensive.

Email is Easy to Filter- The subject line on an Email makes it easy to prioritize messages. The reader cz:
identify critical correspondence quickly and dealt with it immediately. Unlike regular mail which needs ftc
be opened and reviewed, or voice mail vishiequires you to either listen to or scan all your messages for
those that require immediate attention.

Transmission is Secure and ReliableThe level of security in transmitting Email messages is very high,
and the industry continues to strive to devebyen tighter security levels. Email is private. Often
telephone and fax messages are not. If the address information is correct, rarely does an Email go as
Fax machines can be out of order or out of paper and this prevents an important messagénfrom b
delivered in a timely manner.

Email is an Internet marketing tool that is fast, easy to use, inexpensive and effective. Email levels t
playing field between the big corporations and small businesses. No longer is it just the big boysewho he
the resources to access the big advertising houses. Anyone can get their word out there using Email a:
method of delivering the message.

Messaging systems

It is the Software that provides an electronic mail delivery system. It is made up of thsifglfunctional
components, which may be packaged together or independently.

Mail User Agent-The mail user agent (MUA or UA) is the cliertn&il program, such as Outlook,
Eudora, Mac Mail or Mozilla Thunderbird, which is used to compose, send and ne@assages.

Message Transfer AgeriThe message transfer agent (MTA), also called the "mail transfer agent,” eithe
forwards the message from user agents (MUAS) and other mail servers (MTAS) or delivers it to its ov
message store (MS) if the recipient isdb Send mail and Microsoft Exchange are the most widely used
MTASs on the Internet. In a large enterprise, there may be several MTA servers (mail servers) dedicatec
Internet email while others support internal -neail.
Message StorelThe message stor&18) holds the mail until it is selectively retrieved and deleted by an
access server. In the Internet world, a local delivery agent (LDA) writes the messages from the MTA to t
message store, and the primary mailbox access protocols used to retrieed tive ROP and IMAP (see
POP3andIMAP4).

The Internet's SMTP-Internet email, the most uiguitous messaging system in the world, is based on the
SMTP protocol. Prior to the Internet's enormous growth in the late 1990s, numerous proprietary messag
systems were widely used, including cc: Mail, Microsoft Mail, PROFS and DISOSSm&ssaging
middlewareandSMTP.
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Computer conference

Computer conference is @mmunication session, facilitated by means afomputer network
between several participants, each of them hasoupsgo all messages submitted. Note: Messages, in
general, have no specifiedcipient but are sent to the entire membership. Messages may contain text
video, audio,graphics software or a combination thereof. Some of these may be contained metbssage
and may be storeon linefor future retrieval Computer conferencingan be conducted either lieal time
or in storeandforwardmode

Video conferencemeans conducting eonferencebetween two or more participants at different sites
by usingcomputemetworksto transmit audi@andvideo data For example, @ointto-point (two-person)
video conferencingystemworks much like a video telephone. Each participant has a video camera
microphone, and speakers mounted on his or her computer. As the two participants speak to one ano
their voices are carried over the network and delivered to the other's spaakeratever images appear
in front of the video camera appear iwiadow on the other participantaonitor.

Desk top publishing (DTP)

Desktop publishing is the use of the computer and specialized software to create documents for deskto
commercial printing. Desktop publishing refers to the process of using the computer to produce docume
such as newsletters, brochures, books, andrqthblications that were once created manually using a
variety of horcomputer techniques along with large complex phototypesetting machines. Today desktc
publishing software does it alllmost. But before PageMaker and other desktop publishing sefthvene

were escales, pastap, and other nedesktop computer ways of putting together a design for printing.

Today innovate, we can define the Desktop publishing is the use of the computer and software to create vi
displays of ideas and informatioDesktop publishing documents may be for desktop or commercial printing or
electronic distribution including PDF, slide shows, email newsletters, and the Web.

Information retrieval system

It is thetechnique and process of searching, recovering, aegmeting information from large amounts of
stored datalt is theprocess of locating in a certain set of texts (documents) all those devoted to a request
subject or that contain facts or information necessary to the user. Information retrieval iplst@mzhby
means of an information retrieval system and is performed manually or with the use of mechanization
automation. Human beings are indispensable in information retrieval. Depending on the character of |
information contained in the texts outpy the information retrieval system, information retrieval can be
documentary, including bibliographic, or factual. Information retrieval must be distinguished from logica
information processing, without which directs a reply to the questions posed Hyman being is
impossible. In information retrieval, only the information that was input to the information retrieval systen
is sough® only that information can be found.

Questions

What is information technology?

What is office automation system?

What ae the objectives of OAS?

Briefly discuss the evolution of IT?

What is DTP?

What is information retrieval?

Explain the equipments and devices facilitating office automation?

What are networks? Explain its type8. What is email?Vhatare the advantage$ email?

ONORAWDNE
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Module- 2

Word Processing

Or i gi n al dwas apaimful skill fo reayn and closely related to figurative art; then the printing
system turned iinto a dull standardf symbols; finally writing became a graphic art in this cegntiow
the computers have brought the potentials of professional printing to the average PC user.

A WORD PROCESSOR is a modern version of papepen, typewriter, eraser, dictionagnd

t hes aur wseéThawete introduced in the markiet the 1960sand became a typical office tool by
the 1970sWord processor is parogramme used to type documents. Document caaved, closednd be
opened again to continue working on them. The keyboard of word processor is similar to that of
typewriter, but itscapabilities extend for beyond tlygpewriters For exampl e, you
Returnor Enter key at the end of every limreword processing, the i ne fAwr aps around
the margin you have set and allows you to contitypéng without stopping, youonly press Enter (Or
Returr) whenyou want to start a new paragraph or insert blank lines. If you make a mistake while typin
use backspace or delete to erase it.

Let us consider an office scene. Many letters are typed in the office. Tter diittates a letter. The typist
first types a draft copy of the letter. The officer goes through it to check mistakes regarding spelling erro
missing words, etc. and suggests corrections. The typist changes the letter as suggested by the sfficer.
Is a simple example of word processing.

Word processing is one of the most popular applications of computermeans the process of
manipulation of text using computer. It includes entering, editing, formatting and manipulation of text on
computer seen and printing of the processed text. Word processirgpamputer significantlyeduced

the labour effort in documenteation, communicatioand management.

Features of word processing

Softwarecompanies have launched on tharketmany wordprocessrs thathave similar featuresSome
brandsnames aréetterknown than othersThere are many commercial word processing progr&psn
office writer, Microsoft Word, Coral word Perfectetee Al | modern word proce
features;

1. Basicediting tasks Easy to carry out.

2. A preview window to see what the document really looks like.

3. Possibility to store the document with a meaningful name.

4. Document suitably formatted to be sent by fax-oradl

5. WYSIWIG features (What you see is atlyou get).

Some Common Word Processing Packages

The followings are examples of some popular word processor available

1. Soft word

2. WordStar

3. Word perfect
4. Microsoft word
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Advantages of word processing

1. Mistakes carbe corrected easily without leaving any trace;

2. Much better presentation of text is possible with formatting features such as different font styles al
sizes, coloured text and justification;

Text can be easily inserted, deleted or rearranged withoutghtovstart again;

Documents can be saved on disk and used again whenever necessatry;

Pictures, graphs, tables and charts can be easily included alongside text;

Multiple copies of the same document can be easily produced;

Standard letters can be mgwsduced very quickly using mail merge;

Documents can be transferred instantly anywhere in the world via electronic communications links;
9. Spelling and grammar can be checked automatically.

2.1MICRO SOFT-WORD

There are many software packages to de flob of word processing. Some of them work in DOS
environmentExamples ar&/ordStar, Word Perfect and Professional Write. But in these days working in
WINDOWS is becoming more and more popular. So let us consider software for word processing whi
worksin WINDOWS. Our choice is MSVORD because it is the most popular software in these days. MS
WORD is a part of the bigger package called MS OFFICE, which can do much more than word processi
In fact when you open up MS OFFICE you will find four main comgags in it. They are M8/ORD (for

word processing), MS EXCEL (for spreadsheet), MS ACCESS (for database management) and N
POWERPOINT (for presentation purposes)

0 N o ol b

Microsoft Word 2007 Window and its Parts/components

Microsoft Word is a wordorocessing softare package. You can use it to type letters, reports, and other
documents. Microsoft Word 2007 is so different from previous versions of Micréofd; even
experienced users may findag more useiriendly.

Advanced featurescomponentsof MS Word 2007
The Microsoft Office Button

In the uppeieft corner of the Word 2007 window is the Microsoft Office button. When you click the
button, amenu appears. You can use the menu to create a new file, open an existing file, save a file, a
perform many othetasks.

-4

The Quick Access Toolbar

Next to the Microsoft Office button is the Quick Access toolbar. The Quick Access toolbar provides yo
with access to commands you frequently use. By default Save, Undo, and Redo appear on the Qu
Access toolbar. You camse Save to save your file, Undo to rollback an action you have taken, and Redo t
reapply an action you have rolled back.
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The Title Bar

Next to the Quick Access toolbar is the Title bar. The Title bar displays the title of the document on whic
you ae currently working. Word names the first new document you open Documentl. As you ope
additional new documents, Word names them sequentially. When you save your document, you assign
document a new name.

Documentl - Microsoft Word

The Ribbon

You use commands to tell MicrdsdVord what to do. In Microsoft Word 2007, you use the Ribbon to
issue commands. The Ribbon is located near the top of the screen, below the Quick Access toolbar. At
top of the Ribbon are several tabs; clicking a tab displays several related cormmapsl gVithin each
group are related command buttons. You click buttons to issue commands or to access menus and di
boxes. You may also find a dialog box launcher in the betight corner of a group. Clicking the dialog
box launcher gives you accdassadditional commands via a dialog box.

Tabs # Hom Inzert Page Layout References Mailings Rgvira Wigw Add-ing L

= Calibri [Body) 1 s R T R EE) A . "
h
- B I U-aex x| EEAMNR = _"'f_'ﬂﬂ e
TS m Ak & v i Buttonar | G
Font Group Dialog Box Launcher
The Ruler
The ruler is found below the Ribbon.
Ll 1 1 - _TJ

You can use the ruler to change the format of your document quickly. If your ruler is not visible, follow the
steps listed here:

Cin d9-0 s umentl - Microsoft Word

"l
> Home Insert Page Layaout References @ —ﬁ-} Add-Ins
QH ¥ Ruler Document Map L_{ ! Ll One Page

Gridlings Thurnbnails " |44 Two Pages
Print Full Soreen Web  Outline | Draft Zoom 100% 3 p Wicth r
Layout Reading Layout . f e Wi
Dacument Views ShowHide Zoam
|m¢~ 5

1. Click the View tab to chose it.
2. Click the check box next to Ruler in the Show/Hide group. The ruler appears below the Ribbon.
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The Text Area
Just below the ruler is a large area called the text area. You type your document in the text area. -
blinking vertical line in the upg-left corner of the text area is the cursor. It marks the insertion point. As
you type, your text displays at the cursor location. The horizontal line next to the cursor marks the end
the document.
| oy @ -6 5 Microsoft Wor =
& |
Harme Insert Fage Layout References Mailngs Rewiew View Add-Ines L
| Calibri (Body) - |11 = i
B F U -ahe x, x| =) 0 E H N =-

Foowmr o A - oda-| A AT ‘5

[l .\_‘I

lm This is the text area. ’
- Vertical Scroll Bar

Horizontal Scroll Bar

{ g

1 | _
I_ Page:1 Page:1lofl ‘Words: 0 _*.’- Inzert | B A= = | 154% l..::f L l._'i';i .:E_|

The Vertical and Horizontal and Vertical Scroll Bars
The vertical and horizontal scroll bars enable you to move up, down, and across your window simply |
dragging the icon located on the scroll bar. The vertical scroll bar is located along the right side of t
screen. The horizontal scroll bar is lahjust above the status bar. To move up and down your document,
click and drag the vertical scroll bar up and down. To move back and forth across your document, click &
drag the horizontal scroll bar back and forth. You won't see a horizontal scrdfltbarwidth of your
document fits on your screen.
The Status Bar
The Status bar appears at the very bottom of your window and provides such information as the curr
page and the number of words in your document. You can change what displays otuthbastay right
clicking on the Status bar and selecting the options you want from the Customize Status Bar menu. Y
click a menu item to select it. You click it again to deselect it. A check mark next to an item means it
selected.

Create a New Da@ument

There are several ways to create new documents, open existing documents, and save documen

in Word:

e Click theMicrosoft Office Button — and ClickNew or
e Press CTRL+N (Depress the CTRL key whil €

You will notice that when you click on the Microsoft Office Button and Clidkw, you have man

choices about the types of documents you can create. If you wish to start itank alocumentclick

Blank. If you wish to start from a template you can browse throgmlr choiceson the left, see tt

choices on center screen, and preview the selection on the right screen.
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Hirw Docurnent

* MNew Blog Post

-

Opening an Existing Document
Cla )
« Click theMicrosoft Office Button —— and ClickOpen, or
e Press CTRL+O (Depress the CTRKeybdaslyor whi | e
o If you have recently used the document you can clichiceosoft Office Button and click the

name of the document in tikeecent Documentsection of the window Insert picture of recen
docs

Saving a Document
Ca )
« Click theMicrosoft Office Button — and ClickSaveor Save As( r emember , i

the document to someone who does not have Office 2007, you will need to cligiitee
Button,

click Save As and ClickWord 97-2003 Documet), or
e Press CTRL+S (Depress the CTRL key while pregsit he fS0) on t he
e Click theFile icon on the Quick Access Toolbar

Cie A -
_' i
= Hi Irsert

Calib E ooy

g B T U

Renaming Documents
To rename a Word document while using the program:
Cla )
« Click theOffice Button — and find the file you want to rename.

o Rightclick the document name with tneouse and seleBtenamefrom the shortcut menu.
e Type the new name for the file and pressENTER key.

Working on Multiple Documents
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Several documents can be opened simultaneously if you are typing or editing multiple docu
once. All open docunents will be listed in th&/iew Tab of the Ribbon when you click on Swit
Windows. The current document has a checkmark beside the file n&elect another open docum

to view it.
]

View hade |

— 1

-

Jhi

-

Siiteh LT LLT

Windows =
1 Creating and Opening a Document

v || 2 Document?

Document Views
In Word 2007, you can display your documenoire of five views: Draft, Web Layout, Print Layout,
Full Screen Reading, or Online Layout
e Print Layout: This is a view of the document as it would appear when printedcludes al
tables, text, graphics, and images.
e Full Screen Reading This is a @il view length view of a documentGood for viewing twi
pages at a time.
« Web Layout: This is a view of the document as it would appear in a web browser.
e Outline: This is an outline form of the document in the form of bullets.
o Draft: This view does notlisplay pictures or layouts, just te¥tor selecting draft view follo
the procedurebelow

Mg d -0 7 Microsaft W =
" .
Horme Irsert If"m:|i- Layaut Referenges I Vigw Edd-Ins L7}
3 Web Layout - X New Window
o i "
| Outfine = Arrange Al :
Print  Full Screen | F ":th--,"Hl" L£O0m Switch Macros
- raf - ors .
Layout  Reading = Draft P @ v J opist Windaws = "
L i
1'| =

1. Click the View tab.
2. Click Draft in the Document Views group. When the Draft option is selected it appears in .
contrasting color.

Click
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To view a documerih different forms, click the document views shortcuts at the bottom of the scr
(=R == i

e Click theView Tab on the Ribbon
e Click on the appropriate document view.

| L@

Print |Full Screen Web  Qutline  Draft
layout | Reading Layout

Close a Document
To close a document:

e Click theOffice Button

e Click Close
Nonprinting Characters
Certain characters, called nonprinting characters, do not print and will not appear in your
document but do affect your document layout. You can elect to see these characters on the scr
type or you can elect to have them r@miavisible. For these lessons, opt to see them onscreer
table describes most of them:
To view nonprinting characters:

o = BT ] = oft WWord — =

=
rome f——— @amg meferences  mamiling g5 Review  wiew  Add-ns
- - 111 - H - = i -

Calibri (Boch)

=
B - W - oake 2, x| = = ::

Paste
- . b e W | P @-7—}!1

[

HEN

Typing and inserting Text

To enter text, just start typing! The text will appear where the blinking cursor is located.th
cursor by using the arrow buttons on the keyboard or positioning the mouse and clicking the le
The keyboard shortcuts listed below are also helpful when moving through the text of a documel

Move Action Keystroke
Beginning of the line HOME

End of the line END

Top of the document CTRL+HOME
End of the document CTRL+END

Selecting Text

To change any attributes of text it must be highlighted first. Select the text by dragging thi
over the desired text while keeping the leftuse button depressed, or hold downSkFT key on th
keyboard while using the arrow buttons to highlight the text. The following table contains short
selecting a portion of the text:

Selection Technique
Whole word doubleclick within the word
Whole paragraph triple-click within the paragraph

Several words or drag the mouse over the words, or hold d&HFT while using the arrow
lines keys

Entire document  chooseEditing | Select | Select Alfrom the Ribbon, or pre<STRL+A

De select tle text by clicking anywhere outside of the selection on the page or press an arrow ke
keyboard.
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Inserting Additional Text
Text can be inserted in a document at any point using any of the following methods:
o Type Text Put your cursor where you wato add the text and begin typing

o Copy and Paste Text Highlight the text you wish to copy and right click and cli@épy, put
your cursor where you want the text in the document and right click andPelstk

o Cut and Paste Text Highlight the text ya wish to copy and right click and cli¢kut, put your
cursor where you want the text in the document and right click andRaiste

o Drag Text: Highlight the text you wish to move, click on it and drag it to the place where y
want the text in the docoent.

= 7 =
Clipboard ™= ‘—ﬁ;{:npb:}ard Menug
1 of 24 - Clipboard v O
[u_ﬁ Faskte all ] [j'; Clear all ]

Click. an ikem ko paskte:

“-i:l The student prewviews is
lacated at the top right
hand side of the screen. ..

You will notice that you can also use the Clipboard group on the ribbon.

Rearranging Blocks of Text
To rearrange text within a document, you can utilizeGlgboard Group on theHome Tab of the
Ribbon.
Insert picture of clipboard group labeled

e Move text Cut and Paste or Drag as shown above

o« Copy Text Copy and Paste as above or use the Clipboard group on the Ribbon

e PasteText Ct r | + V (hold down the CTRL and t

Clipboard group to Paste, Paste SpeciaRaste as Hyperlink

Home Insert
_'_>| “'"" Calibri [Body)
— 133

Faste B ¢ e e (P
= E | o

|12 Paste

i __'l’_‘] Paste 5pecial...

Deleting Blocks of Text

Use theBACKSPACE andDELETE keys on the keyboard to delete text. Backspace will delete f
the left of the cursor and Delete will erase text to the right. To delete a large selection of text, ht
using any of the methods outlined above and predSEWETE key.

Search and Replace Text

Information Technology for Business & Management 24



School of Distance Education

To find a particular word or phrase in a document:

Click Find on theEditing Group on the Ribbon
To find and replace a word or phrase in the document, Blegldace on theEditing Group of the
Ribbon.
33 Find ~
tac Feplace
i Select -
Editing

Undo Changes
To undo change£lick theUndo Button on the Quick Access Toolbar

HOwWwe [U2ELE

| i ey

There are many features to help you proofread your docuriibese include:Spelling and
Gramma, Thesaurus, AutoCorrect, Default Dictionary, and Word Count.
Bold, Italicize, and Underline
When creating a document, you may need to emphasize particular words or phrases by
underlining, or italicizing. Also, certain grammatical constructs ireqthat you bold, underline,
italicize. You canbold, underline, and italicize when using Word. You also can combine these fe
In other words, you can bold, underline, and italicize a single piece of text.
When you need to perform a task in Misoft Word, you can usually choose from several method:
exercises that follow show you how to bold, underline, or italicize using four different methods: u
launcher, the Ribbon, the Mutbolbar/context menu, and the keyboard.
Bold with the Dialog Box Launcher

1.

e

E
6.

On the line that begins with Launcher, select the word "BoYeht can place the cursor before
the letter "B" in "Bold." Press the Shift key; then press the right arrow key until the entire v
highlighted.

Choose the Home tab.

Click the dialog box launcher in the Font group. The Font dialog box appears.

Click Bold in the Font Style box.

Note: You can see the effect of your action in the Preview window. To remove the bold, cl
Regular

Click OK to close the dialog box.

Click anywhee in the text area to remove the highlighting. You have bolded the word bold

Italicize with the Dialog Box Launcher

1.

.

e
6.

On the line that begins with Launcher, select the word "ltalici2t can place the curs
before the letter "I" in "Italicize." Presti@ Shift key; then press the right arrow key until
entire word is highlighted.

Choose the Home tab.

Click the dialog box launcher in the Font group. The Font dialog box appears.

Click Italic in the Font Style box.

Note: You can see the effect of yowglsction in the Preview window. To remove the italics,
click Regular in the Font Style box.

Click OK to close the Font dialog box.

Click anywhere in the text area to remove the highlighting. You have italicized the word It:

Underline with the Dialog Box Launcher
You can underline when using Word. Word provides you with many types of underlines from whi
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choose. Théollowing are some of the underlines that are available if you use the dialog box laun:
1. On the line that begins with "Launchesglect the words "Underline these words."
2. Choose the Home tab.
3. Click the dialog box launcher in the Font group. The Font dialog box appears.
4. In the Underline Style box, click the down arrow to open thegm¥n menu.
5. Click the type of underline you widb use.
Note: To remove an underline, you selacnefrom the puldown menu.
Click OK to close the dialog box. The underline you selected appears under the words.
7. Click anywhere in the text area to remove the highlighting.

=

Proofing the document
Thisincludes checking and correcting spelling and grammar, thesaurus, Research and translate

Spelling and Grammar
To check the spelling and grammar of a document

o Place the cursor at the beginning of the document or the beginning of the section thaht/to
check

e Click theReviewTab on the Ribbon
e Click Spelling & Grammar on the Proofing Group.

O BT BE Document5 - Micrasaft Word

4 Home  Insed Page Layout  References  Mailings  Rewew | View  Developes

ABG ) Researen [y __J ] }, ) f'JFmal“.-!h:;.w*.gr.’allu:
2 Thesaurus £ - T ] Show Markup =
ipeling & .

Grammar 118

Praofing

) Htll.'il a T-Iﬂ{li. E’I!":":In‘p : )
il  Comment (hanges™ - ﬂﬂt-lcwmg Panié *

Comments Tracking

e Any errors will display a dialog box that allows you to choose a more appropriate spelling

phrasing.
Spelling and Grammar: English (U.5.) RIX]
Mot in Dicthonary;
W
Sugoestions:
Einr
Speed harege
s ] [w
Steeling -
ek
[#] heck grammar

If you wish to check the spelling of an indlual word, you can right click any word that has been
underlined by Word and choose a substitution.
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a:leelln.g
Spheling
Spelling
Speading
Steeling
Peeling
lanore
Tgnore &l
Add to Dictionany
AutoCorredt ]
Language >
% sSpelling...
i Look Up...

34 Paste
Thesaurus-The Thesaurus allows you to view synonym®. use the thesaurus:
o Click theReviewTab of the Ribbon
o Click theThesaurusButton on the Proaig Group.

e The thesaurus tool will appear on the right side of the screen and you can view word optic

=
Home Ing et Page Layaul Referendes Mailingd Revigw Wi Developer
,:3;. A, Research| 1%~ \f \_, 21| Final Showing Markup [ i Reject =
: o Thesaurus 5 = - -] Show Markup ~ =1 @} previous
Spelling & ot Mew Track  Ballsont Accept Camj
Grammar anslate o5 Comment Changes ~ - _nl—l Reviewing Pane - - 0 Next -

| Final

You can also access the thesaurus by-etibking any word and choosirfgynonymson the menu.

Finz"

b Cut
da  Cepy
@ Paste
A Eont...
=% Paragraph..
i= Bullets L
i= Humbering L
&,  Hyperlink.
i, woxup
Synonyns 3 last
Transiate = concuding
Styles - dosing
ending
ultimate
finishing
Tirst pantonym]
absolute
S5 Thesaurus..

Customize AutoCorrect

You can set up the AutoQexct tool in Word to retain certain text the way it i customize AutoCort
e Click theMicrosoft Office button

e Click theWord Options Button
e Click theProofing tab
e Click AutoCorrect Options button
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\BC |
Popula J | Change how Word corrects and formats your fext

Cisplay

Pragfing AutoComect options \

st Change how Word corrects and formats bedt a5 youtype: | AutoComect Options...

advanted
Whien comecting spelling in Microsoft Office programs
Customize
lgnore words in LIPPERCASE

Add-Ins [gnore words that contain numbers

| Y

e On theAutoCorrect Tab, you can specify words yowant to replace as you type
AutoCorrect: English [U.S.)

AustoFormak Sk Tags
AutoCorrect Math futoTorresck fusboFormast A Tou Type
Sheowy FusbpC ormench Opdicenes: bask o
Cigrrect Two INtial CApitals
[¥] Capmalize First letter of ganbenes
Capitalize Firet letter of tabls callz
Capitalize names of days
Correct acckdental usage of CAPS LOCK key

Replace bext & you bype
Replace: wikh: (%) Plain test () Eoemnakbed bext
1 |Fn.al

ey _______1e___________________________________ g

i) (3]
{m) ™
i€ &
- = b

fusbomatically Use sugoestions From the speling checker

[ = | [ conca |

Create a New Default Dictionary
Often you will have business or educational jargon that may not be recognized by the spelling ar
grammar check in WordYou can customize the dictionary to recognize these words.

e Click the Microsoft Office button

e Click theWord Options Button

e Click theProofing tab

e Click theWhen Correcting Spellingtab

e Click Custom Dictionaries

e Click Edit Word List

o Type in any words that you may use that are not recognized by the current dictionary.
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Papular Wi |
«.P[ | Change how Ward corrects and formats your text.

Cisplay
Practing AutoComect options
save Change how Waord corrects and formats text a2 you type: i sutaCorrect Options...
Advanced

When commecting spelling in Microsoft Office programs
Custamize

Ignore words in UPPERCASE
Add-Ins Ignare words that contain numbers
[#] tgnore Internet and file addresses
Flag fepeated words

Trust Canter
Resources ] Enforee sccented uppercase in Frénch

I:‘ Suggest from main dictionary only

Custom Dictionaries... "‘_

French modes: | Traditional and new spellings

Check Word Count
To check the word count in Word 2007 look at the bottom left corner of the sdtedh.give you a
total word count or if you have text highlighted it will tell you how many words are highlighted ou

the total.
Ke

Te

Page: 1 of 2 | Words: 14,/295

Formatting a Paragraph

Formatting paragraphs allows you to change the look of the overall docu¥f@ntan access many ¢
the tools of paragraph formatting by clicking fh@ge LayoutTab of the Ribbon or thearagraph
Group on the Home Tab of the Ribbon.

ll
- Home Insert Page Layaut References Kailings Review View Diewelaper
ge Lay ]
] L Iy Orientation = ¥= Breaks - 2 Watermark = Indent Spating t t - |2 Algn -
_]SM F_JLine Numbers = < Page Color = €I Lett O = :: Before: 0 pt = J IH
Them-es r1an;|ms ~ - | - t
| 2 BN Columns - b2 Hyphenation - | ] Page Borders | 3 Right: ¢ v | jam After 10 pt = o
Themes Fage Setup || Page Background Paragraph a Arrange
Home Insert Page Layout References Mailings Fewiew Wiew D
Calibri [Body] A AT S e el R
g B L U e, Aam -4  EEBM|E| ST
d = Fant g . Faragraph

Change Paragaph Alignment
The paragraph alignment allows you to set how you want text to appe@hange the alignment:
e Click theHome Tab
e Choose the appropriate button for alignment on the Paragraph Group.
o Align Left: the text is aligned with your left margin
o Center: The textis centered within your margins
o Align Right: Aligns text with the right margin
o Justify: Aligns text to both the left and right margins.
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Il
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MEB

=~ o~ ||EE |2 T

F‘aragﬁph\
Indent Paragraphs

Indenting paragraphs allows you set text within a paragraph at different mdigsne.are several
options for indenting:
o First Line: Controls the left boundary for the first line of a paragraph
e Hanging: Controls the left boundary of every line in a paragraph except the first one
o Left: Controls the left boundary for every line iparagraph
e Right: Controls the right boundary for every line in a paragraph
To indent paragraphs, you can do the following:
e Click thelndent buttons to control the indent.
Click the hdent button repeated times to increase the size of the indent.

(il
i
Il
=
|
<1
57
4
&

il

= - 1S - N |[EEEE || 8| T

Click the dialog box of th@aragraph Group
Click thelndents and SpacingTab
Selectyour indents

] I EE R SRl i i LK AaBbCeDx | AaBbCeDe
D - L 35 2k B IEEalE == R T Mormal T Mo Spaci
= Parageaph 7] [l —
Paragraph ]'F !EI
EInedents ard Spacing Lirse s Page Bresks
Abgrumerit: w
Couthre level: | Body Teoct -
=
Left: o - Special: By:
Right: o = (reome) ~, =
[ prror insdents
Spacing
Before: 0 pt - Line: spacing: fikz
Bifver: 10 pk - Madtiple ~ |1.15 -
L] Dont sdd spece betwesn parsgraphs of the same style
1 [ Tebs... | [ pefoun... | [ oK | [ caneat |

Add Borders and Shading
You can add borders and shading to paragraphs and entire paga®ate a border around a paragr:
or paragraphs:

o Select the areaf text where you want the border or shading.

o Click theBorders Button on the Paragraph Group on the Home Tab

e Choose th@&order and Shading

e Choose the appropriate options
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Apply Styles

Il | aaBbCcDc

AaBbCcin
7 Normal T Mo Spadci..

Bottom Border

Top Eorder

Left Border

Right Border

HNo Border

Al Borders

Dutgide Borders

Ingide Borders

Inside Horizontal Border

Imside Vertical Border

Harigental Line
Draws Table
Wiew Gridliines

Bgrders and Shading...

Styles are a present collection of formatting that you can appdxtoTo utilizeQuick Styles:

e Select the text you wish to format.

o Click the dialog box next to thetyles Groupon the Home Tab.

e Click the style you wish to apply.

AaBbCcD¢ | AzBbCcDy

Styles

Create Links

AaBbCi

T Hormal | 7 Mo Spad.. Headingl '-ia-d’lr% =

A

Chamge
Styles =

AaBbCc

Creating links in a word document allows you to put in a URL thatersacan click on to visit a web

page. To insert a link:

o Click theHyperlink Button on the Links Group of the Insert Tab.

e Type in the text in the AText to Displ ay
Inzert Page Layout References Mailings Review Viei
1l El’ ) -T"ﬂﬁm'ptrlink
il _J, J I- _J" 2 P E_
Az Bookmark
Table Picture Clip Shapes SmartArt Chart
v art " (7] Cross-reference
Tables Mustrations Lirks
Insert Hyperlink l|
Lirk b et to displary: | FGOL Horme Pags] ScreenTip.
L | ook e My Docurients v | !
| o @ =
o= o oo -
C!ln:'*;?” ) AMGEL Trasiring Materisls
Sl T
Place n This ) Largs Graphics
Document frowsed | () My eBooks
Pages My Music
| My Pctiras
My Videos
oo | | "aar | otice 2007 Tutori
() Snagl Cakalog o
= Address: | hitpeffumen. fgou. eduf A
E-nad Address
o || cancel
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Change Spacing Between Paragraphs arldnes
You can change the space between lines and paragraphs by doing the following:
o Select the paragraph or paragraphs you wish to change.
e On the Home Tab, Click thearagraph Dialog Box
o Click thelndents and SpacingTab
e IntheSpacingsection, adjust yauspacing accordingly

aal = = - o= || sk aamlia [ 1
AR [EE=—13= =-liEE ER|l 2] AaBbCcDe | AaBbCeDe
& - EXE N =)Dy - T Marma T Mo Spaci.
Paragraph ﬁ|

Indents and Spacing | Line and Page Breaks
Gereral

Algrument : ettt JR

Ongtlire bevel: | Body Teoxt -

Trecheersl Sitwcery
Lefe: "
Eighit: o"

4
&
g

[ prroer indents

Spacing
Eefore: O et — Lines Spacing: ks
After: LD pt — Pk iple ~— 1.15 —

[ oon: add space between paragraphs of the same stybe

P

HEH
T

(o] [(oer-] (= [ o]

Creating and Bulleted Numbered Lists
Lists allow you to format and organize text with numbers, bullets, or ioudime. Bulletedlists havi
bullet points, numbered lists have numbers, and outline lists combine numbers anddgiading o
the organization of the lisT.o create one of your own, do the following.

« Highlight the last three lines in your Crime Statistics document

e On theHomeribbon at the top of Microsoft Word, locate tRaragraph panel

e On the Paragraph panel, &e the three bullet options:

E = oE s RT]

|¢§T| fy - D05 -

Paragraph Fa

The first of the three is for bullets that are not numbers or letter. The default for the first option i<
round bullets. If this is all you want then simply click the first option, after you have highlighte
text. You can, however, have other symbols for your bulleted list. Click the arrow next to the fir:
option to see the following:

You can select any of the bullets in the Bullet Library. Move your mouse over each one and yo
preview on youpage. Click with the left mouse button to choose a particular bullet.

You have a wider range of choices if you click the link at the bottom that Bajis&é New bullet".
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Recently Used Bullets

Bullet Library

| Mone | - - - e ..

- || v

Dro-cumeaent Bullets

Define MNeww Bullet...

Click the Symbol button at the top to see ¢hsymbolscreen:

Select the symbgtou want and then click OK. You'll then be returned to the Define New Bullet di:
box. If you like the Preview, click OK on this dialogue box, as well. You can however, select a
or a font as your bullet. Click the buttons at the top to seetihese work.

The second bullet option on the Paragraph panel is for numbers and letters. The default is for cc
numbers starting from 1. Again, click the arrow to see more options:

Recently Used NMumber Formats

1.
3.

Mumbering Library

1. 1)
Mone 2. 2}

3. 3)
L A al
1. B. b}
1. C. c)

e

C. iii.

Define Mew Mumber Format...

[

So if you wanted lowercase letters instead of numbers, seieaption from the list. You can also
your own style by clicking the "Define New Number Format" link at the bottom. This opens a d
box similar to the one you've just seen.

The third bullet option on the Paragraph panel is for lists that areaqoorglex- bullets within bullets.
A list like this, for example:

1. Heading One
a. Sub Heading
i. Ttem One
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To get the list above, we first typed the tedeading One". After highlighting this text, we clicked thu
third bullet option on the Paragraph panel to see this:

Al
Current List
1.
a.
i

List Library

1) 1.
Mone ap 1.1
| i) 1.1.1.

- Avrticle | Ha=o 1 Heading 1
= Section 1.01 1 1.1 Hesding 2

Drefine Mew MMultilevel List...

Define Mew List Stvle...

Clicking the first opion got us the number 1 as a bullet. We then typed the next two items. Howe'
gets you a numbered list, 1 to 3. To change the list into the one above, highlight an item on
Then click the link at the bottom that says "Change Llist Leval'll then see the following:

===  Change List Lewel »

1.

Define Mew Multilevel List...

Drefine Mew List Style... a.

Select the List Level you want. Do the same for any other items on your list.

TABLES

Tables are used to display data in a table formaither words, the table are facilities where the da
structure is divided into tomany rows and columns to provide better analysis and presentation

To Create a Table

e Place the cursor on the page where you want the new table
e Click thelnsert Tab of the Ribbon
e Click theTablesButton on the Tables GroupXou can create a table onkfour ways:
o Highlight the number of row and columns
o Click Insert Table and enter the number of rows and columns
o Click theDraw Table, create your table by clicking and entering the rows and colun
o Click Quick Tablesand choose a table
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Insert Page Layout Referem

— ElE Lr\' ) }
| Bo 1V 4
Table Picture Clip Shapes 5Sm:

- art -
Insert Table

I T

_=| Insert Table...
_-«|7 Draw Table
+
3
= il

w| Excel Spreadsheet

T Quick Tables b

Enter Data in a Table
Place the cursor in the cell where you wish to enter the informaBegin typing.
Modify the Table Structure and Format a Table
To modify the structure of a table:
e Click the table and notice that you have two new tabs on the Rilibesign and Layut. These
pertain to the table design and layout.

| Cin .d ot L - Table Tools
- Home BT Page Layout Rl srenoes hailings RgiEw Vigw 'B'EFH!D'H.‘ Desagn Layaiut "_
7| Header Row W) First Column e | —— ‘¥ Shading -
Total Row Last Column se= e | f———— - |5 Borders|- v pt =
¥| Banded Fows Banded Columnsg —— | — - ﬁ;f.. Calor = T1

On the Design Tab, you can choose:
o Table Style Options
e Table Styles
o Draw Borders
To format a table, click the table and then click theyout Tab on the RibbonThis Layout tab allows
you to:
o View Gridlines and Properties(from the Table Group)
e Insert Rows and Columns(from the Rows & Columns Group)
e Delete the Table, Rows and/or Columnérom the Rows & Columns Group)
e Merge or Split Cells (from the Merge Group)
e Increase and Decrease cell siZ€ell Siz Group)
« Align text within the cells and change text directiongAlignment Group)
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Page Formatting
Set the Orientation
Before you print your document, you may want to change the orientation of your pages. There

orientations you can use: portraitd landscape. Paper, such as paper sized 8 1/2 by 11, is longe
edge than it is on the other. If you print in Portrait, the shortest edge of the paper becomes the
page. Portrait is the default option. If you print Landscape, the loadgstof the paper becomes the
of the page.

Portrait

Landscape

Set the Orientation
1. Choose the Page Layout tab.
2. Click Orientation in the Page Setup group. A menu appears.
3. Click Portrait. Word sets your page orientation to Portrait.

iy bl = -
ad

Haome Insert Page Layout #E@ﬂalhngs Review

A] B colors - A |__ K= Breaks -
a 5
ity [A]Fonts - —_ — . — Line Mumbers -
Themes — kMargins [Onentation rai i
= Effects - - - B - Hyphenation -
Theme: ' -
= - . Partrai P
L = - = = E |y
t v
1

Landscape

Single-Parei

Set the Page e
Paper comes in a variety of sizes. Most business correspondence uses 8 1/2 by 11 papers v

default page size in Word. If you are not using 8 1/2 by 11 papers, you can use the Size opt
Page Setup group of the Page Layout tab togdhéme Size setting.
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1. Choose the Page Layout tab.
2. Click Size in the Page Setup group. A menu appears.
3. Click Letter 8.5 x 11in. Word sets your page size.
Set the Margins

Margins define the amount of white space that appears at the top, bottormdefghd edges of yo
document. The Margin option in the Page Setup group of the Page Layout tab provides severa
margin sizes from which you can choose.
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Wi e b
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Left: >~ Right: = e
il )
Custarm hMargins. Fr

1. Choose the Page Layout tab.

2. Click Margins in the Page Setup group. A menu appears.

3. Click Moderate. Word sets your margins to the Moderate settings.
Add Page Numbers

Page numbers help you keep your document organized and enable readers to find in

quickly. You can add page numbers to the top, bottom, or margins of your, pagegou can choo
where the numbers appear. For example, numbers can appear at the top of the page, on the le
center of the page. Word also offers several number styles from which you can choose.
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Choose the Insert tab.

R

Click Bottom of Page.
4. Click the rightside option.
Insert Page Breaks

s Sawe Selechon as Py

ge Member [Botham

Click the Page Nufwer button in the Header & Footer group. A menu appears.

As you learned irearlier, you can display your document in any of five views: Draft, Web La
Print Layout, Full Scren Reading, or Online Layout. In Print Layout view you see your documel
will appear when you print it. You can clearly see where each page ends and a new page begin:

As you review your document, you may find that you want to change the powhich a new pac
begins. You do this by inserting a page break. For example, if a page heading appears on one
the first paragraph under the heading appears on the next page, you may want t pager brez
before the heading to keep the hiegdand the first paragraph together.

Change to Print View

A

kE |
Home Insert Page Layout References Madings Review 1w P @
P @ " Ruler Diocument hidag 5 < One Fage
£ =
andlines Thurmbnails ’ 1 Two Pages
Print  |Full Screen  Web | Owtling | Draft Zoom  100% Mew  AMTanGge
& a8 i Page Whdth - L -
Layowt | Reading  Layowt Wincos a1l

L

1. Choose the View tab.

Single-Parent Family—Career

2. Click Print Layout in the Document Views group. Your document changes to the Print Lay

view.

Insert Page Breaks

1. Place your cursor before the D in "Displaced Homemakers"

2. Choose the Insert tab.

3. Click Page Break. Word places a page break in your document.
To delete a page break, you select the page break and then press the Delete key.
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Modify Page Margins and Orientations
The page margins can be modified through the followtegs:
o Click thePage LayoutTab on the Ribbon
e On thePage SetugGroup, ClickMargins
e Click aDefault Margin, or
e Click Custom Margins and complete the dialog box.

Home Insert Page Layout References
L __-.Drlrr-tahon = k= Bréaks -
A - Y Size - F ) Line Numbers -
l-.'l.)ri:;lr's
li Columns - b~ Hyphenation =
nes Haormal
Tap 1= Boftom: 17 |
L=ft 1 Right: 1
Manow
Tap 0.5 Bottam: 9.57
Laft 0.5 Right: 0.5
Foderate
Top 1" Bottom: 17
Laft 0.75" Right:  0.75"
Wide
Top 1" Bottom: 17
Left 1" Right: I’
Mimmored
Top 1= Baottam: 17
Inside: 1,257 Outside 17

Office 2003 Default
Top 1= Battam: 17
Left 1.1%" Right: 1.257

| Custom Margins..

To change the Orientation, Size of the Page, or Columns:
o Click thePage LayoutTab on tle Ribbon
e On the Page Setup Group, Click thgentation, Size or Columns drop down menus
e Click the appropriate choice
On bd9-0 & -

'/ Home Insert Page Layout References
1 L __-,Dn:nt-:-tlnn =k 13'-:-#1- =
L3 |
- 13 Size - ¥ Lime Numbers ~
Tr'u:rru:j — Margins
- [ - II Columns = w2 Hyphenation -
Themes Page Setup

Apply a Page Border and Color
To apply a page border or color:
e Click thePage LayoutTab on the Ribbon
e On the Page Background Group¢k the Page Colorsor Page Bordersdrop down menus

Page Layout References Mailings Revi
Irigntation - P_—', Breaks = A Watermark ~
ize = £ Line Numbers - @j Page Color =
olumns = hi~ Hyphenatl‘?‘w;ﬂ Page Borders

Page Setup Page Background

Information Technology for Business & Management

39



School of Distance Education

Insert Common Header and Footer Information

To insert Header and Footer information such as page numbers, date, or title, first, decide if you
information in the header (at the top of thgggor in the Footer (at the bottom of the page), then:

e Click thelnsert Tab on the Ribbon

e Click Header or Footer

e Choose a style

Irvsent Page Layout References Mailings Review Widwy Developer
- R b ﬂ i, Hyperiini ]
] | | - ﬂl A Bookmark g L
Table Ficture Clip Shapes Smartart Chart Header Footer Fage
- At - ‘4 Cross-reference - N T

o TheHeader/Footer DesignTab will display on the Ribbon
o Choose the information that you would like to have in the headeotar (date, time, page
numbers, etc.) or type in the information you would like to have in the header or footer

Home Insert Page Layout Referenoes Maslings Review Wiew Ueveloper Cresign

<l

y Previows Section Different First Page _;-l'f-\.'de'llul" Top 0.5

& lin
= (1

1 Mext Section Ditferent Odd & Even Pages v Footer from Bottom: |0.5°

mber= | &Time Parts art Header ¥| Show Document Text #] Insert Alignment Tab

Create a Page Break

To insert a page break:
o Click thePage LayoutTab on the Ribbon
e On thePage SetugGroup, click theBreaks Drop Down Meru
e Click Page Break

Preview and Print Documents

When you have your margins, tabs, and so on the way you want them, you are ready tc
Word, You can preview your document before you print. In the Preview mode, you can revit
page, viewmultiple pages at the same time, zoom in on a page, and access the Size, Orient:
Margin options.

If you press the Zoom button while you are in Preview mode, the Zoom dialog box appear

Zoom dialog box you can set the sizes of plages that display as well as the number of page
display.
When you are ready to print, you use the Print dialog box. In the Print Range area, choose A
every page of your document, choose Current Page to print the page you are curremtlghmos
Pages to enter the specific pages you want to print. Type the pages you want to print in the Pi
Separate individual pages with commas (1,3, 13); specify a range by using a#éash (4

Print Preview
1. Click the Microsoft Office button. Anenu appears.
Highlight the Print option. The Preview and Print the Document menu appears.
Click Print Preview. The Preview window appears, with your document in the window.
Click One Page to view one page at a time. Click Two Pages to view two padeset a
To view your document in normal size, click 100%.
Click the Zoom Button. The Zoom dialog box appears.
Select an option and then click OK. Perform this task for each option and note the results

Noghkwd
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MACROS

Macros are advanced features that can speedltipgeor formatting you may perform often in a W
document. They record sequences of menu selections that you choose so that a series of act
completed in one stef@imply put, a macro is a series of commands that is recorded so it can éx
back, or executed, later

Recording a Macro
To record a Macro:
e Click theView Tab on the Ribbon

e Click Macros

e Click Record Macro

View Developer L)
\,!' "j_. ‘Ll One Page 1= Mew Window | _1] View 5ide by Side ~ =
55 [ 1 Two Pages 3 Arrange All —d
Zoom  100% Switch Macrof
3 Page Width | [ Split Windows = v

Zoom Window :'; View Macros

¥ Becord Macro..

-

Record Macro

%)

=

Macro name:
MacroS

ASSION Macro by

P =~

Shore macro in:
All Documents {Mormal, dotm) b

[eescription:

o Enter a name (without spaces)

o Click whether you want it assigned tdatton (on the Quick Access Toolbar) or tkeyboard
(a sequence of keys)

e To assign the macrokatton on the Quick Access Toolbar:
o Click Button

o Under theCustomize Quick Access Toolbarselect the document for which you want
the Macro available
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Word Options (i3]

Y

'Id Customize the Quick Access Toolbar and keyboard shortcuts.

Dis play
Customize Quick Access Toolbar
Fraafing
For all documents [default) o

e

Fopiular

Advanced <Separators wl Save
P g, Mormal Hewhiacros hagras ¥ Undo C
Customize 0 Redo
Add-Ins W Frint
Trust Center
Resouroes

\

a4

Ié

Under Choose Command€lick theMacro that you aregecording
Click Add

Click OK to begin Recording the Macro

Perform the actions you want recorded in the Macro

Click on Macros

Click on Stop Recording Macros

O O O O O o

== |=!

Switch [Macros
Windows - -

_E View Macros
@ Stop Recording

1@ Pause Recording

« To assign a macro button td&eyboard shortcut:
o Click Keyboard
o InthePress New Shortcut Keybox, type the key sequence that you want and click
Assign
Click Closeto begin recording the Macro
Perform the actions you want recorded in the Macro
Click onMacros
Click on Stop Recording Macros
Running a Macro
Running a macro depaddsedohowhéeh®uickodé&cbec
Keyboard Shortcut.
e To run a Macro from the Quick Access Toolbar, simply clickNfaero Icon

O O O O

mn \ H ¥ m . ﬁgﬁ
337
—*/ Home nsert |

e To run a Macro from the Keyboard shortcut, simpigss the keyghat you have programmed
run the Macro.
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Mail Merge/Merge printing

Mail Merge is an automated feature of MS Word that enables you to merge a data source( a file that stc
fields and records of information, like first name, last name, etc...) into a copy of a document tozeustomi
or personalize the document.

The Word 2007 Mail Merge toolbar looks as follows

(= Document2 - Microsoft Word
225 3
— Home Insert Page Layout References Mailings Review View D-::-'el-:)?
- —= N ===, ===, - =1 1 2P RE
- — s} e = A -
= =1 e 7 @y r.‘v
Envelopes Labels Start Mail Select Edit ghligh Address Greeting Insert Merge z: .
Merge v Recipients ¥ Recipient List P ] elds Block Line Field ~ 5

Create Start Mail Merge Write & Insert Fields
4 3 T | 5 Normal M A AT EERER SR 9
<
b
4
i &
i | i «NextRecord» :
p-
b
| %
i «NextRecord» «NextRecord» g
T i MW»«”M AfadBeas  aodb oo o _an ‘_mef

Mail Merge in Word is accomplished by the following steps:

Step 1:Sd the data document type.
The data document holds the text that repeats for all merged documenéMailings tab, click
Start Mail Merge and select the document type.

Word offers the following types afocuments:

e Letters:
Use this option dr composing and designing mass mailings for which only ré@pient
information varies. This document type is also used when sending out a form letter or invoice.

e E-mail Messages
Using email merge, multiple addresses in the To, Cc or Bcc fielddbeasvoided. Eaclecipient
can receive a personalizegrail.

o Envelopes
Use this option for producing envelopes.

e Labels:
Use this option to print sheets of labels. Many addresses can be printed on the same page
different label formats.

e Directory:
Use this option when printing a catalog or any other document that requires printing multiple
records per page.
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Step 2:Associate a data source with the documenin theMailings tab, choos&electRecipients
The various options are:

o Use Existing List:

« TheSdect Data Sourcedialog box appears when you choose this option. Navigate to and select a
data sourcéle. Typically, the data source is created in Excel or Access.

e Type NewlList: If you choose this, clickreate, and then use the dialog box that appsarsnter
names and addresses. If you don't plan to use the entire database, you carMaskMeege

Recipientsdialog box, to select just thecipientsyou want. To open the dialog box, cliédit
Recipientlist in the Start Mail Merge group of theMailings tab.

Home Insert Page Layout References Mailings Re
5 e, - :’
— == —n i A
S =1 Lge &
:s Labels Start Mail Select Edit Highlight Address
Merge ¥ Recipients ¥ Recipient List || Merge Fizlds Block
gate Start Mail Merge

Therecipientlist can be refined b$ort, Filter, Find Duplicates, Find RecipientandValidate
addresses

e Select from Outlook Contacts

Step 3:Design your data document by combining ordinary document features with Word merge
fields.

Placeholders can be used when designing the data document for information pertaining to tf
intendedrecipient When you are done, edit your document and substitute Merge Fields for the
placeholders. To insert a merge field, position the insertion point where you want the field to appear.
the Mailings tab, choosénsert Merge Field in the Write & Insert Fields group. Click on the field

you want toinsert. Speciasets of merge fields likAddress Blockand Greeting Line can be inserted
to save time!

Insert Merge Field

Inserk:
(O address Fields (%) Database Fields
Fields:

First Name
Last Mame
Company Name
| Address Line 1
Address Line 2
City

| State

ZIP Code
Country or Region
Home Phone
Work Phone

| E-mail Address

[r\_'latch Fields... ] [ Insert l [ Cancel ]

Step 4:Preview the finished document by testing to see how it looks with different data records.
Click thePreview Resultsbutton in thePreview Resultsgroup of theMailings tab.
Navigation buttons help you to traverse through the records.
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}
/ Home Insert Page Layout References Mailings Review View
N 5 = T3 j = j _j j 2P Rules ~ Qfsg ] K 41
- =] —& @ > 4% Match Fields || $23Find Re
lopes Labels Start Mail Select Edit Highlight Address Greeting Insert Merge 2 |Preview| 3
Merge ~ Recipients ~ Recipient List | Merge Fields Block Line Field ~ %] Update Labels || lResults = Auto Ck
Create Start Mail Merge Write & Insert Fields Preview Re:
<7
R T S T E - S T e T - T E T - ST T ALt B s P -

MrJame Good
DEF
Vancouver

Dear Mr Good.l

Step 5:Finish the processMerge the data document with the data source, creating a printed result, a
saved document or arneailed

document.
Mailings Review View (7
-l - ! ?) & T i < N U o
j j j j 9 Rules | 3 | Wiz o) s
= s Mateh Fields | 1 V0| 22 g
Highlight Address Greeting Insert Merge | ) {Preview| 3 Finish &
Aerge Fields Block Line Field ~ 4] Update Labels || |Resuits| | 57 Auto Check for Errors || Iperge ~
Wr N i few {1 o ara
Write & Insert Fields Preview Resultsl <3 EditIndividual Documents...
G cE R R RN RN N RO RO N RN, [’;}1{@3 Print Documents...

|t

tll Send E-mail Messages...

Your other option is to use the Mail Merge Wizard! In 8tart Mail Merge group of theMailings
tab, click theStart Mail Merge button and choos8tep by Step Mail Merge Wizard.

Mailings

%
_* \3@
Start Mail|  Select Edit Highl
_Merge ~ 'Recipients ~ Recipient List || Merg
S Letters
E-Mail Messages

Envelopes... | SRR

b

=3

= Labels...
=] Directory

{g? Mormal Word Document

3y

=3 Step by Step Mail Merge Wizard...

Inserting Excel Data in a Word 2007 Document

I f youdbre using Word to create business docu
that youwill need to insert data created in Excel. While it is an easy process, you have to be aware of yc
options and the limitations inherent in each of the options.
The first option is to insert a link to an Excel worksheet in your Word document. For usemsanhto
ensure that the information is updated every time a change is made to the spreadsheet, this is the way t
A oneway link is created that feeds the data from Excel into the Word document. It will also keep yoL
Word file trim, as the data it§es not actually saved with the document.
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Selecting Excel Data to Insert in Your Word Document

Clipboard ]
| B6 -
A B C
1 [Annual Sales
2
3 |Americas 100, 000
4 |Europe 98,000
5 |Asia 240,000
6 |[Total: 438,000
7
3

In Excel, click and drag over a region of cetisselect it. Be sure to include the entire Excel data you
would like to link to in your Word 2007 document.
1. Open the Excel document that contains the data you would like to link to in your Word
document.
2. Select the data you would like to link toyiour Word document. Press Ctrl+C to copy it.
3. After you have copied the data, you can minimize Excel.

Linking to an Excel Worksheet
To insert a link to an Excel file to Word, follow these steps:

1. Open both the Word document and the Excedagsheet

2. In Excel, copy the range of cells you want to include (if you plan to insert more columns or rows ir
spreadsheet, select the entire worksheet by clicking the box at the juncture of the row numbers and
letters)

3. In your Word doement position the cursor where you would like the table inserted

4. On theEdit menu, seledPa st e Speci al é

5. Click the radio button besid#aste link

21}
Sowce:  Microsoft Excel Workshaat
sheet1IR1R65536
As:
Canced I
(" paste: iMicrosoft Excel Worksheet Object -

Formatted Text (RTF)

' 7
* Pasrefri: Unformatted Text
Picture
Bkmap
HTML Format .
Unformatted Uricode Text _'_l I™" Display as icon

rRasult——— — ——
| Inserts the conkents of the Clipboard as 4 picture,

: @_’ Paste Llrif creates 3 shcy_tcut“t_o thefmvcgﬂe.
6. Under the labeAs:, selectMicrosoft Excel Worksheet Object
7. Click OK

Inserting PowerPoint slides to MS Word
There are two ways to copy and paste slides from PowerPoint to Word:
e To copy an entire presentation:
1. Start PowerPoint.
2. Open your PowerPoint presentation.
3. Send the presentation to Word.
e Click the Office button.
e From the dropdown list, setct Publish.
e Select Create Handouts in Microsoft Office Word.
4. Select the radio button that corresponds to the page layout that you want to use.
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Select the Paste radio button.
Click OK.

e To copy individual slides:

1.

B W

© N> O

Start PowerPoint
Open your PowerPoint pregation.
Select the slide you want to insert into your Word document.
Copy the slide.

e Select the Home tab.

¢ Inthe Clipboard group, click the Copy icon.
Start Word.
Open the document into which you want to paste the slide.
Place the cursor where you wolikk to insert the slide.
Paste the slide.

e Select the Home tab.

¢ In the Clipboard group, click the Paste icon

Microsoft Word shortcut keys
Below is a listing of all the maja@hortcut keysn Microsoft Word

Shortcut Keys Description

Ctrl+0 Adds or removes 6pts of spacing before a paragraph.
Ctrl + A Select all contents of the page.

Ctrl + B Bold highlighted selection.

Ctrl+ C Copyselected text.

Ctrl+ E Aligns the line or selected text to the center of the screen.
Ctrl+ F Open find box.

Ctrl + 1 Italic highlighted selection.

Ctrl +J Aligns the selected text or line to justify the screen.

Ctrl + K Insert link.

Ctrl + L Aligns the line or selected text to the left of the screen.
Ctrl + M Indent the paragraph.

Ctrl + P Open the print window.

Ctrl + R Aligns the line or selected text to the right of the screen.
Ctrl+T Create a hanging indent.

Ctrl + U Underline highlighted selection.

Ctrl + V Paste

Ctrl + X Cutselected text.
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