WEEK 9

Chapter 9
Word Processing and Desktop Publishing:
Printing It
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EDUCATION BEYOND BORDERS



Objectives

Explain the need for word processing

_Ist and describe the basic features of word
processing programs

Describe how spelling checks and thesaurus
programs work

Explain the value of collaboration using word
orocessing and the Web

Define the advantages of desktop publishing
Define desktop publishing terminology




Word Processing as a Tool

e Allows you to work with text documents

e Creation — the original keying in of the
document

e Editing — making changes to the document

e Formatting — adjusting the appearance of the
document to make it more attractive

e Storing — saving the document on disk

e Retrieving — bringing the stored document
INnto memory so It can be used again

e Printing — producing the document on paper



How Word Processing Works
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Insertion point (cursor) to show
where the next character will
appear

e You can use the scroll bar to
move throughout the document

e Word wrap automatically moves
a word to the beginning of the
line below if there is not enough
room at the end of the line to
complete the word
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Easy Corrections

se the Backspace key to delete the
naracter to the left of the cursor

se the Delete key to delete the character
nder or just to the right of the cursor

® The Undo command reverses the effect of
the last action

e Most word processing programs allow you to

undo several actions



Menus and Buttons

e Commands are given via
menus — a set of choices laid

ou use the computer’s keyboard

OUt across the top Of the o entering oy nemory. You| can see what you

¢ changes to the text. Then the

screen

e Called pull-down menus
because each initial choice
reveals several lower-level
choices

e Commands can be invoked
by clicking on buttons

e Toolbar — a collection of
buttons, usually shown just
below the menu bar




Formatting Features

e Character formatting
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Other Important Features

-ind command
Pagination

Print preview

-ootnotes

e Headers and footers

e \Working with text boxes
e Spelling checker

e Thesaurus




Word Processing and the Web

e Save word-processed documents as Web
pages
e Allows others to access a document and make
changes as a regular word-processed document

Sonnuiritive study - Micresoft YWord E.
File Cdit Yiew Irsert Formak Took Table ‘Windew Help
e S AT M4 B o T
i w B vim e 14 0 | = =¥ EE ..-r.",‘u:

(X Here is my study on aspartame, hu!ﬂﬂ
File Edit Yiew Favorites Tools Help @ |

. o ] .' | |
B Refieih  Memd  Sqaroh Faveri.,

Bak
.-"udd.t'q_‘:_ﬁ.:'i. hiTg: wwns S me i,

Modfimulritive SWeclesers

A word-processed document The same document, as a Web page



Desktop Publishing

e Can be used to design az: =
sophisticated pages (JO%HND 7

e With a high-quality printer,
users can print professional-
looking documents

e Allows you to place text
and graphics on a page
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The Publishing Process

e Page layout

® Selecting fonts

e Principles of good typography
e | eading and kerning

e Halftones




Using Desktop Publishing Software

e Key ingredient is the page
composition program
e Lets you design each page on the screen
e Most programs offer templates,
predetermined page designs that let
you fill in your own text

e Most integrate clip art, images
available for public use

e Clip art is available for free or a small fee
on many Web sites

e Many commercial clip art programs are
available
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Reference Material.

m The pictures and Notes are adapted from
the following Text Books

1. J.A. Johnson & H.L. Capron "Computers : Took For an
information Age” (7 Edition ) Prentice Hall.

2. Shelhy, Cashman & Vermaat (2005) “Discovery Computers 2005™
Thomson Leaming.

Note: Students are encouraged to use

these books to gain knowledge in this
subject.
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