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ObjectivesObjectives

Explain the need for word processingExplain the need for word processing
List and describe the basic features of word List and describe the basic features of word 
processing programsprocessing programs
Describe how spelling checks and thesaurus Describe how spelling checks and thesaurus 
programs workprograms work
Explain the value of collaboration using word Explain the value of collaboration using word 
processing and the Webprocessing and the Web
Define the advantages of desktop publishingDefine the advantages of desktop publishing
Define desktop publishing terminologyDefine desktop publishing terminology
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Word Processing as a ToolWord Processing as a Tool

Allows you to work with text documentsAllows you to work with text documents
Creation Creation –– the original keying in of the the original keying in of the 
documentdocument
Editing Editing –– making changes to the documentmaking changes to the document
Formatting Formatting –– adjusting the appearance of the adjusting the appearance of the 
document to make it more attractivedocument to make it more attractive
Storing Storing –– saving the document on disksaving the document on disk
Retrieving Retrieving –– bringing the stored document bringing the stored document 
into memory so it can be used againinto memory so it can be used again
Printing Printing –– producing the document on paperproducing the document on paper
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How Word Processing WorksHow Word Processing Works

As you type, the screen As you type, the screen 
displays your workdisplays your work

The program displays the The program displays the 
insertion point (cursor) to show insertion point (cursor) to show 
where the next character will where the next character will 
appearappear
You can use the scroll bar to You can use the scroll bar to 
move throughout the documentmove throughout the document
Word wrap automatically moves Word wrap automatically moves 
a word to the beginning of the a word to the beginning of the 
line below if there is not enough line below if there is not enough 
room at the end of the line to room at the end of the line to 
complete the wordcomplete the word
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Easy CorrectionsEasy Corrections

Use the Backspace key to delete the Use the Backspace key to delete the 
character to the left of the cursorcharacter to the left of the cursor
Use the Delete key to delete the character Use the Delete key to delete the character 
under or just to the right of the cursorunder or just to the right of the cursor
The Undo command reverses the effect of The Undo command reverses the effect of 
the last actionthe last action

Most word processing programs allow you to Most word processing programs allow you to 
undo several actionsundo several actions
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Menus and ButtonsMenus and Buttons

Commands are given via Commands are given via 
menus menus –– a set of choices laid a set of choices laid 
out across the top of the out across the top of the 
screenscreen

Called pullCalled pull--down menus down menus 
because each initial choice because each initial choice 
reveals several lowerreveals several lower--level level 
choiceschoices

Commands can be invoked Commands can be invoked 
by clicking on buttonsby clicking on buttons

Toolbar Toolbar –– a collection of a collection of 
buttons, usually shown just buttons, usually shown just 
below the menu barbelow the menu bar
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Formatting FeaturesFormatting Features

Character formattingCharacter formatting
Line formattingLine formatting
Page formattingPage formatting
Printing envelopesPrinting envelopes
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Other Important FeaturesOther Important Features

Find commandFind command
PaginationPagination
Print previewPrint preview
FootnotesFootnotes
Headers and footersHeaders and footers
Working with text boxesWorking with text boxes
Spelling checkerSpelling checker
ThesaurusThesaurus
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Word Processing and the WebWord Processing and the Web

Save wordSave word--processed documents as Web processed documents as Web 
pagespages

Allows others to access a document and make Allows others to access a document and make 
changes as a regular wordchanges as a regular word--processed documentprocessed document

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

Can be used to design Can be used to design 
sophisticated pagessophisticated pages

With a highWith a high--quality printer, quality printer, 
users can print professionalusers can print professional--
looking documentslooking documents

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

Page layoutPage layout
Selecting fontsSelecting fonts
Principles of good typographyPrinciples of good typography
Leading and kerningLeading and kerning
HalftonesHalftones
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Using Desktop Publishing SoftwareUsing Desktop Publishing Software

Key ingredient is the page Key ingredient is the page 
composition programcomposition program

Lets you design each page on the screenLets you design each page on the screen

Most programs offer templates, Most programs offer templates, 
predetermined page designs that let predetermined page designs that let 
you fill in your own textyou fill in your own text
Most integrate clip art, images Most integrate clip art, images 
available for public useavailable for public use

Clip art is available for free or a small fee Clip art is available for free or a small fee 
on many Web siteson many Web sites
Many commercial clip art programs are Many commercial clip art programs are 
availableavailable
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