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Module 3 
Introducing Word Processing
Description: In personal or professional life, writing letters, resumes, documents, etc. is an essential activity. The process of writing usually involves drafting what we want to say, then checking spellings and grammatical errors, revising and editing the content. Unfortunately, many times when writing letters by hand, we end up rewriting large portions of it because of spelling mistakes, or we end up with a rather untidy letter with many cancellations. Happily, Word Processing software makes the entire process very fast and simple. It allows you to change the way words look and even insert pictures. In this module you will explore Word Processing software.  We will also show you how, by adding Graphics software (drawing tools, clip art, images), you can add a visual element to your document.  You will develop these new skills by creating documents that will be useful in your daily routine.  In this case, we will use the example of a flyer and a business letter.  The same skills are useful in creating other documents, such as invitations, brochures, and other products that you use in everyday life.

Activity 1: Exploring Word Processing

Spend a few minutes exploring the Word Processing software using the Help Guide. Try to complete the following tasks:

a. Find the Word Processing software and open it. (See Help Guide, Word Processing Skill 1.1)
b. Type your name in two different styles (different colours, different sized letters). See Help Guide, Word Processing Skill 3.1 and 3.4)
c. Copy the typed names without retyping them. (See Help Guide,  Word Processing Skill 2.6 and 2.8)

d. Delete one of the typed names. (See Help Guide,  Word Processing Skill 2.7)

e. Move one of the typed names to the center of the page. (See Help Guide, Word processing Skill 4.2)

Answer the following questions once you complete the exploration:
1. Were you able to complete the tasks? What skills did you learn?

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________
2. What kind of activities can you do using the Word Processing software?

____________________________________________________________________________           ____________________________________________________________________________ ____________________________________________________________________________               

3. Compare Word Processing software to writing on paper? Which is better? Why?

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________
4. Share your answers with the rest of the class and note down points shared by your friends.

_______________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Activity 2: Getting to know Word Processing using the Help Guide 

Follow the steps to explore Word Processing skills using the Help Guide:
1. Double click Help Guide icon on the desktop to start the application. 

2. Click the Word Processing link on the left navigation pane. 

3. What are some of the listed skills?

____________________________________________________________________________  ____________________________________________________________________________  ____________________________________________________________________________  
4. Click Getting to Know Microsoft Word* (See Help Guide,  Word Processing Group 1)
Note: This group name will change depending on the Help Guide version being used.

5. What are some of the listed options?

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________
6. Open a new document  (See Help Guide, Word Processing Skill 1.1)

Note: To view individual steps while you work, click the serial number of the skill. Click Return at the bottom of the individual pop up window to come back to the main window.
7. View the different toolbars. (See Help Guide,  Word Processing Skill 1.2, 1.3, 1.4 and 1.5)

8. Type your name and address (See Help Guide, Word Processing Skill 2.1) 

 (See example below)
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Ahmedabad,

Gujarat]




9. Change the colour of the text. (See Help Guide, Word Processing Skill 2.2 and 3.4)
10. Make the text of your name bold. (See Help Guide, Word Processing Skill 3.3)

11. Increase the font size of your name. (See Help Guide, Word Processing Skill 3.2)

 (See example below)
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12. Make Copies of your name and address without retyping them. (See Help Guide,  Word Processing Skill 2.6 and 2.8)
13. Click the Close button [image: image3.jpg]


 to close Word Processing.
Activity 3: Using Word Processing Skills 
You will have an opportunity to develop word processing skills as you complete the sample in the Guided Practice section and create samples in Self Practice section later. 

Step 1: Guided Practice

Flyer

Flyers are used by individuals or in business to inform people about products, events, services, or special offers. Flyers are usually single page leaflets given on the streets, at events, posted on notice boards, and so forth. They are also called pamphlets. 

PLAN IT OUT
Imagine you run a shop and want to promote it. You make a flyer to inform people about the special offers. Look at the following sample:
[image: image4.jpg]WRAP UP GIFT SHOP

=Great Gifts, Great Service!™

W

Visit our Gift Shop to check
wide Variety of gifts for all ages.
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Don't miss out on your chance fo save -
Avadil special offers on all our products!

1.Wall Clock 20% Off
2.5off Toys 25% Off
3.Paintings 30% Off

Offer Valid till 20th July 2009
VISIT US TODAY!
13, Nehru Nagar, New Delhi -8





Flyer Example
Think about the following questions and plan your flyer. 
1. What will you sell in your shop?
_______________________________________________________________________________________________________________________________________________________________________________________________________________________________________
2. What will be the name of your shop?
____________________________________________________________________________________________________________________________________________________________________________________________________________________________________
3. List your ideas about the special offers you would like to provide on your products. 

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________
4. What will be the contact details of your shop?

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________
5. Which images will you need to create your flyer?

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________
6. Plan your content and layout of your flyer in the space below:
	


TRY IT OUT
Try to complete the following steps with the aid of the Help Guide.
A. OPEN A NEW DOCUMENT
1. Start the word processing software and open a new blank document. (See Help Guide, Word Processing Skill 1.1)
2. Save your work in the Word Processing folder created in Module 1. (See Help Guide, Word Processing Skill 1.7)

B. ADD TEXT TO YOUR FLYER
1. Type a title at the top of the page that tells the name of your shop. (See Help Guide, Word Processing Skill 2.1)
2. Below the title, type a few words about your shop. This could be a slogan or a catchy line. 
3. Make the text bigger or smaller. (See Help Guide, Word Processing Skill 3.2)

4. Change the look of the words. (See Help Guide, Word Processing Skill 3.1, 3.3 and 3.4)

5. Change the alignment of the words. (See Help Guide, Word processing Skill 4.2)

6. Save your work. 
C. ADD PICTURES TO YOUR FLYER 

1. There are two ways you can add pictures: 

· Draw your own picture with the use of drawing tools. (See Help Guide, Graphics Group 5) 

· Add a picture from the clipart gallery. (See Help Guide, Word Processing Skill 5.1)

2. Move or resize the pictures. (See Help Guide, Word Processing Skill 5.4, 5.5 and 5.6)
3. Save your work. 
D. INSERT A TABLE TO YOUR FLYER

1. Insert a table to your flyer. (See Help Guide, Word Processing Skill 7.1)

2. Type information about special offers in the rows. (See Help Guide, Word Processing Skill 2.1)
3. Change the look of words in your table. (See Help Guide, Word Processing Skill 3.1, 3.3 and 3.4)
4. Save your work.
E. MAKE YOUR FLYER ATTRACTIVE

1. In the empty spaces on the flyer, add some more clipart pictures that show what people will find in the shop.  (See Help Guide, Word Processing Skill 5.1)
2. Add a colourful page border to your flyer. (See Help Guide, Word Processing Skill 6.12)

F. CONCLUDING YOUR FLYER 

1. Type the contact details of the shop at the bottom of the page. (See Help Guide, Word Processing Skill 2.1)

2. Type any other information inviting people to the special offer. Change the look of words as you wish.
3. Save your work.
G. PREVIEW YOUR FLYER 

See how your flyer will look before you print it. (See Help Guide, Word Processing Skill 6.18)

Step 2: Self-Practice

Practice your Word Processing skills by making samples using the Help Guide.  
Complete the following activities in your spare time.
1. Résumé
A résumé is the first step to apply for a job. Have a look at the sample and make your resume using the Help Guide. 
[image: image5.jpg]RESUME

Name: Mukul Palwal
Age: 22 Years

Address: B- 140, Iskon Township, Baroda - 390 015
Contact No. (R) 0265-2463 224, (M) 9909977382

mukul.pal@gmail.com

Academic Backgroun

Course Institution pe’?:’;age Year of Passing Subject
‘Accountancy and
Finance,
8.Com M.S. University of = — Economics,
(Accountancy) | Baroda, Baroda. Business
Mathematics,
Banking
Figher
Secondsry Sabari Vidyal 55 2003 c
ol abari Vidyalaya ommerce
(Commerce)
p— English, Hindi,
Science,
School Sabari Vidyalaya 73 2001
Mathematics,
Certificate
Social Studies

Additional Qualification:
« Typing speed of 40-50 words per minute. Certified typist
« Microsoft Office and Internet Explorer

Work Experience:

September 2007 to September 2008 - worked as accounts and manager with Kumar Engineers, 3
company dealing in machine spare parts,

Responsi

« Handing accounts and dealing with banks and dealers, maintaining petty cash and stock
register




Résumé Example
2. Greeting Card

Create a greeting card to make your family or friends feel special. You can create a greeting card for any occasion birthday, anniversary, festivals, etc. Look at the sample and make a greeting card using the Help Guide.

[image: image6.jpg]<® Dear Deepti,

Wish you a very happy and

joyous Birthday!

May all your wishes come true
on this special day and God
bless you with His choicest

blessings!
Wish you joy and happiness
always!

From,

Bharat





Greeting Card Example
Activity 4: Using What I Learnt 
1. In this activity you will discuss the uses of Word Processing software in your daily life. The software has many uses. For example, you  can use Word Processing for making

· Invitation Cards

· Banners

· Business Cards

· Personal Calendars
Think about other possible uses of Word Processing in your day to day life. Use the space given below to list the different uses of Word Processing.

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

2. Share the list with your friends and note down any additional points. 

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Skills Set Checklist

Go through the checklist to review what you have learnt. 

	Skills
	Yes
	No
	Need Practice

	I can type and change words.
	 
	 
	 

	I can change the colour of words.
	
	
	

	I can change the style of words.
	 
	 
	 

	I can make the words bigger or smaller.
	 
	 
	 

	I can change the space between lines.
	 
	 
	 

	I can make a bulleted list.
	 
	 
	 

	I can change alignment of words.
	 
	 
	 

	I can insert pictures.
	 
	 
	 

	I can insert tables.
	 
	 
	 

	I can apply page borders.
	 
	 
	 

	I can save a document.
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