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CS101: Algorithms and Programming I, Assignment No. 1,Microsoft Word

Purpose of the Assignment:

Welcome to the world of word processing. This assignment provides a broad-based introduction to word processing in general and Microsoft Word in particular. We begin by presenting the essential concepts of a word processor, and then show you how these concepts are implementing in Word. We show you how to create a new word document, how to modify, edit, open or save a document.

Overview:

1. Describe the elements on the Microsoft Word Screen.
2. Create, save, retrieve, edit and print a simple document.
3. Check a document for spelling.

4. Use thesaurus to look up synonyms and antonyms.

5. Explain the objectives and limitations of the grammar check.

6. Differentiate between the Save and Save As.

7. Exercise the use of help for Microsoft Word Processing.

WordProcessing
You are probably familiar with simple text editors such as Notepad. It allows you to create very basic notes and memos; however, it doesn’t offer you much control over the appearance of your work. For more professional looking documents, such as reports, c.v.’s, etc., you can use Microsoft’s Word. While Word is incredibly sophisticated, you do not need to know much to use it effectively. This lab is thus designed to give you a basic working knowledge of Word and, in particular, show you features which can save you considerable time and effort whenever you have homework to do! You can use Help to learn the more esoteric options, as and when you need them. For now, carefully follow the steps below…

Playing with Styles

· From the START button, select Programs then find and select Microsoft Word. 

· When it starts you should see a large white area with lots of menu options and buttons, above and below it. It should look something like the figure below, but the Style Box in particular may be located elsewhere. To begin, use the File|Open menu option and locate P:\cs101\sample.doc in the dialog box. Select it and click Open.
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· All being well, you should now see the contents of the document. As with Notepad you can use the keys (arrows, Home/End and Page Up/Down) or the mouse (by clicking on the text or the scroll bars on the right hand side) to move around. As you place the text cursor in different parts of the text, watch the style box. It indicates whether the text is the title, the author’s name, a heading, normal body text, etc. Each kind of text has its own set of attributes that determine how it is displayed and printed. 

· Notice too, that you cannot put the cursor over the numbers at the beginning of the section headings. That is because Word generates these automatically! Place the cursor at the beginning of section 2.2 and press enter. This will insert a new section. The old one follows it and has been renumbered as section 2.3 Type a few words after the 2.2 and notice that they look the same as other headings at the same level. Go to the beginning of the section 1 heading and press enter. Notice how all the other numbers change automatically to accommodate the new section.

· Put the cursor next to the 1. and type a few words as the heading for section 1, then press enter. Type a few lines of text. Notice that the newly entered text looks the same as the text in other paragraphs, but different from the section heading. Press enter again and type some more words. The first line of each new paragraph after the first is automatically indented!

· Press enter again and type a few more words. Next select “Heading 2” from the style box. The line should now look like the other level 2 headings and be numbered accordingly as 1.1 You can enter text for this new sub-section by pressing enter and typing as before. Word automatically takes care of the numbering and appearance of your document.

Playing with Outlines

· Select the View|Outline menu option. You should have a new set of buttons  (some arrows, the numbers 1-8, All, etc.) immediately below the style box. Your document will also look different, don’t worry, that’s normal!
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· Click on the “1” button and notice that only level 1 headings are now visible. Click on the “2” button and observe that level 2 headings can also be seen now.  Click the “All” button to see everything, all headings and their text. The button to the right of the All one determines whether the entire text of paragraphs are shown or just their first line. Try it.

· Click “2” again. Place the cursor on the first section heading and then try the arrow buttons. Notice that the up/down ones change the order of the sections, while the left/right buttons make change between sections and sub-sections. The double arrow creates normal paragraph (body, not heading) text.

· Pressing enter will insert a new heading or paragraph of text (notice the numbering changes accordingly!)

· Select the View|Normal or View|PrintLayout menu option to return to the normal edit display.

Other Bits and Pieces

· To print your document, first select File|PrintPreview and check that the layout looks ok. You can change the margins using the ruler bars on the left and top of the display. To print select File|Print from the menu. A dialog allows you to select the printer, which pages to print, number of copies, etc. (You don't need to print the sample file!)

· Word can automatically check the spelling of your document as you type. It puts a wavy red line under any text it doesn’t like! Right click on the problem words to get a list of suggested spellings. Change the spell & grammar checker options from the Tools menu. No excuse for spelling mistakes now!

· Another very useful feature of Word is the thesaurus. Put the cursor on a word and select Tools|Language|Thesaurus to get a list of alternative words you might use.

· To save your work select File|Save. When saving a document for the first time, Word will ask you to enter a filename. In the Open dialog box, select your floppy disk (A:) or your personal drive (H:) and enter a meaningful name for the file, then click the Save button. Once Word knows where the file is, it will simply save without asking for the filename. To create a copy of the document with a different name choose File|SaveAs.

Your Assignment

· Outlines help you organise your document logically, while styles ensure that it has a consistent look. Together they enable you to rapidly produce work that is well thought out and well laid out. Of course, you still need think about the contents! Anyway, now it’s your turn to produce a document from scratch.

· Select the File|New menu option. Word uses templates to store style definitions. There are lots to choose from, however, we will use the Blank Document under General.

· Write your name, birth date, place of birth, student id, and department on separate lines. Then list the schools you have graduated from, together with the year of graduation, the languages you can speak, your hobbies and a few lines of comments about yourself.  Use different type and size of fonts. Under line each heading and make your name centered and bold.  Notice that you have prepared a simple resume for yourself.

· Now, open another document under File | New Menu. This time select Contemporary Resume under Other Documents. Fill in this document in order to complete the resume for yourself. 

· To complete the lab, simply show the assistant what you have done. They won’t read it, but simply check to see that you have produced a reasonable looking document. You can print your work if you want, but it isn’t necessary.

Well done. You should now have a basic understanding of outlining and styles in Word and be able to see that they can help you quickly produce better looking and better thought out homeworks! Eventually, you will want to include pictures, charts and even web links in your documents. As you become familiar with Word, you will want to customise document styles to suit your own needs, or take advantage of other useful facilities, such as, tables, annotations, automatic references, captions, tables of contents and indexes.  Look up some of these more exotic facilities in the online Help. The time you spend learning to use this incredible tool now, will be repaid many fold in the coming years. Have fun.
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