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Unit 3 Word Processing

Go to word processing software and complete the assignment using the tools described below.

Common tools

Print Preview
To preview document
before printing

New Open
To open a new document| | To open a saved document

Save Save as Print
To save a document To save a document in a To print a document
different name

Undo Copy Paste
To cancel an action || To copy text, images, etc. | | To paste copied text, images, etc.

Redo Cut Spell check
To redo the cancelled To cut text, images, To check spellings and
action etc. grammar in a word or a
sentence




Text formatting tools

Size - (To change the Bold Color
size of fonts) To darken the Change colour of text
Topics text
S b—lt} . Subscript
Genelrlal ]Erl:[.;:ssize To lalic To bring down from the
| (elanted text) text line (CO )
. Font vllz v.I B-I u .'
1
Font - (letter types) Underline :
p I Superscript
- To underline text perscrip
0 Times New Roman nghhghlf To bring above the
i {zfmbna To draw attention to text line (22, 2%)
¢ INirmala Ul text
T pOUaEnEsBon
Alignment and positioning tools
Align Left Align Right Line and Paragraph Shading
To align the To align the Spacing To colour the
text to the text to the To change spaces among || background
left side right side lines and paragraphs
5888 8E 8kl
Center Justify Bullets || Numbering
To align the text to | |Align the text on both
the middle sides

Following documents can be prepared by using the tools which described above in word
processing software.
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Create following documents using word processing software.

I. An official letter

II. A small part of a question paper with two or three questions which received in a previous
exam

III. Part of an article in a newspaper / magazine

IV. An application

V. An invitation

VI. A greeting card



