Word Processing &
Desktop Publishing:

Printing It



OBJECTIVES

Explain the need for word processing

List and describe the basic features of word
processing programs

Describe how spelling checks and thesaurus
programs work



OBJECTIVES

Explain the value of collaboration using word
processing and the Web

Define the advantages of desktop publishing

Define desktop publishing terminology



WORD PROCESSING AS A TOOL
Allows you to work with text documents
Creation - the original keying in of the document
Editing - making changes to the document

Formatting - adjusting the appearance of the
document to make it more attractive



WORD PROCESSING AS A TOOL

Allows you to work with text documents
Storing - saving the document on disk

Retrieving - bringing the stored document into
memory so it can be used again

Printing - producing the document on paper
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HOW WORD PROCESSING WORKS
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The program displays the insertion - KX | T
pOInt (Cursor) to ShOW Whel’e the : AW?rd processing pro}gramlets you use the computerskeyboard.to enter

text into the computer’s memory. You can see what you are entering on the

c N screen and make changes to the text. Then the program lets you save the text.
next character will appear

Use the scroll bar to move
throughout the document
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word to the beginning of the line (T
below if there is not enough room

at the end of the line to complete

the word
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EASY CORRECTIONS

The Backspace key

The Delete key

The Undo command reverses the effect of the
last action

allows you to undo several actions



Character formatting

_ine formatting
Page formatting
Printing envelopes
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FORMATTING FEATURES

Enlarged
typeface

Line graphic
Underfine
Block indemt

Numbered
outine

Sepericript

Bulleted
checkdist

Chapter 1+ Header

COMMUNITY CRIME PREVENTION AND SAFETY &':':ﬂ

$atement of goab Ciozern must share the responsibiity for prevention of
crime and for their own safety. Law enforcement and government agences
cannot and should not handle it alone.!

Sans seril
typelace

1. Home Security
A Outside your bome
B, Doors and windows
C Liccks T
D, Property marking
E Inventory sheet
11 General Safety
A Safety in yous home
B. Safety in your neighborbood
C. Colng on vacation

to feotnote

Security overview. Burglary is a crime of opportunity —perhaps a weak door or an unfocked
window. Most burglars use unsophisticated methods 1o gain entry, using simple force on an
casy target. Citizens can use preventive strategies to make their homes socure

Safety overview. Safety is a broad topic, running the gamut from keeping your chimney clean
to having a fire escape plan 1o wrapping your water pipes when the temperature dips below
32°. Safety is of particular concern when people are going on vacation. Planning ahead will
prevent many problems.

HOME SECURITY CHECKLIST

Strong exterior doors
Deadbolt locks

Door peephole
Windows secured
Timed lights

Lighted entrances
Shrubs trimmed

1000000
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T hake

! Blockwarch: Commpmity Crisee Prevemtion, Seattle Police Departnvent Crime
Prevention Division, 2001,



CHARACTER FORMATT

ING

/ B Googl

Boldface, italic, and
underlining

Used to emphasize words or
phrases

Fonts - typefaces
Serif fonts have short
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Edit View Inset Format Tools Table Help All changes saved
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Courier New

! Verdana
A word processing prograr - pig| iter's keyboard to enter
text into the computer's m o .you are entering on the
screen and make changes  ©2'0" gram lets you save the text.
| Cambria

Comic Sans MS

Consolas

horizontal lines at the tops
and bottoms of letters
Easier to read

Sans serif fonts have no serifs

Often used for section headings

or captions
Return




LINE FORMATTING FEATURES

Alignment - text can line up along right or left margin
or centered on the page

Tabs and indentation
Tab once to begin a paragraph
Indent entire paragraph from one or both sides

Justification - the evenness of text at the side margins

Fully justified - text is even at both right and left margins
Microsoft word calls this “Justify”

Left justified - text is even at left margin, but ragged at right
margin

Return



PAGE FORMATTING FEATURES

Vertical centering adjusts top and bottom
margins so that the text is centered

Margins define the amount of white space on
both sides and along the top and bottom

Adjust margins, line spacing, and fonts to
squeeze or stretch a document

Return
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PRINTING ENVELOPES

Envelopes and Labels Iiléj

Use computer to address

Wilfrid Laurier University
75 University Avenue West

and print envelopes aterlon, Owari

NZL 3C5

Delivery address will be filled || — ...

Return address: [7] omit

in if it iS highlighted in the School Down the Street _A Preview Feed

Waterloo, Ontaria (Ml
HOH 0HO T = [

I r
ette = |
Enter return address |

Most programs can include
postal bar code underneath
the delivery address

Before printing, insert envelopes into the following printer tray: Rear Tray.

[ Print l ’ Add to Documen t ] [ Options... ] ’E-posi_ﬁge Properties... l

Cancel

Return
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OTHER IMPORTANT FEATURES

-ind command
Pagination

Print preview

Footnotes

Headers and footers
Working with text boxes
Spelling checker
Thesaurus




FIND COMMAND

Finds all occurrences of a word or phrase

Find-and-replace replaces those occurrences with a
different word or phrase

Very convenient for long documents

334 Find

fac Replace -

b Select -
Editing

Find {Ctrl+F)
Find text in the document.

Return



PAGINATION

Displays page numbers in a document

Offers many options for which pages are numbered
and where the number is located on the page

=| Header - A = o
Aw
it

=| Footer -

Te -
|ﬂ Fage Number*l Box~ B=Dr

Top of Page b i-
Bottom of Page b b
Page Margins b
i »

Current Position

Format Page Mumbers... 2

P EDD D

Eemove Page Numbers )

Return



PRINT PREVIEW

A user can view an entire page on the screen

User can view two facing pages or several
consecutive pages

Gives a better overall view than looking at one
screen

Return



FOOTNOTES

Word processing programs make it easy to add

footnotes
Keeps track of footnotes that are entered and where
they are entered

Renumbers if footnotes are added or deleted

Adjusts bottom margins so the footnote appears at the
bottom of the page

Footnhotes can be converted to endnotes and vice
versa

Return



HEADERS AND FOOTERS

Headers appear at the top of every page
Footers appear at the bottom of every page

Common headers and footers

Page number

The date and time the document was last
modified

The file name under which the document is
stored

Return



WORKING WITH TEXT BLOCKS

u . 3
I'TE.Access 3 spring 03 - Microsoft Word ]
eX O C 7 a u n I O ex I n a Ele Edt “iew [nseit Fomat Tools Table ‘Window Help Type a question for help

|ﬂﬂ DEHe®m SRY &2’ eEOm o @7 B|=[EO-
dOCU ent Final Showing Markup = Show= | 4 ®p & » 2k - (3~ 2 [F] |
O A R R A NI MR KR KA R R R SR Ry

COR 204 - Access 2002 — Tutorial 3

Must first be selected D e e o s n Fidon, e,

If you are doing this tutorial in a lab, be sure to bring a floppy disk.

D ra g I I l O u Se fro I I l th e 2 Atthe beginning of the tutorial, after opening the “Our Students” database, click on Forms. Cpen the

Students form. Add yourself to the database using the form. The data other than vour nate can be fake

beginning of the end of the

3 Create another version of the GPA by Major query to make it a parameter query. (I will show you how
to create a parameter query in class). To do this, open the GPA by Major query in design view, make
ex yo u Wa n the changes and use the Save As command to give this query a new name.
Turn in this project on a diskette. Make sure vour name 15 on the diskette. Please malte sure thete is nothing on
the diskette other than this project.

Referred to as blocking or
highlighting

Return



WORKING WITH TEXT BLOCKS

" ] 3
I'TE.Access 3 spring 03 - Microsoft Word ]
OSS I e C I O n S Ele Edt “iew [nseit Fomat Tools Table ‘Window Help Type a question for help

DEHe®m SRY &2’ eEOm o @7 B|=[EO-
Final Showing Markup = Show= | 4 ®p & » 2k - (3~ 2 [F] |
=F [ I SR F T 40 Ko R 7 A

COR 204 - Access 2002 — Tutorial 3

Moving - removes text from its ot e
original location and INSErts it @t | st ve et o
its new location

2 Atthe beginning of the tutorial, after opening the “Our Students” database, click on Ferms. Open the
Students form. Add yourself to the database using the form. The data other than vour nate can be fake

ot real (use a fake social security number.)

CO pyl n g T | e aVeS teXt I n ta Ct at Its 3 Create another version of the GPA by Major query to make it a parameter query. (I will show you how

to create a parameter query in class). To do this, open the GPA by Major query in design view, make

O rigi n a I | Ocati O n a n d i n Se rts it at the changes and use the 3ave As command to give this query a new name.
its n eW | O Cati O n ;trr;l:i;k;es f;;iict;:;lfhispl;:t:ctl\dake sure your name 15 on the diskette. Please make sure there 15 nothing on

Deleting - removes text from the
document

Return
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Finds spelling errors you 5
may have made —

Fabulous raffle prizes! Only $5.00 for three chances!
CO m pa reS th e WO rd yo u [Checks to: San Juan County (€ Association]

typed Wlth WO rdS In ItS IISt List of prizes: Spellln and Grammar: English (U.S.) 5

Travel and Bo [Ch :k S Juan County Greem ~ Ignore Once
Ignore All

t
1.Great Getawd [A505i2ien

Spelling checkers don't 2 S Hirbor

3.San Juan Safa

4. Whale Watch)| [eesk

recognize pProper NamMes of | zmis

6. Two-Wheel (| |deet

some technical words | -
You can add words to the Fa s ol H o

dictionary

Will not catch homonyms, if
they are spelled correctly

Return
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THESAURUS

Offers synonyms and antonyms for common words

ﬂ T ——— =
f'_\\ = 99 Documentl - Microsoft Word =

exclusively for this purpose.

Page:1 of 1 | Words: 14 | g’; English [(Canada) | S |

Home Insert Page Layout References Mailings Review View Developer

|1|-§-|-1-|-z-|-3-|-4-|-5-|-.5-|-

.-"'II'E'I'IE"IRESEErch * X

Search for:

exdusively 5 |
Thesaurus: English (United Kingdom) |E|

@sack |~ | (@]

=] Thesaurus: English (United Kingdom) -
= wholly (adv.) L

whaolly

solely

rornnlatals

E,F" Get services on Office Marketplace
4o, Research options...

Return
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WORD PROCESSING AND THE WEB

Save word-processed documents as Web pages

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

f R F
_h\‘ = " . Computers really are wonderful.docx ... E@g o —— - [

/[ Computers really are won
’

e

n
ol
—/ Home | Insert | Page Layout | References | Mailings | Review | View | Developer

@
514 NG €« C A [ file//C/Users/Ricky © % / @ ?Di.‘
Computers really are wonderful. So much can be ‘
o accomplished with them, that it is hard to believe that
. everything is done with simply a combination of 1's and
. 0's... with electricity either being turned on or turned
- I off. h
- ~ Computers really are wonderful. So much can be
o —_ ,,: accomplished with them, that it is hard to believe that
- ] L everythingis done with simply a combination of 1's
- and 0's... with electricity either beingturned on ar
_ “ i ] 7 turned off.
|
— = —

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

23
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DESKTOP PUBLISHING

» Can be used to design
sophisticated pages
+ With a high-quality printer,
users can print professional-
looking documents
» Allows you to place text and
graphics on a page

» More professional than using
a word processor

24



THE PUBLISHING PROCESS

Page layout
Selecting fonts

Principles of good typography
_eading and kerning

Halftones
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PAGE LAYOUT

Decide how text should be laid out

For example, organizing text into
columns separated by a vertical line is
effective

If pictures are used, they must be
inserted into text

Picture size needs to be adjusted for
proper fit

Decide what headings are needed

Return
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LKXS RADIOGRAPHY OPERATING GROUP

Soriew of Cpenahcns

Profits Up in Growth Year
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Type is described by its size,
font, weight, and style
Size measured by points (1/72
inch)

Weight - whether font is heavier
or darker than normal

Style - special effects, such as
Italics
Mixing fonts on the same page
can make it hard to read

Return

Times New Roman (12)

Times New Roman (18)

Times New Roman (24)

Times New Roman (36)
Times New Roman (48)

s rord & Callod Corruraroe Lo



GOOD TYPOGRAPHY

Use the following guidelines for attractive
documents

Use only two or three fonts
Limit the use of decorative fonts

Use different sizes and styles of one font to distinguish
heading levels

Return



GOOD TYPOGRAPHY

Use the following guidelines for attractive
documents
Never type text body in all capital letters

Do not use type that is too small just to make it fit on
one page

Use a sans serif font only for short passages

Use italic or boldface, rather than underlining, for
emphasis

Return



LEADING AND KERNING

Refer to the amount of white space on a page

Leading - the spacing between the lines of type on
a page

Kerning - the space between the characters in a
word

The appropriate amount of white space
enhances readability and reduces eye strain

(2) Unkernedt (b} Kerned

WAVE WAVE

Return



HALFTONES

Resemble photographs

Made up of black dots printed
on white paper

Varying the number and size of
dots produces shades of gray

The smaller the dot pattern, the
clearer the halftone

Return



USING DESKTOP PUBLISHING SOFTWARE

Key ingredient is the page composition
program
Lets you design each page on the screen

Most programs offer templates,
predetermined page designs that let you
fill in your own text

Most integrate clip art, images available
for public use

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

Many commercial clip art programs are
available




GETTING GRAPHICS

Images / Videos / Music
online have a copyright

Clipart - Free to use
Check the license

Royalty Free

Creative Commons
CreativeCommons.org



http://creativecommons.org/

