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DOCUMENT OPENED

The document can be opened by clicking on its icon twice in succession, if
its icon is on Desktop and if you are not on the desktop, click the Start button
on the side left from the Taskbar as shown in figure.
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It is noticed n the upper bar of the window that there are three buttons on the right
side of the window, which are:

The first button, the Close button 'a_u, which 1s used to close the window.

The second button, Restore down @ , which 1s used to restore the window to its
size True after zoomed in to cover the entire desktop.

The third button 1s the Minimize button @ that will be used to change the
window and put 1t on A small tape on the desktop.
After completing all the work related to the file, we click the close button
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Working with file and folder

A file is an object on a computer that stores data, information, settings, or
commands used with any computer program.

There are different types of computer files. These files can store text,
images, computer programs, video, audio, and a variety of other data
depending on the file type.

Ex: include Microsoft Word documents, Microsoft Excel spreadsheets,
Adobe Photoshop files, and GIFs.

A folder is a folder that can be created to store files and other folders
Note : The difference between a file and a folder is that the file stores
data while the folder stores files and folders.

1. Selecting
To select a single file or folder, click on it once.

To select Multiple files or folders that are near each other, drag the mouse
pointer to create a selection around the outside of all the items that you want
to include.

Notes: After selecting files or folders, you can perform many common tasks,
such as copying, deleting, renaming, printing, and compressing. Simply
right-click the selected items, and then click the appropriate choice.

2. Rename
Right click on file or folder to show the menu, then we choose Rename, and
type a name then press enter.

Notes: File names can be up to 255 characters. You can use spaces and underscores in
names, but you can’t use the following characters: * : <>|? “\or/.
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3. Copying

When you copy an item, the original item remains in its original location—
plus you have the new copy

* Open the location that contains the file you want to copy.

» Right-click the file, and then click Copy.

* Open the location where you want to store the copy.

* Right-click an empty space within the location, and then click Paste. The
copy of the original file is now stored in the new location.

Notes: Another way to copy and paste files is to use the keyboard shortcuts
Ctrl+C (Copy) and Ctrl+V (Paste).

4. Moving (cut)

Moving a file (or folder) is different from copying it. Moving cuts the item
from its previous location and places it in a new location. Copying leaves the
original item where it was and creates a copy of the item elsewhere. In other
words, when you copy something you end up with two of it. When you
move something, you only have one thing.

« Open the folder containing the file or folder you want to move.
* Select the files or folders you want to move.

* Right-click the selected files or folders, and then click cut.

5. Create a Folder

Open the drive or folder where you want to create a folder.
* Click the New folder button on the toolbar.

» With the New Folder name selected, type a new name.

* Press Enter.
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6. Deleting
« Select the file or folder.

* Right-click the selected files or folders, and then click Delete
» After you select delete a confirmation message appears.

Tvpes of Files
« DOC,DOCX Word files
« PPT, PPTX PowerPoint files
« XLS, XLSX Excel files
o Txt Text document
« MP3, WAV, MPG, FLV Soundtrack and movies file
+ PDF PDF file document
« JPG,BMP, GIF Image file
« HTML Webpage
« EXE Executable file

Page 4 of 10


mailto:rafal@mustaqbal-college.edu.iq

Pharmacy Department
Introduction of Microsoft Word
Rafal Nader
rafal@mustaqgbal-college.edu.iq
Lecture 3

To create text file
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Permanently delete files from the Recycle Bin

 When you delete a file, it's usually moved to the Recycle Bin so that you
can restore the file later if necessary.

* To permanently remove files from your computer and reclaim any hard
disk space they were using, you need to delete the files from the Recycle
Bin. You can delete individual files from the Recycle Bin or empty the entire
Recycle Bin at once.

1. Open the Recycle Bin by double-clicking the Recycle Bin on the desktop.
2. Do one of the following:

 To permanently delete one file, click it, press Delete, and then click Yes.

* To delete all of the files, on the toolbar, click Empty the Recycle Bin, and
then click Yes
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Restore item from recycle Bin

» Open the Recycle Bin by double-clicking the Recycle Bin on the desktop.
* Do one of the following:

» To restore a file, click it, and then, on the toolbar, click Restore this item.
* To restore all of the files, make sure that no files are selected, and then, on
the toolbar, click Restore all items.

* The files will be restored to their original locations on your computer

Microsoft Office Word

m You can open Microsoft Word by clicking on the desktop icon...... or
by clicking the START button

m When you see the cursor blinking, you are ready to type. Otherwise, use
your mouse to click anywhere on the white part of the page
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On the Insert tab, the galleries include items that are designed to coordinate with the overall
look of your document. You can use these galleries to insert tables, headers, footers, lists, cover
pages, and other document bullding blocks. When you create pictures, charts, or diagrams, they
also coordinate with your current documant look.
You can easlly changa the formatting of selacted text In the documant text by choosing a look
for the selected text from the Quick Styles gallery on the Home tab. You can also format text
directly by using the other controls on the Home tab, Most controls offer a choice of using the
look from the current theme or using a format that you specify directly.
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Quick Access Toolbar: The Quick Access Toolbar lets you access common
commands no matter which tab is selected. By default, it includes the Save,
Undo, and Repeat commands. You can add other commands depending on
your preference. EEl £ - & =

Paste
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Al q i Normal = T NoSpac.. Headingl |< Editing

To add commands to the Quick Access toolbar:

O  Click the drop-down arrow to the right of the Quick Access toolbar.
O  Select the command you wish to add from the drop-down menu.

O  To choose from more commands, select More Commands.

O The command will be added to the Quick Access toolbar
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Show Below the Ribbon
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0 Command Group: Each group contains a series of different commands.
Simply click any command to apply it. Some groups also have an
arrow in the bottom-right corner, which you can click to see even more
commands.

U Ruler: The Ruler is located at the top and to the left of your document.
It makes it easier to make alignment and spacing adjustments.

L I'Z'I'l‘l';3'i'|'l'l'Z'I'3'|'4*!‘5'|'G'I'?'!'e'l'9'|*IOW'11'|'13'|'13‘4'14'|'15'|‘: '|'17'|'18'

O The Ribbon: The Ribbon contains all the commands you will need to
perform common tasks in Word. It has multiple tabs, each with several
groups of commands.

BEoS 0 word 2013 - Word 18 -5 X
HOVE | INGRT  DESGN  PAGELAYOUT REFERENCES  MAUNGS  REVEW  VIEW vy - A
= i Y N e e | #hFind -

) TimesNewRo |11 =/ A" | Aa= [ B¢ 32 =2+ 2 | n [ 0[] A L1 ASB LLL Adl AsBOCEE Aasbcer AL Aosboede Aabcer

v| | 35 Replace

Paste B I U-abex, x| f-¥- A== == 8y« « || Heading 1. Heading 2. Heading 3., 1 Normal.. Subtitle Itle  NoSpacing Subtletm.,

+ ¥ lomat Painter = ) Select~

Clipboard ] Font ) Paragraph f Styles L Editing

Not: To hide the ribbon Click the up arrow on the right hand side of the
ribbon.
[1 Status Bar:
[1 At the bottom of the window, the status bar has two sets of commands:
[1 On the right hand side:
[1 The slide on the right allows you to zoom in and out of the document.
The three views on the left will show different versions of the
document.

S

[1 On the left hand side:
[1 The number of pages in the document is displayed together with a
word count.
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Not: Clicking the word count will display the number of characters as
shown as in the following figure.

Word Count  ?

Statistics:
Pages 80
Words 13,101
Characters (no spaces) 60,634
Characters (with spaces) 73,370
Paragraphs 995
Lines 2,831

[ ] Include textboxes, footnotes and endnotes

----------------------------------
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The Home Tab is where you find all the options to format text in your Word
document. We look at each group in turn
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Cut / Copy / Paste allow you to move and copy text and objects around the
document and between applications.

ke

]

Paste .
- * Format Painter

Clipboard a

0 To Copy:

O Select the text or object.

O Select Copy in the Clipboard group or Ctrl > C.

O Move to where you want to insert the text or object.
O Select Paste in the Clipboard group or Ctrl > V.

O To Move:

O Select the text or object.

O Select Cut in the Clipboard group or Ctrl > X.

O Move to where you want to insert the text or object.
O Select Paste in the Clipboard group or Ctrl > V.
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