I.C. Adnan Menderes University Faculty of Engineering

CSE111 Introduction to Computer Applications

Lecture 4
Introduction to MS Word 2010-Part 1

Prepared by Asst. Prof. Dr. Mohamed KURDI
Revised and presented by Asst. Prof. Dr. Samsun M. BASARICI



- Networking with Windows 7

- Connecting to a Wired/Wireless Networks
- Connecting to a Network Printer

- Setting Power Options

- Shutting Down the Computer

- Using The Task Manager

- Working with the Device Manager
- Drivers

- Folders and Files

- Windows Explorer Components

Summary of The Last Lecture

Installing/Uninstalling Software Packages
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- Folder and Files Management

- Compressing/Decompressing Folders and Files



Learning Objectives

. Exploring and identifying the Word user interface elements.
. Using the ribbon in Word.

. Creating and saving a document.

. Entering, selecting, deleting, inserting, copying, and moving text.

. Changing the font, the font size, and the font color.

. Highlighting, bolding, underlining, and strikethroughing text.
. Subscripting and superscripting text.

. Adding text effects.

. Adding, copying, and clearing text format.

. Changing text case.
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- Introduction
. Starting The Program
- Word 2010 User Interface

- Quick Access Toolbar

- Ribbon and Navigation Pane.

- Backstage View

- Creating Documents
- Saving Documents
- Closing Documents

- Exiting the Program

Outlines
- Apply the following skills:

- Entering & Inserting Text

. Selecting & Deleting Text

. Copying & Moving Text

. Changing the Font, the Font Size, and Color.
- Highlighting Text.

- Bolding Text &Underlining Text.

. Strikethroughing Text.

. Subscripting and Superscripting Text.

. Adding Text Effects.
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. Copying & Clearing Text Format.

Duldaaul

. Changing Text Case.

-



Introduction

Microsoft Word 2010 is a word-processing
program that allows you to create different
types of documents like resumes, letters,
reports, newspapetr.
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Starting The Program

Windows start button - All Programs ] e e sow
Microsoft Office 2010 Tools

Microg Create and edit professional-leoking documents such as letters, papers,
Microd reports, and booklets by using Microsoft Word.
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Starting The Program

Windows start button - All Programs ] e e sow
Microsoft Office 2010 Tools

Microg Create and edit professional-leoking documents such as letters, papers,
reports, and booklets by using Microsoft Word.

MMicro

Windows Start button - Most Frequently || W/ wicresoft wora 2010 .
Used Programs Computer
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Starting The Program

Windows start button - All Programs ] e e sow
Microsoft Office 2010 Tools

Microg Create and edit professional-leoking documents such as letters, papers,
reports, and booklets by using Microsoft Word.

MMicro

Windows Start button - Most Frequently ‘@ Microsoft Word 2010 .
Used Programs Computer

DeSktOp Shortcut to the Word 2010 & Create and edi—t-prc:fes:-ix:nal-Ich:ing documents such as letters, papers,
reports, and booklets by using Microsoft Word.
Program (or Word document) ’ -
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Starting The Program

Windows start button - All Programs e
Microsoft Office 2010 Tools

Microg Create and edit professional-leoking documents such as letters, papers,
reports, and booklets by using Microsoft Word.

MMicro

Windows Start button - Most Frequently ‘@ Microsoft Word 2010 .
Used Programs Computer

DeSktOp Shortcut to the Word 2010 & Create and cdxt prefessional- |L"‘§Iﬂ_] dr;‘_ uments such as letters, papers
reports, and booklets by using Microsoft Word.
Program (or Word document) = -

[ ]

Double-click on an already created Word cifmes i

d (OTEUGE aisk
T Microsoft Word Document
O C B2es
ocument B
Date rﬂcdsfn:d: 10/7/2014 5:53 PM
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Starting The Program

Windows start button - All Programs e
Microsoft Office 2010 Tools

Microg Create and edit professional-leoking documents such as letters, papers,
reports, and booklets by using Microsoft Word.

MMicro

Windows Start button - Most Frequently ‘@ Microsoft Word 2010 .
Used Programs Computer

DeSktOp Shortcut to the Word 2010 & Create and cdxt prefessional- |L"‘§In_] clr;g uments such as letters, papers
reports, and booklets by using Microsoft Word.
Program (or Word document) ’ -

==

Double-click on an already created Word it s
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document 0C "[l Le: )Ithi::r--ft Word Document
Date r'nj:chfn:d: 10/7/2014 5:53 PM
Right-click on an already created Word _
document, then left-click on Open =
Open

Edit

- hII:l'ln'h'



Asebcedr AaBbCt AaBbce AAB| scsscc
THoSpac.. Heasngl Headng2 Tale Subtitte
styes




Asebcedr AaBbCt AaBbce AAB| scsscc
THoSpac.. Heasngl Headng2 Tale Subtitte
styes




;m«

& Cut

4 Coor
M romatpanter B 4 Uckex x G2 A- [EEam-
Clpbosd ‘

Asebcedr AaBbCt AaBbce AAB| scsscc
¢ THoSpad. Hessngl Hesdmg2 Tl
e Font e g

Subtitle

—
-

Seacch Document

Styles
——p——

283

This document does not
contan headngs,

To treate navigation tads,




F

4 Comp

U Fromatrunte B L Wbex X - ®-A- [EEaW-
Cipboss |

e

Seacch Document
e
983!

This document does not
contan headngs,

10 treate navigation tabds,

Font ol

—
-

EXJCEIETIK | asBbeede AaBbCe AaBbCe AQB| acssce
A ALY TNoSpaci.. Heaangl

eagng2  Tmle  Subtitie

Styfes




W A

Home | nsem  Pogelwyoul  References  Masing: A MaType  Across

[V} 7. . - . ; - A fnag ~
:”m Cmagey ~ji1 <|X 47| dav | A T T assbcene AaBbCe AsBbCe AQB| sesbcet acsscn | A . Raploe
Bt ottt | B L Do x| @R A EExam 5 B THoSpac. Headingl Hesding2 Tl Sbttie  Sustietm. o Change o

T Styles~

f!  EORING

Seacch Document
283

This document does not
contan headngs,

To treate navigation tads,




Wild
== tnsert Page | ‘Reletences e ol Vi
PR

42 Copy

Cownfody -1 - A AT Aar M IZ - [T - E- asbcedt AaBbCt AaBbce AQB| acssce

Bt ottt B L Wt x A% -A- [EEaE THoSpsd. Hesdngl Hesdmg2 Tl

contain headmgs,

To treate navigation tads,




Page Ly eferences”  Noling =7 Vie Math croba]

A L <11 oA 4" v [ e . &8 Fnd >

R Coor Confoay -1l - X & A & E-E-E RE E" B0 | asmvcen] assbeene AaBbCe AaBbce AQB| acsbcel scavcen | A Y
e ottt B L B x G- ®-A- [EEBWE 5 &2 TNormal |THoSpac. Headingl Headng2  Tme Sbttle  SuotieEm.. 5 OO 1 (.
pooad ra Y 3 3 3

ol

VLR ORI JOE |

<
wm—— \
183
This document does not
contan headngs,

To treate navigation tads,

Navigation
Pane

Bunaauibig jo ynaey




Word 2010 User Interface

Quick Access Toolbar  Taps Title bar Ribbon
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Word 2010 User Interface

Quick Access Toolbar  Taps Title bar Ribbon
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Word 2010 User Interface

Quick Access Toolbar  Taps Title bar Ribbon
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Word 2010 User Interface

Quick Access Toolbar  Taps Title bar Ribbon

= ol A® 2® v |8 =L = .. (AR E A .
R Catdon o) 1 AL A & S-2-'% R0 pujs 8] 0 ASBDCeD: | AsBbCeDt AaBbCt AaBbCe
ps:“ J Format Paintes B 7 U - x x -W-A-EEAR OE O . tNormal | THOSpac.. Headingl Headng

Navgation v v"- I i . : ! 1 ! : ' 4 C s ) A 4 I

-~

r—
- - v
2 Cursor
This document does not w
contaen headngs
10 create navigation tabs
create headngs in you
[+ n woOtyng He g

: Huler bars

Scroll
bar

Navigation
Pane

Document Window

Buiaambug jo Aynaey Aussanwy) sasapuajy weupy 7|

Pagelofl | Wotdr0 | Englah N.S) 10E 32 8 00% (-



Word 2010 User Interface

Quick Access Toolbar  Taps Title bar Ribbon
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Word 2010 User Interface

Quick Access Toolbar  Taps Titlebar  Ribbon s T
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Quick Access Toolbar

= m— : :
Save ——> 54 A ’ v <—— Customize Quick Access toolbar

T
Undo Redo
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Quick Access Toolbar

T —— : :
Save — 54 A v A v <—— Customize Quick Access toolbar

Undo Redo

To add a command to it:
1- Right click on that command (let it be Picture from the tab Insert)

Insert Page Layout References Mailings Review Vie
| | [ HE [ T i @
| dpo Y2 M e @
e Table | Picty Add to Quick Access Toolbar
k -

Tahles Customize Quick Access Toolbar..,
- X E Show Quick Access Toolbar Below the Ribbon

Customize the Ribbon...

p -
’V Minimize the Ribbon

=
3
Jo=
==
=
heE ]
=%
=
5]
=k
==
55 ]
-
L= ]
[ 74 ]
=
=,
-
7% )
==
m-
=711
heE ]
Loy ]
=
=
—

.
— 1
L5 )
5]
=8
=

[ S ]



Quick Access Toolbar

A v <— Customize Quick Access toolbar

Undo Redo

Save —;d A v

To add a command to it:
1- Right click on that command (let it be Picture from the tab Insert)

Insert Page Layout References Mailings Review Vie
| EE ) i {';
| bal o ¥ 42 il w

Table Picty Add to Quick Access Toolbar
k -

Tahles Customize Quick Access Toolbar..,

- X E Show Quick Access Toolbar Below the Ribbon

Customize the Ribbon...

P -
’V Minimize the Ribbon

2- Click on Add to Quick Access Toolbar in the pop-up menu.
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Quick Access Toolbar

A v <— Customize Quick Access toolbar

Undo Redo

Save —;d 1‘ v

To add a command to it:
1- Right click on that command (let it be Picture from the tab Insert)

Insert Page Layout References Mailings Review Vie
| | . ElEl LIT_ ) P i e“}
= ; F = e
| ol gl 17 4= m_ﬂ_!“" o
Table Picty Add to Quick Access Toolbar
k -
Tahles Customize Quick Access Toolbar..,
- X E Show Quick Access Toolbar Below the Ribbon

Customize the Ribbon...

P -
’V Minimize the Ribbon

2- Click on Add to Quick Access Toolbar in the pop-up menu.
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Quick Access Toolbar

To remove a command from it:
1- Right-click on that command (Insert Picture from File)

= oL
Eemove from Quick Access Toolbar
u Home
Customize Quick Access Toolbar...
% j F— Show Quick Access Toolbar Below the Ribbon
ser Blank Pacg Customize the Ribbaon...
e Page Brey L )
Minimize the Ribbon
Pages
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Quick Access Toolbar

To remove a command from it:
1- Right-click on that command (Insert Picture from File)

= ol i
Eemove from Quick Access Toolbar
m Home
Customize Quick Access Toolbar...
a j F— Show Quick Access Toolbar Below the Ribbon
ser Blank Pacg Customize the Ribbaon...
e Page Brey L )
Minimize the Ribbon
Pages

2- Click on Remove from Quick Access Toolbar in the pop-up menu.
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Quick Access Toolbar

To remove a command from it:
1- Right-click on that command (Insert Picture from File)

= ol i
Eemove from Quick Access Toolbar
m Home
Customize Quick Access Toolbar...
% j F— Show Quick Access Toolbar Below the Ribbon
ser Blank Pacg Customize the Ribbaon...
e Page Brey L )
Minimize the Ribbon
Pages

2- Click on Remove from Quick Access Toolbar in the pop-up menu.
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Quick Access Toolbar

= Adding and removing a command could be also done using

Customize Quick Access Toolbar

the Customize Quick Access Toolbar arrow, at first you New

should click on that arrow to show the pop-up menu Open

attached with it, then you can: o =
Cuick Print

Print Preview and Print
Spelling & Grammar
v | Undo
v | Redo
Draw Table
Open Recent File

Maore Commands...

Show Below the Ribbon

—
3
Jo=
==
=
heE ]
=%
=
5]
=k
==
55 ]
-
L= ]
[ 74 ]
=
=,
-
7% )
==
m-
=711
heE ]
Loy ]
=
=
—

.
— 1
L5 )
5]
=8
=

[ S ]



Quick Access Toolbar

= Adding and removing a command could be also done using

Customize Quick Access Toolbar

the Customize Quick Access Toolbar arrow, at first you New
should click on that arrow to show the pop-up menu Open
attached with it, then you can: o =
» Add and remove check marks to add and remove e
COmmandS Spelling & Grammar
v | Undo
v | Redo
Draw Table

Open Recent File

Maore Commands...

Show Below the Ribbon
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Quick Access Toolbar

= Adding and removing a command could be also done using

Customize Quick Access Toolbar

the Customize Quick Access Toolbar arrow, at first you New

should click on that arrow to show the pop-up menu Open

attached with it, then you can: o =

» Add and remove check marks to add and remove e
COmmandS Spelling & Grammar

v | Undo

* Click on More Commands... to get a complete list of V| Redo

commands that you can add or remove. Draw Table

Open Recent File

Maore Commands...

Show Below the Ribbon
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Quick Access Toolbar

= Adding and removing a command could be also done using

Customize Quick Access Toolbar

the Customize Quick Access Toolbar arrow, at first you New

should click on that arrow to show the pop-up menu Open

attached with it, then you can: o =

« Add and remove check marks to add and remove e
COmmandS Spelling & Grammar

v | Undo

* Click on More Commands... to get a complete list of V| Redo

commands that you can add or remove. Draw Table
Open Recent File

* Click Show Below the Ribbon to change the the location More Commands..

of this toolbar to be below the ribbon. show Below the Ribbon
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Ribbon

Wl 9 - |5 TT Document] = Microsoft II|||"T:Jr;'.]—-""-'-:-dﬂlu-;-
Home Insert Page Layout References Mailings Review View MathType Acrobat Format
= I Y p— . - m S = |EE ﬁﬁ
__31 g Calibri (Body) 11 A A Aa  =Ee = e | e AaBbCcDe | AaBbCeDe AaBbCi : #
=) == = = = iy
Paste B 7 U ~ake x, x° -7 A [ ] A TMormal |7MNoSpaci. Headingl _ Change Editing Transiate
M j = ’ - = e -Q' p Z‘I' T T Styles + - Document
Clipbo... = Font ] Paragraph ] Styles ]
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Ribbon

Malin tabs

(] = - M'&umenmgmoﬂw:ﬁra— Picture Tooks (Ll = T X

Home Insert Page Layout References Mailings Review View MathType Acrobat Format

e * L - - s - - Aal :: 3— %
1= 2 Calibri Body) - /11 = A A" | Aa” | AaBbCcDc | AaBbCcDe AaBbCi | i

TMormal |7 Mo Spaci.. Headingl |[— Change Editing | Translate
g5~ ocumen
T | styl - | D t

Clipbo... = Font ] Paragraph ] Styles ]

Paste = 2 - abF . = =
,J’BIE*‘)‘*X A el | &

= Main tabs appear all time.
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Ribbon

Main tabs Contextual tabs
= |=‘*ﬂocumenﬂ?hﬂicmsoﬁ Ward T _— e || 2 . S
Home Insert Page Layout References Mailings Review View MathType Acrobat Format £ 9
- . R . At | Aee @, =TS D | EEEE T %
S Calibri (Bodhy) ~/11 = A A A" D o T AaBbCcDc | AaBbCcDe AaBbCq i ’
A= s = = = - "
Paste B 7 U~ abe x, X° -l A T f Normal |7 Mo Spaci. Headingl — Change Editing Transiate
- J - : — SR LIRS B fi T ’Evlr T P g T | Styles - Document
Clipbo... Font Paragraph Styles

= Main tabs appear all time.
= Contextual tabs appear only when we select an object such as a picture, chart, or table.
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Ribbon

Main tabs Contextual tabs
@H = 9 - |= -*Documenﬂfhﬂicmsoﬁw:rrd Picture Tools | || 2 . S
Home Insert Page Layout References Mailings Review View MathType Acrobat Format £ @
— .ﬁ Lo . . - . &l EE - ;E - 1%' 'E.E £.§ i% %
S Calibri (Bodhy) /11 = A A A" [ D — T AaBbCcDc | AaBbCcDe AaBbCq , 5 =
= s = = = - "
Paste B 7 U~ abe x, X° - A f Normal |7 Mo Spaci. Headingl — Change Editing Transiate
- 7 - : — SR LIRS B - ’Evlr T P g T | Styles - Document
Clipbo... Font Paragraph Styles

1

Group

= Main tabs appear all time.

= Contextual tabs appear only when we select an object such as a picture, chart, or table.
= Each tab has its own ribbon.

= Each ribbon is composed of a set of groups of similar commands.
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Ribbon

Main tabs Contextual tabs
@H H ) - l= ﬁDocumenﬂ_—-MicrﬂsuﬁWﬂrd Picture Tools ||| || LS
Home Insert Page Layout References Mailings Review View MathType Acrobat Format £ @
— .ﬁ Lo . . - . &l EE - ;E - 1%' 'E.E £.§ % %
) gy [ERrieem T A a lAam Dl T AaBbCcDc | AaBbCeDe AaBbCe | ‘A # S
= === = = L.
Paste B 7 U - abe x, x° - 3. A TMormal |7MNoSpaci. Headingl _ Change Editing Transiate
- 7 - — SR LIRS B fi T ’Evlr T P g T | Styles - Document
Clipbo... Font Paragraph D Styles
Group Dialog box launcher

= Main tabs appear all time.

= Contextual tabs appear only when we select an object such as a picture, chart, or table.
= Each tab has its own ribbon.

= Each ribbon is composed of a set of groups of similar commands.

= Dialog box launcher gives you additional options.
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Ribbon

Main tabs
|E| L'i" i |= . — uncumenﬂ—_MicrusuﬂWDrd
Home Insert Page Layout References Mailings Review View MathType Acrobat Format
= .ﬁ L . . P . &l EE - E - = "E.E *E fﬁﬁ
) gy [ERrieem T A a lAam Dl T AaBbCcDc | AaBbCeDe AaBbCe . TAA #
=3 == = = = L.
Paste B 7 U - ahe %, x* -7 A TMormal |7MNoSpaci. Headingl _ Change Editing Transkte
- ‘f = — LS K {r)’i‘ et < 'E,I, 'ﬂ- P g T | Styles +
Clipbo... Font Paragraph D Styles
Group Dialog box launcher Minimize the Ribbon

= Main tabs appear all time.

= Contextual tabs appear only when we select an object such as a picture, chart, or Table.

= Each tab has its own ribbon.

= Each ribbon is composed of a set of groups of similar commands.

» Dialog box launcher gives you additional options.

= You can minimize the ribbon using the Minimize the Ribbon # !, and maximize using
the maximize the Ribbon “ commands.
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Ribbon

™ = umen icros o =Jfoll X |
Home Insert Page Layout References Mailings Review Wiew MathType Acrobat e
H Save

I Information about Documentl

Sawe Az Adnhe PNF

File: backstage view, managing files and customizing the program.

Buiaambug jo Aynaey Aussanwy) sasapuajy weupy 7|



Ribbon

@l — - "5 cumen icrosoft Wor ﬂ@'é
Home Insert Page Layout References Mailings Review Wiew MathType Acrobat a
H Save

I Information about Documentl

~1_Sawe A5 ddnhe PNOF

File: backstage view, managing files and customizing the program.

Home Insert Page Layout References Mailings Review View MathType Acrobat a |

=i . N R Find ~ =
' ibri - - T v w0 H E EiE v 4 o R % ) é
=) Calibri(Boch)  ~ |11~ A" A7 | Aav | == - SE (EE BT | aagpcenc | asBbcene AaBbCe AaBbCe A QB acsbcer acsbecn = 2 Replace =
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Paste - 2 - = i i i i .. —| Change Translate

N F Format Painter B 7 U ~abe x, X = e TMNormal | T Mo Spaci Headingl Heading 2 Title Subtitle  Subtle Em.. | sytes~ | 1% Select* | Document
Clipboard Font Paragraph Styles Editing

Home: contains commands for editing and formatting text.
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Ribbon
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Home Insert Page Layout References Mailings Review Wiew MathType Acrobat
H Save

I Information about Documentl

~1_Sawe A5 ddnhe PNOF

Flle backstage view, managlng files and customizing the program.

Home Insert Page Layout References Mailings Review View MathType Acrobat
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. o Format Painter B 7 U ~ahe x, X = # Iy T MNormal | T Mo Spaci.. Headingl Heading 2

Clipboard Font Paragraph

Home: contains commands for editing and formatting text.
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2% Signature Line ~
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Insert: contains commands for inserting different items.
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Ribbon

@l — - "5 cumen icrosoft Wor ﬂ@'é
Home Insert Page Layout References Mailings Review Wiew MathType Acrobat a
H Save .
Information about Documentl
E Save As

~1_Sawe A5 ddnhe PNOF

File: backstage view, managing files and customizing the program.

Home Insert Page Layout References Mailings Review View MathType Acrobat A |
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! Calibri (Body) ~ 11 - T Aav | H YZe  EEEE w4 . e e % # %
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. fForn'lat Painter B 7 U ~abs x, x = e T Mormal | T No Spaci Headingl  Heading 2 Title Subtitle Subtle Em.. | syies- | % Select | pocument
Clipboard Font Paragraph Styles Editing
Home: contains commands for editing and formatting text.
Home Insert Page Layout References Mailings Review View MathType Acrobat (4]
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53 Date & Time

Cover Blank Page Table Picture Clip Shapes Smart&rt Chart Screenshot | Hyperlink Bookmark Cross-reference | Header Footer  Page Text Quick WordArt . Equation Symbol | Embed
Page~ Page Break - Art - - - ~  Mumber~| Box~ Parts~ - bgd Object ~ - - Flash
Pages Tables INustrations Links Header & Footer Text Symbols Flash
Insert: contains commands for inserting different items.
Home Insert Page Layout References Mailings Review View MathType Acrobat &3
J— =l . 2 .
Colars ~ h—= Breaks = Indent Spacin N = Align ~
23] EJERE = A @0 % o ? o
Fonts ~ h £3 Line Numbers = iS5 Left 0 s t; Before: 0 pt : - - 5)
Themes Margins Orientation Size Columns X ‘Watermark Page Page . o = " Selection
- D Effects = - - - - be~ Hyphenation ~ - Colar~ Borders | == Right: 07 - p= After  Ept - Pane

Themes Page Setup Page Background Paragraph Arrange

Page Layout: contains commands for adjusting the document theme and page setup.
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Home Insert Page Layout References Mailings Review View MathType Acrobat &
52— B Add Text = -._[.i'] Insert Endnote wj ‘g Manage Sources ﬂ =] Insert Table of Figures ﬂ_‘“‘: =] Insert Index 2_“" 52 Insert Table of Authorities
== 2 Update Table Ag MNext Footnote ~ — I style: APAFiftt - '
Table of Insert Insert e Insert Mark Mark
Contents = Footnote Citation = @ Bibliography - Caption [f Cross-reference Entry Citation
Table of Contents Footnotes Citations & Bibliography Captions Index Table of Authorities

References: contains commands for formating formal documents (reports, articles,..).
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Home Insert Page Layout References Mailings Review View MathType Acrobat &
= B Add Text = [;yInsert Endnote j ) Manage Sources ﬂ =] Insert Table of Figures j =] Insert Index j‘u" 52 Insert Table of Authorities
£ ) = = — (=
—_— 2 Update Table Ag Mext Footnote ~ — R Style: APA Fiftt -
Table of Insert Insert e Insert Mark Mark
Contents = Footnote Citation = @ Bibliography - Caption [f Cross-reference Entry Citation
Table of Contents Footnotes Citations & Bibliography Captions Index Table of Authorities
. - - -
References: contains commands for formating formal documents (reports, articles,..).
Home Insert Page Layout References Mailings Review View MathType Acrobat &
S 2 B =
Envelopes Labels | Start Mail Select Merge to
Merge = Recipients = Adobe PDF
Create Start Mail Merge Write & Insert Fields Preview Results Finish Acrobat

Mailings: contains commands for managing huge amount of emails.
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i o Insert Fage Layout Heterences Mailings Heview View Mathlype Acrobat £3 E .
5 ABC oo . 23 Final: Show M - 3 previ q - g
4 = a = ;_? g Final: Show Markup j)y j)y ¥ Previous _j By N_|
YV 0O mm % ¥ aatat B Show rtan - g - = Ny o
Spelling & Research Thesaurus Word | Translate Language Mew Track o Accept Reject Compare Restrict | Linked
Grammar Count < < Comment Changes = E Reviewing Pane ~ - - < Editing | MNotes i A
Proofing Language Comments Tracking Changes Compare Protect OneMote __.a_-'
Review: contains commands for languages and spelling check. -
ek ]
Lo
=
=
—

Buriaawmb



Ribbon

Home Insert Page Layout References Mailings Review View MathType Acrobat _&
- j: Add Text = ABl [}yInsert Endnote ij ‘g I‘.-la.nage S-:uu.rces ﬂ =] Insert Table of Figures ﬂ_‘“‘: =] Insert Index ._?‘_"__é‘-iﬁ 52 Insert Table of Authorities
=¥ Update Table Ag Mext Footnote - R Style: APA Fiftt -
Table of Insert Insert - Insert Mark Mark
Contents = Footnote Citation = @ Bibliography - Caption [f Cross-reference Entry Citation
Table of Contents Footnotes Citations & Bibliography Captions Index Table of Authorities
References: contains commands for formating formal documents (reports, articles,..).
Home Insert Page Layout References Mailings Review View MathType Acrobat i

=B b @ | -

Envelopes Labels | Start Mail Select Merge to
Merge = Recipients = Adobe PDF
Create Start Mail Merge Write & Insert Fields Preview Results Finish Acrobat
Mailings: contains commands for managing huge amount of emails.
“ Home Insert Fage Layout Heterences Matlings Heview View Mathlype Acrobat
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Spelling & Research Thesaurus Word | Translate Language Mew Track - o Accept Reject Compare Restrict | Linked
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Review: contains commands for languages and spelling check.
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Navigation Pane

To open/close the navigation pane, on the View tab, in the Show group, select/unselect
the Navigation Pane check box.
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Navigation Pane

To open/close the navigation pane, on the View tab, in the Show group, select/unselect
the Navigation Pane check box.

J| Ruler | Buler
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J| Mavigation Pane Mavigation Pane
Show Show
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1 Introduction
2 Problem definition
4 3 The new island model genetic algorithm
31 The new evolution model
4 3.2 Migration policy
3.2.1 Communications topology str..
3.2.2 Migration rate
3.2.3 The new migration selection ...
3.2.4 Replacement method
3.3 Fitness function
34 Chromaosome representation and ..

3.5 Initial islands
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36 Selection and crossover

37 Mutation

3.8 Infeasible individuals
3.9 Replacement strategies and stop .

4 4 Computational results

4.1 Experiment 1- evaluation of the pr...
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Navigation Pane

To open/close the navigation pane, on the View tab, in the Show group, select/unselect
the Navigation Pane check box.

J| Ruler | Buler
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Navigation Pane

To open/close the navigation pane, on the View tab, in the Show group, select/unselect
the Navigation Pane check box.

Ruler Ruler
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J| Mavigation Pane Mavigation Pane
Show Show

Headings view Pages view Search results view

MNavigation - X Mavigation v X MNavigation > 3
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An effective new island model genetic

1 Introduction algorithm for job shop scheduling problem.
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3.1 The new evolution model job shop

4 3.2 Migration policy
effectiveness of the classical island model

3.2.1 Communications topology str.. I !
genetic algorithm, we have proposed a new

3.2.2 Migration rate naturally
3.2.3 The new migration selection ... 1
3.2.4 Replacement method Keywaords: Job shop scheduling; Island

model; Parallel genetic algorithm;

3.3 Fitness function Evolutionary computation.

34 Chromaosome representation and ..
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Backstage View

Enables you to create, open, save, close, print, and share a document; get help; set the
program options; set the document permission; view the document properties; view
recent documents; and quit the program.
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Creating Documents

When you start the program, it creats a blank document for you autamatically; anyway,
you can use the backstage view to create anothe one.
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When you start the program, it creats a blank document for you automatically;

Creating Documents

anyway, you can use the backstage view to create another one.
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Creating Documents

When you start the program, it creats a blank document for you automatically;
anyway, you can use the backstage view to create another one.
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Alternatively, you can Press Ctrl+N.



Saving Documents

= A new document is always temporary, unless you give it a name, location, and may be an
extension.
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Saving Documents

= A new document is always temporary, unless you give it a name, location, and may be an
extension.
= To save a document for the first time, click on the Save icon o the Quick Access Toolbar.
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Saving Documents

= A new document is always temporary, unless you give it a name, location, and may be an
extension.

= To save a document for the first time, click on the Save icon o the Quick Access Toolbar.

= The program will open the Save As dialog box
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Saving Documents

= A new document is always temporary, unless you give it a name, location, and may be an
extension.

= To save a document for the first time, click on the Save icon o the Quick Access Toolbar.

= The program will open the Save As dialog box
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Saving Documents

= A new document is always temporary, unless you give it a name, location, and may be an
extension.

= To save a document for the first time, click on the Save icon o the Quick Access Toolbar.

= The program will open the Save As dialog box

r @ Save As &J
OC- |j + Libraries » Documents » - | 5 | | Search Documents 2|
Organize » New folder §= - (7]

(W] Microsoft Word —  Documents library

) Arrange by: Folder =
Includes: 2 locations

[ Favorites

Mame Date modified Type Size
Bl Desktop
Se I eCt a 4 Downloads E Custom Office Templates 6/23/2014 1:43 PM File folder
5 My Shapes 7/16/2014 4:21 PM File folder

_9 =| Recent Places
I E Passwerds Database 10/1/2014 9:41 AM File folder
Ocatl O n Visual Studic 2008 10/1/2014 1217 PM  File folder
10/1

- Libraries

EL ] CSE111.docx 0/1/2014 3:06 PM  Microsoft Word D... 0KB
£| Documents
. Music

&= Pictures

B Videos | Write a name
File name: docx] M

Save as type: |W0rd Document (*.docx) -

Authors: Mohmaed Tags: Add a tag Title: Add a title

Save Thumbnail

=
3
Jo=
2
—
heE ]
=%
=
0n
=k
==
55 ]
q
L= ]
[
=
=,
=
0n
==
m-
=711
heE ]
Loy ]
=
=
—

.
— 1
0n
0n
ul »
—

[ S ]

“ Hide Folders Tools Save l | Cancel




Saving Documents

= A new document is always temporary, unless you give it a name, location, and may be an
extension.

= To save a document for the first time, click on the Save icon o the Quick Access Toolbar.

= The program will open the Save As dialog box

r @ Save As &J
OC- |j + Libraries » Documents » - | 5 | | Search Documents 2|
Organize » New folder §= - (7]

(W] Microsoft Word —  Documents library

) Arrange by: Folder =
Includes: 2 locations

[ Favorites

Mame Date modified Type Size
Bl Desktop
Se I eCt a 4 Downloads E Custom Office Templates 6/23/2014 1:43 PM File folder
5 My Shapes 7/16/2014 4:21 PM File folder

_9 =| Recent Places
E Passwerds Database 10/1/2014 9:41 AM File folder
Iocatl O n g Libraries Visual Studic 2008 10/1/2014 1217 PM  File folder Y u m Se I eCt
J—3 Documents ] CSE111.docx 10/1/2014 3:06 PM Microsoft \".'crclg... a’M

earlier versions for

&= Pictures

B video: | Write a name compatibility

File name:

-
Save as type: |W0rd Document (*.docx) ¢ A

Authors: Mohmaed Tags: Add a tag Title: Add a title

Save Thumbnail
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Saving Documents

= A new document is always temporary, unless you give it a name, location, and may be an
extension.

= To save a document for the first time, click on the Save icon o the Quick Access Toolbar.

= The program will open the Save As dialog box

r @ Save As o E5
‘t .IE ] | =| » Libraries » Docurents » = | +5 | | Search Documents o) |
Organize » New folder §= - (7]

Documents library

Includes: 2 locations

|ﬁ| Micrasoft Word Arr - )
Arrange by: Folder =

[ Favorites

Mame Date modified Type Size
Bl Deskt
5 D:ivnT:ads Custom Office Templates 6/23/2014 1:43 PM File folder
Select a 9 | Recent Places 5 My Shapes 7/16/2014 4:21 PM File folder
= Passwords Database 10/1/2014 9:41 AM  File folder
Iocatlon Libraries Visual Studie 2008 10/1/2014 1217 PM  File folder Y u m Select
J—J—‘ Documents ] CSE111.docx 10/1/2014 3:06 PM Microsoft .".'cr:IQ.. aM
o s earlier versions for
k| Pictures . . .
B video: Write a name compatibility
. |
File name: docx) ¢ -
Save as type: |W0rd Document (*.docx) -

= Subsequent clicks the save command will save the changes, but won't open the save as

Authors: Mohmaed

Save Thumbnail

4 Hide Folders

Tags: Add a tag

Title: Add a title

Tools [ Save

l | Cancel

dialog again.
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Saving Documents

= To make your document compatible with older version of MS Word like MS Word 97-2003,

you should use the Save As then select this format from the list box next to Save as type.

[w] Save As &J
OC- |3 v Libraries » Documents » - | 3 | ‘ Search Documents R [

3
==
=
ek ]
==
Organize « Mew folder gz - IZ@ZI I
- h 5]
[W] Microsoft Word Documents library Arange by Folder = =
Includes: 2 locations E e
= - -
fasontes MName Date modified Type Size 2
Ml Desktop L
£ Custom Office Templates 6/23/2014 1:43PM  File folder L1
& Downloads La
= ﬂ My Shapes f File folder
=il Recent Places
Passwords Database File folder =
Lbra Visual Studio 2008 y File folder ==
=l Libraries —_—
3 Documents E_‘] CSE111.docx 10/10/201410:35 ...  Microsoft Word D... 13KB -
@' Music —_—
[ Pictures [ 44 ]
S Videos E
File name: C5E111.docx -
=11
Save as type: [Word Document (*.docx) V] f=L]
Authors: Word Document (*.docx) 0
AUENOTE \word Macro-Enabled Document (*.docm) =
‘Word 97-2003 Document (*.doc)
Word Template (*.dotd)
Word Macro-Enabled Template (*.dotm)
Word 97-2003 Template (*.dot) =
= Hide Folders PDF (*.pdf) ——
KPS Document (*xps) i
e Single File Web Page (".mht:*.mhtml) r
Web Page (*.htm;*.html)
Web Page, Filtered (*htrm;*.html} =
Rich Text Format (*.rtf)
Plain Text (*.bed)

Word XML Document (*xml)
Word 2003 XML Document (*.ml)
OpenDocument Text (*.odt)
‘Works 6 - 9 Document (*.wps)

Buriaawmb

= You may save it in other formarts such as Web Page or Plain Text.



Closing Documents and EXxiting the Program

To close a document, click on Close after clicking on the File tabﬂm

Haome Insert

L',—_-‘ Save

& save As
Save as Adobe PDF

[L= Open

[ Close
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Closing Documents and EXxiting the Program

To close a document, click on Close after clicking on the File tab“

To exit the program, click on Exit after clicking on the File tab.

Wl

Haome Insert

L',—_-‘ Save

& save As
.| Save as Adobe PDF

[L= Open

| [ Close |

| ]
Recent
Mew
Print

Save & Send

Help
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calibriBody) 11 - A A | Aav | & r:"":
2 Replace

Paste - E - - - i i 1
e g romatpanter | B 1 U vabe x| AW - A | TNoSpaci.. Heading1  Heading 2 Subtitle  Subtle Em.. Emphasis IntenseE.  Strong Quote  Intense Q... N select~
Editing

Clipboard i) Font i

A B
e o pomupunter B L U x A-W-A- [EE AW 5 SH-@- Hesting1  Heading 2

24 Copy

e Font

Editing Documents

skill 1 - Entering text

Hospitality is one of the comerstones of the Turkish way oflife. In every comer of the
country such a hospitality will meet you.

[Purkey is a beautiful, diverse and exciting country with lots of potential and with large
cultural and developmental differences.




Objective
Method

Skill 1- Entering Text

- Create a new document, name it as “Your last name-Editing Document”, save
it on the desktop, you will see a flashing vertical bar called the cursor,
which represents the current position where text will appear when you type.
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Objective
Method

Skill 1- Entering Text

- Enter letters from the keyboard one by one, use the Space bar Key to add
spaces between different words.

http://ux.stackexchange.com/questions/51608/why-doesnt-the-space-bar-have-anything-written-on-it

- If Caps Lock key is not activated, the letters will be written in the lowercase.

- Caps Lock key is a toggle Key, you can always switch from one case to the
other by pressing on that key again.

- To switch from one case to the other for one letter, press the Shift key and
hold, then press the desired latter.
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Method

Skill 1- Entering Text

- You don’t need to press the Enter Key in order to move to the next line
within the same paragraph.

- Press the Enter Key when you would like to start a new paragraph.

- Save the changes you have made, close the document.
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Objective
Method

Skill 2-Inserting Text

Editing Documents

traditional

Skill 1 —Entering text

Hospitality is one of the co tones of the Turkish wayv oflife. In every comer of the
countrv such a hospitahfv will meet vou.

Turkev is adeautiful, diverse and exciting countrv with lots of potential and with large
cultural and developmental differences.
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Skill 2-Inserting Text

Editing Documents

traditional

Skill 1 —Entering text

Hospitality is one of the co tones of the Turkish wayv oflife. In every comer of the
countrv such a hospitahfv will meet vou.

Turkev is adeautiful, diverse and exciting countrv with lots of potential and with large
cultural and developmental differences.

Editing Documents
Skill 1 —Entering text

Hospitality is one of the cornerstones of the Turkish way of life. In every corner of the country
such a traditional hospitality will meetyou.

Turkey is a traditional beautiful, diverse and exciting country with lots of potential and with
large cultural and developmental differences.

Objective
Method
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Method

Skill 2-Inserting Text

- Open the file.
- Move the cursor to the desired insertion location
- By mouse clicking on that location.

. Using the Arrows Keys.

http://www.myblogger-tricks.com/2013/06/blogger-easy-navigation-with-keyboard.html
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- Write the word, press Space bar key when it is necessary.



Objective
Method

Skill 3- Selecting Text

Turkdsh -

Selecting a word

Hospitality is one of the comerstones of the Turkish way oflife.

Selecting a sentence

Selecti ng a line Hospitality is one of the comerstones of the Turkish way of life. In everv comer of the

Hospitality is one of the comerstones of the Turkish way oflife. In everv comer of the
countrv such a traditional hospitalitv will meet vou.

Selecting a paragraph

Selecting the entire document Editing Documents
Skill 1 —Entering text

Hospitality is one of the comerstones of the Turkish way oflife. In everv comer of the
countrv such a traditional hospitalitv will meet vou.

Turkeyv is a beautiful, diverse and exciting countrv with lots of potential and with large
cultural and developmental differences.

Selecting adjacent words, lines, or one of the comerstones
paragraphs
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Selecting non'adjacent words Hospitality is one of the comerstones of the Turkish wav of life. In everv comer of the

countrv such a traditional hospitality will meet vou.

lines, or paragraphs,

Turkev is a beautiful, diverse and exciting countrv with lots of potential and with large
cultural and developmental differences.



Objective
Method

Skill 3- Selecting Text

Selecting a word Turkish -

double-click anywhere in it.
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Objective
Method

Skill 3- Selecting Text

Selecting a sentence Hospitality is one of the comerstones of the Turkish way oflife.

Ctrl + a click anywhere in it.
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Objective
Method

Skill 3- Selecting Text

Se'ecting a line Hospitality is one of the comerstones of the Turkish way of life. In every comer of the

Click in the selection area to the left of the line.
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Objective
Method

Skill 3- Selecting Text

Hospitality is one of the comerstones of the Turkish way oflife. In everv comer of the
countrv such a traditional hospitalitv will meet vou.

Selecting a paragraph

Triple-click anywhere in the paragraph. Or, double-
click in the selection area to the left of the paragraph.
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Objective
Method

Skill 3- Selecting Text

Selecting the entire document Editing Documents
Skill 1 —Entering text

Hospitality is one of the comerstones of the Turkish way oflife. In everv comer of the
countrv such a traditional hospitalitv will meet vou.

Turkeyv is a beautiful, diverse and exciting countrv with lots of potential and with large
cultural and developmental differences.
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Triple-click in the selection area. Or, press Ctrl+A.



Objective
Method

Skill 3- Selecting Text

Drag the mouse pointer over the text. Or, click at the
beginning of the text, and then hold down the Shift
key and click at the end of the text.

l

Selecting adjacent words, liNeS, .- ofthe comerstones
or paragraphs
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Objective
Method

Skill 3- Selecting Text

Make the first selection, and then hold down the Ctrl
key and make the second selection.
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Selecting non_adj acent WOI‘dS, Hospitalitv is one 0.f.the cumerlsmpes nfthe Turkish wayv oflife. In every comer of the
countrv such a traditional hospitality will meet vou.

lines, or paragraphs,

Turkev is a beautiful, diverse and exciting countrv with lots of potential and with large
cultural and developmental differences.



Method

Skill 3- Selecting Text

Selecting a word Double-click anywhere in it

Selecting a sentence Ctrl + a click anywhere in it

Selecting a line Click in the selection area to the left of the line

Selecting a paragraph Triple-click anywhere in the paragraph. Or, double-
click in the selection area to the left of the paragraph

Selecting the entire Triple-click in the selection area. Or, press Ctri+A

document

Selecting adjacent words, Drag the mouse pointer over the text. Or, click at the
lines, or paragraphs beginning of the text, and then hold down the Shift key
and click at the end of the text

Selecting non-adjacent Make the first selection, and then hold down the Ctrl
words, lines, or paragraphs, key and make the second selection.

61 4o Aynaey  Aysaamup) sadapuapy] ueupy 7|

Duldaaul

-~

Deselecting selected text A click anywhere in the document.



Objective
Method

Skill 4- Deleting Text

Editing Documents
Skill 1 —Entering text

Hospitality is one of the comerstones bf the Turkish wav oflife. In every comer of the
countrv such a traditional hospitalitv will meet vou.

Turkeyv is a beautiful, diverse and exciting countrv with lots of potential and with large
cultural and developmental differences.

Editing Documents
Skill 1 — Entering text

Hospitality I::f the Turkish way oflife. In everv comer of the country such a traditional
hospitality will meet vou.

Turkey is a beautiful, diverse and exciting countrv with lots of potential and with large
cultural and developmental differences.

Editing Documents

Skill 1 —Entering text
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Hospitality is one of the comerstones t:nuntry such a traditional hospitality will meet vou.

Turkev is a beautiful, diverse and exciting countrv with lots of potential and with large
cultural and developmental differences.



Objective
Method

Skill 4- Deleting Text

Editing Documents
Skill 1 —Entering text

Hospitality is-ena-efthe-comarsionas bf the Turkish wav oflife. In every comer of the

countrv such a traditional hospitalitv will meet vou.

Turkeyv is a beautiful, diverse and exciting countrv with lots of potential and with large
cultural and developmental differences.

Editing Documents
Skill 1 — Entering text

Hospitality [::f the Turkish way oflife. In everv comer of the country such a traditional
hospitality will meet vou.

Turkey is a beautiful, diverse and exciting countrv with lots of potential and with large
cultural and developmental differences.
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Objective
Method

Skill 4- Deleting Text

Editing Documents

Skill 1 —Entering text

Hospitality is one of the comerstones bft
countrv such a traditional hospitalitv will meet vou.

Turkeyv is a beautiful, diverse and exciting countrv with lots of potential and with large
cultural and developmental differences.

Editing Documents
Skill 1 —Entering text
Hospitality is one of the comerstones t:nuntry such a traditional hospitality will meet vou.

Turkev is a beautiful, diverse and exciting countrv with lots of potential and with large
cultural and developmental differences.
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Skill 4- Deleting Text

Editing Documents

Skill 1 —Entering text

Hospitality is-ena

countrv such a traditional hospitghfv will meety

Turkeyv is a beautiful, diveps®
cultural and developmgrtal differences.

http://www .sgvulcan.com/wp-
content/uploads/2010/03/backspace.jpg

Removes the character to the left of
the cursor, one character at a time.

and exciting country with lots of po

Objective
Method

and with large

(J__-\

Delete

http://digitalunite.com/sites/default
/files/images/help%20my %20comp
uter%?20keeps%20freezing001.jpg

Removes the text to the right of
the cursor, one character at a time.

Alternatively, you can select the text that you want to delete, and then press the Delete key.
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Objective
Method

Skill 5- Copying Text

Editing Documents
Skill 1 — Entering text

Hospitalitv is one of the comerstones bf the Turkish waywv oflife. In everv comer of the
countrv such a traditional hospitality will meet vou.

Turkev is a beautiful, diverse and exciting country with lots of potential and with large
cultural and developmental differences.
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Skill 5- Copying Text

Editing Documents

Skill 1 —Entering text

Hospitalitv is one of the comerstones bf the Turkish waywv oflife. In everv comer of the
countrv such a traditional hospitality will meet vou.

Turkev is a beautiful, diverse citing countrv with lots of potential and with large
cultural and deve tal differences.

Objective
Method
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Objective
Method

Skill 5- Copying Text

Editing Documents
Skill 1 — Entering text

Hospitalitv is one of the comerstones bf the Turkish waywv oflife. In everv comer of the
countrv such a traditional hospitality will meet vou.

Turkev is a beautiful, diverse and exciting country with lots of potential and with large
cultural and developmental differences.

Editing Documents
Skill 1 — Entering text

Hospitality is one of the comerstones of the Turkish wayv of life. In everv comer of the
country such a traditional hospitality will meet you.

Turkev is a beautiful, diverse and exciting countrv with lots of potential and with large
cultural and developmental differences.

Hospitality is one of the comerstones of the Turkish way of life. In everv comer of the
countrv such a traditional hospitality will meet vou.
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Objective
Method

Skill 5- Copying Text

Editing Documents
Skill 1 —Entering text

Hospitalitv is one of the comerstones of the Turkish wav of life. In everv comer of the
country such a traditional hospitality will meet vou.

Turkey is a beautiful, diverse and exciting countrv with lots of potential and with large
cultural and developmental differences.

- | T—
. Home Inse

% cut Or, press Ctri+C
53 Copy

# Format Painter

Clipboard

i 4
Click in the document where you want to paste the text.

LIV ™

= | ¥ Cut
e Or, press Ctri+V.

Paste

o Format Pa

NOTE: Clicking the arrow on the Paste button displays additional paste options.
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Objective
Method

Skill 6- Moving Text

Editing Documents
Skill 1 — Entering text

Hospitalitv is one of the comerstones bf the Turkish waywv oflife. In everv comer of the
countrv such a traditional hospitality will meet vou.

Turkev is a beautiful, diverse and exciting country with lots of potential and with large
cultural and developmental differences.

Editing Documents
Skill 1 —Entering text

Turkey is a beautiful, diverse and exciting country with lots of potential and with large
cultural and developmental differences.

Hospitality is one of the comerstones of the Turkish wav of life. In everv comer of the
country such a traditional hospitality will meet vou.
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Objective

Skill 6- Moving Text

Editing Documents
Skill 1 —Entering text

Hospitalitv is one of the comerstones of the Turkish wav of life. In everv comer of the
country such a traditional hospitality will meet vou.

Turkey is a beautiful, diverse and exciting countrv with lots of potential and with large
cultural and developmental differences.

I-'-"'ll|"—-

. Hame Inse
% cut Or, press Ctrl+X

53 Copy
¥ Format Painter

Clipboard
g v
Click in the document where you want to paste the text.
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NOTE: Clicking the arrow on the Paste button displays additional paste options.
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Undoing and Redoing Changes

You may like to undo or redo the last actions you have made:
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Undoing and Redoing Changes

You may like to undo or redo the last actions you have made:
= Undoing an action:

On the Quick Access toolbar, click the Undo button . Or, press Ctrl+Z.

/ e

Undoing an action or Ctrl+Z
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Undoing and Redoing Changes

You may like to undo or redo the last actions you have made:
= Undoing an action:

On the Quick Access toolbar, click the Undo button . Or, press Ctrl+Z.
= redoing an action:

On the Quick Access toolbar, click the Redo button . Or, press Ctri+Y.
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Undoing an action or Ctrl+Z Redoing an action or Ctrl+Y
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Formatting Characters

Editing Documents
Skill 1 —Entering text

Hospitality is one of the cornerstones of the Turkish way of life. In every corner of the country
such a traditional hospitality will meetyou.

Turkeyis a beautiful, diverse and exciting country with lots of potential and with large cultural
and developmental differences.

Turkey has the world's 22th largest nominal GDP.

Turkey has the world's 17th largest nominal GDP,[36] Turkey is also a part of the EU Customs

Union.

Editing Decuments

Skill 1 — Entering text

Hospitality is one of the comerstones of the Turkish way of life. In every comer of
the country such a traditional hospitality will meet you.

Turkey is a beautiful, diverse and exciting country with lots of potential and
with large cultural and developmental differences.

e e e A ey largest aorHnat S BR
Turkey has the world's 17w largest nominal GDP,F® Turkey is also a
part of the EU Customs Union.
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Objective
Method

Skill 7- Changing The Font

Editing Documents
Skill 1 —Entering text

Hospitality is one of the cornerstones of the Turkish way of life. In every corner of the country
such a traditional hospitality will meetyou.

Turkeyis a beautiful, diverse and exciting country with lots of potential and with large cultural
and developmental differences.

Turkey has the world's 22th largest nominal GDP.

Turkey has the world's 17th largest nominal GDP,[36] Turkey is also a part of the EU Customs

Union.

Editing Documents
Skill 1 — Entering text

Hospitality is one ofthe cornerstones of the Turkish way of life. In every corner ofthe
country such a traditional hospitality will meet you.

Turkey is a beautiful, diverse and exciting country with lots of potential and with large
cultural and developmental differences.

Turkey has the world's 22th largest nominal GDP.
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1-Select the text

Objective

Skill 7- Changing The Font ™™

Editing Documents
Skill 1 —Entering text

Hospitality is one of the cornerstones of the Turkish way of life. In every corner of the country
such a traditional hospitality will meetyou.

Turkey is a beautiful, diverse and exciting country with lots of potentialand with large cultural
and developmental differences.

Turkey has the world's 22th largest nominal GDP.

Turkey has the world's 17th largest nominal GDP,[36] Turkey is also a part of the EU Customs
Union.
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Objective

Skill 7- Changing The Font ™™

Editing Documents
1-Se|eCt the teXt Skill 1 —Entering text

Hospitality is one of the cornerstones of the Turkish way of life. In every corner of the country
such a traditional hospitality will meetyou.

Turkey is a beautiful, diverse and exciting country with lots of potentialand with large cultural
and developmental differences.

Turkey has the w

orld's 22th largest nominal GDP.

Turkey has the w
Union.

a7l hal 60D |

B5] Turkey is also a part of the EU Customs

2-Move the cursor to the semi-transparent Mini Toolbar to activate it.
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Objective

Skill 7- Changing The Font ™™

Editing Documents
1-Se|eCt the text Skill 1 —Entering text

Hospitality is one of the cornerstones of the Turkish way of life. In every corner of the country
such a traditional hospitality will meetyou.

Turkey is a beautiful, diverse and exciting country with lots of potentialand with large cultural
and developmental differences.

Turkey has the wjorld's 22th largest nominal GDP.
Turkey has the wiadd < 17th largect nominal GOB RG] Turkey is also a part of the EU Customs

Umnion.

2-Move the cursor to the semi-transparent Mini Toolbar to activate it.

Editing Documents
Skill 1 —Entering text

Hospitality is one of the cornerstones of the Turkish way of life. In every corner of the country
such a traditional hospitality will meetyou.
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Skill 7- Changing The Font ™™

3- Click on the Font
arrow, then select the
desired font from the

list.
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Objective

Skill 7- Changing The Font ™™
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Objective
Method

Skill 8- Changing the Font Size

Editing Documents
Skill 1 — Entering text

Hospitality is one of the cornerstones of the Turkish way of life. In every corner of the
country such a traditional hospitality will meet you.

Font Size =11

Turkey is a beautiful, diverse and exciting country with lots of potential and with large
cultural and developmental differences.

Turkey has the world's 22th largest nominal GDP.

Turkey has the world's 17th largest nominal GDP,[36] Turkey is also a part of the EU
Customs Union.

18— Editing Documents
11" skill 1 — Entering text

_  Hospitality is one of the cormerstones of the Turkish way of life. In every corner of
the country such a traditional hospitality will meet you.

12+ Turkey is a beautiful, diverse and exciting country with lots of potential and with
large cultural and developmental differences.

— Turkey has the world's 22th largestnominal GDP.

14— Turkey has the world's 17th largestnominal GDP,[36] Turkey is also
a part of the EU Customs Union.
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Objective
Method

Skill 8- Changing the Font Size

Editing Documents
Skill 1 — Entering text

Hospitality is one of the cornerstones of the Turkish way of life. In every corner of the
country such a traditional hospitality will meet you.

Font Size =11

Turkey is a beautiful, diverse and exciting country with lots of potential and with large
cultural and developmental differences.

Turkey has the world's 22th largest nominal GDP.

Turkey has the world's 17th largest nominal GDP,[36] Turkey is also a part of the EU
Customs Union.

18— Editing Documents
11" skill 1 — Entering text

_  Hospitality is one of the cormerstones of the Turkish way of life. In every corner of
the country such a traditional hospitality will meet you.

12+ Turkey is a beautiful, diverse and exciting country with lots of potential and with
large cultural and developmental differences.

— Turkey has the world's 22th largestnominal GDP.

14— Turkey has the world's 17th largestnominal GDP,[36] Turkey is also
a part of the EU Customs Union.

=
3
Jo=
==
=
heE ]
=%
=
5]
=k
==
55 ]
-
L= ]
[ 74 ]
=
=,
-
7% )
==
m-
=711
heE ]
Loy ]
=
=
—

.
— 1
L5 )
5]
=8
=

[ S ]




Objective
Method

Skill 8- Changing the Font Size

1-Select the text.
2-Move the cursor to the semi-transparent Mini
Toolbar to activate it.

3-Click on the Font Size arrow , and
choose the desired size from the list.
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Editing Documents 0
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Skill 1 — Entering text 12
14
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Objective
Method

Skill 8- Changing the Font Size

1-Select the text.

2-Move the cursor to the semi-transparent Mini
Toolbar to activate it. Or Alternatively, in Step 3, on the Home tabx*

in the Font group, click the Font Size arrowas
and select the desired font from the list

3-Click on the Font Size arrow , and
choose the desired size from the list.
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rt Page Layout References Mailings
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Editing Documents 0
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Objective
Method

Skill 8- Changing the Font Size

1-Select the text.
2-Move the cursor to the semi-transparent Mini
Toolbar to activate it.

Or Alternatively, in Step 3, on the Home tabZ*
in the Font group, click the Font Size arrowas

3-Click on the Font Size arrow , and and select the desired font from the list

choose the desired size from the list.

Arial - |18

B 7 OB

Editing Documents 0

11
Skill 1 — Entering text 12
14
Hospitality is one of the comers 15

A EE

AT

Vi of the Turkis

rt Page Layout

Arial (Body C5) - 11

Bfﬂvab-z
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11

References Mailings

A A7 | Aa- | &

the country such atraditional hq1z  [ity will meet" L2
Turkey is a beautiful, diverse ar 33 iting country E v
large cultural and development 24  z2rences. 13
Turkey has the world's 221l j; |lestnomine i
Turkey has the world's 171l j; lest nomine ji

a part of the EU Customs |72

1.

28
30

You can also change the font size by clicking the Grow Font button A or Shrink Font

button in 4~

the Font group on the Home tab of the Ribbon.
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Objective
Method

Skill 9- Changing the Font Color

Editing Documents

Skill 1 —Entering text

Hospitality is one of the comerstones of the Turkish way of life. In every comer of
the country such a traditional hospitality will meet you.

Turkey is a beautiful diverse and exciting country with lots of potential and with
large cultural and developmental differences.

Turkey has the world's 22th largestnominal GDP.

Turkey has the world's 17th largestnominal GDP,[36] Turkey is also
a part of the EU Customs Union.

Editing Documents

Skill 1 — Entering text

Hospitality is one of the comerstones of the Turkish way of life. In every comer of
the country such a traditional hospitality will meet you

Turkey is a beautiful, diverse and exciting country with lots of potential and with
large cultural and developmental differences.

Turkey has the world's 22th largest nominal GDP.
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Objective
Method

Skill 9- Changing the Font Color

1-Select the text.
2-Move the cursor to the semi-transparent Mini
Toolbar to activate it.

3-Click on the Font Color arrow, and
choose the desired color from the list.
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Objective
Method

Skill 9- Changing the Font Color

1-Select the text. =

2-Move the cursor to the semi-transparent Mini :
Toolbar to activate it. =

3-Click on the Font Color arrow, and Or Alternatively, in Step 3, on the Home tab,=

choose the desired color from the list. in the Font group, click the Font Color g;
arrow and select the desired color from the =-
list @
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Objective

Skill 10- Highlighting Text

Editing Documents

Skill 1 — Entering text

Hospitality is one of the cornerstones of the Turkish way of life. In every cormer of
the country such a traditional hospitality will meet you

Turkey is a beautiful, diverse and exciting country with lots of potential and with
large cultural and developmental differences.

Turkey has the world's 22th largestnominal GDP.

Turkey has the world's 17th largestnominal GDP,[36] Turkey is also
a part of the EU Customs Union.

Editing Documents

I5kill 1 — Entering text

Hospitality is one of the comerstones of the Turkish way of life. In every corner of
the country such a traditional hospitality will meet you

Turkey is a beautiful diverse and exciting country with lots of potential and with
large cultural and developmental differences.

Turkey has the world's 22th largestnominal GDP.
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a part of the EU Customs Union.



Objective

Skill 10- Highlighting Text ™"

1-Select the text.
2-Move the cursor to the semi-transparent Mini
Toolbar to activate it.

3-Click on the Text Highlight Color
arrow, and choose the desired color
from the color palette.

Skill 1 — Enter
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Objective

- - - - Method
I
Skill 10- Highlighting Text

1-Select the text.
2-Move the cursor to the semi-transparent Mini

Toolbar to activate it.
3-Click on the Text Highlight Color Or Alternatively, in Step 3, on the Home

arrow, and choose the desired color tab, in the Font group, click the Text

from the color palette. Highlight Color arrow and select the

desired color from the color palette
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Objective
Method

Skill 11- Bolding Text

Editing Documents

Bkill 1 — Entering text

Hospitality is one of the comerstones of the Turkish way of life_In every comer of
the country such a traditional hospitality will meet you

Turkey is a beautiful, diverse and exciting country with lots of potential and with
large cultural and developmental differences.

Turkey has the world's 22th largestnominal GDP.

Turkey has the world's 17th largestnominal GDP,[36] Turkey is also
a part of the EU Customs Union.

Editing Documents

Skill 1 — Entering text

Hospitality 1s one of the comerstones of the Turkish way of life. In every comer of
the country such a traditional hospitality will meet you

Turkey is a beautiful, diverse and exciting country with lots of potential and
with large cultural and developmental differences.

Turkey has the world's 22th largestnominal GDP.

Turkey has the world's 17th largestnominal GDP,[36] Turkey is also
a part of the EU Customs Union.
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Objective
Method

Skill 11- Bolding Text

1-Select the text.
2-Move the cursor to the semi-transparent Mini
Toolbar to activate it.

3-Click on the Bold button.. Or Alternatively, in Step 3, On the Home
tab, in the Font group, click the Bold
button
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Objective
Method

Skill 12- Italicizing Text

Editing Documents

Skill 1 — Entering text

Hospitality is one of the comerstones of the Turkish way of life_In every comer of
the country such a traditional hospitality will meet you

Turkey is a beautiful, diverse and exciting country with lots of potential and
with large cultural and developmental differences.

Turkey has the world's 22th largestnominal GDP.

Turkey has the world's 17th largestnominal GDP,[36] Turkey is also
a part of the EU Customs Union.

Editing Documents

Skill 1 — Entering text

Hospitality is one of the comerstones of the Turkish way of life. In every comer of
the country such a traditional hospitality will meet you

Turkey is a beautiful, diverse and exciting country with lots of potential and
with large cultural and developmental differences.

Turkey has the world's 22th largestnominal GDP.
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Turkey has the world's 17th largestnominal GDP,[36] Turkey is also
a part of the EU Customs Union.
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- - - . Method
Skill 12- Italicizing Text
1-Select the text.
2-Move the cursor to the semi-transparent Mini
Toolbar to activate it.
3-Click on the Italic button.. Or Alternatively, in Step 3, On the Home
tab, in the Font group, click the Italic

button
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Objective

Skill 13- Underlining Text
-y m _l
Editing Documents —
Skill 1 — Entering text
Hospitality is one of the comnerstones of the Turkish way of life. In every corner of B
the country such a traditional hospitality will meet you E
==
Turkey is a beautiful, diverse and exciting country with lots of potential and =
with large cultural and developmental differences. g
Turkey has the world's 22th largestnominal GDP. E’
Turkey has the world's 17th largestnominal GDP,[36] Turkey is also ]
a part of the EU Customs Union. -
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Skill 13- Underlining Text

1-Select the text.
2-Move the cursor to the semi-transparent Mini
Toolbar to activate it.

3-Click on the Underline button.. Or Alternatively, in Step 3, On the
Home tab, in the Font group, click the
Underline button
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Skill 14- Strikethroughing Text

Editing Documents

Skill 1 — Entering texd

Hospitality is one of the cormerstones of the Turkish way of life. In every corner of
the country such a traditional hospitality will meet you

Turkey is a beautiful, diverse and exciting country with lots of potential and
with large cultural and developmental differences.

Turkey has the world's 22th largestnominal GDP.

Turkey has the world's 17th largestnominal GDP,[36] Turkey is also
a part of the EU Customs Union.

Editing Documents

Skill 1 — Entering fext

Hospitality is one of the cornerstones of the Turkish way of life. In every comer of
the country such a traditional hospitality will meet you

Turkey is a beautiful, diverse and exciting country with lots of potential and
with large cultural and developmental differences.

e
Turkey has the world's 17th largest nominal GDP,[36] Turkey is also
a part of the EU Customs Union.
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Skill 14- Strikethroughing Text

1- Select the text.

2- On the Home tab, in the Font group, click
on the Strikethrough button..
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Skill 15- Subscripting and Superscripting Text

Editing Documents

Skill 1 — Entering text

H'\_,blr_';fn‘_,'fn‘fm. ne of the .Cﬁr nerstone fthe Turkish way of life ':u.cw.-:r v cormer of
I

: n;'_t-

the couwr "'” ¢ such a traditional hospitz

=

-" |.1' |'T'I.C.C|_ -"."":J'

Turkey is a beautiful, diverse and exciting country with lots of potential and
with large cultural and developmental differences.

e
Turkey has the world's 17th largest nominal GDP,[36] Turkey is also
a part of the EU Customs Union.

|

Editing Documents

Skill 1 — Entering text

Hospitality is one of the corerstones :-- the Turkish way of life. In every cormer ol
the country such a traditional hospitality will meet you

Turkey is a beautiful, diverse and exciting country with lots of potential and
with large cultural and developmental differences.
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Turkey has the world's 17w largestnominal GDP,B8ITurkey is also a
part of the EU Customs Union.
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Skill 15- Subscripting and Superscripting Text

1-Select the text. Or Alternatively, in Step 3, On the
2-0On the Home tab, in the Font group, click Home tab, in the Font group, click the
the Subscript button. Superscript button.
Arial (Body C5) ~ 14] - A A" Aa- | & Arial (Body €5} - 14 | A" A7 | Aa~ | &
Bfu*ab-s!zf 8- A Bfuvabexz‘::* - A

Font Font

=
3
Jo=
==
=
heE ]
=%
=
5]
=k
==
55 ]
-
L= ]
[ 74 ]
=
=,
-
7% )
==
m-
=711
heE ]
Loy ]
=
=
—

.
— 1
L5 )
5]
=8
=

[ S ]



Objective
Method

Skill 16- Adding Text Effects

Editing Documents

Skill 1 — Entering text

Hospitality is one of the cornerstones of the Turkish way of life_ In every comer ol
the country such a traditional hospitality will meet you

Turkey is a beautiful, diverse and exciting country with lots of potential and
with large cultural and developmental differences.

Turkey has the world's 17nlargestnominal GDP,B®ITurkey is also a
part of the EU Customs Union.

Editing Decuments

Skill 1 — Entering text

Hospitality is one of the cormerstones of the Turkish way of life. In every comer of
the country such a traditional hospitality will meet you

Turkey is a beautiful, diverse and exciting country with lots of potential and
with large cultural and developmental differences.

Turkey-has-the word s 22 largestnominal GBR-
Turkey has the world's 17wlargestnominal GDP 2% Turkey is also a
part of the EU Customs Union.
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Skill 16- Adding Text Effects
1-Select the text.
3-On the Home tab, in the Font group, click the Text Effects button.
Arial (Body C5) - 18~ A A7 - ML T e i e e | EEEE MM
B [ U -abe x, X’ P-A-IE=E=EE|= | S

Font .
/A :

o/ L]
™ Fill - Gray-25%, Text 2, Outline - Background 2 |
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=
Editing Documents 3
Skill 1 — Entering text
==
Hospitality is one of the comerstones of the Turkish way of life. In every comer of =
» P =
the country such a traditional hospitality will meet you. ot
=
Turkey is a beautiful, diverse and exciting country with lots of potential and =
with large cultural and developmental differences. [97]
Turkey-has the world's 22y, largest nominal GDP. o
| =
Turkey has the world's 17t largest nominal GDP F® Turkey is also a -
part of the EU Customs Union. —
=
.
(37
=
! 2
=
Editing Decumenis —
Skill 1 — Entering text §
Hespitality is one of the cornerstones of the =
=
Turkish way of life. In every cormer of the country E
such a traditional hespitality will meset yeu. =1
=
Turkey is a beautiful, diverse and exciting country with lots of potential and E
with large cultural and developmental differences. ==
=
=

Furkey-has-the word's 22y largestnominal GDR-
Turkey has the world's 17wlargestnominal GDP,F®8Turkey is also a
part of the EU Customs Union.
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Skill 17- Copying Text Format

1-Select the text that has the formatting you want to copy.

2-0On the Home tab, in the Clipboard group, click the Format Painter button. The
mouse pointer changes to an I-beam with a paintbrush

Home Insel
=) ¥ Cut
53 Copy

Faste
= ¥ Format Painter

Clipboard

3- Select the text to which you want to apply the copied formatting.
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Skill 18- Clearing Text Format

Editing Decuments

Skill 1 — Entering text

Hospitality is one of the comerstones of the Turkish way of life_ In every comer of
the country such a traditional hospitality will meet you.

Turkey is a beautiful, diverse and exciting country with lots of potential and
with large cultural and developmental differences.

e e e Sy largest nerHnats B
Turkey has the world's 17w largest nominal GDP,F® Turkey is also a
part of the EU Customs Union.

Editing Documents
Skill 1 — Entering text

Hospitality is one of the cornerstones of the Turkish way of life. In every corner of the country
such a traditional hospitality will meet you.

Turkey is a beautiful, diverse and exciting country with lots of potential and with large cultural
and developmental differences.

Turkey has the world's 22th largest nominal GDP.

Turkey has the world's 17th largest nominal GDP,[36] Turkey is also a part of the EU Customs
Union.|
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Skill 18- Clearing Text Format

1-Select the text.
3-On the Home tab, in the Font group, click the Clear All Formatting button.
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Skill 19- Changing Text Case

Editing Documents
Skill 1 — Entering text

Hospitality is one of the cornerstones of the Turkish way of life. In every corner of the country
such a traditional hospitality will meet you.

Turkey is a beautiful, diverse and exciting country with lots of potential and with large cultural
and developmental differences.

Turkey has the world's 22th largest nominal GDP.

Turkey has the world's 17th largest nominal GDP,[36] Turkey is also a part of the EU Customs
Union.|

Editing Documents
Skill 1 — Entering Text

Hospitality Is One Of The Cornerstones Of The Turkish Way Of Life. In Every Corner Of
The Country Such A Traditional Hospitality Will Meet You.

TURKEY |5 ABEAUTIFUL, DIVERSE AND EXCITING COUNTRY WITH LOTS OF
POTENTIAL AND WITH LARGE CULTURAL AND DEVELOPMENTAL DIFFERENCES.

IURKEY hAS tHE wORLD'S 22TH IARGEST nOMINAL gDE.

turkey has the world's 17th largest nominal gdp,[36] turkey is also a part of the eu
customs union.
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Skill 19- Changing Text Case

1-Select the text.

3-On the Home tab, in the Font group, click the Change Case button.

sl Ha
Sentence case.
lowercase
UPPERCASE
Capitalize Each Word

tOGGLE cASE
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References

= California State University, Los Angelos, Information Technology
Services, Microsoft Word 2010 Part 1: Introduction to Word.
https://www.calstatela.edu/its/training/pdf/word2010p1.pdf

= Microsoft Word 2010 Help.
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Objective
Method
Practice

LLab Work

= Write a letter
= Scenery
= Goods purchased, e.g. books, CDs etc.
= Fast delivery
= Quality products
= Good price
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Practice

LLab Work

= Write a letter
= Include

» Date (left aligned)
= Salutation (left aligned)
= Address (left aligned)
= Subject (left aligned)
= |_etter body (centered)
» Complimentary closing (left aligned)
= Writer‘s identification (left aligned)
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Practice

LLab Work

= Write a letter
= 1.5 space between lines
= Font: Arial
= Font size: 12
= Subject: Bold

= Save as:
» Thank_You_Letter Your Name
= Folder: My Documents - Word Lab Work
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One space between sentences

Body of the letter

Complimentary closing

Three blank lines

Writer's identification

Lab Work Example

Objective
Method
Practice

0§ 1A_Thank_You_letter_Firstname_Lastname - Microsoft Word
i Fle Edit Mew Insert Format Tools Table Window Help Type a question for hielp = >
G 3BV g S0 C o8 D RES SN 2@ us i

A-HB

D 23S

[

[g":"":"‘g"""'1"""'2"""'3"""'
= Y.LI.J.‘U.IOI(I;/LVIH:" - 3 - 3 ;

Business-Consulting-Services|

'S

-

Dallas, T3(-75202

: i
2 Dear-Paul:f

a )
Subject:-Participation-in-the-Planning-Retreat]

I

Thank-you-forparticip ating-in-the-retreat-for-The-Perfect-P arty.]-We-are really-very:

: excited-about-the-nexttwo-years.-One-of'the-reasons-our-future-look s=so-bright-is-because
™ ofthe-contributions-you-have-made

: 1
Twould-also-like-tothank-you-personally-fortaking-notes-and-also-for-summarizing-the-
ideas-expressed-atthe-retreat y

1
Tours-truly
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