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TODAY WE WILL
STUDY ABOUT

MS WORD
TEXT ENHANCEMENT



TEXT ENHANCEMENT ALLOWS THE USER TO BOLD
THE WORDS, TO CHANGE THE COLOUR OF THE TEXT,
USE ITALICS, MAKE BLINKING TEXT, EMPHASIS ON
PARTS OF THE TEXT, OR EVEN ENLARGE THE TEXT.



LET'S SEE THE FUNCTIONS OF THE TEXT
ENHANCEMENT

oTEXT ALLIGNMENT

oBULLETS AND NUMBERING

oLINE AND PARAGRAPH SPACING
°BORDER AND SHADING

"WATERMARK IN THE DOCUMENT




LET'S SEE

WHAT IS TEXT ALLIGNMENT?



ALIGNMENT REFERS TO THE POSITION OF THE TEXT WITH RESPECT TO PAGE MARGINS. THERE
ARE FOUR TYPES OF TEXT ALINGMENT IN MS WORD: ALIGN LEFT .CENTER, ALIGN RIGHT AND
JUSTIFY.
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WHAT IS COMPUTER

1. INTRODUCTION

A computer is a machine which can do a variety of tasks at the same L
time. This is the reason why computer is being used in different
areas. What is a computer and how does it work? A computer is an
electronic machine that takes date (or instructions) as input,
processes it and gives the result as output.

A computer works in the following way; - 1. We enter the data and
instructions into the computer using the input devices (e.g.,
Keyboard or Mouse).

This is called the input data. Instructions tell the computer about

what to do with data. 2. The computer works on the input data with ~]
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SHORTCUTS
FOR TEXT ALIGNMENT

Ctrl + L= Align Text Left

C
Ctrl +

frl + E= Centre

R= Align text Right

Ctrl + J= Jusftify



NOW WE STUDY ABOUT
BULLETS AND NUMBERING



BULLETS

THESE ARE USED WHEN THERE IS NO PARTICULAR SEQUENCE OF THE TEXT TO BE FOLLOWED.
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WHAT IS COMIPGTER

1. INTRODUCTION

A computer is a machine which can do a variety of tasks at the same
time. This is the reason why computer is being used in different

areas. What is a computer and how does it work? A computer is an

electronic machine that takes date (or instructions) as input,

processes it and gives the result as output.

A computer works in the following way; - 1. We enter the data and
instructions into the computer using the input devices (e.g.,
Keyboard or Mouse).

This is called the input data. Instructions tell the computer about

what to do with data. 2. The computer works on the input data with
Page 1 of 1 109 of 293 words  [J¥  English (India) &Y Accessibility: Good to go E B —-————8——+ 110%



NUMBERS
AND
ALPHABETS

THESE ARE USED WHEN THERE IS A SEQUENCE OF
THE ITEAMS TO BE FOLLOWED:

1. SELECT THE DESIRED TEXT

2. ON THE HOME TAB, IN THE PARAGRAPH
GROUP, CLICK ON THE DROP DOWN ARROW
ON THE BULLETS BUTTON.

3. SELECT THE REQUIRED BULLET STYLE.
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NOW LET'S SEE

WHAT IS LINE AND PARAGRAPH
SPACING



LINE SPACING
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IT IS THE VERTICAL SPACE
15
T E XT I N A P A R A G R A P H Video provides a powerful way tc e aoecng Crroe you click Online Video, you can
O paste in the embed code for the \ ira— o type a keyword to search

online for the video that best fits = Add Space Before Paragraph  ymant ook professionally

produced, Word provides header 7~ Remove Space After Paragraph jesigns that complement each

other.

For example, you can add a matching cover page, header, and sidebar. Click Insert and then choose

the elements you want from the different galleries. Themes and styles also help keep your

S T E P S [ - document coordinated. When you click Design and choose a new Theme, the pictures, charts, and
° SmartArt graphics change to match your new theme.
1. SELECT THE TEXT
2. GO TO THE MARKED ICON
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IT IS THE SPACE ABOVE OR BELOW A

PARAGRAPH.
. g Line Spacing Optighs..
STEPS TO SET THE LINE AND PARAGRAPH A computer is a machin== e ety of tasks at the same
SPACING ARE: time. This s the FEaSOf= .., uscssoEING Used in different

areas, What is a computer and how does it work? A computer is an
electronic machine that takes date (or instructions) as input,

STEP 1- SELECT THE TEXT processes it and gives the result as output.

A computer works in the following way; - 1, We enter the data and
instructions into the computer using the input devices (e,

STEP 2- CI.ICK ON THE DROP'DOWN ARROW KeyboardorMouse).
BUTTON ON THE LINE AND PARAGRAPH
SPACING BUTTON

STEP 3- CHOOSE THE SPACE VALUE
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NOTE

THE LINE SPACING OPTION’S ARE NOT LIMITED TO THE LINE AND PARAGRAPH SPACING
MENU. TO SET THE SPACING WITH MORE PRECISION:

1. SELECT LINE SPACING OPTIONS FROM THE MENU TO ACCESS THE PARAGRAPH DIALOG
BOX.

OR
CLICK ON THE PARAGRAPH DIALOG BOX LAUNCHER.

2. THE PARAGRAPH DIALOG BOX APPEARS.

3. IN THE INDENTS AND SPACING TAB, YOU CAN SET THE LINE SPACING AND PARAGRAPH
SPACING WITH MORE PRECISION.

CHECK THE NEXT SLIDE FOR THE PICTURE OF NOTE PAGE.
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WHAT IS
BORDER AND SHADING
(TEXT/PARAGRAPH/PAGE)



TO ENHANCE THE APPEARANCE OF THE
TEXT IN A PARAGRAPH, YOU CAN ADD
A BORDER AND SHADING TO THE
SELECTED TEXT.

1. SELECT THE TEXT.

2. ON THE HOME TAB, IN THE
PARAGRAPH GROUP, CLICK ON THE
DROP-DOWN ARROW ON THE BORDERS
BUTTON.

3. CLICK ON THE BORDER AND
SHADING OPTION. THE BORDER AND
SHADING DIALOG BOX APPEARS.

Document] - Word

OO Insert  Draw  Design

ey ¥ Cut

|abriBody) (16 +| A A Aav B i izvy E3E

: B copy _
aste |, ml Uvabex, X AvW. A zzz%’zv v
. NFormatPainter | =1 © = i ¥ - = =L YT

Clipboard 5 Font 5 Paragraph

A computer is a machine which
time. This is the reason why ¢

layout ~ References  Mailings  Review  View  Help

ADITYA RANJAN ﬁ il = u] X

Q Tell me what you want to do

AP Find

Keoccde AaBbC( AaBbcct AQB aasbeer assbeen &
v | YacReplace

vl ;;Norma\ TNoSpac.. Heading! Heading2 Title Subtitle  Subtle Em... | [ Select v
£t Bofom Bonder Styles R Edting | A
Top Border
[ Left Border
| Right Border
No Border
EH All Borders
E mtd“EBdm |lasks at the same
used in different

= Inside Horizontal Border

areas. What is a computer and

Inside Vertical Border

A computer is an

ctions) a )

into the computt

THESE OPTIONS CAN ALSO BE USED TO APPLY
SIMPLE LINE BORDER TO THE SELECTED
TEXT/PARAGRAPH
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SETTING TEXT BORDER
(REFER TO THE IMAGE ON THE NEXT PAGE)

. CLICK ON ANY ONE OPTION IN THE SETTING SECTION e.g BOX.

. SELECTANY LINE STYLE IN THE STYLE SECTION.

. SET THE BORDER . COLOUR USING THE COLOR LIST BOX.

. SET LINE WIDTH USING THE WIDTH LIST BOX.

. SELECT PARAGRAPH FROM THE APPLY TO LIST BOX.

. WE CANALSO SELECTANY WORK, USING THE ART LIST BOX.

. CLICK ON THE OK BUTION.



Borders Page Bor Shading
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SETTING PAGE BORDER
(REFER TO THE IMAGE ON THE NEXT PAGE)

. CLICK ONANY ONE OPTION IN THE SETIING SECTION e.g BOX.

. SELECTANY LINE STYLE IN THE STYLE SECTION.

. SET THE BORDER COLOUR USING THE COLOR LIST BOX.

. SET LINE WIDTH USING THE WIDTH LIST BOX.

. SELECT WHOLE DOCUMENT FROM THE APPLY TO LIST BOX.

. WE CAN ALSO SELECT ANY WORK, USING THE ART LIST BOX.

. CLICK ON THE OK BUTTON.



Borders and Shading
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SETTING THE COLOUR TO THE SELECTED TEXT/PARAGRAPH IS KNOW AS SHADING.
STEPS TO SET SHADING TO TEXT OR PARAGRAPH

1. GO TO SHADING TAB AND SELECT ANY COLOUR FORM THE FILL LIST BOX.

2. SELECT THE REQUIRED OPTION FROM THE APPLY TO LIST BOX. BY DEFAULT, IT IS PARAGRAPH.

3. CLICK ON THE OK BUTTON.
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time, This s the reason wh.” """ _sing used in different
areas, What is a computer and how does it work? A computer is an
STEP 2- ON THE HOME TAB IN THE PARAGRAPH electronic machine that takes date (or instructions) as input,
GOUP, CLICK ON THE DROP-DOWN ARROW ON processes it and gives the result as output.
THE SHADING BUTTON. A computer works in the following way; - 1, We enter the data and
instructions into the computer using the input devices (e.g,
Keyboard or Mouse).
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WATERMARK

WATERMARK ARE FAINT IMPRINTS OF TEXT OR IMAGES THAT
APPEAR BEHIND THE TEXT. A WATERMARK CAN ENHANCE
THE APPEARANCE OF THE DOCUMENT BY ADDING TEXT OR

IMAGE THAT IDENTIFIES THE DOCUMENT CONTENTS AS A
DRAFT OR CONFIDENTIAL INFORMATION.



ADDING
A WATERMARK

STEP 1- ON THE DESIGN TAB, IN
THE PAGE BACKGROUND
GROUP, CLICK ON THE DROP-
DOWN ARROW OF THE
WATERMARK

STEP 2- CLICK ON THE DESIRED
WATERMARK STYLES.
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