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To write a letter or make a report, we can use a word
processor on a computer instead of using pen and
paper. A word processor is a software application that
helps us to create documents by typing in text, making
corrections (editing text), arranging it in a neat manner
(formatting) and printing it.

Advantages of Using a Word Processor

There are many advantages of using a word processor.
Some of these are:

If you want to add something extra or remove
some text after getting your report checked by a
teacher, you can easily do it in a word document.

When making a resume (bio-data), it is important
not to make any spelling mistakes. A word
processor helps you check spelling and grammar
so that you wuse correct grammar, spelling
and language.

If you are writing a long report and you need
to work on it for several days, you can save the
report and get back to it whenever required. You



can also print the document if you have to send a
hard copy to someone.

* You can make the document attractive by adding
different colours, text styles and text sizes. For
example, if you want to write the title in a special
style or if you want to highlight some important
date, you can do it in a word document.

* You can also make a poster using a word processor
by inserting pictures, bulleted lists, tables, shapes
and charts easily.

Word Processors Available

Some of the common word processing applications
available are given in Figure 3.1.

Most of the functions N
of all word processors are E @ E ﬂ
the same. Here, we will be -

using LibreOffice Writer LibreOffice Google Microsoft OpenOffice Notepad
to understand how a word Writer Docs Word Writer

processor works. Figure 3.1

Getting Started with LibreOffice Writer

Ubuntu operating system comes with pre-installed
LibreOffice. Hence, to start LibreOffice Writer in Ubuntu
(Figure 3.2), simply click LibreOffice Writer icon in the
launcher on the left-hand side. This will start LibreOffice
Writer and open a new document (Figure 3.3). Start
typing to add text in the new document.

Untitled 1 - LibreOffice Writer
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Figure 3.2 Launch LibreOffice Writer
in Ubuntu Figure 3.3 LibreOffice Writer
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(2] untitied 1 - tibreOffice Witer

it View Insert Format Styles Table Form Iogls Window

Creating a New
Document
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 Defaul Style

) Hello_World!
Wiriter is quick and easy.

Page 10f 1 | 7 words, 38 characters Default Style

—]{1 (4 Liberation Serif —]12 T : d 2 T

Tool Bar Icons

English (India)

Document Views

You can create a new
document in LibreOffice
Writer by clicking
the New icon and
then selecting Text
Document as shown in
Figure 3.4.

You can also use
the shortcut key Ctrl+n
to create a new word
document.

Minimize Maximize
and Close

Figure 3.4 Create a new word document

The teacher will facilitate these activities — by showing you the
E-Learning lesson at http://www.psscive.ac.in/ Employability._
Skills.html. This will include videos and e-content for the above
topics as well as detailed instructions for some activities below.

Activity 1

Practical Exercise — Getting started with LibreOffice Writer

Material required
Computer with LibreOffice Writer installed

Procedure

1.

Form groups depending on the number of computers
available. For example, if there are 40 students and you
have 5 computers, form 5 groups of 8 students each.
Start LibreOffice Writer, create a new document and
type some text in the document. Roll the mouse over
the various options visible on the screen to explore the
options available in LibreOffice Writer. Save the file.
One member performs the activity and the others watch
and give feedback on what was done correctly and what
can be improved.

Then, taking turns, every member of the group performs
the entire activity at least once.

Activity 2

Practical Exercise — Getting started with Microsoft Word

Material required
Computer with Internet connection to run
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Procedure

1.

2.

Form groups depending on the number of computers
available (in the same way as done in Activity 1).

Start Microsoft Word. Open a new file and type some
text. Save the file. The practice session will help you
carry out the steps. If you make an error, you will be
prompted with the correct steps. After every action you
will be automatically moved to the next step.

One member performs the practice exercise. Others
watch and give feedback on what was done correctly and
what can be improved.

Then, taking turns, every member of the group performs
the entire activity at least once.

A. Multiple choice questions

1.

Using a word processor, you can create resumes and
posters. State whether this is true or false.

(@) True

(b) False

Which of the following options are word processors?
Select all the correct options.

(a) Google Docs

(b) LibreOffice Writer

(c) Microsoft Word

(d) All of the above

Which shortcut key is used to create a new document?
(a) Ctrl+ c

(b) Ctrl +n

(c) Ctrl + m

(d) Ctrl+d

B. Subjective question

1.

List the advantages of using a word processor to write
a letter.

After completing this session, you will be able to

explain what a word processor is.

list advantages of using a word processor.

identify the software packages available for
word processing.

use LibreOffice Writer to create a new document.
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Whenever we open LibreOffice Writer we see a default
screen (as shown in Figure 3.5). This has menu options,
such as File, Edit, View, etc., which help us perform
various functions. The toolbar provides icons which are
a shortcut to some of the commonly used functions. The
minimise or maximise and close buttons are present at
the top right corner of the screen. At the bottom left
there is a Status Bar which gives many details, such as
word count, page number, style, etc.

(] ntitied 1 - LibreOffice Wiiter - [u] X

EETIT View _inset_Format _Styles Table form Tools Window P> Ei
B EE ded. B AN KXTITHONAN N =DEAL
- 8. =i =-

[ Default Style  [v] (@ () Uberationserit V|12 V] @ @& @ & abady (
S L < 2 3 4 5 6 3 1.

&

Tool Bar Icons

) Hello_ World! [N
Writer is quick and easy. e
o
Zoom InIOUt Bar
Poge 10f 1 | 7 words, 38 characters Defoult Style | English (Indio) - O o |- —o———+ 1@]

Figure 3.5 LibreOffice Writer — Basic Interface

Status Bar

The Status bar is at the bottom of the window. Use the
Document View options at the bottom right to change
the view of the document to a single page, multipage
or book view. The Zoom in or out bar helps to change
the size of the text (make it appear bigger or smaller)
without changing the font size. Other details, such as
word or character count, page number, language, etc.
are also present on the left side.

Menu Bar

The menu baris found at the top of the LibreOffice window
and has several options, such as File, Edit, View, Insert,
Format, Styles, Table, Form, Tools, Windows and Help.
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When we CliCk on a Untitled 1 - LibreOffice Writer

particular menu option, a
sub-menu drops down to | g open. Ctrl+0
show various commands
as shown in Figure 3.6. |3 dose

Edit View |Insert Format Styles Table Form

(7] New "By R e

Jools  Window Help

al° &2 NN |

BE Open Remote... Liberation Serif
Recent Documents » =X i

@ i3 4 s 6L

7

8

MeMa & a s/dvay & & - &

a2

To run a command, click [, Wirards -
Templates »

e Optlon, such as File 0 The main window is similar for each component of L

and then select an option Vestos, See the relevant chapters in this guide about Writer,

example, Save.

5 save Ctrl+S' descriptions of those details.
from the sub-menu. For Sl RO |

Here are the menu
options with some of their commands:

File: contains commands that apply to the entire
document, such as New, Open, Close, Save,
Print, etc.

Edit: contains commands which are used for
editing a document. Some of these are Undo, Cut,
Copy, Paste, Find and Replace, etc.

View: contains commands used to change the
display of a document in the LibreOffice Window,
for example Zoom in/out, Web, Status Bar,
Ruler, etc.

Insert: contains commands that help to add
or insert various objects into a document, for
example, Image, Shape, Chart, Header, Footer,
Page Number, etc.

Format: contains commands to change the
look of the text in the document, for example,
making the text bold, line spacing, aligning text,
paragraph, etc.

Styles: contains commands which set the common
style of the document, i.e., it specifies the default
format of the document. It has commands to
create a new style, load a style and access the
Styles and Formatting section.

Table: contains commands to insert or delete a
table in a document and format it.

Form: contains commands to insert controls, such
as text box, list box, check box, option, button
etc., in a document.

INFORMATION AND COMMUNICATION TECHNOLOGY SKILLS
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* Tools: contains functions, such as Spelling and
Grammar check, Mail merge and Macros, etc.

* Window: shows all the open LibreOffice windows
and allows user to switch to any window by
clicking on it. It also contains commands to open
a new window and close an existing one.

* Help: contains options to open the LibreOffice
built-in help or go to online help.

Untitled 1 -

File Edit View Insert Format Styles Table

LibreOffice Writer

Toolbar

Form Tools Window Help

ERCHEE @ .

The toolbar is present just
below the menu bar and

[EMIF IR g

has icons that directly run

L

D} w@ @n ‘Liberation Serif H12 ‘ a a E '&
[ s I R SR BN -

Figure 3.7 Toolbar — Hover over an icon to see tooltip

the command without going
through the menu.

There are many toolbars but two are displayed
by default, the first is the Standard Toolbar and just
below this is the Formatting Toolbar. The Standard
Toolbar has commands to create a new file, save a file,
print a file, insert a table, etc. The Formatting Toolbar
has commands to change the style of the text, font
size, paragraph alignment, etc. For example, to make
text bold, you can simply click the Bold icon on the
Formatting Toolbar instead of using the menu options.
To see what a particular icon does, hover your mouse
over an icon. This will show a tooltip with the command
as shown in Figure 3.7.

The main windowl is similar for each component of LibreOffice,I

bout Writer, Calc, Dra)

See the relev

descriptions o

&8 Cut
EF Copy
[E' Paste

Ctrl+X
Ctrl+C
Ctrl+V

Paste Special >

er....

Paragraph...

i Mo

Bullets and Numbering...
Page...

Styles >

Synonyms >

Context Menu

Another way to perform a function is to
use Context Menu as shown in Figure 3.8.
When we press the right mouse button on a
paragraph or image or any object, a context
menu is displayed. The options that we see
in the context menu depend on the object

that is selected.

Figure 3.8 Context menu

Multiple Ways to Perform a Function

As you can see, there are multiple ways to perform the
same function. For example, there are four ways to
make a text bold.
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First select the text that has to be made bold and
then perform one of the following:
(a) Click menu option Format, select Text from

the drop-down and then select Bold from the
sub-menu.

(b) Click the Bold icon in the Formatting Toolbar
() Right-click and select Character. This will open

a Character dialog box. Select Bold from the
Stylebox and click OK.

(d) Press Ctrl+B on your keyboard.

In a similar way, most of the functions in LibreOffice
can be performed in multiple ways. You can explore the
menu options and the toolbars or use Help to see how a
particular function can be performed.

P 4

The teacher will facilitate these activities — by showing you the
e-learning lesson at http://www.psscive.ac.in/ Employability_Skills.
html. This will include videos and e-content for the above topics as
well as detailed instructions for some activities below.

Activity 1

Practical Exercise — Basic User Interface of LibreOffice Writer

Material required

Computer with LibreOffice Writer installed

Procedure

1.

Form groups depending on the number of computers
available. For example, if there are 40 students and you
have 5 computers, form 5 groups of 8 students each.
Start LibreOffice Writer and roll the mouse over the
various toolbar icons visible on the screen to explore
the options available in LibreOffice Writer. Study each
of these options in terms of their applications and uses.
Select some of the menu options to see the
commands available.

One member performs the activity and the others watch
and give feedback on what was done correctly and what
can be improved.

Then, taking turns, every member of the group performs
the entire activity at least once.

INFORMATION AND COMMUNICATION TECHNOLOGY SKILLS
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Activity 2

Getting started with Microsoft Word

Material required
Computer with Internet connection

Procedure

1.

2.

Form groups depending on the number of computers
available (in the same way as done in Activity 1).

The practice session will help you carry out the steps
to view various tab and ribbon options. If you make
an error, you will be prompted with the correct steps.
After every action you will be automatically moved to the
next step.

One member performs the practice exercise. Others
watch and give feedback on what was done correctly and
what can be improved.

Then, taking turns, every member of the group performs
the entire activity at least once.

A. Multiple choice questions

1.

%

4.

Undo, cut, copy and paste are commands.
(a) View

(b) Edit

(c) Styles

(d) File

You can change the magnification of the page
(i.e., make it bigger or smaller) using option.

(a) Page indicator

(b) Proofing level

(c) Zoom bar

(d) Help

On the side of the status bar, you can see
page number and word count in LibreOffice.

(@) right

(b) centre

(c) left

(d) middle

Which menu option has the commands Save, Print and
Close?

(a) Insert
(b) File
(c) Tools
(d) Format
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B. Subjective question

1.

List the different ways in which text can be formatted in

the following ways:

(a) Made bold
(b) Underlined

(c) Font made bigger in size

After completing this session, you will be able to

explain the basic user interface of LibreOffice Writer.
list the various menu options available in LibreOffice

Writer.

identify some of the basic icons in the toolbar.
use LibreOffice Help to explore how to perform various

functions.

When we create a new document, we need to save it
so that we can open it later and use it for viewing or
printing. Let us learn how to save a document, close it,
open an existing document and print it.

Saving a Word Document

1.

Click on File and then
click Save or Save
As.This will open the
Save As dialog box as
shown in Figure 3.9.

Browse to the desired
folder, type the filename
(for example, Hello
World) in the name
textbox and click on
Save.

[ untitled 1 - LibreOffice Writer

[ New

B Open..
! Open Remote...

Ctrl+O

3 Close

Reload
Versions...

Save
S

Ctrl+S

Remote.

Recent Documents »
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d!
lick and easy.

(eI

5
.

64

_gdit View Insert Format Styles Table Form Tools Window Help
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7
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Figure 3.9 Save a document
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Figure 3.10 Save as dialog box

Hello World.odt - LibreOffice Writer

Figure 3.12 Close a document

File Edit View |Insert Format Styles Table

Figure 3.11 Saving fiel with a different type

When we save a file in LibreOffice it gets a default
extension as .odt. This means the file we just saved will
have a name as Hello World.odt. This .odt extension
shows that this is a LibreOffice Writer document. You
can save the file in many different formats. For example,
if you want to save this file as a Microsoft Word file, you
can select the option in the Save as type dropdown as
shown in Figure 3.11.

Closing a Word Document

fom Tooks wine 10 close a document, click File and then

Ml . B B & Close as shown in Figure 3.12.

I8 Open.. 120 iberation Serif |~ "G . o .

B Open Remote.. s * > & ¢ Opening an Existing Document
Recent Documents 2 207 . E € . =

(& Cose > - o To open an existing (already created)

(X Wicards v document, open File Explorer and browser
Templates »

=) Re;:dt to the folder where you had saved the

il Sy i document. You will see the file Hello World.

ick and easv.

odt as shown in Figure 3.13. Double click
the file to open it in the word processor.

Printing a Word Document

1. To print a document, click File and then select
Print as shown in Figure 3.13. This will display a
Print dialog box as shown in Figure 3.14.

2. In the Print dialog box, select the printer that is
connected to the computer and the number of
copies you want to print. Click OK. This will print
the document on paper.
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The teacher will facilitate these activities — by showing you the
e-learning lesson at http://www.psscive.ac.in/ Employability
Skills.html. This will include videos and e-content for the above
topics as well as detailed instructions for some activities below.

Activity 1
Practical Exercise — Saving, Closing, Opening and Printing a
Document using LibreOffice Writer
Material required
Computer with LibreOffice Writer installed

Procedure

1. Form groups depending on the number of computers
available. For example, if there are 40 students and you
have 5 computers, form 5 groups of 8 students each.

2. Start LibreOffice Writer, create a new document and
type some text in the document, save the document and
then print it (make sure printer is connected) and then
close the document.

3. Other students in the group watch and give feedback on
what was done and what can be improved.

4. Taking turns, every student in the group can perform
the activity.

Activity 2
Saving, Closing, Opening, and Printing a Document using a
different word processor (Microsoft Word)
Material required
Computer with Internet connection to run e-Learning Lesson

Procedure
1. Form groups depending on the number of computers
available. For example, if there are 40 students and you
have 5 computers, form 5 groups of 8 students each.
2. Start Microsoft Word and create a file to save, close,
open and print a Microsoft Word document. The practice
session will help you perform the required steps.
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3. One member performs the practice exercise. Others in
the group watch and give feedback on what was done
correctly and what can be improved.

4. Taking turns, every student in the group can perform
the activity.

A. Multiple choice questions
1. What is the shortcut to save the changes made to an
existing file?
(@) FILE > SAVE

(b) INSERT > SAVE
(c) HOME > SAVE

2. What is the shortcut to close a document?

(@) FILE > SAVE
(b) FILE > CLOSE
(c) FILE > EXIT

3. What is the shortcut to print a document?

(a) FILE > EXPORT
(b) FILE > SEND
(c) FILE > PRINT

B. Subjective question

1. Give the steps to save a new word document.

After completing this session, you will be able to

* save a document in a word processor.
¢ close a document in a word processor.
* open a document in a word processor.
e print a document in a word processor.

Formatting text means changing the way the text
appears. Different parts of the text can appear in
different styles and sizes. You can make the text bold,
underlined or give it a different colour, to highlight and
make it look attractive. Let us learn how to format text
in a document.
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Changing the Text Style and Size

In a document, we can change the font,
i.e., the style in which text is written. There
are many styles available. The font drop-
down is present in the toolbar. First select
the text for which the font style has to
be changed. Click on the drop-down and
select the font style you want (as shown in
Figure 3.15). Similarly, the font size can be
changed to make it big or small. For example,
titles usually have a bigger size text.

Making Text Bold, Italic or Underlined
You can make the text appear bold, italic
or underlined. Select the text that you want
to change and click on the different icons
present in the toolbar to change the text
as shown in Figure 3.16. You can also use
the given shortcut keys on your keyboard
to change the text.
Bold: Ctrl+B

55 Hello World.odt - Libreffice Weiter

Hello World.odt - LibreOffice Writer
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Figure 3.15 Changing font style and size
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Figure 3.16 Making text bold, italic or underlined
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Italic: Ctrl+I
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Aligning Text

The text can be aligned to the
left, right or center. Select the
text to be aligned and use the

X1 2EOTER- S T
oeunsyre [V (@ weasnsenr Mz M@ Z @ & @bay & A-5 - F-1F E" :

Hello World! (4N

iello World

Figure 3.17 Aligning text

icons as shown in Figure 3.17 to make the text appear

to the left, center or right of the page.

Cut, Copy and Paste Text

the document to another part. To do so,
first select the text that has to be copied by
clicking on the given copy icon as shown in
Figure 3.18. You can also use the shortcut
key Ctrl+C. Then, move the cursor to
where you want to paste the contents and

File Edit View |Insert Format Styg 2 orm  Tools
The text can be copied from one part of ERCH=E Zﬂ@ﬁ = -
[Copy (cti+C]
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click the Paste icon or Ctrl+V. This copies the text to
the new location. The text remains in the original place
too, as it is.

If you want to delete or remove the text from the
original place and move it to a new position in the
document, first, select the text. Use the Cut icon on the
toolbar or use the Ctrl+X shortcut key. When you do so,
the text vanishes from the original place. Now place the
cursor in the new location and either use the Paste icon
or the Ctrl+V shortcut key. The deleted text is inserted
where the cursor was placed. This is also called moving
the text using the cut/paste method.

Find and Replace Text

Ao To find and replace text, click on the icon in

dle Edit View Inset Format Styles Table form Jools Window Help

BBE 58 LB 4o @91 =m0 ~ the toolbar as shown in Figure 3.19. This

S e S EE - i~ displays a Find & Replace dialog box. You
R | Y Do oo ” can type the text you are looking for and
R e rORMATING TEXT 4 2 just find it. You can also replace the text
|+m:1:m S l,: with another text. You can find and replace
- Sl b bt all the matching text in the document in
one go by clicking Replace All or you can

Figure 3.19 Find and Replace find or replace it one by one.

The teacher will facilitate these activities — by showing you the
e-learning lesson athttp://www.psscive.ac.in/ Employability_
Skills.html. This will include videos and e-content for the above
topics as well as detailed instructions for some activities below.

Activity 1
Practical Exercise — Formatting text using LibreOffice Writer

Material required
Computer with LibreOffice Writer installed

Procedure

1. Form groups depending on the number of computers
available. For example, if there are 40 students and you
have 5 computers, form 5 groups of 8 students each.

2. Open a file in LibreOffice Writer. A member of the group
changes the text style to Times New Roman and font size
12. The other member changes the font size to 14.

3. Another member aligns the text to the middle, left
and right.
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4. Others would copy the first paragraph and paste it at the
end of the text.

5. Taking turns, a different set of students repeat the
activity ensuring every student performs at least one
formatting task.

6. See Figure 1 and Figure 2 to see how your document
should appear.

Z 4 n ~ X ) E L ) A
Formatting words
Formatting words_involves tasks like bolding the words,
italicising it, and changing the font and size. The
commands to perform all of these formatting tasks are
found on the Home tab in the Font group. Select your
words and then click on the required formatting button to
Formatting Text see the effects.

Formatting tex{] involves tasks lie bolding the text, italicising it, and changing the |
fontand size. The commands to perform all of these formatting tasks are found on
the Home tab in the Font group. Select your text and then click on the required

Alternatively, you can use the keyboard shortcuts for those

formatting button to see the effects commands. Here are the shortcuts for some of the more

Alternatively, you can use the keyboard shortcuts for those commands. Here are the
shortcuts for some of the more commonly used formatting commands

commonly used formatting commands

Formatting words_involves tasks like bolding the words,
italicising it, and changing the font and size. The
commands to perform all of these formatting tasks are
found on the Home tab in the Font group. Select your
words and then click on the required foratting button to
see the effects. Vv

Figure 1 Unformatted text Figure 2 Formatted text

Activity 2

Formatting text using Microsoft Word

Material required

Computer with Internet Connection

Procedure

1.

Form groups depending on the number of computers
available. For example, if there are 40 students and you
have 5 computers, form 5 groups of 8 students each.
Start the Microsoft Word. Change the text style, font
size, font style, etc. Also perform text alighnment, as was
done in Activity 1.

In each group, one member performs the practice
exercise while the others watch and give feedback on
what was done correctly and what can be improved.
Taking turns, every student in the group performs
the activity.

A. Multiple choice questions

1.

Priya wants to change the spelling of a word in the
entire document. Which option will she use?

(a) Copy (b) Align Left

(c) Find & Replace (d) Paste

INFORMATION AND COMMUNICATION TECHNOLOGY SKILLS
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2. Which of the following statements is true?

(@) You cannot replace all matching words with another
word in one go

(b) You can align text in the center

(c) When we use cut and paste, the text appears in both
the places

3. In Figure 3, identify which option is used to the
align text?

[& Hello World.odt - LibreOffice Writer - =]

file Edit View Insert Format Styles Table Form Tools Window,

= 3 — %

R dea . b o ()
Liberation Serif v||12 o .

| Default Style Y& &

Figure 3 Toolbar

B. Subjective question

1. List the steps to be performed to move the text from one
location to another in a document.

After completing this session, you will be able to

e change the text style.

e align text.

e cut, copy and paste text.
¢ find and replace text.

Using correct spellings and grammar when writing
a letter is important. When we write official letters
or make a bio-data to apply for a job, it is especially
important that we use correct language. Normally
we check manually by reading the letter again. Word

File Edit View Insert Format Styles Table Form Tools Window Help x prOCCSSOTS prOVide a tOOl tO CheCk Spellings
Dl . . . 2 = - = I -
&R dJdea B-a 9 QA = gnd grammar errors.
! Text Bod v & &) ||aal Y L a g8 —CheckSpeIIing(F7) » . .
B ‘VA T L j 5ol checier As you can see in Figure 3.20, some
.. of the words are underlined by a red wavy
1 line and some with a blue wavy line. The
Pl kads & smarel n memory i @ red wavy line shows that word is not spelt
f Tamil NadU, i maralina aLg d he 27th July, 20 .
— s s [T correctly. The blue wavy line shows that
wavy underline blue wavy underline (S) . . .
e cas of rockets and missiles with which Dr. A.P.J. AbdL there 1S a grammatlcal mlStake-
ith. Acryli inti bout his life Iso displayed al ith hundred:
the fe ofthe mass leader, e T The spell checker helps to correct
Figure 3.20 Check spelling icon these mistakes
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Starting the Spell Checker

To start the spell checker in LibreOffice
Writer, click the ‘Check Spelling’ icon on the
toolbar as shown in Figure 3.20 or press F7

on the keyboard.

You can also start the spelling checker

I LibreOffice Writer

pt Styles Table Form

@ Spelling...

o Auto
lv H ’11 fi Thesaurus...

7 8 Language

Word Count

Figure 3.21 Spelling menu option

from the menu options as shown in Figure

3.21. Click Tools and then Spellings.
When we start the spelling checker in
LibreOffice Writer, it displays a Spelling
dialog box as shown in Figure 3.22.

Spelling Dialog Box Options

It highlights the word with the wrong
spelling in red. You can choose from
the different options, what you want to
do with the highlighted word.

((=

ing Shift+F7
Ctrl+F7 P

Spelling: English (India) x
Text language: “& English (India)

Not in dictionary

Abd};l Kalam National Memori§ a is memoral in memon)of the late ~ Ignore Once X
President Dr.

Incorrect Spelling
v
emonlisiEtEEEEE R e s R s s a s e

Ignore All

Add to Dictionary 4
Suggestions
Correct

Correct All

Grammar Check L Always Correct

Check grammar

Help Undo Close

Figure 3.22 Spelling checker dialog box

Some of the commonly used options are:

(i)

(i)

Ignore Once: This will leave the word in the
text as it is and not change it. We usually
use this option when some names appear as
incorrect words.

Ignore All: This will ignore the presently
highlighted word and then not highlight if this
same word appears again anywhere in the text.
Sometimes a name appears again and again in
the text. You can either ignore one at a time or
you can simply click on Ignore All.

Add to Dictionary: Suppose you use a particular
name in every document, for example, the name
of a company, then it is best to add it to the
dictionary. If you do so, then even if you use it
in a new document, it will not be highlighted
as incorrect.

Correct: You can select the correct spelling of
the word from the Suggestions list and then
click Correct. This will change the spelling of the
highlighted word to the selected one.
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Dr. A.P.J. Abdul Kalam National Memoria a is men
Abdul Kalam. The memeoral is situated at Pei Karu

state of Tamil Nadi
Minister of India, N
Organisation (DRL

On display are the
with. Acrylic painti
the life of the mass

There is a statue
instrument). There

¢ |

Yage 1 of 1 1 words, 7
1

Figure 3.23 Spell Check Options on right-click

memorial

femoral

me moral

me-moral

memorable

morale

moral

Ignore

Ignore All

Add to Dictionary
AC‘E Spelling...
Always correct to >
AutoCorrect Options...

Set Language for Selection »

Set Language for Paragraph »

LibreOffice Writer
Styles Table Form
B 14
IArial vl 111
3 7 8

- 0 X

JTools Window Help
AJ) Spelling... F7
[E Automatic Spell Checking Shift+F7
[E] Thesaurus.. Ctrl+F7
Language
Word Count

>

X

>

)

Figure 3.24 Automatic Spell Checking

N\

(v) Correct All: If you click on this,
it will correct the spelling of all
occurrences of the highlighted
word and change all of them to
the suggestion selected.

Shortcut Menu for Spell Checker

Another way to correct the spellings and
grammar is to select the underlined text
and right-click. This displays a shortcut
menu as shown in Figure 3.23 with a
list of suggested words along with the
various options present in the Spelling
dialog box, such as Ignore, Ignore All,
Add to Dictionary, etc.

Autocorrect Option

We can set the Automatic Spell
Checking option on or off by clicking
Tools>Automatic Spell Checking
(as shown in Figure 3.24) or pressing
Shift+F7 on the keyboard. If this is off,
then we do not see the red and blue wavy
lines that highlight the incorrect text.

The teacher will facilitate these activities — by showing you the
e-learning
Skills.html. This will include videos and e-content for the above
topics as well as detailed instructions for some activities below.

lesson athttp://www.psscive.ac.in/ Employability

Activity 1

Practical Exercise — Checking Spelling and Grammar Using
LibreOffice Writer

Material required
Computer with LibreOffice Writer installed
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Procedure

1. Form groups depending on the number of computers
available. For example, if there are 40 students and you
have 5 computers, form 5 groups of 8 students each.

2. Type in some text in LibreOffice Writer as given in
Figure 1.

Dr APJ Abdul Kalam National Memorial was
established in the memory of the late President Dr APJ
Abdul Kalam. The memorial is situated at Pei Karumbu,
in the island town of Rameswaram, in the state of
Tamil Nadu, India. This Memorial was inaugurated on
July 27, 2017, by the Prime Minister of India, Shri
Narendra Modi. The memorial was built by Defence
Research & Development Organisation (DRDO).

3. One member opens the Spellings dialog box and uses
the various options available to correct the spellings.

4. Another member right-clicks on the incorrect word and
uses some of the options in the shortcut menu to correct
it. Turn on/off the Automatic Spell Checking option to
see how the text appears.

S. Others watch and give feedback on what was done
correctly and what can be improved. Then taking turns,
another set of students perform the activity ensuring
that every student performs at least one task.

Activity 2

Practical Exercise — Checking Spelling and Grammar Using
Microsoft Word

Material required
Computer with Internet Connection

Procedure

1. Form groups depending on the number of computers
available. For example, if there are 40 students and you
have 5 computers, form 5 groups of 8 students each.

2. Start Microsoft Word and open a file with text. Go to
Review option. Click on the spell checker icon and check
the spelling mistakes. On the right-hand side of the
page, you will see the various options, such as change,
change all, ignore, ignore all and add. Use these options
and observe the change.

3. One member performs the exercise. Others watch and
give feedback on what was done correctly and what can
be improved.

4. Then taking turns, every student in the group performs
the activity.

INFORMATION AND COMMUNICATION TECHNOLOGY SKILLS
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A. Multiple choice questions
Read carefully all the options given below the question
and choose the correct option (s).
1. Which menu option will you use to start the spell
checker in LibreOffice Writer?

(a) Tools>Spelling

(b) Tools>Automatic Spell Checking
(c) Tools>Language

(d) Tools>Options

2. Which shortcut key will you use to start the Spell
Checker?

(@) F5 (b) F1 () F7 (d) F9

3. Ravi wrote an article on the benefits of sports. But
everywhere he spelt the word sports as spots. Which
option in the Spelling dialog box will you use to change
all the wrong words to the right one in one go?

(a) Correct (b) Always Correct
(b) Add to Dictionary (d) Correct All

B. Subjective question

1. What can you do to make the Spell Checker see your
name as a correct word and not highlight it as an error
in any document?

After completing this session, you will be able to

e identify the spellings and grammar mistakes in a document.
e correct the spellings and grammar mistakes in a document.
e turn on or off the Autocorrect feature.

When we need to make a list of books available in the
library or a list of ingredients or, any kind of list, we use
numbers or some symbol (sign) to identify each item. All
word processors provide a way to create numbered or
bulleted lists (refer Figures 3.25 and 3.26). We can also
insert tables in a word document if we want to show
data in a rows and columns format.

Inserting Bulleted Lists

To create a bulleted list, first write the items of the list in
different lines. Select all the items, click Format. From
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the menu options, select Lists and then click Bulleted
List as shown in Figure 3.25. This will create a bulleted
list as shown in Figure 3.26. You can also create a
bulleted list in LibreOffice Writer by selecting all the
items and then pressing Shift+F12 on the keyboard.
Please note — the shortcut keys may be different in other
word processing software.

Writer . Rl ce
Format = Styles Table Form Tools Window Help - D 31
| T Tex doN 2 adl? G- WI==-M . X « Tooth paste
<= Spacing 3
S *+ Detergent
w| = Align y
°E usts , * Eggs
_,% Clone Formatting * Biscuits
£ Clear Direct Formatting Ctrl+M Demote One Level . Sugar
Figure 3.25 Creating Bulleted List Figure 3.26 A Bulleted List

Inserting Numbered Lists

To create a numbered list, first write the items of the
list in different lines. Select all the items, click Format.
From the menu options, select Lists and then click
Numbered List as shown in Figure 3.27. This will
create a bulleted list as shown in Figure 3.28. You can
create a numbered list by pressing F12 in the keyboard.
Please note — the shortcut keys may be different in other word
processing software.

Writer 1. Rice
- Format Styles Table Form Tools Window Help 2. ADJQJ
[ T rex 4Nl & B B==N- K 3. Tooth paste
= Spacing r 4. D
= = b etergent
f = Ao jacaaaaas oo
S Lists Jl £ 8 i fit+F12 6' ngs_
é Clone Formatting S Numbered List ) lSCaliJltS
- Clear Direct Formatting Ctrl+M Demote One Level 7. SUg |
Figure 3.27 Creating Bulleted List Figure 3.28 A Numbered List

Using Tables

Tables are used to show data in a tabular format; for
example, to show the data of students and their marks
in each subject, we can use tables. We may need to
have tables in a document, such as when making a
report card.
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Word processors provide a feature that
Help helps us insert tables to show such data.

Q A% . 'T' ¥ Inserting a Table
.& ab a———a—ﬂ- .| To insert a table in LibreOffice Writer
Insert Table (Ctrl+F12)] "| qocument, click the Insert Table icon as
‘ ‘ : : ‘ 1> | shown in Figure 3.29 or press Ctrl+F12 on
your keyboard. Click More Options... from
the drop-down.
This opens an Insert Table dialog box as shown in

Figure 3.30. Select the number of columns and rows
you want in the table and click Insert. By default,

Figure 3.29 Insert Table icon

Insert Table X

General
Name: hable1

Columns: (2 (7] Bows: 21| the word processor will create a blank table with
LEIITS 2 columns and 2 rows (refer Figure 3.31).
DH;:ﬁie"j e W You can then enter data into this table as shown
Heading rows: H : n Flgure 3.31.
[ ] Don't split table over pages v 4 . N
4l Border ) Name Age
AutoFormat Sudha 15

Help Cancel Figure 3.31

Inserting Pictures

Figure 3.30 Insert Table dialog box

To insert an image, click Insert and then Image as

shown in Figure 3.32. This will open the Insert Image

I8 Uit Do dialog box. Select the image file you want
File Edit View IInsertI Format Styles Table Form Tools Window tO insert ll’ltO a documel’lt al’ld thel’l CliCk

I -B - e B:e"‘k : Critfnter | & <5 - - Open. This will insert an image into the
Manual Brea
\,- Textlg T IT] Sans:sar}v 12 7\'_\‘ document.
= ‘ Media [ , iin LE N
- Inserting Shapes

Figure 3.32 Inserting an image
To insert a shape in a document, click

Insert and then Shape. This will open a sub-menu with
(5 untitied 1 - LibreOffice Writer I Rectangle the basic shapes. Select one option

File Edit View  Insert Format Styles Table Form Tools Wini @ Rectangle, Rounded

. § . == Page Break Ctrl+Enter ‘% &~ [ square — fOI‘ example, BaSIC. .Th].S Wll].
. Manual Brezk.. e further show several basic shapes
i -3” Te)d [® Image... nSans;sarV‘i E Parallelogram h R 1 C' 1 S
g " T W Teperoid such as Rectangle, Circle, Square
@ Chart. g Elipse etc. as shown in Figure 3.33 Select
Object » Circle .

EEEEE R Gl a shape and then click and drag
E Section.. g MM @ Crce Segment the mouse to specify the size of the

m| Text from File... D Y| O A . . . .
E :; 0 @ b+ a pockAr shape. This will insert a shape into

Figure 3.33 Inserting a shape the document.
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The teacher will facilitate these activities — by showing you the
e-learning lesson athttp://wwuw.psscive.ac.in/ Employability
Skills.html. This will include videos and e-content for the above
topics as well as detailed instructions for some activities below.

Activity 1

Practical Exercise — Inserting Lists and Tables Using LibreOffice
Writer

Material required
Computer with LibreOffice Writer
Procedure

1. Form groups depending on the number of computers
available. For example, if there are 40 students and you
have 5 computers, form 5 groups of 8 students each.

2. Start LibreOffice Writer or MS Word and in each group,
one member creates a bulleted to-do-list.

3. Another member creates a numbered shopping list.
Another member then creates a table with names of all
members in the group and their addresses.

4. Others watch and give feedback on what was done
correctly and what can be improved.

5. Then taking turns, another set of students perform the
activity ensuring that every student performs at least
one task.

A. Multiple choice questions

Read carefully all the options given below the question
and choose the correct option (s).

1. What is the correct sequence of steps required to create
a bulleted list in LibreOffice Writer?
(a) Bulleted List > Format > Lists
(b) Format > Bulleted List > Lists
() Format > Lists > Bulleted List
(d) Lists>Format>Bulleted List
2. Which shortcut keys will you use to insert a table in a
LibreOffice Writer document?
(@) F12 (b) Ctrl+F12 (c) F7 (d) F9
3. Which shortcut key is used in a LibreOffice Writer
document to create a numbered list?
(@) Ctrl+F12 (b) Shift+F12
() F12 (d) None of the above
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B. Subjective question

1. What is a list and how do we create a list in a
word processor?

After completing this session, you will be able to

e create a bulleted list.
e create a numbered list.
¢ insert a table.

Header is the top part of a page while the footer appears
at the bottom of the page. They contain information
that is available on every page at the same place, for
example, if we want the title of the document at the top

umbered document and facilitates to the
the document and to know the size
ng the number of the last page).

ages, while odd ni

Figure 3.34 Inserting a header

Figure 3.35 Header

[# Pag

oW OTCOTRETTS 31 T F

je Number

Figure 3.36 Inserting a footer

Footer (Default Style) =

Figure 3.37 Footer

of each page and the page number at the
bottom of each page, we can use a header
(for title) or a footer (for page number).

Inserting a Header

In LibreOffice Writer, to insert a header,
first click Insert menu option. Click
Header and Footer in the drop-down
(Figure 3.34), then Header and then click
Default Style.

A header will be created at the top of
each page as shown in Figure 3.35. Click
the top part of the document to highlight
the header.

Inserting a Footer

Similarly, a footer can be created at the
bottom of each page.

To insert a footer, click Insert menu.
Then click Header and Footer, then
Footer and then click Default Style as
shown in Figure 3.36.

A footer as shown in Figure 3.37 is created at the
bottom of each page. Click the bottom part of the
document to highlight the footer.
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Insert Title, Page Number and Page Count

You can insert page numbers, title, page count, date,
time, subject, etc., into the header or footer. Then it will

appear on all the pages.

To insert page numbers to your [:; . |
pages, first click on the footer. Then €2 Specl charcte..
click the Insert menu option. Click | eitite '|@
Field in the drop-down and then click i ]
Page Number as shown in Figure 3.38. | ——— |3 3:«:*'“ o
This will insert a page number at |, ™
the bottom of every page. Similarly, [eezos sem e Enghsh i C1IE
you can insert other details, such as Figure 3.38 Insertingfz;gtgeer number in header or
date, time, image, etc., into the header
or footer.

The teacher will facilitate these activities — by showing you the
e-learning lesson athttp://www.psscive.ac.in/ Employability
Skills.html. This will include videos and e-content for the above
topics as well as detailed instructions for some activities below.

Activity 1

Practical-exercise — Add Header, Footer and Page Numbers
using LibreOffice Writer

Material required
Computer with LibreOffice Writer

Procedure

1. Form groups depending on the number of computers
available. For example, if there are 40 students and you
have 5 computers, form 5 groups of 8 students each.

2. Type in 2-3 pages of text in LibreOffice Writer.

3. Write 3-5 lines about your last summer holidays. In each
group, one member adds a header with title as ‘Summer
Holidays’ and another group member adds a footer with
page numbers.

4. Others in the group watch and give feedback on what
was done correctly and what can be improved.

S. All other group members repeat the exercise on a fresh
document.
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Activity 2

Practical Exercise — Add Header, Footer and Page Numbers
using Microsoft Word

Material required
Computer with Internet Connection

Procedure

1.

Form groups depending on the number of computers
available. For example, if there are 40 students and you
have 5 computers, form 5 groups of 8 students each.
Start MS Word. Open a file with a paragraph and go to
Insert’ option. Check on header or footer to insert the
same. Type the text in the header or footer.

One member performs the practice exercise. Others
watch and give feedback on what was done correctly and
what can be improved.

Then taking turns, every student in the group performs
the activity.

A. Multiple choice questions

1.

2.

Which of the following statement is true?

(a) Headers are text or images inserted in the bottom
margin.

(b) If you insert a footer in one page, it will appear on all
pages.

(c) Headers are used to insert borders in a document.

(d) You cannot insert date, time, page number, etc., in a
header or footer.

Which of the given options can you add to a header?

(a) Page number (b) Date
(c) Title (d) All of these

Ravi wrote a long document for his research and gave it
to his professor. He wanted his professor to review only
the ‘Field Study’ section of the document. How does he
easily and correctly tell his professor where to find the
‘Field Study’ section?

(a) Tell him that it is somewhere in the middle of the
document

(b) Type in the page number in each page manually and
tell him the page number

(c) Insert page number in the footer and tell him the
page number

B. Subjective question

1.

What is the advantage of using a header or a footer in a
word processor document?
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After completing this session, you will be able to

insert a header in a document.
insert a footer in a document.
insert page number(s) in a header or footer.

Tracking changes in a word document means to keep a
record of the changes made in a document. For example,
a student writes a report and gives it to the teacher for
checking. Just as a teacher makes corrections using a
red pen in a paper copy, the teacher can make changes
in a word processor using the Track Changes mode.
This will highlight the changes and make it easier for
the students to see and correct their mistakes.

How to Start/Stop Tracking Changes in

LibreOffice Writer

Untitled 1 - LibreOffice Writer

Form Tools

| &S 1=
- @aaqadaba

Window Help

e main window is like for each comp
e the relevant chapters in this guide
scriptions of those details.

-

v||® Record  cur+shift+E

. . File View Insert Format Styles Table
TO Start traCklng X Changes n ; i—'; %= Undo: Delete “The main...etails.”  Ctrl+Z
LibreOffice Writer, click Edit and | = ¢ Redo pastecipboard Ctrisy
. | Text Repeat: Paste clipboard Ctrl+Shift+Y
then click Track Changes. ’ e =
This will show a sub-menu with Copy Ctrl+C
i : [ Paste Crl+v
Several Optlons' TO Start traCklng Paste Unformatted Text Ctrl+Alt+Shift+V
changes, the first step is to click Paste Special. CtrShifts
. . 2 Select All Ctrl+A
Record as shown in Figure 3.39 Selection Mode
. Select Text Ctrl+Shift+
or press Ctrl+Shift+E. Once you el
click Record, all changes made to Find.. CtileF
the document will be recorded and R e e Replce. e
. . . B Go to Page Ctrl+G
displayed in a different colour. If you T
want to stop tracking the changes, Hyperink

(¢ Show

click Record again.

Tracking Options

With the Record on, all changes are recorded. These are
displayed in a different colour. Any text that is deleted
will not disappear, but will appear as strikethrough (or
cut across with a line, for example ehange).

This Track Changes sub-menu provides many
options. You can move from one change to the other
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Record  Ctrl+Shift+E
Show

1] ©®

Manage...
Previous
Next
Accept
Accept All
Reject
Reject Al

X LTI

) Comment...

<4 Protect...

|]_—; Compare Document...

Merge Document...

using the Next and Previous options (refer Figure 3.40).
When a change is selected you can accept it or reject
it using Accept and Reject options. If you accept, the
change will become a permanent part of the text and if
you reject, it will revert to the original text.

If you think all the changes are OK, then you can
accept them all at once using the Accept All command.
Similarly, if you do not want to accept any changes and
want to revert back to the original text, then you can
use the Reject All option.

Sometimes, we may want to see how the document
will appear with all the changes accepted without
actually accepting them. If you click the Show option,
the document will appear as if the changes have been
accepted. If you click Show again, the document will
appear in track mode with the changes.

Enter Password

Password

Password: |

Confirm:

(Minimum 1 character)

Help OK Ca

You can protect the changes by adding a
X | password. Click Protect. This will open the
Enter Password dialog box as shown in Figure
3.41. Add a password. Now only the person who
knows this password will be able to accept or
reject the changes and no one else.

Manage Option

The Manage option opens the Manage Changes
dialog box as shown in Figure 3.42. In this all the

ncel

Figure 3.41 Enter Password

changes are displayed in a list. You can select a
particular change and accept or reject it.

Manage Changes

List Filter

»You can also click Accept All to accept all

[Action [Author [Date

the changes or Reject All to reject all the

|commen t |

| for deseriptions of those details,|
| [This is hidden|

The main window is like for €ach ¢ ™ g Uricuown Author 28/05/2018 15:17
See the relevant chapters in this’_g + Unknown Author 28/05/2018 15:17

Accept Reject | AcceptAll | Reject All

changes.

Compare Documents

If you click Compare Document...,
LibreOffice will compare the current file
with the file you provide. This will then

Figure 3.42 Manage Options

open the Manage Changes dialog box with
a list of all the differences between the two
files. Here you can accept or reject these differences and
the current file will get updated accordingly.
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Practical Exercises

The teacher will facilitate these activities — by showing you the
E-Learning lesson at http://wwuw.psscive.ac.in/ Emplyability_
Skills.html. This will include videos and E-content for the above
topics as well as detailed instructions for some activities below.

Activity 1
Tracking Changes in LibreOffice Writer

Material required
Computer with LibreOffice Writer

Procedure

1. Form groups depending on the number of computers
available. For example, if there are 40 students and you
have 5 computers, form 5 groups of 8 students each.

2. Start LibreOffice Writer, create a new document and

type some text in the document.

Click on ‘Edit’ and then click on ‘Track Changes’.

4. Then another member reviews the document and makes
changes. The first member can then accept or reject
the changes. Two members perform the activity and
the others watch and give feedback on what was done
correctly and what can be improved.

5. Then taking turns, another set of students perform the
activity ensuring that every student performs at least
one task.

e

Activity 2
Tracking Changes in Microsoft Word

Material required
Computer with Internet Connection to Run e-Learning Lesson.

Procedure
1. Form groups depending on the number of computers
available (in the same way as done in Activity 1.
2. Start MS Word and open a file. Go to ‘Review’ option and
click on Track changes’

Now type some text and see the changes.

4. One member performs the practice exercise. Others
watch and give feedback on what was done correctly and
what can be improved.

5. Then taking turns, every student in the group performs
the activity.

=
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A. Multiple choice questions

1. When you start recording the document, all the changes
show up as coloured text? State whether this is true or

false.
(@) True (b) False
2. If you something when in the ‘track change’

mode, it will not disappear but instead will have a
visible strike through it.

(a) Add (b) Delete (c) Italicise (d) Bold
3. Track changes are suggestions. If you want to make the

changes permanent you have to them.

(a) Underline (b) Save

(c) Accept (d) Reject

B. Subjective question

1. What is the function of the Manage option?

After completing this session, you will be able to

* explain the need for tracking changes in a word document.

e explain how to start and stop the tracking process in
LibreOffice Writer.

* identify the options to accept or reject changes.
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