Grade 08

Information and Communication Technology

Word Processing..(Unit 03)

What is word processing software?

Creating documents using word processing

software is known as word processing. Word _
processing software is application software that can
create various types of documents. g
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WORD PROCESSING SOF TWARE

+ Advantages
e Editors work in Microsoft Word

* Lower training costs
* Freelance editors are practical
e Structure enforced prior to final pages
# Disadvantages
* Requires running application in-house for XML
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Spell check
To check spellings and
sentence

grammar in a word of a

ete. || To paste copied text, images, etc.

Save as
To save a document in a
To cut text, images
efc

Redo
To redo the cancelled
action
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Color

subscript
To bring down from the

! Cambria
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Shading
To colour the

To align the text to
the middle
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Font , Size , Bold , Underline ,Color
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