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Module 1.1

* Open New Document
* Ribbon environment
* Type text — Quick brown fox jumps over the lazy dog

 Selection Techniques
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Selection Techniques

 Using a mouse
Single Word

Paragraph
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Select Single Word
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Select Paragraph
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Quick Methods for Selection

» Single word

Quickly double click on the word

» A Paragraph

Quickly tribble click on the paragraph
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Quick Methods for Selection

Selecting Text using the keyboard

Shift+ Right Arrow

Selects one character at a time

Shift + Up Arrow

Selects one line at a time

Shift + Down Arrow

Selects one line at a time

CTRL+A

Selects the entire document
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Exercise : Highlighting text

1.
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In order to highlight (select) the sentence you typed, Click and
Drag over the sentence from right to left. When the sentence is
highlighted, take your finger off the mouse.

Click anywhere on the page to remove the highlighting.
Practice highlighting with the mouse and removing it again.

You can use the keyboard to do the same (highlighting). Click
before: The quick brown... Hold down the [Shift] key on the
keyboard. Press the right arrow key (=) until whole sentence is
highlighted



o=

@23 Letter A while pressing [Ctrl]

Exercise : Highlighting text

» Open a new Word document.
» Type =rand(5,15) then press the enter key (This will insert text in two pages).
» Click at the beginning of the 15t paragraph.

» Hold down the mouse button and drag to the end of the 374 paragraph until the whole
paragraphs are selected.

> To de-select the text, click anywhere on the page.

» When the document is large it is difficult to select text by dragging. Lets select the whole
text of this document without dragging.

> Click at the beginning of the 15t paragraph, scroll down to the 2"d page and move your
mouse (without clicking yet) to the end of the document. Hold down the [Shift] key while
you click at the end of the document. Check that the whole text is selected.

» Again click at the beginning of the 1st paragraph. Move the mouse further left of the first
row until the mouse pointer becomes a right pointing arrow. ]

» Now click and drag down until 1st three paragraphs are selected.
» Deselect the paragraphs.
» Lest check what happens when you press the following key combination from the keyboard.



Exercise : Highlighting text

»Delete the whole paragraphs of the document that you used in the
pl’eViOUS exercise. ([Ctrl + A and press [Delete] key)

»Type =rand() then press the enter key (This will insert 5 paragraphs of text).
»Click at the beginning of the 15t paragraph.

»Hold down the [Shift] key and press the right arrow key [2] until you
select the 15t paragraph.

»Press any arrow key without holding down [Shift] in order to deselect text
you have selected.

»Make sure that the cursor is still at the beginning of the 1%t paragraph.

»Hold down [Ctrl] and [Shift] at the same time while pressing the [2] key
until you select the 15t paragraph.

»What is the difference between following two selecting techniques.
» Holding down [Shift] with [->] key
» Holding down [Ctrl] and [Shift] at the same time with [-2>] key
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Module 1.2

Basic Text Formatting
> Font
» Font Size
» Font Style
» Font Color

.. Moving Text and Cut & Paste
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Change Font
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Font Styles
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Quick brown fox jumps over
the lazy dog.

Select the text and apply
“Bold”
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Italic
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Text Colour
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Format Painter
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Exercise : Moving Text, Cut & Paste

» Delete the whole paragraphs of the document that you used in the previous exercise.
([Ctrl + A and press [Delete] key)

»Type =rand() then press the enter key (This will insert 5 paragraphs of text).

»Use the following method to move the 15t paragraph to the end of the document.

> Highlight the 1st paragraph and make sure that the mouse pointer is over the text
highlighted area.

» Right click and select Cut from the menu.
» Right click at the end of the document and select Paste from the menu

»Undo the changes

»Use the following method to move the 15t paragraph to the end of the document.
» Highlight the 1st paragraph and make sure that the mouse is over the text highlighted area.
» Click and move the Insertion point to the end of the document.

»Undo the changes

»Use the following method to move the 15t paragraph to the end of the document.
» Highlight the 1st paragraph and press [Ctrl] + X from the keyboard
» Click at the end of the document and press [Ctrl] + V from the keyboard
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Exercise : Text Formatting

»0Open a new Word document
»>Type title called “My Project”

» Type =rand() then press the enter key (This will insert 5
paragraphs of text)

» Change the font of the document to Calibri Light

» Do the following for the title

1.bold and underlined

2 font size to 24
3.font color to Blue accent 1
4.font highlight color to yellow
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My Project

Video provides a powerful way to help you prove your point. When you click Online Video, you can paste

in the embed code for the video you want to add. You can also type a keyword to search online for the
video that best fits your document.

To make your document look professionally produced, Word provides header, footer, cover page, and
text box designs that complement each other. For example, you can add a matching cover page, header,
and sidebar. Click Insert and then choosze the elements you want from the different galleries.

Themes and styles also help keep your document coordinated. When you click Design and choose a new

] Theme, the pictures, charts, and SmartArt graphics change to match your new theme. When you apply
_ ctvlaz venir headinoe rhanoa £o mmateh the new thame



Save Document
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Video provides a powerful way to help you prove your point. When you clic
paste in the embed code for the video you want to add. You can also type a
the video that best fits your document.

To make your document look professionally produced, Word provides head

text box designs that complement each other. For example, youcanadd ar
and sidebar. Click Insert and then choose the elements you want from the ¢

Themes and styles also help keep your document coordinated. When you c
Theme, the pictures, charts, and SmartArt graphics change to match your n
styles, your headings change to match the new theme.

Save time in Word with new buttons that show up where you need them. T
fits in your document, click it and a button for layout options appears next 1
table, click where you want to add a row or a column, and then click the plL

Reading is easier, too, in the new Reading view. You can collapse parts of tt

the text you want. If you need to stop reading before you reach the end, W
left off - even on another device.
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Exercise : Saving a document

Save the document which has the title “My Project”
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Module 1.3

»Heading formatting with Styles

»Paragraph formatting

* Bullets & numbering

* Justification

* Line spacing

(@ Kelaniya
&2/ Medicine



Heading Styles




=SIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW NITRO PRO 10

» — g — . —

)dY) ;iZO ' A‘ A' Aa~ e@ el 2 el ai-., €= 3= ?l 1']'

AaBbCcDc¢ AaBbCcDc XaBb(C¢ AaBbCcl AaBbCcD

m

beeoe AAB| aasbecr

Tal | 4

] wabeix, 3 | NI v A IR === | = SyvEs T Normal = T No Spac... | Heading1 Heading2 Heading3 Hgading4 Title Subtitle
Font P Paragraph s Styles
1 % 1 2 3 4 6 7
=

SAMPLE TEXT =~ Headlng 1
= Heading 2

Video provides a powerful way to helpygyou prove your point. When you click Online Video, you can
paste in the embed code for the yideo you want to add. You can also type a keyword to search online for
the video that best fits your

Themes

Themes and styles also help keep your document coordinated. When you click Design and choose a new
Theme, the pictures, charts, and SmartArt graphics change to match your new theme. When you apply
styles, your headings change to match the new theme.
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Chapter 1
Introduction

Video provides a powerful way to help you prove your point. When you click Online Video, you can
paste in the embed code for the video you want to add. You can also type a keyword to search online for
the video that best fits your document.
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Text Alignment
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Sample text

Video provides a powerful way to help you prove your point. When you click Online Video, you
can paste in the embed code for the video you want to add. You can also type a keyword to
search online for the video that best fits your document.

To make your document look professionally produced, Waord provides header, footer, cover
page, and text box designs 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 document coordinated. When you click Design and
choose a new Theme, the pictures, charts, and SmartArt graphics change to match your new
theme. When you apply styles, your headings change to match the new theme.

Save time in Word with new buttons that show up where you need them. To change the way a
picture fits in your document, click it and a button for layout options appears next to it. When
you work on a table, click where you want to add a row or a column, and then click the plus sign.

<+ Align Left

<+ Center

<« Align Right

<+ Jystify






Line Spacing
»Spacing between lines in the para
»Spacing before & after para

» Spacing throughout the doc

»Reverting spacing — style set
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Line Spacing Options...
Add Space Before Paragraph

Remove Space After Paragraph ¢ \yhan you click Online Video, you can

paste in the embed code for the video you want to add. You can also type a keyword to search online for
the video that best fits your document. To make your document look professionally produced, Word
provides header, footer, cover page, and text box designs 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 document coordinated. When you click Design and choose a new
Theme, the pictures, charts, and SmartArt graphics change to match your new theme. When you apply
styles, your headings change to match the new theme.

Save time in Word with new buttons that show up where you need them. To change the way a picture
fits in your document, click it and a button for layout options appears next to it. When you work on a
table, click where you want to add a row or a column, and then click the plus sign.

Reading is easier, too, in the new Reading view. You can collapse parts of the document and focus on
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Sample text

Video provides a powerful way to help you prove your point.
can paste in the embed code for the video you want to add. ]
search online for the video that best fits your document.

To make your document look professionally produced, Word
page, and text box designs that complement each other. For
cover page, header, and sidebar. Click Insert and then choos«
different galleries.

Themes and styles also help keep your document coordinate
choose a new Theme, the pictures, charts, and SmartArt\gra
theme. When you apply styles, your headings change to mit

Save time in Word with new buttons that show up where you
picture fits in your document, click it and a button for layout
you work on a table, click where you want to add a row or a
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Fac%ulty of Medicine — University of Kelaniya

The Faculty of Medicine of the University of Kelaniya is situated on a spacious 35-
N acre campus at Ragama. The Faculty now has sixteen academic departments, as
) well as several smaller units and centres.

In keeping with the need to expand and improve allied health services in the
country, the Faculty established a Dis|abi|it\.r Studies Unit in 1993. In collaboration
with the Institute of Child Health of the University of London, the Disability
Studies Unit conducted a 2-year diploma course in Speech and Language Therapy
for 7 batches of students over the period 1998 - 2007. This course was upgraded
into a Bachelor of Science in Speech & Hearing Sciences and the Unit upgraded to
Department status in 2007. The first batch of 35 students for this degree
programme was admitted in August 2008 and they graduated in January 2013.

The Molecular Medicine Unit was established in 2003 with the aims of improving

> molecular diagnostic facilities for infectious diseases and providing DNA 'finger-
' printing'.

Many of the departments have academic links with foreign universities. Over its

relatively short period of existence, the faculty has produced a large volume of
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Exercise : Heading styles, Bullets & numbering

* Close the all opened Word documents and open a new document.

* Type title called "My Project 2" .

* Type =rand() then press the enter key.

* Right align the first paragraph and justify the second paragraph.

« Type word “video” after tittle.

* Apply the style Heading 1 to the tittle “My Project 2" and Heading 2 to

the “video" .
« After 2" paragraph type following words one by one.
Header
Footer
Cover page

* Apply bullet points to these 3 words.
* Change the bullet points to a numbered list.
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My Project 2

video
Video provides a powerful way to help you prove your point. When you click Online Video, you can

paste in the embed code for the video you want to add. You can also type a keyword to search online for
the video that best fits your document.

To make your document look professionally produced, Word provides header, footer, cover page, and
text box designs 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.

1. Header
2. Footer
3. Cowver page

Themes and styles also help keep your document coordinated. When you click Design and choose a new
Theme, the pictures, charts, and SmartArt graphics change to match your new theme. When you apply
styles, your headings change to match the new theme.

Save time in Word with new buttons that show up where you need them. To change the way a picture
fits in your document, click it and a button for layout options appears next to it. When you work on a
table, click where you want to add a row or a column, and then click the plus sign.

Reading is easier, too, in the new Reading view. You can collapse parts of the document and focus on

the text you want. If you need to stop reading before you reach the end, Word remembers where you
left off - even on another device,
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Module 1.5

»Introduction to working with Pictures

» Inserting Pictures to Word documents
* Inserting Text wrapping options

* Applying picture styles (Style gallery)
* Cropping

» Rotating
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Flowers are really very soft and beautiful. They appear in thousands of colors and of mixed
colors. They look very beautiful and attract our sights. There are many people who are lovers of
flowers and have raised gardens of flowers. The poets sings the praise of these flowers. People

compare the beautiful faces and palms with flowers. Hence, flowers are really beautiful.

Flowers are very useful too. They beautiful our garden, our courtyard and the front and back of
our houses. They beautify the sides of our houses. Bees collect honey from the flowers and
store it in their hives. We get this honey from the bee-hives. We make garlands of flowers for

the deities and from our honorable guests.
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Insert Online Pictures
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. 1.5

Flowers are really very soft and beautiful. They appear in thousands of
colours and of mixed colours. They look very beautiful and attract our
sights. There are many people who are lovers of flowers and have

* raised gardens of flowers. The poets sing the praise of these flowers.
People compare the beautiful faces and palms with flowers. Hence,
flowers are really beautifull

* Flowers are very useful too. They beautiful our garden, our courtyard and
the front and back of our houses. They beautify the sides of our houses.
Bees collect honey from the flowers and store it in their hives.
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Flowers are really very soft and beautiful. They appear in thousands of

colours and of mixed colours. They look very beautiful and attract our

: sights. There are many people who are lovers of flowers and have

7 raised gardens of flowers. The poets sing the praise of these flowers.

. People compare the pgautiful faces and palms with flowers. Hence,

- flowers are really beé%fiful.
& -

_ Flowers are very useful too. They beautiful our garden, our courtyard and
o the front and back of our houses. They beautify the sides of our houses.
Bees collect honey from the flowers and store it in their hives.
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_ Flowers are really very soft and beautiful. They appear in thousands of

} colours and of mixed colours. They look very beautiful and attract our

: sights. There are many people who are lovers of flowers and have

3 raised gardens of flowers. The poets sing the praise of these flowers.

: People compare the beautiful faces and palms with flowers. Hence,
flowers are really beautiful.
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Flowers are very useful too. They beautiful our garden, our courtyard and
A the front and back of our houses. They beautify the sides of our houses.
: Bees collect honey from the flowers and store it in their hives. >
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sights. There are many people who are lovers of flowers and have
raised gardens of flowers. The poets sing the praise of these flowers.
People compare the beautiful faces and palms with flowers. Hence,
flowers are really beautiful.

Flowers are very useful too. They beautiful our garden, our courtyard
and the front and back of our houses. They beautify the sides of our
houses. Bees collect honey from the flowers and store it in their hives.
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Exercise : Insert pictures

* Open a new Word document.
* Type =rand() then press the enter key.

* Bring the cursor to the beginning of the 3" paragraph and
Insert a picture similar to the picture given below.(You can insert

online pictures) I

* Apply Picture style Soft edge oval
* Text should wrap around the image (wrap text=> through)
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Video provides a powerful way to help you prove your point. When you click Online Video, you
can paste in the embed code for the video you want to add. You can also type a keyword to
search online for the video that best fits your document.

To make your document look professionally produced, Word provides header, footer, cover
page, and text box designs 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 document coordinated. When
you click Design and choose a new Theme, the pictures, charts, and
Smart&rt graphics change to match your new theme. When you
apply styles, your headings change to match the new theme.

Save time in Word with new buttons that show up where you

need them. To change the way a picture fits in your document, click
it and a button for layout options appears next to it. When you work

ona table, click where you want to add a row or a column, and then click the

plus sign.

Reading is easier, too, in the new Reading view. You can collapse parts of the document and
focus on the text you want. If you need to stop reading before you reach the end, Word
remembers where you left off - even on another device.

PAGE 1 OF 1 239WORDS  [[®  ENGLISH [UMITED STATES)




Module 1.6

»>Insert Tables

* Different options — insert tables

* Select table

* Add, Delete, Merge columns & rows
* Table formatting

* Table tool gallery



Insert Table

@) Kelaniya
&2/ Medicine



Home Insert Design Layout References Mailings

Document5 - Waord

::;:: Tell me what you want to do...

_— Calibri (Body) ~ |11 =~ A A Aa- A

Copy
- o = alky - -
¥ Format Painter B I U -akex, X [ ¥ - A

Clipboard ] Font T

of 1 O words EE' English {United States)

iy

A2 Find -

LT .. =2 :
= =% 2T | assbeen| maBbeene AaBbC( AsBbccl A QB assbeer assbeenc acsboen ey
- | 23 Replace

=E=== =- O~ T Normal | TNe Spac...

Paragraph T

I N B RN A I

Emphasis |+ [s Select~

] Editing A

B - i + o8



Table Styles
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Year District No of Patients

2005 Gampaha 34

: 2006 Colombo 56
: 2007 Kaluthara o8
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Add, Delete, Merge columns & rows
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Exercise : Insert tables

»Insert the table below at the end of the document that you are
currently working on

o ol __rie__
2016 (25 th April) 5000 3000
2015 4000 300 4000
2013 3000 400 2000

»Add a new row as below between year 2015 and 2013
204 12000 350 1000

»Right-align the data in the 2nd row
»Apply superscript to the word 25 " th" inthe 1t row
»Change all letters to capitals in the header row

Ke!onlyo
7) Medicine
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2016(25" April) 5000 200 3000

2015 4000 300 4000
- 2014 2000 330 1000
2013 3000 400 2000




Module 1.7:

»Margin, Orientation, Page size (Page Layout)
»Add the ruler

»Header & Footer

»Insert page numbers

»Themes gallery
»Formatting
»Color change
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Custom Margins...

The Molecular Medicine Unit was established in 2003 with the aims of improving
molecular diagnostic facilities for infectious diseases and providing DNA 'finger-printing'.

Many of the departments have academic links with foreign universities. Over its relatively
short period of existence, the faculty has produced a large volume of research
publications. Several staff members have been awarded prestigious prizes for research

papers presented at national and international scientific fora and Presidential Research
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Faculty of Medicine — University of Kelaniya

The Faculty of Medicine of the University of Kelaniya is situated on a spacious 35-acre
campus at Ragama. The Faculty now has sixteen academic departments, as well as several
smaller units and centres.

In keeping with the need to expand and improve allied health services in the country, the
Faculty established a Disability Studies Unit in 1993. In collaboration with the Institute of
Child Health of the University of London, the Disability Studies Unit conducted a 2-year
diploma course in Speech and Language Therapy for 7 batches of students over the
period 1998 - 2007. This course was upgraded into a Bachelor of Science in Speech &
Hearing Sciences and the Unit upgraded to Department status in 2007. The first batch of
35 students for this degree programme|was admitted in August 2008 and they graduated
in January 2013.

The Molecular Medicine Unit was established in 2003 with the aims of improving
molecular diagnostic facilities for infectious diseases and providing DNA ‘finger-printing’.

Many of the departments have academic links with foreign universities. Over its relatively
short period of existence, the faculty has produced a large volume of research
publications. Several staff members have been awarded prestigious prizes for research
papers presented at national and international scientific fora and Presidential Research
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Faculty of Medicine — University of Kelaniya

The Faculty of Medicine of the University of Kelaniya is situated on a spacious 35-acre campus at Ragama. The Faculty now
has sixteen academic departments, as well as several smaller units and centres.

In keeping with the need to expand and improve allied health services in the country, the Faculty established a Disability
Studies Unit in 1993. In collaboration with the Institute of Child Health of the University of London, the Disability Studies
Unit conducted a 2-year diploma course in Speech and Language Therapy for 7 batches of students over the period 1998 -
2007. This course was upgraded into a Bachelor of Science in Speech & Hearing Sciences and the Unit upgraded to
Department status in 2007. The first batch of 35 students for this degree programme was admitted in August 2008 and they
graduated in January 2013.

The Molecular Medicine Unit was established in 2003 with the aims of improving molecular diagnostic facilities for infectious
diseases and providing DNA 'finger-printing'.

Many of the departments have academic links with foreign universities. Over its relatively short period of existence, the
faculty has produced a large volume of research publications. Several staff members have been awarded prestigious prizes
for research papers presented at national and international scientific fora and Presidential Research Awards.
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Faculty of Medicine - University of Kelaniya

The Faculty of Medicine of the University of Kelaniya is situated on a spacious 35-acre
campus at Ragama. The Faculty now has sixteen academic departments, as well as several
smaller units and centres.

In keeping with the need to expand and improve allied health services in the country, the
Faculty established a Disability Studies Unit in 1993. In collaboration with the Institute of
Child Health of the University of London, the Disability Studies Unit conducted a 2-year
diploma course in Speech and Language Therapy for 7 batches of students over the
period 1998 - 2007. This course was upgraded into a Bachelor of Science in Speech &
Hearing Sciences and the Unit upgraded to Department status in 2007. The first batch of
35 students for this degree programme was admitted in August 2008 and they graduated
in January 2013.

The Molecular Medicine Unit was established in 2003 with the aims of improving
molecular diagnostic facilities for infectious diseases and providing DNA 'finger-printing'.

Many of the departments have academic links with foreign universities. Over its relatively
short period of existence, the faculty has produced a large volume of research
publications. Several staff members have been awarded prestigious prizes for research
papers presented at national and international scientific fora and Presidential Research
Awards.
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- campus at Ragama. The Faculty now has sixteen academic departments, as well as several

smaller units and centres.

In keeping with the need to expand and improve allied health services in the country, the
Faculty established a Disability Studies Unit in 1993. In collaboration with the Institute of
“ Child Health of the University of London, the Disability Studies Unit conducted a 2-year
) diploma course in Speech and Language Therapy for 7 batches of students over the
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Hearing Sciences and the Unit upgraded to Department status in 2007. The first batch of
) 35 students for this degree programme was admitted in August 2008 and they graduated
" in January 2013.

The Molecular Medicine Unit was established in 2003 with the aims of improving
molecular diagnostic facilities for infectious diseases and providing DNA 'finger-printing’.

Many of the departments have academic links with foreign universities. Over its relatively
short period of existence, the faculty has produced a large volume of research
i publications. Several staff members have been awarded prestigious prizes for research
- papers presented at national and international scientific fora and Presidential Research
Awards.
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The Faculty of Medicine of the University of Kelaniya is situated on a spacious 35-acre

campus at Ragama. The Faculty now has sixteen academic departments, as well as several
smaller units and centres.

In keeping with the need to expand and improve allied health services in the country, the
Faculty established a Disability Studies Unit in 1993. In collaboration with the Institute of
Child Health of the University of London, the Disability Studies Unit conducted a 2-year
diploma course in Speech and Language Therapy for 7 batches of students over the
period 1998 - 2007. This course was upgraded into a Bachelor of Science in Speech &
Hearing Sciences and the Unit upgraded to Department status in 2007. The first batch of
35 students for this degree programme was admitted in August 2008 and they graduated
in January 2013.

The Molecular Medicine Unit was established in 2003 with the aims of improving
molecular diagnostic facilities for infectious diseases and providing DNA ‘finger-printing’.

Many of the departments have academic links with foreign universities. Over its relatively
short period of existence, the faculty has produced a large volume of research
publications. Several staff members have been awarded prestiaious prizes for research
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Faculty of Medicine - University of Kelaniya

Computer Centre

About Computer Centre

Computer Centre comprises two computer labs. The main lab has 40 computers dedicated to student
learning activities and a second lab with 64 computers with the latest high-tech infrastructure to
facilitate teaching activities.

Computer Centre operates a Local Area Network with 10G fiber backbone to provide unlimited Wi-Fi
: internet service and email facility to all the students and staff. Short courses and workshops on

- Computer Literacy are run by the Centre, giving hands-on training to all participants. In addition,

the Computer centre involves in software development and website. development.

Services of the Computer Centre
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Exercise : Page setting up

* Set page size to A4

* Apply a 6pt width page border to the document and change the
border color as appropriate (Design > Page Borders)

* Add your Name, Student number and the date in to the header of
the document

- After the table, type, =rand(5,5) - This will add more text to the
document

« Add page number to be appeared at bottom of the pages
* Add a new theme

* Save the document with password to open feature. Password should
be 1234 (Save as = Tools = General Options = Password to open)
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Module 1.8
»Spell-Checker

* Spell errors in red

* Auto correct

* Ignore all

* Add to Dictionary

* Grammar errors in blue

* Turn on/off the checkers
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Exercise : Spelling & Grammar checking

Type some text with spelling and grammar errors and correct
those errors using Word spell and grammar checker
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Module 1.10
>»Word Count

* Word count on status bar

* More details — word count

* Word count on selected text
» Update word count

» Update word count before printing
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Video provides a powerful way to help you prove your point.
When you click Online Video, you can paste in the embed code
for the video you want to add. You can also type a keyword to
search online for the video that best fits your document.

To make your document look professionally produced, Word
provides header, footer, cover page, and text box designs 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.
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Exercise : Word Count

* Type the text Word Count before the Title and insert word

count there

Insert = Quick parts = Field > NumWords

* Type =rand(1,3) at the end of the document

(This will give you one paragraph with 3 lines)

* Check word count
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One minute survey

1.What did you like in this lesson?

2.What didn’ tyou like In this
lesson?

3.What did you learn from this
lesson?
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