


Diagram 
You learned that Word documents are mainly used to communicate information. The documents should therefore be easy to read and understand and should be visually appealing.
When one creates a document in Word you are doing basically four things:
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1st) Entering text
Aspects to consider when entering text:
· Word wrapping and the use of <Enter> to end paragraphs
· Use of
· Soft <Enter> to end a line
· <Tab> to create horizontal space
· <Backspace> to delete the previous character
· <Delete> to delete selected text
· Use of the spacebar for spaces between words – ordinary/soft space and the hard space that allows characters/text separated with a hard space not to be separated across lines
· Use of special characters/diacritical signs and symbols
· The role of the autocorrect facility
· The use of templates – the normal template to create ordinary documents or other templates to create special documents
· Use of short cut keys
· Keyboarding skills
2nd) Formatting
Formatting refers to changing the appearance of text, paragraphs, pages and objects. It determines how text, paragraphs, pages and objects appear in a document.
· Text
· Changing the appearance of text such as words or selected text to make it appealing and readable or emphasise sections
· Applicable to:
· Character or Font
· Word
· Selected text
· Font types, size, style, colour, text effects, highlighting, borders around word or selected text, Word Art, Drop Caps.
· Paragraphs
· Changing the appearance of paragraphs to make content readable and easy to interpret or to emphasise important sections  
· Applicable to:
· Whole paragraph
· Selected paragraph groups
· Bullets, numbering, alignment, spacing between lines and paragraphs to create vertical space, use of indentation and tab stops to create horizontal space, shading and borders around paragraphs
· Page
· Changing the appearance and layout of pages to enhance readability
· Applicable to:
· Whole document or
· Sections in a document
· Margins, orientation, size, use of sections and columns, page borders, colour, themes, watermarks, cover pages, headers and footers 
· Objects
· Manipulating objects through formatting it using commands from the Format tab or manipulate using commands from the Design tab
· Applicable to:
· Table
· Graphics such as pictures, ClipArt
· SmartArt
· Shapes (drawings), 
· WordArt, Drop Cap
· Size, text flow (wrapping), position, group, rotate, borders, effects, fill, crop, etc.


Entering text


Work effectively
Correct strategies


Word wrapping
<Enter> to end paragraph
<Shft><Enter> to end line


Editing


Editing refers to the changes that one applies in documents to present information error free and easy to interpret.


Paragraphs
Changing the appearance of paragraphs  to improve  the readability and interpretation  or emphasise important  sections


Text/words/characters
Changing the appearance of characters or text such as words or selected text to make the appearance more appealing or to emphasise parts


Use keys correctly
<Tab> key to create horizontal space
<Backspace> key to delete previous character
<Delete> key to delete selected text


 Formatting


Page
Changing the appearance and layout of pages and placing text and  objects on the page to enhance readability


Objects
Design
Format


Improving language


Correcting spelling errors


Replacing words with more appropriate words


Move or copy text or objects


Improving the appearance of a document

























