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Overview of Word Processing

I. Overview of word processing. Word Processing is for managing text.

A. Strong Vs weak methods. Weak word processing methods (an example is centering at title) have to be redone under many circumstances, but the ideal strong methods never have to be redone. To illustrate the difference between strong and weak methods, consider different methods that you might use to center a title in an essay:

1. Using the spacebar to move the title over to the center. This is a weak method because it would have to be redone if you change the font or font size.

2. If you know enough about tabs, you could insert a center tab. A center tab centers text on the tab location. This is a stronger method than using the spacebar, because it works even if the font and font size are changed, but if you switch page orientation from portrait to landscape (see figure below)
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3. The strongest method is Format > Paragraph > Alignment > Center, or simply click the Center toolbar button as shown below
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B. Font formatting - applies to individual letters

1. Serif Vs San Serif. Serifs are the little feet at the ends of letters. Examples of Serif fonts are  Times Roman and Courier. A San Serif font is Arial. (Reading experts say that Serif fonts are faster to read.)

2. Monospacing Vs Proportional. In a monospacing font, all letters are the same width, for example in Courier. In a proportional font, narrow letters such as i are narrow, while wide letters such as w are wider.Vs Proportional, as in Times Roman. There are proportional and monospacing Serif fonts, and proportional San Serif fonts, but apparently no monospacing San Serif fonts, since the serifs are used to make a font monospacing. A monospacing fond is good in cases where the characters in two lines must line up character by character. For example, on quizzes and exams, we use Courier for writing out binary problems.
3. True Type – what you see on the screen is also what your get on the printer. Either the font listing has a "TT" icon in front of it, or "New" in the name, or both. Example, Courier New, Times New Roman (Microsoft)
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1. Word processors in general 

1. The primary function of a word processor is to manage text or words. This includes: 

II. Editing: entering (typing), moving, deleting and copying text

II. Formatting: changing the appearance of text as to alignment (centering etc.); orientation such as horizontal and vertical; font face, size and attributes such as bold and italic; formatting paragraphs such as indenting, skipping lines before and after, and changing the line space

a) Bulleted and numbered/lettered lists are counted as formatting, even thought they add characters to the document.

3. File methods: whole-file operations such as saving documents in a file, opening an existing file and saving a file with a different path (file, folders, name).

A. Common "extra" functions include 

1. Writer's aids such as spell check, grammar check, reading level assessment, Mail Merge (sending individualized letters to a group of people) and word count, all on the Tools menu in Word.

2. Inserting graphics, either from a file, Clip Art, or by a drawing tool, on the Insert menu in Word.

3. Importing and exporting to other word processor formats and to and from HTML (Hyper Text Markup Language, or web format)
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