Computer Awareness Programme － Module 5 (Word Processing)
Appendix (II): Word Processing Functions Used in This Module 


The word processing functions used in this module are listed below for easy reference. 
	Learning Objective
	Function 
	Module
	Page

	Core
	Font
	
	 Changing the font 
	2
	6

	
	Font colour
	
	 Changing the font colour 
	3
	14

	
	Emphasizing tools
	˙bold, italic, underline
	 Making text bold, italic, or underlined  
	3
	14

	
	Alignment
	˙align left, align right, centre 
	 Aligning a selection of text left, right, or centre 
	3
	16,17

	
	First line indent
	
	 Indenting the first line of a paragraph, e.g. when starting a new paragraph 
	2
	6

	
	spelling check
	
	 Corrects typos
	2
	7

	
	paper orientation
	˙portrait / landscape
	Changing the page orientation to portrait or landscape 
	3
	2

	
	Clip Art
	˙insert picture
	 Inserting a picture in the current document 
	3
	6

	
	
	˙group
	 Grouping images
	3
	9

	
	
	˙ungroup
	 Ungrouping a group of images 
	3
	7

	
	
	moving a picture 
	 Moving a picture to a desired location
	3
	8

	
	
	˙resizing a picture
	 Enlarging / shrinking a picture
	3
	6

	
	Others
	˙cut and paste
	 Cutting and moving the selected text 
	2
	5

	
	
	˙drag and place
	 Dragging the selected text to a new location 
	2
	5

	
	
	˙line spacing
	 Changing the spacing between lines 
	2
	5

	
	
	˙ruler
	 Displaying the rulers to adjust the indent markers 
	3
	9

	
	Others 
	˙positioning of text 
	 Using the horizontal ruler to set page margins
	3
	9

	
	
	˙print
	 Printing a specified number of copies of a part of a 	document 
	2
	8

	
	
	˙page number
	 Adding page numbers and setting the location of  page numbers
	4
	10

	
	
	˙switching to Chinese input  
	 Enabling one of the default Chinese input methods 
	1
	4

	Enrichment
	Inserting special characters or symbols
	

	 Inserting characters or symbols that are not shown 	on the keyboard 
	3
	13

	
	Table formats 
	˙insert table
	 Inserting a table in a document 
	4
	6

	
	
	˙cell width /cell height
	 Setting the size of a cell in a table  
	4
	7

	
	
	˙border
	 Setting table borders or making borders invisible
	4
	7

	
	
	˙text alignment in a table 
	 Aligning text in a table to the left, right, or centre of a cell 
	4
	9

	
	WordArt
	˙insert WordArt
	 Inserting WordArt 
	3
	3

	
	
	˙edit 
	 Editing WordArt 
	3
	3

	
	
	˙style 
	 Selecting a WordArt style
	3
	3

	
	
	˙font 
	Setting the font and size of WordArt text 
	3
	4

	
	
	˙direction 
	 Placing text horizontally or vertically 
	3
	4

	
	
	˙position 
	 Moving a WordArt object 
	3
	5

	
	
	˙size 
	 Enlarging / shrinking a WordArt object
	3
	5

	
	
	˙rotating a picture or text 
	 Rotating a picture or text up to 360 degrees 
	3
	12
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