
Word Processors

• What they are?

• Word Processor Layout

• Toolbar Options:

– Saving (as).

– Printing.

– The clipboard.

• Text Options:

– Font Options.

– Paragraph Options.

• Tabulations

• More Text Options:

– Insertion Options.

• Images.

• Tables.

• Symbols and Equations.

• Headers and Footers.

– Page Options.

• Configure Page.

• Breaks.

– References.



Word Processors. What they are?

• We can write a plain text or a text with attributes.

• Attributes are the properties that describe the format of 
the text.

– They can be text, paragraph or page attributes.



Word Processor Layout



Word Processor Layout

• When a image or a table is selected or the selection
point is into it, an additional ribbon appears



Word Processor Layout



Toolbar options. Saving.



Toolbar options. Printing.



Word Processor. The clipboard

• Cut (Ctrl+X).

• Copy (Ctrl+C).

• Paste (Ctrl+V).

– Special Paste → Text without format.



Text Options: Font

• Type of font.

• Style (Normal/Bold/Italics/Both).

• Size.

• Colour.

• Underlining Style.

• Effects.

• Predetermine.



Paragraph Options

• Line up.

• (Numeric) Lists

• Indentation.

• Spacing.

• Tabulations.

• Predetermine.



Paragraph Options: Tabulations

• Position

• Line up.

• Stuff.

• Predetermine.

• Fix / Delete (All)



Inserting Images.



Inserting Symbols.



Inserting Equations



Inserting Tables.



Inserting Tables



Headers and footers

There are elements that we want to place on the
top or in the bottom of a part or all the pages.

Header

Tittle of the document

Chapter

Images /Icons

Footer

Page number

Author



Exercise



Exercise



Headers and footers.



Configure Page
Margins

Orientation

Size



Configure Page. Breaks

A break represents a separation into the document.

Types of breaks

Page break

Column break

Section break

Continuous

Next page

Next even page

Next odd page



References
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