
ComputerPals is run by volunteers who provide their own knowledge and experience 
free of charge. Whilst we endeavour to give the best advice possible there is no 
guarantee on the information given. Our handout sheets attempt to provide the 
easiest method to achieve the goal for the target audience, it should be noted that 
changes in computer type, manufacturer and software versions may invalidate some 
of the examples provided. E&OE. 
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Similar to:
• LibreOffice ‘Documents’ 
• Open Office ‘Writer’
• … and many others

Word Processing:
• you can use for anything from 

writing a quick letter to 
producing an entire book.

Word Processing:
• A text processing tool
• WYSIWYG
• Words, pictures and diagrams
• Mailing lists

Word is NOT best for:
• Creating sharable documents
• Creating large documents
• Presentations or cards 
• Tables of figures  

is a Word Processing 
Tool from Microsoft, and a 
part of Microsoft Office

It ‘beautifies’ plain text, unlike
• Microsoft Notepad
• Microsoft ‘Wordpad’

Which are free but simple text tools
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NOTE:

All the examples given use Microsoft Word 2016. Its capabilities are matched by several 
other free to use applications, such as LibreOffice and Open Office. The ‘ease of use’ of 
these free applications may (to a Microsoft user) be less intuitive than the paid for 
product. 

When in doubt, simply use the Internet and ask the question “How do I …. , using 
Libre/Open Office” and see what other users provide. Some of these explanations may 
be video clips from YOU TUBE.

Word processing is a ‘what you see
is what you get’. Plain text is just text.

NOTE: emailing a WORD document may
not permit the recipient to read it. Save
as ‘PDF’ and mail that.
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Text Processing

Allows you to:
• Change the Fonts
• Make Italic, Underlined, bold

• Change the size

Word Processing provides written text
To be left 

and right justified
Or adjusted so that both the left and
right edges are fully justified. Or even

Completely centred 

You can 
even adjust 
the text to 
be aligned 

in a 
com

pletely 
different 
direction

It can also 
be used to 
make the 
text 

appear in 
multiple 
columns on 
a single 

page. This 
gives the 
feel of a 
newspaper 
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Above are some examples of TEXT processing:

• Colour
• Size
• Typeface (often incorrectly called Font)
• Justification
• Direction
• Columns
• Etc…
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Word Processing

Ideally suited for Business 
letters

Provides:
• Spell Checker
• Grammar Checker
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Word Processing is GREAT for letters.

NB: Writing War and Peace (a very long document) may cause difficulties with the 
stability of the application. If this is something you want to do create a separate 
document for each chapter, and save them separately. You can combine the chapters in 
a multi-document format.
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Word Processing

Superb for Leaflets
• Header
• Footer
• Graphics

Provides:
• Find and Replace
• Language translation
• And External lookup
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Mixing Text and Pictures, with the proviso that the pictures obey the same rules as the 
words / characters in that they follow the line/ page structure. Another product, 
PowerPoint is much better for free flow text and pictures.
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Word Processing

Or even:
• Mail Merge
 Sending one letter to 

many different people

{NAME}

{PROPERTY-ADDRESS}

{NAME} | {PROPERTY-ADDRESS}

Kevin | 10 High Street Duston
Geoff | 83 Main Road Duston

Auriol | 78 Derngate Northampton
John | 162 Barrack Rd Northampton

Linda | 75 Upton St Dallington
Terri | 47a Blogton Rd Kingsthorpe
Les | 57 Nottington Rd Far Cotton

Margaret | 1 Hill View Duston
Geoff H | 583 Low Rd Harpole

Andreea | 65 Pudton St Bugbrooke
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Writing one ‘template’ letter and a separate table containing Names / Addresses etc to 
produce ‘customised’ individual letters is called ‘Mail Merge’. The paid for Microsoft 
product is much easier to use to do this than the free versions.
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Word Processing

Different document Themes can 
be created, complete with 
pictures and background 

watermarks 
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As a feature of the Microsoft product, the same textual content can be portrayed in 
many different ways, using colour, layout and fonts – these are called themes
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Word Processing

Different Styles for paragraph 
headers and contents can be 

created, and then changed to suit 
your mood
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STYLES are a way in which Titles and header levels can be set up so that they exist in 
different font / colour characteristics. Once a (long) document has been created using 
STYLES automated indexing can be simply performed, along with re-formatting text by 
promoting/demoting header levels etc. 

Styles are ideal for business documentation.
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Word is NOT best for:

Creating sharable documents

• You should ‘SAVE AS’ – PDF
• NB: Microsoft Word Viewer is a 

small, freely redistributable 
program that lets you view, print, 
and copy Word documents on a 
computer that does not have 
Word installed. Visit 

http://www.microsoft.com/downloads/details.aspx?FamilyI
D=3657ce88-7cfa-457a-9aec-f4f827f20cac&displaylang=en

Creating large documents
• Massive documents, like your 

life story (say over 50 pages) 
does not work well in WORD

Presentations or cards
• Use PowerPoint for 

presentations (like this one)
• Use Publisher for Cards

Tables of figures
• Excel is much better 

suited for this
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HOWEVER …
• Anything is possible, 

just ask       

PDF: Portable Document Format – A technology created by ADOBE who provide a free 
downloadable viewer. You can (with Microsoft Word) save as PDF, or print to PDF.
To make a sharable document – one that can be read on ANY computer system. This is
often the type used by Banks and Utilities Companies for your bills and printers who you 
employ to print fliers, calendars etc. NB: Once converted to a PDF the contents cannot 
be changed (hence the use by Banks etc).

Note: This presentation was saved as PDF for you to see…..
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So WHAT do YOU
want to try today?

Just Ask a Volunteer
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The Volunteers will help you --- ASK !!!!
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Also (if you want)
in this series of

any of the 
following programs 

√
Done 

The small print: ComputerPals is run by volunteers who provide their own knowledge and experience free of charge. 
Whilst we endeavour to give the best advice possible there is no warrantee on the information given. Our handout 

sheets attempt to provide the easiest method to achieve the goal for the target audience, it should be noted that 
changes in computer type, manufacturer and software versions may invalidate some of the examples provided. EAOE. ©ComputerPals 2017

There are more to come …  keep watching
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