Word Processor

The first version of Microsoft Word was developed by Charles Simonyi and Richard Brodie, former Xerox programmers hired by Bill Gates and Paul Allen in 1981. Both programmers worked on Xerox Bravo, the first WYSIWYG word processor. The first Word version, Word 1.0, was released in October 1983 for Xenix MS-DOS; it was followed by four very similar versions that were not very successful. The first Windows version was released in 1989, with a slightly improved interface. When Windows 3.0 was released in 1990, Word became a huge commercial success. Word for Windows 1.0 was followed by Word 2.0 in 1991 and Word 6.0 in 1993. Then it was renamed to Word 95 and Word 97, Word 2000 and Word for Office XP (to follow Windows commercial names). With the release of Word 2003, the numbering was again year-based. Since then, Word 2007, Word 2010, and most recently, Word 2013 have been released for Windows.

In 1986, an agreement between Atari and Microsoft brings Word to the Atari ST. The Atari ST version was a translation of Word 1.05 for the Apple Macintosh, however it was released under the name Microsoft Write (the name of the word processor included with Windows during the 80s and early 90s). Unlike other versions of Word, the Atari version was a one time release with no future updates or revisions. The release of Microsoft Write was one of two major PC applications that were released for the Atari ST (the other application being WordPerfect). Microsoft Write was released for the Atari ST in 1988.

Microsoft Office 2007 (codenamed Office 12) is a version of Microsoft Office, a family of office suites and productivity software for Windows, developed and published by Microsoft. It was released to volume license customers on November 30, 2006 and to retail customers on January 30, 2007, the same respective release dates of Windows Vista. It was preceded by Office 2003 and succeeded by Office 2010.
Office 2007 introduced a new graphical user interface called the Fluent User Interface which uses ribbons and an office start menu instead of menu bars and toolbars. Office 2007 requires Windows XP with Service Pack 2 or higher, Windows Server 2003 with Service Pack 1 or higher, Windows Vista or Windows 7.
 Office 2007 is the last version of Microsoft Office to support Windows XP Professional x64 Edition and the first version to officially work on Windows 8. Office 2007 includes new applications and server-side tools, including Microsoft Groove, a collaboration and communication suite for smaller businesses, which was originally developed by Groove Networks before being acquired by Microsoft in 2005. Also included is Office SharePoint Server 2007, a major revision to the server platform for Office applications, which supports Excel Services, a client-server architecture for supporting Excel workbooks that are shared in real time between multiple machines, and are also viewable and editable through a web page.
Major parts of a Word Processor
1. A menu bar is a region of a screen or application interface where drop down menus are displayed. The menu bar's purpose is to supply a common housing for window- or application-specific menus which provide access to such functions as opening files, interacting with an application, or displaying help documentation or manuals. Menu bars are typically present in graphical user interfaces that display documents and representations of files in windows and windowing systems but menus can be used as well in command line interface programs like text editors or file managers where drop-down menu is activated with shortcut key or combination.
2. The Ribbon is designed to help you quickly find the commands that you need to complete a task. Commands are organized in logical groups, which are collected together under tabs. Each tab relates to a type of activity, such as writing or laying out a page. To reduce clutter, some tabs are shown only when needed. For example, the Picture Tools tab is shown only when a picture is selected.
3. Tab bar- Tab is one that allows multiple documents to be contained within a single window, using tabs as a navigational widget for switching between sets of documents. It is an interface style most commonly associated with web browsers, web applications, text editors, and preference panes.
4. The Quick Access Toolbar is a customizable toolbar that contains a set of commands that are independent of the tab that is currently displayed. You can move the Quick Access Toolbar from one of the two possible locations, and you can add buttons that represent commands to the Quick Access Toolbar.
The Quick Access Toolbar can be located in one of two places:

· Upper-left corner next to the Microsoft Office Button (default location)
· Below the Ribbon, which is part of the Microsoft Office Fluent user interface
· 
5. The Office Button replaces the file menu present in previous versions of Word, and provides access to functionality common to all Office applications, including but not limited to opening, saving, printing, and sharing a file. Commands are listed on the left, and on the right appear recently opened documents. If you can't see a list of recently opened documents it could be that you have a menu selected on the left. If this is the case, just move the cursor away from that menu to deselect it.

As you open more documents, the list of recently opened documents grows; the more recent ones appear at the top. As you can imagine, the older ones will eventually disappear from this list. You can however 'pin' a document to the list so that it always appears there, no matter how big the list gets. Simply click the pushpin to the right of the document name and the file is pinned. To 'unpin' it, just click on the pushpin again.

Commands listed under the Office Button affect the whole document and the application - from here you can edit Word options (similar to preferences in previous versions) and you can also exit the application.

6. The Toolbar-A toolbar is a bar containing buttons and options that you use to carry out commands. With toolbars, commands become just handy and easily accessible to users. The buttons contained in them are used to access commands more quickly than by opening the menus and the respective dialog boxes.
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http://infobitt.blogspot.com/2010/06/toolbars-screentips-and-toolbar-buttons.html Please open this site for more reference about the icons and its corresponding name.
Check this one pud..nice lage.. http://www.youtube.com/watch?v=IbVGh6SiP-o
Ms Power Point
12 tips for creating better PowerPoint presentation

1. Select or create your own theme.

2.Use video and audio to convey your message more effectively.

3. Use graphics to emphasize key points

4. Use animations and transitions wisely.

5. Start by outlining your presentation.

6. Use masters and layouts to save time and help get better results.

7. Consider differences between print and on-screen presentations.

8. Use notes pages and handouts to help deliver the story.

9. Keep file size manageable.

10. Use the tools available to get it right the first time.

11. Turn off (or manage) AutoCorrect layout options.

12. Know exactly what your viewers will see.

http://www.microsoft.com/atwork/skills/presentations.aspx#fbid=tW_qwjrUITy  - visit the site for details.

Guidelines and Tips for Creating an Effective Powerpoint Presentation

Content
· Consider your audience - What language should you use? Is your audience knowledgable in matter, or will you need to explain? Don't show-off and don't condiscend.

· Design from summary to detail - You'll want to organize your thoughts in blocks of information. Use the Pyramid Theory: start with the summary and then work towards the details.

· Hide details from the slides - This way you can skip some details if you're running low on time or if you think your audience is uninterested in them (if the details are not necessary, obviously!). You also avoid having the audience read the details and have them focus all thier attention to you, the speaker.

· Include bibliography - Dedicate your last slide to your works cited, and simply show the slide, without commenting on it.

Design

Color
· Contrast is key - Usually a dark background with a light forground (text) works best. Pastel colors don't tend to have enough contrast.Remember that the colors you use may turn out to be slightly different using a projector. Avoid using too many colors. A good idea is to use color A for the slide titles, color B for the text, and color A again (or color C) for the words you want to stick out. Don't emphasize too many words, though, otherwise it becomes counter-productive. Limit to one or two words per block of text. In any case, don't use more than three different colors throughout your presentation, and be consistant.

· Use white space - By "white space" I mean empty space, or margins. Leave plenty of room (margin) around each block of text. Besides, your presentation should only have your keywords and keyphrases, so there should only be "flashes" of information.

· Don’t create busy slides - Be organized in placing your blocks of information in your slides. You don't want your slides to be cluttered!



Text
· Label each slide - Give each slide a title. If you need more than one slide to explain a concept, label it like: "Tips (1/3)" that is with the title and slide#/of total slides. Remember that the title of each slide should be indicative of the information you are talking about.

· Standardize the information - If you are making a list of items, begin each list item with the same form (don't mix verbs, nouns, adjectives, etc; be consistant!)

· Size means importance - Try to limit yourself to no more than three different text sizes: for example slide titles extra-large, important subtitles or concepts large, and regular text medium.

· Use only 18-48 pt - These seem to work best.

· Choose standard fonts - If you choose to use a font like "Champagne", you might be in for a treat when you open your Presentation on another computer that doesn't have that font installed (you might notice your presentation isn't like you had wanted it). Plus, using "fancy" fonts sometimes distracts the audience, especially if used as text (although I could see them used as titles).

· Sans serifs are more readable than serifs - Serif fonts usually have little brackets at the end of each letter stem and mix thinner and larger line strokes (Times New Roman and Georgia are examples of serifs) and they tend to be a bit less readable as a presentation. Sans serif fonts have the same strokes, and don't have the details at the end of each stem (this page uses sans-serif fonts; some examples are Arial, Verdana, Century Gothic).

· Use effective emphasis (bold, color) - If you want a word or two to stick out use bold or a different color. Italics may be difficult to read, especially with smaller sized fonts. I personally don't like to use underlining for emphasis. With Powerpoint, I like to use the shadow effect on my slide titles.

· Use bullets - Organize your thoughts by keywords, and *never* use full sentences! Lists always work effectivly.

· Limit your slides to 6-7 words per line, 6-7 lines - Anything longer is more difficult to read.

· Limit punctuation marks - No need to put full-stops or colons or whatever. Question marks, exclamation points and commas are ok.

· Check your grammar/spelling - Don't mispel! Whenever anyone sees a mistake, he or she tends to focus on it and that is distracting. Plus, it seems as if you didn't work hard on your presentation, and it discredits your work. Always, always, always look it over and have someone else proofread it for you... from the first word to the last.



Images
· Use them to compliment, not to overwhelm - Images should only be used to convey information. No need to put images on everypage.

· Always use consistent and good quality images - Don't mix and match different genres of images. If you've bee using real life photo images throughout your presentation, don't just insert a clipart or drawing out of the blue. If you use images that are sketch designs, don't start using bright colored cartoon characters half way through your presentation. Choose your images effectively.

· Standardize the positioning - A good rule of thumb: Keep the positioning of your images in the same spot, and when you make a "critical turn" in your presentation, change the image positioning. Otherwise, don't change the positioning from one slide to another.

· Use a logo - This sort of gives your presentation an identity.

· Balance the slide - Try to position everything, possibly keeping everything centered in their own spot. Don't create lopsided slides.

· Max 2 graphics per slide - More graphics (images, charts, whatever) make the slide cluttered.



Audio
· Use only when necessary - One of the most interesting things about Powerpoint is that you an create multimedial presentations, which is great, except that you are tempted to use all of the sound effects available to you! Use multimedia when it is effective, and not for sound effects.

· Audio usually distracts! - No swooshing sounds, or bells or whistles. No clicks and no jingles.



Animation
· Consistent - I like to use the same type of animation throughout my presentation (usually it's something like slide in from bottom). Slide titles should always be present (no pop-ins), and then be consistant with the type of animation for your blocks of text. Don't mix and match: limit yourself to one, max two effects.

· Simple - No twirling, no bumping, no roller coaster rides.

· To specify relationships - Sometimes, however, more complex animations may be effectively used to specify relationships between elements on your slide. In that case, go ahead, give it a try, but always ask yourself: is this simple enough, or will it distract my audience? is it necessary?



Performance
· Test your presentation - Be sure to test drive your presentation to make sure all the effects, the typography and everything is smooth. Once you've tweaked your Powerpoint presentation, and your oral presentation, try it out with a friend and see what she says: are you clear? are you talking to the audience or paying too much attention to your slides?

· Print it, put it on the floor, check it out - Since many of you will not have the possibility to test your presentation with a projector, you can test to see if your presentation is readable or not by printing the slides on single sheets of paper, putting them on the floor, and try reading them from standing upright.

· Distance yourself 2m to see if it is leggible - Similar to the previous point, distance yourself 2 meters or about 6 ft from your screen.

· Time your presentation - This should be a no-brainer, yet it seems to be the one most presenters tend to forget. If you've been allotted 20 minutes, test drive your presentation to be sure you can say everything you want within those 20 minutes.

· Do not read the slides - While you're presenting, your slides should only inform you about what you will be talking about. If you right full phrases, you're going to tend to want to read off the slides. You will want to use what is written as a reminder of the details you will be wanting to say.

· Do not speak to the slides - Don't turn your shoulders to the audience. Usually you will be able to read off the computer you have in front of you from which the presentaion is projected. Look towards the audience so your voice projects towards them, and they don't feel like you're talking to yourself.

· Do not apologize for your slides - Don't say, "I'm sorry this slide has so much text" or "Unfortunately I couldn't find better graphics". Bullshit. You've had plenty of time to prepare your presentation (unless they've asked you the very same morning), and if you've gotten to this point, then you should know a little more about how to make an effective presentation.
Paint

Introduction to "Paint" - The Simplest Graphics Tool
"Paint" is probably the simplest graphics tool available on a Windows system. Although Paint is not very sophisticated, like the Notepad text editor, you may get stuck someplace where you need to do graphics editing and all that is avaiable is Paint.  

In addition, the features of Paint are included in most graphics editing programs in more sophisticated form, so learning Paint is a good introduction to other graphics editing programs
It is very simple, but good enough to handle tasks of creating and editing computer graphics files with the following features: 

· Support multiple graphics file formats, including BMP, JPEG, and GIF. 

· Support monochrome and color graphics up to 16M (24-bit) colors. 

· Support graphics rotating and flipping. 

· Support graphics stretching and skewing. 

· Support a number of interesting editing tools: Free-Form Select, Fill with Color, Pick Color, Magnifier, Brush, Airbrush, Text, Line, Curve, Polygon, Ellipse, Rounded Rectangle, etc. 
General Information

Microsoft Paint is the default application for processing Windows bitmap files. Bitmaps are one form of graphics commonly used on computers (most background images you see are bitmaps). They are generally too large for use on the internet, however. 
The default file extension of a bitmap file is .bmp. If you see a file that ends with that, it is a bitmap image. Apart from creating new drawings, paint can also be used for editing pictures. It can be an important program for hubbers who want to edit pictures to use for illustrating purposes in their hubs. For example, I capture screen shots using the print screen and paste them in paint. Then, from there, I modify them before using them for my hubs. You can check on this hub of a fellow hubber on how to edit photos using Ms paint.

The drawings you make can be printed, e-mailed to your friends, used as a desktop background, copied to another document, and sold for a profit not to mention a host of other uses.
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Note: If you are using windows 7 or other advanced operating systems, you will find a much more improved paint.
At the very top, we have the title bar written untitled – Paint. Once you save your file, the name untitled will be replaced by the name you are going to assign your drawing.
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Menu bar
It consists of the following menus

1. File menu – For creating a new file, saving, printing, setting as desktop background, etc.

2. Edit menu – For undoing, redoing, copying, pasting, etc.

3. View menu – For displaying tool box, colour box, status bar, text toolbar, zooming and viewing bitmap.

4. Image – This menu is used for flipping, stretching, inverting colours among others.

5. Colours – You can use this menu for editing colours.

6. Help menu – This provides comprehensive help about the paint program.

The tool box
The tool box is very useful because it contains the tools you will use in order to come up with your drawing. It contains the following tools:-

1. Free-form select and select tool – for selecting a specific object which then you can copy and paste in another location, or you can opt to delete that selection.

2. Eraser/colour eraser – this is for erasing your drawing or the colour you have applied.

3. Pick colour – this picks a specific colour you want and makes it the active colour, meaning that whatever you do next will have that colour.

4. Pencil – you will use it for drawing.

5. Airbrush – for spraying your object with colour.

6. Line tool – for drawing a line. To make your line straight, hold down the shift key and then drag your mouse holding the left button. Select the thickness of the line below the toolbox.

7. Rectangle tool – for making rectangles. You can also draw a square by holding the shift key.

8. Ellipse – for drawing an ellipse, you can also draw a perfect circle by holding the shift key before you start dragging your mouse.

9. Fill with colour – as the name suggests, you use this tool to fill an object with colour at once.

10. Magnifier – this is a zoom tool, you can use to magnify a part of your drawing.

11. Brush – use this for painting, just like you would paint your house.

12. Text – you will use this for entering text.

13. Curve tool – for drawing a curve.

14. Polygon tool – for drawing a polygon but still you can draw a lot of other objects.

15. Rounded rectangle – this tool helps you to draw a rectangle with rounded corners.

The colour box
The colour box contains the colours that you will use for painting your drawings.

Having known the tools used in paint, it is time to come up with a drawing. Open paint and think of something to draw. It is only by a lot of practicing that you can make yourself perfect.

Setting your drawing as the desktop background
After drawing, make sure you save your work. To set your drawing as the desktop background, click on file set as desktop background. Try both centered and tiled to see which one you like.

