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This tutorial is based on
using the Menus, not the
floating palettes. If you are
more comfortable with the
floating palettes, by all means
use them.

Creating a
Newsletter

Here are some tips on
creating a newsletter.

A side from basic Word
Skills there are a few
things you need to
known. they are: using
headers, using columns}

putting borders 4

text a 1Ccs

er
Y header in the
vie ¢Click on View

to Header and

ﬁ . [t will instantly put you
iprthe header or you can scroll
to the Footer. You can use all
the standard word formatting
option and also insert graphics
and put a boarder around| v+~

the text.
L J

Columns

You can add Columns
easily to your newsletter.
You will find this option

A
N

in the Format Menu.

1. Click on Format and
drag to Columns.

2. Choose one of the
presets (One, Two,
Three, Left, Right).

3. Click on the Line
Between option if
want a line betweenghe'

columns.

To apply a boarder to whole
document:
1. Click on Format drag
to boarder and shading.
2. Click on the page
Boarder Tab
3. Choose your setting.
style, Color, Width etc.
4. Click OK.
5. Experiment with other
options.

Applying a
Border
to Text

1. Hi-light the text you
want the border around.

2. Click on Format, drag
to Boarders and
Shading.

1

the N
pW Sws hzﬁ .

Click on the Bord'ef:rs‘I .

Applying a
Border
to a Picture

Insert the picture
Turn on the text wrap
Click on the picture
(you should see
handles)

Click on the Format
Menu . Drag to
Picture or Object
Click on the colors
and Lines tab .
Select a Color,
Dashed, Size and
Weight.

Experiment with other
options.
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<html>
<head>
<title>My Website</title>

</head>
<body>
Welcome to my first web page.
</body>
</html>
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<html>
<head>
<title>My Website</title>
</head>
<body>
<h1>Evolution of Computer</hl>
<p>The computers which we see today are modern shape of com
puters which has been evolved in centuries. The evolution of comput
ers is generally divided in three eras.</p>
<h2>Mechanical Era (Dark Age)</h2>
<p>
Men has been trying to invent machines that can solve
athematical problems. In mechanical era, human became successful to
make simple machine that can help performing simple arithmetic ope
ration, in other words computing. These machines were manually oper
ated since the electricity was not invented.
<br>
<b>Some of the important machine of this era are: </b>
<br>
<i>Abacus, Napier's bones (1612 AD), Slide Rule (1622 A
D), etc.</i>
</p>
</body>
</html>
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Evolution of Computer
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The computers which we see today are modemn shape of computers which has been evolved in centuries. The evolution of computers is generally divided in
three era.

Mechanical Era (Dark Age)

Men has been trying to invent machines that can solve mathematical problems. In mechanical era, human became successful to make simple machine that
can help performing simple arithmetic operation, in other words computing. These machines were manually operated since the electricity was not invented.
Some of the important machine of this era are:

Abacus, Napier's bones (1612 AD), Slide Rule (1622 AD), etc.
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B MyWebsis 1 [ - B % 11 <h5>Commonly used components of
(o & w/Cyexampletml X Microsoft Office</h5>
<ul>
Commonly used components of Microsoft Office <li>W0r‘d</li>
* Word <li>Excel</1i>
* Excel <li>PowerPoint</1i>
* PowerPoint . .
Sy <li>Access</1i>
</ul>
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[ £ filey//Crenample his e o || h5>
<ol>
g <li>Text Editor</1i>
1. Text Editor <li>New File</1li>
2. New File <1i>HTML codes</1i>
3. HTML codes . .
4. Sk Ml <li>Save as .html</1li>
</ul>
Q v
S Oyl posd  6.4.3
ol Sl sl bensd s JSJ . A 5 e ol il o i S
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<dl>

<dt>Operating System</dt>

<dd>An Operating System is software which performs all the basic
tasks like boots the computer, file management, memory management,
process management, and controlling peripheral devices such as hard

disk, printer, etc.</dd>
</dl>
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Operating System
An Operating System is software which performs all the basic tasks like boots the
computer, file management, memory management, process management, and
controlling peripheral devices such as hard disk, printer, etc.
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(] S fibeyfClexampleh i <o [ f<ul>
<1li>Twisted Pair Cable
Guided Medis <ul>
« Twisted Pair Cable <li>Unshielded Twisted Pair</li>
¢ Unshielded Twisted Pair <li>Shielded Twisted Pair</1i>
= Shielded Twisted Pair
+ Coaxial Cable </ul>
+ Fiber Optical Cable </1i>
<:$ <li>Coaxial Cable</1li>
<li>Fiber Optical Cable</1li>
</ul>
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Attribute | Value Description
src WLRL |Defines the source or reference of the image file.
) Syntax: <img src=“image.jpg”>

v

text |Defines alternate text for the image.

Syntax:<img src=“image.jpg” alt=“Introduction”>
width pixels |Defines the display width of the image.

Syntax: <img src=“image.jpg” width="300">
height pixels |[Defines the display height of the image.

Syntax: <img src=“image.jpg” height="120">
border pixels |Defines the width of the border to be displayed
around the image. (This attribute is supported till
version 4.1 of HTML).

Syntax: <img src=“image.jpg” border=“2">




<img src="bridge.jpg" alt="Bridge" width="600"> Jt’«
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<pid="“navigate”>Senduser here on click</p>:J e

<a href=“#navigate”>Go tothelinked paragraph</a>

Attribute Value Description

href URL Specifies .the URL or section id of the
page the link goes to.

Specifies the name of an anchor. This

name Section Name attribute works till version 4.1 of HTML.
_blank :
_parent : _self: | Specifies where to open the linked
target
_top: document.
framename
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Table Attribute Qguu vl Jedy 6.7.4

AN

Attribute Value Description
alien Lif; ter Specifies the alignment
g right " | according to surrounding text
width pixels : % | Specifies the width of a taﬁ]{ }J
Enables or disables the b ound the
border lorO table. &‘@‘
. . Specifies the spal een the edge of
cellpadding| pixels cell and the é\) N
cellspacing]| pixels Specifies ﬂ@\p\g’e 'between cells.

All the above attributes are supp% \ﬁ{smn 4.1 of HTML.

@o Cell Attribute u%).gtd,‘w 6.7.5

Attribute Value Description
align < : Spemﬁes the alignment of the content
inside the cell.
ign middle Vertically aligns the content in a cell.

1 bottom
baseline
o Specifies the number of columns a cell
colspan number .
should merge into.
Sets the number of rows a cell should
merge into.

All the above attributes are supported till version 4.1 of HTML.

rowspan number




<h5>Minimum Requirements for Windows</h5>
<table width="100%" border="1" cellspacing="5" cellpadding="5">
<tr>
<th>Component</th>
<th>Requirement</th>
</tr>
<tr>
<td>Processor:</td>
<td>1GHz (Minimum 1 Gegahertz)</td>
</tr>
<tr>
<td>Memory:</td>
<td>1GB for 32-bit or 2GB for 64-bit d>
</tr>
<tr> o
<td>Storage:</td>

<td>32GB Free Space</td>
</tr>
<tr>
<td>Graphics Card:<
<td>DirectX 9 or T WDDM 1.0 driver</td>

</tr>
<tr>
<td>Display:

<td>800 e tion</td>
</tr>
</taplpx
WV
(k :
] a,EMyWEbGiN >(_-|- W b o %
O & B filesiiTexarmghe hirml o = L o=

Minimum Requirements for Windons

| Camponent I Requirement |
| Processor: || 1GHz (Minimum | Gegaherz) |
| Memory: || 1GB for 32-bit or 2GB for 64-bit ]
|5mmgt |33GEFﬁfSput |
| Graphics Card: || Dicecix 9 or later with WDDM 1.0 driver ]

|

| Display: | | S00m600 resolution
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A
Attribute Value Description

src URL esythe URL of the page which
/D \ be displayed in the frame.

marginheight | pixels k(‘ dafines top and bottom spaces of a
P ame.
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