Computer System

Lecture thirteen

Microsoft Word

Prepared By
M.Sc. Abd Ali Hussein

2016-2017



Outline

1. Objectives.

2. The Review Tab of MS-Word 2007 .
3. The Proofing Group of Review Tab.
4. The Comments group of Review Tab .
5. The Tracking group of Review Tab.
6. The Changes group of Review Tab.

7. The Compare group of Review Tab.
8. The Protect group of Review Tab.



Objectives

1. Explain The Review Tab of MS-Word 2007.

2. Illustrate The Proofing Group of Review Tab.
3. Explain The Comments group of Review Tab.
4. Explain The Tracking group of Review Tab.
5. Explain The Changes group of Review Tab.

6. Illustrate The Compare group of Review Tab.
7. Illustrate The Protect group of Review Tab.
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The Review Tab of MS-Word 2007 @i

‘0 The Review tab groups contain the commands most commonly
associated with documents which are shared or being prepared for
publication. This tab includes these groups :-

1)-Proofing group. 2)-Comments group. 4)-Tracking group.
5)-Changes group. 6)- Compare group.  7)- Protect group.
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Inthe last few years, instead of hiring full time employees, Company X has made an effort to
hire more independent contractors (consultants). As a result, this helps offset high costs of
health and employee benefits. This shift in recruiting has created a demand on the IT
infrastructure including department processes and procedures that are not being followed
properly. This has had a negative effect on security policies in the DMS (data management
system) department. | have identified two areas on vulnerability as it relates to database
management systems:

, 1. The first one deals with patches and security updates on the database servers especially

on the Windows OS. In the past we had more leeway in the maintenance window. Once
a month we were able to take the servers offline for a few hours and apply the critical

F updates and patches. Also this procedure was automated for the most part. With the
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The Proofing Group of Review Tab

U The main function of each option in proofing group is:-

1)-Spelling and grammar - This tool (option) is used for checking
the spelling and grammar of your document.

2)-Research - This tool is used to search through reference materials,
such as dictionaries, encyclopedias, and translational services.

3)-Translate - This command is for translating selected text into a
different language.

4)- Thesaurus - This feature helps us find synonyms and also
antonyms of any specific word.

5)-Word count - use this tool to find out the number of words,
characters, paragraphs, and lines in your document.

Note :- Word count is also found on the status bar at the bottom
of the window.
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O Notice that it found an incorrectly spelled word, (procedur which has red line
under it). we can either click on Change button if you would like to accept the
suggestion made by Microsoft Word. Otherwise you can ignore it if you think the
word is OK as it is. (Ol



The Proofing Group Review Tab

O The Research command :- for example, the word (authentication)

as shown in the figure below:-
1)-Select this word (authentication) and,
2)- click on Research icon,

3)- This will launch the Dictionary feature as shown in the right side of

the document. It was able to find the word with
pronunciation and also the meaning for you to review.
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The Proofing Group of Review Tab

J The Thesaurus helps us to find synonyms and also antonyms of any
specific word. In our example it found a list of synonyms for
authentication as shown on the right side in the figure below. We are
going to select (Certification) and select (Insert). This helps us if we
use the same words over and over again.
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The Proofing Group of Review Tab @i

J In the Word Count feature. This lets us find the number of characters,
words, paragraphs and lines in the document. This is a pretty useful ———
feature if we are working on a term research paper where we have to stay
within a certain number of words or pages.

¢4 Translation ScreenTip ~ Lj _J —J _J
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: s Delete Previous Next
a23) Word Count Comment -

Comments

j Word Count

Find out the number of words,
characters, paragraphs, and lines
|I in the document.
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You can also find the word count
in the status bar at the bottom of
the window.




The Comments group of Review Tab  (\wi

J Comments group :- If we are sharing on a document with other team
members or on a project report, the Comments feature can be a true
lifesaver. In the following, we have added a comment that is shown in
red. Notice that it used my initials (name of my computer) and a number
right before the actual comment. As the other team members and
comments, the application will use different colors. This helps to keep all
the comments organized from different authors.

] Also , we can see another options in this group which can be used to
Delete Comments or moving to Previous Comments or Next Comments ..

u -~ i gt I - I }"" 23 2% Final Showing Markup - ‘:“Q\.‘,\ ff?‘ P ]

| - : -] Show Markup = ] —
e let Er Flewxt T L Ballo - t B t Co
:n'{ -r‘c € evioui = Cn;r:;f: ) 3 'onm E Revicwing Pane - E'E-l.'p l.'j‘l."l: ) Mext "“_p""'
Comment: I Tra<iing Changei Compare
X "
I -
is topic, | was able to found a wealth of information on it H one Comment [k1]: | would likets seea book
here instead of a website
i Y

Vindows Software Update Server. It is designed o automate the
ig Microsoft Windows operaling system and some Office paltches

g the Automatic Updates applet already present on all Windows
f many machines at UVa all going fo the Microsoft website to



The Tracking group of Review Tab @__
A It group which is the Track changes group. We can ecasily manage
additions, deletion, any comments and formatting changes in an efficient
manner using this feature.
J We can see list of options from click on the down button to change name
user or track changes option and so on .
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Track Changes (Ctrl+Shift+E)

Track all changes made to the
document, including insertions,
deletions, and formatting changes




The Changes group of Review Tab @i

 The changes group allows us to accept, reject, and navigate
among tracked changes to the document.
d We can show many options in this group as flow:-

» Accept option.
» Reject option.
» Previous option.
» Next option.
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The Compare group of Review Tab Wi

- (-
O At times, it is necessary to review = : -
different versions off the same % E &) Previous : _?_1:' =
document especially if there are - :
several people working on it at the Acept Reject 9) jegt show Source | Protect
same time ' > Documents * | Document *
Changes Compare Protect

O In MS-Word 2007, we can alsouse ¢ -+« |« . 3
the Compare feature to combine | :
multiple versions of the same .

document.

' | Compare

Compare or combine multiple
versions of a document.

@) Press F1 for more help.

0 Let us take this example to r
compare two Course Syllabi. We | (ompare Documents 0 e

select the Compare command

which launches a dialog box as Qrignal doament . ._ Revised document | q
shown below. We select the Sanple Sylabus versonLdoo v (5 | (SIRESEETECTOANISN v| (7

original document in the left ||y | Label changes Wh Kachiioney

side and the revised document

on the right side and then click -

on OK.. e o || oncd |




The Compare group of Review Tab

U This will compare the two versions. Not only will it show all

the differences between the two versions, but also display a
summary on the left side as shown below .
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Font: 12 pt

- ¥ou will create tables using
Table Design View, append
records to a table, work with
gueries and wizards, and leamn

about database management

[ Inserted KashMoney |

[Formatted KashMoney |
Font: 12 pt

| Formatted KashMoney |
Font: 12 pt

| Deleted KashMoney |
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Course Syllabus

Instructor. Jear-Beslohn Sandoz
Course Description

In this course vou will explore
Microsoft Access 2007, You will open,
navigate, and close database objects;
view forms and reports; and ook at
queries. You will add records to a table
using the datasheet and a form and use
a database to sort, delete, edit, and
filter records. Y ou will design and
create vour own darabase, generate
reports, create gqueries, and build a table
from an Excel worksheet—¥ou—will
EFeate thl5 “5‘!“5 Iahl: Qtsl‘;‘ "']I‘“-
database-mapagement_. Finallv, vou will
modify table structures, set Lookup
fields and field properties, and analvze
and document a database

Class Meetings

from

Course Syllabus

Instructor: John Sandoz
Course Description

I this course vou will explore
Microsoft Access 2007, Y ou will
open, navigate, and close database
objects; view forms and reports; and
look at guerdes. You will add records
to a table using the datasheet and a
form and use a database to sort,
delete, edir, and filter records. You
will design and create your own
database, generate reports, create
queries, and build a table from an
Excel worksheet.. Finally, vou will
modify table structures, set Lookup
fields and field properties, and
analvze and document a database.

Class Meetings

We will have xx class meetings from
[Month & day] to [Month & day]. The
class meets from 6:00 PM o 900 PM,
in room xxx.




The Protect group of Review Tab Wi
.
O To protect a document from editing. This option will limit others from
making certain types of editing or formatting changes to the document. we
can select the Protect Document option under the Protect group. = &
O This will give us :- soai
» The Restrict Formatting and Editing dialog box as shown below. then e
» We will select the editing restrictions option ( that is NO. 2) and then
» click on Yes, start forcing protection option.
Restrict Formatting and Editing v x
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1. Formatting restrictions
[T Limit formatting to & selection of styles
Settings,..
[#] adlow only this type of editing in the document:
No changes (Read only) [ =]

Exceptions (optional)

Select parts of the document and choose users who are allowed
to freety edit them.

[ |[Everyone 1~ ]

3. Start enforcement
Are you ready to apply these settings? (You can turn them off later)
ﬁ Yes, Start Enforcing Protection |
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The Protect group of Review Tab @i

» From Start Enforcing Production
dialog box , we will ( Start Enforcing Protection
> select password option, T
> Enter new password, and @ Password
> Reenter password to confrim (The document is not encrypted. Malicious users can edit the

fie and remove the password.)
Enter new password (optional)] seesse
Reenter password to confirm ;llliilt
(Authenticated owners can remove document protection. The
document is enarypted and Restricted Access is enabled.)

Lok [ conel |

> click OK. |
U Now your document is protected by this |
password.

A

d To remove the protection from the document, we must have this password to be
entered it in the dialog box as shown and then click on OK

Unprotect Document I EZEr=S=h
Password:
L OK ] Cancel
| . il
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Windows 7




