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Working with Word Processors
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Learning Goals

Explain how word processors support writing.

Use file, editing and formatting tools accurately.

Plan, create, edit, check and publish for an audience.
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What Is a Word Processor?

A word processor is a digital tool for creating and changing text.

It can combine words, images, captions and links.

Examples include Microsoft Word and Google Docs.
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Choose the Right Tool

Use a word processor for reports, stories, notices and letters.

Use presentation software when ideas belong on slides.

Use a spreadsheet when numbers and formulas are the main focus.
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The Publishing Cycle

PLAN purpose and audience • CREATE a draft

EDIT meaning and wording • CHECK accuracy and layout

PUBLISH by saving, exporting, sharing or submitting
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Meet the Workspace

Toolbar or ribbon: commands

Cursor: where typing appears

Document area: your page

Status bar: page and word information

PREVIEW



File Actions

New creates a blank file. Open finds an existing file.

Save keeps changes. Save As makes a named copy.

Print or Export creates a shareable final version.
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Useful File Names and Folders

A useful name tells what the file is and which version it is.

Example: Book_Swap_Notice_Final

Store related files in one clearly named folder.
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Shortcuts Save Time

Mac uses Command (⌘). Windows uses Control (Ctrl).

Save S • Copy C • Cut X • Paste V • Undo Z

Select All A • Bold B • Print P
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Copy, Cut and Paste

Copy duplicates selected content. Cut removes and stores it.

Paste places stored content at the cursor.

Select first, use the command, then check the result.
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Undo and Redo

Undo reverses the most recent action.

Redo repeats an action you just undid.

Use them one step at a time and check your page.
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Formatting for Meaning

Make headings larger than body text.

Use one or two readable fonts consistently.

Bold important details; avoid decorating every word.
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Paragraph Tools

Left alignment is easiest for most body text.

Bullets help readers scan lists.

Paragraph breaks group related ideas and add white space.
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Spelling, Grammar and 
Synonyms

Spell check flags possible errors—it does not decide for you.

Grammar tools suggest changes; read every suggestion.

Use a thesaurus for a precise synonym, then check its meaning.
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Insert a Useful Image

Choose a visual that adds information.

Resize it without stretching and place it near related text.

Write a caption explaining what the reader should notice.
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Add a Link and Record the 
Source

A hyperlink connects text or an object to another location.

Use descriptive linked words, not only “click here”.

Test the link and record the image or information source.
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Choose Page Orientation

Portrait is taller than it is wide; it suits letters and notices.

Landscape is wider than it is tall; it suits broad tables or diagrams.

Choose orientation before arranging the page.
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Purpose and Audience

Audience affects vocabulary, detail, font size and visual choices.

Purpose may be to entertain, inform or persuade.

Every choice should help the reader understand or act.
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Mini Publishing Challenge

Create a one-page notice for your school community.

Include a clear heading, linked facts, a useful visual and caption.

Edit in three passes: meaning, accuracy, then design.
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Well Done!
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Working with Word Processors Quiz
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Question 1

Which tool is best for a one-page community notice?

A. Spreadsheet

B. Word processor

C. Music editor

D. Calculator
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Answer 1

B. Word processor

It is designed for creating, editing, formatting and publishing text with visual features.
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Question 2 — True or False

Paste usually uses Command + P on a Mac or Control + P on Windows.
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Answer 2

False.

Paste uses Command + V or Control + V.

Command + P or Control + P is usually Print.
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Question 3 — Short Answer

Name two checks you should complete before publishing a document.
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Answer 3

Possible answers include checking meaning, spelling, punctuation, links, image sources, 

layout, file name or the final saved file.
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Question 4

How should you move a paragraph without leaving a duplicate?

A. Copy, then Paste

B. Cut, then Paste

C. Print

D. Save As

PREVIEW



Answer 4

B. Cut, then Paste

Cut removes and stores the selected paragraph. Paste places it in the new location.
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Question 5 — True or False

Every spell-check suggestion is automatically correct.

PREVIEW



Answer 5

False.

Spell check flags possibilities. The writer must read each suggestion and decide whether it 

fits the sentence.
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Question 6 — Short Answer

What is the difference between Copy and Cut?
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Answer 6

Copy duplicates selected content and keeps the original in place.

Cut removes selected content while storing it for pasting.
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Question 7

Which layout is easiest to read?

A. Tiny decorative fonts everywhere

B. One long centred paragraph

C. Clear heading, left-aligned body and subheadings

D. Every line in bold
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Answer 7

C. Clear heading, left-aligned body and subheadings

This creates a useful visual hierarchy and a clear reading order.
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Question 8 — True or False

A visual feature should add meaning, not only decorate the page.
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Answer 8

True.

A useful image, diagram or icon helps the audience understand important information.
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Question 9 — Short Answer

Give a specific, sensible file name for a final community book-swap notice.
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Answer 9

Example: Book_Swap_Notice_Final

A useful file name identifies the content and version clearly.
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Question 10

Which sequence shows a strong publishing workflow?

A. Publish → Plan → Edit → Create → Check

B. Create → Check → Plan → Publish → Edit

C. Plan → Create → Edit → Check → Publish

D. Edit → Publish → Plan → Check → Create

PREVIEW



Answer 10

C. Plan → Create → Edit → Check → Publish

The steps build a purposeful, accurate and readable final text.
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Well Done!

PREVIEW

https://sukindi.com.au

