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Preface

About this Collection

Word Processing Essentials

Word Processing Essentials is a collection of modules to teach or refresh skills for Microsoft Word. The
intended audience is anyone needing to create a simple term or research paper for a high school or college
course.

The collection was designed by Kenneth Leroy Busbee; however the modules in the collection were
authored by students enrolled in a BCIS1405 — Business Computer Applications course at the Community
College of Qatar (CCQ) during the Fall 2010 term.

Collection Contents

The collection has a preface module followed by five sections with topics ordered in a sequence that follows
the production of a term /research paper. The sections are:

Preliminaries
Typing
Improving
Printing
Appendix

Professional Encouragement

This project provided the students with the following supplemental experiences which all college graduates
should encounter:

1.

Student Service Learning — Many of the students at CCQ will start their college education in a
phase of English as a Second Language (ESL). As students progress, they will have writing assignments
that include a simple research papers. Faculty teaching ESL courses need appropriate materials to
help students use word processing application software to complete their assignments. The need being
established, having more mature students serve other students by preparing educational materials is
an excellent service project.

. Team Work — All college graduates will work in many teams during their professional careers. Cre-

ating this collection as a team, helped students see the importance that collaborative efforts play in
their futures.

Open Educational Resources (OER) — Electronic communication, specifically the internet, means
we live in an ever shrinking world. Part of that world is freely sharing their efforts with others. Exposing
students to one of the world’s leading OER repositories, Connexions, enhances their understanding of
this important part of education, research and publishing.

LThis content is available online at <http://cnx.org/content/m36055/1.5/>.



4. Writing Across the Curriculum — The concept is dated, but still important. Using their English
writing skills, students now see the importance of clear written communication. Their efforts are not
being graded by an English teacher, but by all who will read their published materials.

College professors and others considering a group project involving the creation of OER materials are en-
couraged you to become a Connexions author of at least a dozen modules and one collection. Consider the
following links:

Understanding the Vision of Connexions — Link: http://cnx.org/content /col11187 /latest />

Authoring Connexions Modules using Microsoft Word Documents - Link:
http://cnx.org/content /col11154 /latest /3
e Ideas and Tools for Improving Connexions Modules and Collections —  Link:

http://cnx.org/content /col11184 /latest /4

About Connexions

Connexions Modular Content

Connexions http://cnx.org® is an online, open access educational resource dedicated to providing high
quality learning materials free online, free in printable PDF format, free as an EPUB download, and at
low cost in bound volumes through print-on-demand publishing. This collection is one of many collections
available to Connexions users. Each collection is composed of a number of re-usable learning modules
written in the Connexions XML markup language. Each module may also be re-used (or ’re-purposed’) as
part of other collections and may be used outside of Connexions.

Re-use and Customization

The Creative Commons (CC) Attribution license® applies to all Connexions modules. Under this license,
any Connexions module may be used or modified for any purpose as long as proper attribution to the
original author(s) is maintained. Connexions’ authoring tools make re-use (or re-purposing) easy. Therefore,
instructors anywhere are permitted to create customized versions of this collection/textbook by editing
modules, deleting unneeded modules, and adding their own supplementary modules. Connexions’ authoring
tools keep track of these changes and maintain the CC license’s required attribution to the original authors.
This process creates a new collection that can be viewed online, downloaded as an EPUB, downloaded as a
single PDF file, or ordered in any quantity by instructors and students as a low-cost printed textbook.

Read the book online, download the EPUB, print the PDF, or buy a copy of
the book.

To browse this collection online, visit the collection home page. You will then have four options:

1. You may view the collection modules on-line by clicking on the “Start > link, which takes you to the
first module in the collection. You can then navigate through the subsequent modules by using their
“Next >” and “Previous > links to move forward and backward in the collection. You can jump to
any module in the collection by clicking on that module’s title in the “Collection Contents” box on the
left side of the window. If these contents are hidden, make them visible by clicking on “[show table of
contents]”.

2Understanding the Vision of Connexions <http://cnx.org/content/col11187/latest/>

3 Authoring Connexions Modules using Microsoft Word Documents <http://cnx.org/content/col11154/latest />
4Ideas and Tools for Improving Connexions Modules and Collections <http://cnx.org/content/col11184/latest />
Shttp://cnx.org/

6http://creativecommons.org/licenses,/by/3.0/



. You may obtain a PDF of the entire textbook to print or view offline by clicking on the “Download”
menu item.

. You may download the entire textbook as an EPUB by clicking on the “Download” menu item.

. You may order a bound copy of the collection (for a reasonable printing and shipping fee) by clicking
on the “Order printed collection” button.






Chapter 1

Preliminaries

1.1 Files Management'

1.1.1 Usb Drive:

Usb drive can be used for storing file and folders, it can be used for backing up files, and it is Easy to share
and travel with.

e You can find the USB Drive in my computer in start.
e You will find it under Devices with removable storage.
e You can rename the USB Drive by clicking the right side of the mouse.

I This content is available online at <http://cnx.org/content/m36246,1.1/>.
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1.1.2 To create a folder in the USB Drive:

Folders can be created in Documents and in the Desktop, with creating folders you can create a folder within

the folder that’s called “Subfolders”.

e Start my computer.
e Double-Click on the removable disk

e Right click on the empty space find the word “New” — find the word “Folder”.
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1.1.3 To save fills in the folder USB Drive:

Saving files is very easy, you can save files anywhere in the computer, you can rename the file; change the
saving location of the file, and save it in a Different type.

Press the “office button”.

Click on “Save as”.

Type the file name.

Change the location of the file anywhere on the computer

Click “Save”.
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1.2 Undo Command’

The undo command is used to quickly undo any recent key strokes. It is used when mistakes occur and
the user wishes to undo it. For example when a user was typing some text then suddenly it disappears
through pressing the wrong key, the easiest way to retrieve the data is through the undo command. The
undo command is located next to the save button.

2This content is available online at <http://cnx.org/content/m36244/1.1/>.
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As shown in the image above you will have to press the undo command to commence undoing.
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Chapter 2
Typing

2.1 Paragraph Concept’

2.1.1 Word Wrap

Word wrap is the feature of breaking lines between and not within words, except when a single word is
longer than a line. So, when your line is full of text, the word processor automatically jumps to the next line.
Sometime, the text may wrap in an unwanted location. To make the reading easier, you need to proofread
word wrapping location and insert special characters. Two things to be concerned with are how to control
word wrapping with nonbreaking hyphens and nonbreaking spaces?

e Insert Nonbreaking Hyphens

If there is a word with hyphen at the end of a line, the first word and the hyphen may appear on the first
line, and the second word will be in the next line. So, to keep word with hyphen together, replace the regular
hyphen with a nonbreaking hyphen. A nonbreaking hyphen prevents the word with hyphen from becoming
separated at the hyphen. To insert a nonbreaking hyphen, press Ctrl4-Shift+Hyphen.

e Insert Nonbreaking Spaces

Sometimes text willwrap to the next line if a word does not fit at the end of the line, so some words should
be kept together for improved readability. To prevent words from separating due to the word-wrap feature,
you can insert a nonbreaking space. To insert a nonbreaking space, press Ctrl+Shift+Spacebar between the
two words that you want to keep together.

LThis content is available online at <http://cnx.org/content/m36218/1.1/>.

11



12 CHAPTER 2. TYPING

®
; #ﬁr«-
wadEalmndsa cDdEe cDdEe ﬂhe “cDdEe | bCcDdEe | =

Date word-wraps
frem month

3, Repiace
= .

A EE A5 T Shomal |1NoSpac. Headingl Heading?  Tbe  Sublite  SubtieEm. - Change

& u=r) a1 a hg 9 T yere | et |

& Faragreph i styies G| Ediing |

S T R T R T T T A TN S I O e

Examplewithb ut Nonbreaking hyphen and spaces: Date word-wraps
at the hyphen
Prince William and Kate Middleton will marry on April
— — =29atWestminster Abbey, Clarence House has
announced.

The prince's private secretary, Jamie Lowther-Pinkerton, said
the couple chose the Abbey for its "staggering beauty”, 1,000- = = =
year royal history and its feeling of intimacy despite its size.

Nonbreaking
space keeps
words together

Example using Nonbreaking hyphen and spaces:

Prince William and Kate Middleton will marryon
Fpf29 at Westminster Abbey, Clarence House has
announced.

The prince's private secretary, Jamie Lowther-Pinkerton, said

the couple chose the Abbey for its "staggering beauty”,
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Figure 2.1

2.1.2 Show/Hide spaces, return, and tabs

I cannot tell you how helpful using this feature can be. If you get used to working in Word with this feature
turned ON, you’ll keep yourself out of so much trouble! As you type text, Word inserts nonprinting marks
or symbols. To see these symbols click the Home tab, in the Paragraph group, click Show/Hide button that
look like a reversed “p”. When you click it you will see the different characters that show you there are
spaces, returns, and tabs on your text.
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2.2 Insert versus Overtype’

2.2.1 Insert

Insert means that you add text to the current text without replacing any single letter. For example, the
original sentence is “John is a good person”; if you insert “very” between “a” and “good”, the sentence will be
“John is a very good person”.

To insert a text:

Step 1 - Move the insertion point to the place you want to insert the text.

Step 2 - Type the text you want.

2.2.2 Overtype

Overtype means that you replace the current text with another text using the ‘Insert’ button on the keyboard.
For example, the original sentence is “John is a very good person” and you want to replace “good” with “nice”.

2This content is available online at <http://cnx.org/content/m36262/1.1/>.
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If you put the insertion point before “good” and type “nice”, the sentence will be “John is a very nice person”
not “John is a very nice good person”.

To overtype a text:

Step 1 - Be sure to activate the ‘Overtype option’. To do that , follow the instructions:
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Figure 2.3

Step 2 - To overtype the text, move the insertion point to the place you want to replace the text (before
the text); click the insert button (toggles from insert mode to overtype mode).
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Step 3 - Type the new text that will overtype the existing text. Hit the insert key to toggle off the
overtype and return to the insert mode.

2.3 Auto Correct and Auto Text®

2.3.1 AutoCorrect

Many people make mistakes while they are typing in the word. You will notice while you are typing your
misspelled words will automatically be corrected. Here are the steps to turn on the AutoCorrect.

1- Click on start button as shown, and then press word option.
2- Choose Proofing.

3- When you click on proofing click on AutoCorrect option.
4- At the last step here you can replace the incorrect word with the correct one you choose.

3This content is available online at <http://cnx.org/content/m36292/1.1/>.
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2.3.2 AutoText

Auto text is one way to complete your unfinished words in the word document, while are you typing specially
dates, time, and years you will notice that there is something popping to you like in the picture below as
shown to you. You can confirm that just by pressing ENTER.
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2.4 Spelling and Grammar Checker’

2.4.1 Spelling and Grammar Checker

Many students, especially ESL students, hope to write an academic essay, paper, or any academic writing
that is free of spelling or grammar mistakes. Sometimes when we revise our work, we might miss or cannot
recognize some of those mistakes, and for that reason, Microsoft Office Word has provided the world an
awesome feature called Spelling and Grammar Checker. Spelling and Grammar Checker helps you avoid
many common spelling and grammar errors in your word documents, and at the same time you may correct
some of them.

2.4.2 Types of Errors

There are three different wavy underline colors that have three different meanings: green, red, and blue; the
green wavy underline indicates grammatical error(s), the red wavy underline refers to spelling error(s), and

4This content is available online at <http://cnx.org/content/m36217/1.2/>.
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the blue wavy underline refers to contextual error(s).

CHAPTER 2. TYPING
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2.4.3 Auto Corrections

Microsoft Office Word has a feature that corrects some spelling errors automatically; for example, if you type
"teh" instead of "the", the word "teh" will be adjusted automatically to "the". However, the application
cannot correct or find all grammar mistakes, so you have to review your document thoroughly before
printing the final draft, and make sure that your document does not have any spelling, grammatical, or

contextual errors.

There are many methods to identify misspelled words or questionable grammar in your document: you
may print your document and give it to someone else to correct it using a marker, or you may read your

document aloud that helps you find some mistakes.

2.4.4 Using Spelling and Grammar Checker
To start Spelling and Grammar Checker, do the following steps:
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Then, choose the appropriate options. Once you finish, click the X button on the right top corner of the
Spelling and Grammar dialog box to close the dialog box.
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Chapter 3

Improving

3.1 Selecting Text and Applying Effects’
3.1.1 Selecting Text
If you want to select a text you have to:-

e Move insertion point to the word that you want to select
o left click in the mouse and select the wanted text

1 This content is available online at <http://cnx.org/content,/m36220/1.1/>.
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3.1.2 Applying Effects
If you want to apply effect in your text:-

e From the font box which is placed in home tab you can apply effects in your text such as, font, size,
bold, underlined, italic ...
e You have to select the text, and then press the icon that you desire.
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The explanations for these numbers are:-

Bold: to make your type apper like this.

Italic: to make your type face curve or (bend) to the right like this.
Underline: to make a line below your text Like this.

Strikethrough: to cross the text or make a line at the middle of the text.
Highlight color: to highlight a text.

Font color: to change the font color.

Font size: to change the text size.

Font: to change the font hand writing or style.

S I A

3.2 Styles’

All formatting in Microsoft Word is controlled by styles. A style is a set of formatting instructions. Word
applies the formatting instructions when you apply a style. Microsoft Word comes with dozens of built-in
styles.

2This content is available online at <http://cnx.org/content/m36247/1.1/>.
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Here are the steps of applying a style:
Step 1: Select the text.

CHAPTER 3. IMPROVING

You select the
paragraph by
pressingthe right-
diick of the mouse
and drag it all over
the paragraph.

Figure 3.3

Step 2: Apply the style: using the mouse.
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The results when choosing Heading 1:

Figure 3.4
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Figure 3.5

3.3 Using the Thesaurus®

B3 ——

BN . a2

201

What is a Thesaurus: A thesaurus is a reference work* that lists words grouped together according to
similarity of meaning (containing synonyms® and sometimes antonyms® ), in contrast to a dictionary” ,

which contains definitions® and pronunciations® .

3This content is available online at <http://cnx.org/content/m36213/1.2/>.
4http:/ /en.wikipedia.org/wiki/Reference work
Shttp://en.wikipedia.org/wiki/Synonyms
http://en.wikipedia.org/wiki/ Antonyms
"http://en.wikipedia.org/wiki/Dictionary
8http://en.wikipedia.org/wiki/Definitions
9http://en.wikipedia.org/wiki/Pronunciations



Figure 3.6

Here are the first basic steps on how to use the thesaurus.
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Figure 3.7

Here its explaining on when you have a paragraph written instead of typing the word in the search bar,
you can just click on the word you want to change.



Chapter 4

Printing

4.1 Title Page'

Most research papers have a title page (sometimes called a cover page). The slide below shows simple
instructions to make a title page.

LThis content is available online at <http://cnx.org/content/m36281,/1.1/>.
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2 Click the cover
page and the list
will appear.

3.Choose a style.

Page 1ol 1 Werds0| (5 e

Bleal o =]zl T

Figure 4.1

4.2 Headers and Footers®

Header and Footer are to insert whatever you need (such as page numbers, title, date...Etc.) into the
head (top) and the foot (bottom) of each page. However, the main purpose for the header and footer is to
add various scripts to track the access to the blog (such as Google. . .Etc.).

To create a header or a footer:

(1) Click the Insert tab.
(2) Click on the Header/Footer pop-down menu.

2This content is available online at <http://cnx.org/content/m36219/1.1/>.



You can choose the
header/footer design
you prefer from here .

Also, you can edit a
header/footer.

Figure 4.2

After you insert the header/footer, type in header or footer whatever you like. ..
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Figure 4.3

(1) You can insert page numbers as it shown in the picture above by choosing the design you like.

(2) Also, you can change the height of the Header/footer from the Position group as it shown in the
picture above.

(3) After finishing editing the header/footer, to exit click the (" Close Header and Footer", the red X
next to the Position group).

4.3 Citations with Footnotes or Endnotes’

Footnotes and endnotes make it easy to give credit to your sources or to add explanatory material. A
footnote appears at the end of the page, and the endnote appears at the end of the document. Footnotes
and endnotes are also used for additional information about a topic.

To insert footnote or endnote do the following as shown in figure below:

1. Place the pointer where you want to insert the reference note.
2. Go to the references tab.

3. In the Footnotes group, click Insert Footnote or Insert Endnote.
4. Type your text, and click back to the text.

3This content is available online at <http://cnx.org/content/m36291/1.1/>.
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Figure 4.4

Automatically, Word places footnotes at the end of each page and endnotes at the end of the document.

Footnotes and endnotes are both separated from the body text by a short horizontal line. Both footnotes
and endnotes contain a note reference mark in the body text to indicate that additional information as shown
in figures below. The footnote uses sequenced numerals (1, 2 ...) and the endnote uses sequenced Roman
numerals (i, ii...). If add or delete notes, numbers automatically modified.
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Home  nse  Pagelaut | Refeences | Maings  Review  View

B asre- AB" | metEnduote | D Q“‘"‘“?"‘."’-" 'i_;j Y Insert Tabie of Figures ’_j Y Insert Index E’ 3 Insest Table of Authorties
21 Y updateTanle Bhotfotnote | —Y  (splearn - —  HupasteTavie M Upate Indes ¥ upaate Tabie

Tabie of o Inset Mark Mark

Contents Factnote o Show Notes Citation = aF Cagtion 2 Crossef Entry Cation

| Ctations & Biblography Ciptioni

the brnt of the crash.  He suffered 2 permanent and sericus closed head injury (2 diffuse axonal
injury). The injury has reduced Adam’s level of function from that of 4.0 grade point average
(computer-science) student to the level of an average high school student.  Adam's projected loss
of eamings are between $24 and $2.8 million. This product Liability negligent assembly case
was filed on July 7, 2002 (over three vears ago). The Court set this maner for wial almost 12
ago. Atthattime, 2ll parties agreed to the wial setting of January 10, 2006.
Defendants” history of delay and ina before attorney Blanchard's withdrawl.

Through-out this case both defendants, BEN'S and ACCENT, have shown a pattem of

1Sge Exhibit 1, attached - Court's docket confirming case was set for trial on December 2, 2004.

delay and inactivity, including, butnotlimited to the followingillustrative examples:

Figure 4.5
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'Dr. John McTaggart; March 20, 2008 General Health Report
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Figure 4.6

Note text can be formatted as any other text. You can change its color, size, style, etc. You can easily
modify your notes simply by clicking inside the note and edit it. To delete note select its note reference
number in the text and press Delete.

Also you can modify it by clicking the Footnote and Endnote Dialog box launcher. Use the dialog box
launcher (a little box with an arrow) at the lower-right corner of the Footnotes group of the References tab.
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Figure 4.7

To convert the footnote to endnote or opposite, click on convert in the Footnote and Endnote Dialog box
launcher.
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5 Campbell BallowSlade, Form and Syle: Thal
Houghton Mifflin Company, 1990), 65.

© Bear Facts: Student Handbook 9697 (Missof)
Department of Residence Life and Services, 19

7 Students can start by looking at the “Bear Facts: Student Handbook 96/97" and at the same
time, refer to various books that deal with writing of papers and reports like the publication
“Form and Style: Theses, Reports, Term Papers” that was used as a reference in producing this
document, This document serves only 25 an overview and is notmeant toprovide 2 complete
nor comprehensive guide as to the comect waysto provide documentation to source materials.

Figure 4.8
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Home  Inset  Pagelayout | References | Maiings  Revew  View
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‘Campbell/Ballou/Siade, Form and Style: Theses, Reports, Term Popers (8 Edition, Boston: Houghton Mefflin
Campany, 1990}, 65.

= Campbell/Balfou/Sisde, Farm ond Style: Theses, Reports, Term Popers (B Edition, Boston: Houghton Mifflin
Comgany, 1990}, 65.

“Campbell/Ballgy/Slade, Form and Styfe: Theses, Reparts, Term Papers (8" Edition, Baston: Houghton Miffiin
Comgzny, 1990}, 65.

*Bear Focts: Student Handbook 56,97 [Missouri State: Office of Student Activities and the Department of
Residence Life and Services, 1996), 152-33. For more infoemation on Missouri State’s stance on plagiarism and
academic dishonesty, referto the handbook under the sections of Acodeme Palivies and Student Policies.

* Campbell BallowSlade, Form and Style: Theses, Reports, Ternt Papers (8% Edition, Boston:
Houghton Mifflin Company, 1990), 65.

*Bear Forts: Student -96/97 |Missour Seate: O Activities and the Department of
Residence Life and Services, 1996], 98.

i Students can start by locking at the “Bear Facts: Student Handbook 96.97" and at the same
time, refer to various books that deal with writing of papers and reports like the publication
“Form and Stle: Theses, Reports, Term Papers” that was used as a reference in producing this
document. This document serves only as an overview and is not meant roprovide a complete
nor comprehensive guide as to the correct ways to provide documentation to source materials.

Page:Sof 5 Words: 1872 | 5 English fUnited States] |

Figure 4.9

4.4 Citations In-Line with Bibliography’

A bibliography is a list of works cited by an auther and should be included with the document when
published. Select either Bibliography or work cited from the list of Bilt-In Bibliographies. After you add
the sources using the Insert Citations feature, you click Bibliography in the Citations & Bibliography
group on the References tab, and then click Insert Bibliography. The insert Bibliography selection at
the bottom will work the same way it just won’t format the bibliography like the Bilt-In selections.

4This content is available online at <http://cnx.org/content/m36245/1.1/>.
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To Add a Bibliography to the Document:

A
= -Click the Referenees Tab on the Ribbon.

\-Click the Bibliography button on the Citations
“and Bibliography Group.
-Choose Insert Bibliography.

20014

Figure 4.10

4.5 Print Preview and Printing’

In the Print Preview, you can see what your document looks like before printing. It helps you to make your

paper looks perfect and organized which saves more papers .
In particular, if a part of your document is in the area in which the printer cannot actually print, the

Print Layout view may show your text anyway, but Print Preview probably will not.
Students must print preview their documents before printing to make sure that the document looks

perfect and to avoid wasting papers.
To start Print Preview, do the following steps.

5This content is available online at <http://cnx.org/content/m36215/1.1/>.
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right will appear.
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Figure 4.11

This is how the Print Preview mode looks like.
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If you are ready to
printthe document,
click the Print button

in the printgroup. A
dialog box will pop up,
andthen click OK to
printthe document.

Click here if you want to make |
changesin the document.

Thisis how the
documentlooks
like after printing.

Scroll down to see
the other pages if
your document
contains multiple

Figure 4.12
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Chapter 5

Appendix

5.1 Show Hide File Extensions'

By default, file extensions for known file types are hidden in Windows operating systems. However, you
can change this setting so that file extensions are shown for all file types. Being able to see file extensions
can be very helpful for students taking computer courses because those course instructions often refer to file
extensions.

All Windows operating systems navigate you to the “Folder Options” menu, then have you select the
“View” tab. Indeed the box is identical in Windows XP, Windows Vista and Windows 7.

LThis content is available online at <http://cnx.org/content/m18100/1.6/>.
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Folder Options

General | View | Search

Folder views
You can apply the view (such as Details or lcons) that
you are using for this folder to all folders of this type.

Apply to Folders | Reset Folders |

Advanced settings:

Display file size information in folder tips -
|| Display the full path in the title bar {Classic theme only)
.. Hidden files and folders
@ Dont show hidden files, folders, or drives
() Show hidden files, folders, and drives
Hide empty drives in the Computer folder
0
Hide protected operating system files (Recommended) —
"] Launch folder windows in a separate process
|| Restore previous folder windows at logon
Shaow drive letters

m

Show encrypted or compressed NTFS files in color v
| Restore Defaults
OK || Cancel || Apply

Figure 5.1

The check in the box acts like a toggle switch. With a check present, it will hide known file types.
Without the check present, it will show all file types. Click on the box to make the check appear [hide file
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extensions] or disappear [show file extensions| and then select “OK”.
Instructions for navigating to the “Folder Options” for various Windows operating systems along with an
Internet link for additional help are provided below.

5.1.1 Windows XP

With the Windows Explorer open, slect the “Tools” tab and then “Folder Options”.
Link for additional help: http://www.fileinfo.net /help /windows-show-extensions.html?  or
http://dotwhat.net /page/displayextensions /3

5.1.2 Windows Vista

Select the “Start” button, then “Control Panel”, then “Appearance and Personalization” and then “Folder
Options”.

Link for additional help: http://windows.microsoft.com/en-us/windows-vista/Show-or-hide-file-name-
extensions*

5.1.3 Windows 7

Select the “Start” button, then “Control Panel” and then “Folder Options”.
Link for additional help: http://maximumpcguides.com/windows-7/hide-file-extensions />

2http://www.fileinfo.net /help/windows-show-extensions.html
3http://dotwhat.net/page/displayextensions/
4http://windows.microsoft.com/en-us/windows-vista/Show-or-hide-file-name-extensions
Shttp://maximumpcguides.com/windows-7 /hide-file-extensions/
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5.2 Using the Longman Dictionary’

5.2.1 Introduction

The world's best-selling
learner dictionary of American LONGMAN

English and Still the only
intermediate-level dictionary
completely based on authentic
spoken and written
English.Widely used in ESL
programs including the ESL
programs at The Community
College of Qatar.

Dictionary of
American
English

Figure 5.2

5.2.2 Key to the Dictionary

You will find below some simple explanations that would help you comprehend the major elements of the
Longman dictionary.

6This content is available online at <http://cnx.org/content/m36288/1.1/>.



Key to the Dictionary

Definitions explain the meaning of -
the word in clear simple language.
using the 2000-word Longman

Amarican Defining Vocabulary.

ab-a-cus Mebakas! n, [C] a ol used for count-
ing and calculating, consisting of a frame with

____’__.-"‘""smull balls that can be slid along on thick wires

a-ban-don fa'bendan/ v |
son or thing. especial
sible for, a o :

7 own child? | We had 1o abanden the

el werlk the rest of i 2 10 stop doing

; oF usk se of problems: The
Temenings olsechword | Tt oot -—tancoomant
frequancy. The most comman 1)
meaning is shown first.

Part of speach is shown first,
then infarmation about whether ,..-'*‘""H:-‘
a word is countable, uncountabla,
transitiva. intransitive, ato

Information about imegular forme
of verbs and nouns is shown at =
the haginning of the antry

Pronunciation is shown using the
International Phonetic Alphatet

Labals before the definition
show if a word s used in
informal, formal, literary, atc
English.

Usage boxes halp you avoid
the common mistakes people B
aftan make whan using a word

:};Wn [C] & barge church, with baild-
ings it where mosss and s live
ab-bre-vi-ate /a'brivied! v [T] farmal to make
STy, el shorter: “Soreer” is aften abbrevia-
ted as "5t
ab-hor fab*har, xb-f « past iense and past pari-

ciple abhorred. present participic abhorring (7]

something, es T Because you
= allenr diverimination

of bt
a-bil-j- f abilities |[CU] the

state of being able o do something, or vour level
of skill w1 doing something: A manager mur hove
the ability fo commeticale well | a vung gie
with great mustoaliathletic/acting, eic. ability |
She worked to the best of her ability (=5 well as
she could) fr schonod,

—a-bun-daneaso'bandans’ n [singuar, U] formad
a large quantity of something; ce of
fiforrmution 1 o i abundanee on
Wi,
act®n 1 |C] something that you di: a crimimal
act L aets af crueliy | Police caughs the suspect in
the act of making o bomb,

mean o particular type of action: & act of
frignaship | Hie was caught in i act of Slediing.
iHﬂnmﬂhmﬂaauwlMaW
| action | Whal we need now is quick action.

A.D. Anno Domini used in order to show that &
date is a particular number of years after the birth

‘;:%Eljﬂ],a.c,l: 432 A.IJ_'.
di-tion-al /2'difanall s oore than you

already have, or mone than was agreed or expected

ﬂ‘ldhmmmhmdﬂmym

Synonyms (=words with the
SAME Meaning), opposites /'f_.,,..-'—‘
Phrasal verbs are listed in

and related words are
alphabetical arder aftar the \—

shown after the definition. -,
ain wark e

f=extral: We were charged an additional 350 in
lare fees. | Additfomal informaiion is availabile on
onr welsire,

ad-here /ad'hir/ « [I] formal o stick firmly 1o

something

e adhere to sth phe « formal 1o continue 1o behave

aceording o a particular mule, agreement, or
beliel: Mot all the states adlrered o e treary,
adumis-si-ble fad'misaball agf formal sccept-
able

allowed, especially in a court of law

I# m}ﬂﬂﬂ almitsnihile svidenee

Figure 5.3
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5.2.3 Searching for a Word

The key to search for a word is the upper left/right smaller font words which represents a guide for the
search as shown below.

top left search guide

more than one meaning for same spelled word

country

country’

Figure 5.4

5.2.4 Phonetics & Detailed Definitions

phonetic transcriptions detailed definitions

N\ /

vis-i-bil-i-ty / viedbilii/ n [U] 1 the distance it is
possible to see, especially when this is affected by
weather conditions: Visibifity on the roads is down fo 20
metres due fo fieary fog. | goodfpoor visibility TVe search \
Jor survivors was abandoned becatke of poor visibil-
fiy, 2 the situation of being notidged by people in
general: [+of] The exfibition helped fnirease the visibil-
ity of wongkn artists. 3 the fact of béyng easy to see:
high visiPilicy clothing

example sentences

iti useful expressions
prepositions

Figure 5.5
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Index of Keywords and Terms
Keywords are listed by the section with that keyword (page numbers are in parentheses). Keywords

do not necessarily appear in the text of the page. They are merely associated with that section. Ex.
apples, § 1.1 (1) Terms are referenced by the page they appear on. Ex. apples, 1

F File Extensions, § 5.1(43)
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Pages: 29-30

Copyright: Faisal Taleb Ali Al-Jarboey

License: http://creativecommons.org/licenses,/by/3.0/

Module: "Headers and Footers"

By: Latifa Al-Kuwari

URL: http://cnx.org/content/m36219/1.1/

Pages: 30-32

Copyright: Latifa Al-Kuwari

License: http://creativecommons.org/licenses,/by/3.0/

Module: "Citations with Footnotes or Endnotes"

By: Reem Humaid

URL: http://cnx.org/content /m36291/1.1/

Pages: 32-38

Copyright: Reem Humaid

License: http://creativecommons.org/licenses/by/3.0/

Module: "Citations In-Line with Bibliography"

By: Sara Al-Obaidly

URL: http://cnx.org/content,/m36245,/1.1/

Pages: 38-39

Copyright: Sara Al-Obaidly

License: http://creativecommons.org/licenses,/by/3.0/
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Module: "Print Preview and Printing"

By: Abdulla R. Al-dosari, Abdulla M Alhijji

URL: http://cnx.org/content/m36215/1.1/

Pages: 39-41

Copyright: Abdulla R. Al-dosari, Abdulla M Alhijji
License: http://creativecommons.org/licenses/by/3.0/

Module: "Show Hide File Extensions"

By: Kenneth Leroy Busbee

URL: http://cnx.org/content/m18100/1.6/

Pages: 43-45

Copyright: Kenneth Leroy Busbee

License: http://creativecommons.org/licenses/by/2.0/

Module: "Using the Longman Dictionary"

By: Fahad Al-Marri

URL: http://cnx.org/content /m36288,/1.1/

Pages: 46-48

Copyright: Fahad Al-Marri

License: http://creativecommons.org/licenses/by/3.0/

ATTRIBUTIONS



Word Processing Essentials

Word Processing Essentials is a collection of modules to teach or refresh skills using Microsoft Word. The
intended audience is anyone needing to create a simple term or research paper for a high school or college
course. The collection was planned by Kenneth Leroy Busbee, the Chair, Business/Computer Department
at the Community College of Qatar. The modules were authored by students taking BCIS1405 — Business
Computer Applications as service learning, team work, Open Educational Recourses (OER) and writing
across the curriculum exposures to their collegiate experiences.

About Connexions

Since 1999, Connexions has been pioneering a global system where anyone can create course materials and
make them fully accessible and easily reusable free of charge. We are a Web-based authoring, teaching and
learning environment open to anyone interested in education, including students, teachers, professors and
lifelong learners. We connect ideas and facilitate educational communities.

Connexions’s modular, interactive courses are in use worldwide by universities, community colleges, K-12
schools, distance learners, and lifelong learners. Connexions materials are in many languages, including
English, Spanish, Chinese, Japanese, Italian, Vietnamese, French, Portuguese, and Thai. Connexions is part
of an exciting new information distribution system that allows for Print on Demand Books. Connexions
has partnered with innovative on-demand publisher QOOP to accelerate the delivery of printed course
materials and textbooks into classrooms worldwide at lower prices than traditional academic publishers.



