- \WN\W\
2 /

sSTUDY SKILLS:
MICROSOFT WORD ’ \$

L Ik

AIDA AQILAH ASYURA ABDUL TALIB
NURUL ROSMIHAIZAM
MURSYIDAH BINTI MD MERZUKI
MOHAMAD ASHRAF MOHD AMINUDIN
MUHAMMAD ARIF HAKIMI MAT ZUKI
DR NOUR EL HUDA ABD RAHIM




STUDY SKILLS:
MICROSOFT WORD

AIDA AQILAH ASYURA ABDUL TALIB
NURUL ROSMIHAIZAM
MURSYIDAH BINTI MD MERZUKI
MOHAMAD ASHRAF MOHD AMINUDIN
MUHAMMAD ARIF HAKIMI MAT ZUKI
DR NOUR EL HUDA ABD RAHIM



THIS E-BOOK 1S WRITTEN BY AIDA AQRILAH ASYURA ABDUL
TALIB, MURSYIDAH MD MERZUKI, NURUL ADRIENA
ROSMIHAIZAM, MOHAMAD ASHRAF MOHD AMINUDIN,
MUHAMMAD ARIF HAKIMI MAT ZUKI AND DR NOUR EL HUDA
ABD RAHIM, KUANTAN, PAHANG AND PUBLISHED BY THE
MALAYSIAN INTEGRATED MEDICAL PROFESSIONALS
ASSOCIATION, KOTA KINABALU, SABAH. ALL RIGHTS
RESERVED. REPRODUCTION OF ANY PART OF THIS WRITING
IS NOT PERMITTED IN ANY FORM AND ANY MANNER
WHETHER ELECTRONIC, PHOTOCOPYING, RECORDING, OR
OTHER FORMS WITHOUT THE AUTHOR’S PERMISSION.
RESELLING OR MODIFICATION OF THIS BOOK WITHOUT THE
AUTHOR’S PERMISSION IS NOT ALLOWED. THE AUTHOR IS
NOT RESPONSIBLE FOR THE SUITABILITY OF CONTENTS TO
ALL READERS.

Copyright @ 2024

Published by:

Malaysian Integrated Medical Professionals Association
N 015, 1st Floor, Block H, Ruang Singgahmata 4,
Asia City, P.O. Box 16125,

88869 Kota Kinabalu, Sabah

e ISBN 978-629-96678-7-2

7862991667872




MICROSOFT WORD REFERENCED HEREIN 1S
TRADEMARK 0OF MICROSOFT CORPORATION IN THE
UNITED STATES. USED WITH PERMISSION FROM
MICROSOFT.



https://www.microsoft.com/en-us/legal/intellectualproperty/copyright/permissions

The Kulliyyah of Medicine [IUM embraces a unique
educational paradigm that blends traditional teaching
methods with innovative, interactive Ilearning
experiences.

Stemming from the collaborative efforts of Seminar
Group 24 2021/2022 students during Phase | of their
MBBS curriculum, this work transcends conventional
medical education boundaries by integrating topics not

only central to medicine.

Students conducted independent research and critical
analysis under the guidance of a lecturer. This eBook
demonstrates the MBBS programme's commitment to
education sustainability and open access to knowledge.
It also incorporates Islamic insights that integrate
faith and scientific inquiry into academia.




ALHAMDULILLAH, PRAISE BE TO ALLAH S.W.T., MOST
GRACIOUS AND MOST MERCIFUL. THE AUTHORS
WOULD LIKE TO THANK THE SEMINAR ASSESSORS,
ASSOC. PROF. DR ROSLINA ABDUL RAHIM AND ASST.
PROF. DR MOHD FADLY MOHD NOOR, FOR THE GREAT
COMMENTS DURING THE SEMINAR. “THIS IS THE BEST
SEMINAR EVER” MADE US FEEL TO DO MORE AND
PRODUCE THIS E-BOOK. WE HOPE THAT THIS E-BOOK
WILL BE HELPFUL TO ALL READERS.




AUTHORS

SEMINAR GROUP 24 YEAR 2 BLOCK 3 2021/2022

v b

AIDA AQILAH ASYURA MURSYIDAH MD
ABDUL TALIB MERZLUKI

v

NURUL ADRIENA MOHAMAD ASHRAF
ROSMIHAIZAM MOHD AMINUDIN

MUHAMMAD ARIF DR NOUR EL HUDA
HAKIMI BIN MAT ZUKI ABD RAHIM
(SUPERVISOR)




TABLE OF CONTENT

INTRODUCTION

What is Microsoft Word, the uses and its
basic vs advanced functions

BASIC TABS
Home, Insert and Layout Tab
MS WORD TEMPLATES

MS Word Template, MS World Article Journal
Template, IIUM MS Word Thesis Template

STYLE TAB
Headings, Subheadings, Paragraph, Insert
figure, Insert table

REFERENCES TAB
Figure, Table, Table of Content

CONCLUSION

REFERENCES




INTRODUCTION

Aida Agilah Asyura
Abdul Talib




Microsoft
Waord ?

A word processor and acts by an
application to ‘process’ words

A component of the lj Of‘ﬁce

Microsoft Office suite of
e

productivity software E‘

o

Available in  many operating
systems - windows, iOS

1st launched was in 1983 & has
been revised numerous times

10



History of
Microsoft Word

Microsoft

hired Charles Microsoft

Simonyi fo infroduced Windows

develop a 95 and Office 95 - a

word- bundle set of office

processing productivity

application software

T 1985 I 2022

1981 1995
Word was able Most popular
to run on Mac word processing -
operating running on more >
system 1 billion devices in

the world

'—’: SPECIAL FEATURES

1. Has WYSIWYG (what-you-see-is-
what-you-get) display

2. Able to copy and paste the content
without significant formatting loss

3. Available in most of the operating

system - i0OS and Android

1



WORD TEMPLATES

Heading 1 e

MLA Style Paper Modern Paper Trip Journal Catalogue

) rane ) rame

Basic Resume Basic cover letter Bold Resume Bold Cover Letter

Business Paper Business trip itinerary Business Letter Recipe
with meeting schedule

MONTHYEAR T —

Calendar Family Update Basic modern CV




What are the purposes of
Microsoft Word?

Personal:
* Recipe

—_—
* Invitation card

e Certificates

Business and School:
Thesis
Assignments

Resume

Report

Newsletter

Brochure

Flyers




BASIC ADVANCED

FUNCTIONS FUNCTIONS
To write a report Assignment, thesis /
or an essay official letters

=

Common features : 1. Create table of
1. Home menu contents
2. Insert menu 2. Add graphics, table,
3. Review menu images

3. Insert captions above

table or below figures
with automated
references number

. Create styles

14
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HOME TAB

Home Tab helps to change document settings like font
size, adding bullets, adjusting styles and many other
standard features

File  Home Insert Draw Design Layout References Malings Review View Ade-ins Help Easy Code Formatter QuilBot REF-N-WRITE  EndNote X3  Gramma
Times NewRoman ~(8  « AT A" Aa~ A D : —. == AT DOFind ~
Emphasis Heading 1 Normal v &, Replace
BT Uva x, ¥ Bv 2+« A o g o] s
[ select~

Font ] o] Styles m Editing

Paste K| ,D Find = Normal NoSpacing  Heading 1 ~

" < (_;,L',: Replace
Clipboard Ta

Styles ]

[+ Select~
Editing

Calibri (Body) 1
B U~ x ¥ A~

Paragraph




INSERT TAB

Insert Tab inserts extra features like tables, pictures, clip
art, shapes, page numbers, etc.

PAGES,TABLES,MEDIA ILLUSTRATIONS

B CoverPage - J g
[ Blank Page p'd”"ﬁ (D 3D Models ~ @, Screenshot
= Page Break lllustrations

Pages
BE| 3
Table Online o
= Videos @
Tables Media
HEADER & FOOTER, 0 ADD-INS, LINKS,
TEXT, SYMBOLS COMMENTS
(") Header - E ~ D,’ ¥ Y Get Add-ins AN
D Footer ~ u _

& My Add-ins ~ Wikipedia

Page Mumber ~ .
@ X BUK ’ D Add-ins
Header & Footer Text
&5 Link + J
W
i >
T[ Equatmn s | Bookmark Commment
0 Symbol ~ El__fl Cross-reference
Links Comments

Symbols



LAYOUT TAB

Layout Tab allows us to control the look and feel of the
document, i.e.,, we can change the page size, margins,
line spacing, indentation, documentation orientation, etc.

File Home Insert Draw Design Layout References Mailings Review View Add-ins Help  Easy Code Formatter — QuillBot  REF-N-WRITE
@ [ﬁj IE '# Breaks ~ Indent Spacing IEI ~ J D E’—‘b |:"=' Align ~
} lneMNumbers~ | Zleft Oem [ IZBefore Dpt 8

b Hyphenation ~ == Right: Dcm o i After Spt N Pane 4

Margins Orientation  Size  Columns Selection

Page Setup [Ff Paragraph ] Arrange

PAGE SETUP

~

PARAGRAPH

ARRANGE

= = )]
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MICROSOFT WORD
TEMPLATE

\

ile  Home Insert Dran\tuesign Layout  References  Mailings  Review  View  Add-ins Help  REF-N-WRITE  Easy Code Formatter  QuillBot

1A 15 " r In "
Title m E A [ B a0
" b L2 @ effects ~
P olors Fonts Watermark Page  Page

olor ~ Borders

o> P magrouns
J

Design Tab:
v’ Document formatting: Themes, Colors, Fonts, Page

background, & Effects

v" Page background: Watermark, Page colour, & Page

border
Advantages:
+* The document looks attractive with information
**Ease for the people (students, authors & workers) to

make templates based on the requirement and format.
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Show Preview
Disable Linked Styles

Al o] A | options..

TABLE CONTENT

ity Good to go

P Search (Ait+0)
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@ MICROSOFT WORD
TEMPLATES

MICROSOFT WORD ARTICLE
JOURNAL TEMPLATE

MICROSOFT WORD THESIS
TEMPLATE




MICROSOFT WORD ARTICLE
JOURNAL TEMPLATE

® Scientific journals have their own format
® Easier for the researchers or authors to write on their
research and articles.

B Sewch (800
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IUM MICROSOFT WORD
THESIS TEMPLATE

e Ready-made template for students to format their thesis

e Thesis format based on own University's requirements

m Thesis fitle

m Abstract

m Approval page

m Copyright Declaration page

m Acknowledgement

m Table of contents

m List of tables, figures, symbols
m Chapter One > Introduction

m Chapter Two > Literafure Review
m Chapter Three > Methodology
m Chapter Four > Results

m Chapter Five > Discussion

m References

m Appendix

TITLE OF THE THESIS
BY

NAME OF THE AUTHOR

INTERNATIONAL ISLAMIC UNIVERSITY
MALAYSIA
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STYLE TAB

Combinations of formatting characteristics that
you can apply fo text to quickly change its
appearance.

TITLE

Can be applied to

Every Heading
every type of text!

normal text

Easy to modify the text feature
as creative as you like!




Q How to?

1. Create your own style

Adjust the font > Right Click the text> Style >
Create Style > Name it

2. Apply the style to the text

Click text > Click Style

3. Modify the style

Right Click Style > Modify > (Formatting/Style
Type/Paragraph/....)

Advanced

.
Formatting « =« ;
4 Paragraph... g
Tabs... rw
| Border...
Language...

Frame...
Numbering... <
Shortcut key...

Text Effects...




SIMPLE GUIDE

References Mailings Review View Help

A Aa~ B | P= i = 20 T AaBLCeD AaBbCeD AaBDC( AaBbCcl Aagbced AA B assocen
2 - A 1 Normal 1 No Spac... Heading 1 Heading 2 Heading 3 Title Subtitle

“ 1.Clickthe Style

Times New Rom «[18  «| A A D~ 2 =

= _ 1— New  Line and Paragraph
B I U &£+ A« :i=~+:i=+ Stles Comment <pacing Center Justify

THIS IS HEADER ONtE AaBbCeD AaBbCeD AaBbC( AaBbCcl
SUB HEADER ONE TNormal  TNoSpac.. Headingi Heading 2

aaBbced. AA B assbcep  acsbecnd
Normal normal nermal normal Normal normal nermal normal Normal ugsmah Heading 3 Title Subtile  Subtie Em

AaBbCcDd  AaBbCeDc  AaBbCcD

Emphasis  Intense E strong Quote

AaBbCcD, AABBCCDD AABBCCDD AaBbCcDa

THIS IS HEADER TWO Intense Q. Subtle Ref... Intense Re. Book Title

AaBbCeD

Sub header two 2. Create qa s"‘yle @Para...
Normal pormal normal Normas

aermal sermal Nepmal aermal nesmal nonmal Nermal nermal nermal sermal 1) S create a style
nermal Neunal nermal nermal nermal Nermal nermal nermal nermal Nermal i -
Normal normal normal normal Normal normal normal nermal Nopmal normal; A Clear Formatting

A, Apply Styles..

This is Header three

3. Name the Style

Paragraph style preview:

4, Apply the New S'ryle STYLE2

% AaB aswcoo

Formal 1 1 Normal

Paragraph

THIS IS HEADER ONE

SUB HEADER ONE

Normal normal nermal normal Normal nermal normal nermal Nom:
normal normal normal Normal normal normal normal Normal norm
normal normal Nermal nermal normal normal Normal normal norm
normal Normal normal normal nermal Normal normal nermal norm
Normal normal normal normal,

THIS IS HEADER TW|O




Advance Formatting
The style can be modified using the “Font” tab or “Modify Style”

e  Font: Caps/Style/Size/Effects
e  Paragraph: Indent/Spacing/Page or Line Break
e  Text Effect: Reflection/any Word Art application

Times New Romar ~ 18 ~ A" A" Aa~ Ao

[Bl71 u-va x ¥ Av 2+ A~ :

Font [ Paragraph

Properties
MName: Formal 1
1 Style type: Linked (paragraph and character}
Style based on: T Normal
Style for following paragraph: | 2 Formal 1
Formatting

Times New Roman ~| 11 |~|| B I

THIS IS HEADER ONE

Font color: Accent 1, Justified, Style: Linked, Show in the Styles gallery
Based on: Normal

Add to the Styles gallery [ ] Automatically update
7 (@ Only in this document () New documents based on this template

1

L Font... ormal normal normal normal Normal normal normal normal
L1 Paragraph... ormal, normal nermal Nopmal nermal nermal normal,

Tabs...

Border..
Language...

Frame...

Numbering... ormal Nommal nermal nermal normal Nepmal normal normal
onmal normal normal normal Nermal nermal normal normal,
ermal normal neormal Nopmal normal nermal nonmal Normal

Shortcut key...

Text Effects...




Why is it important to
use Style?

1.Easy to manage large document

® Easy to format text/heading
® Hide/show arrow information under heading

«THIS IS HEADER ONE

SUB HEADER ONE

Normal normal normal nermal Nermal normal normal normal Nermal normal normal normal
Normal normal normal normal Normal normal normal normal Normal normal normal normal
Nommal normal normal nermal Nosmal normal normal normal Normal normal normal normal
Normal normal normal normal Nermal normal normal normal Nermal normal normal normal

» THIS IS HEADER TWO
» THIS IS HEADER THREE
» THIS IS HEADER FOUR

» THIS IS HEADER FIVE
THIS IS HEADER SIX

SUB HEADER SIX

Normal normal normal Nermal normal normal normal Nermal normal normal normal Normal,
nermal normal nermal Nermal nermal normal pormal Normal normal normal normal Normal
‘normal normal normal Nermal nermal normal normal Normal normal normal normal Normal
nermal normal nermal Nermal nermal normal pormal Normal normal normal normal Normal

‘nermal normal normal




Why is it important to
use Style?

/ -\ 2. Navigation Pane

® Go to View tab > Tick Navigation Pane > Navigation
menu on the left will appear
® Easy to jump/navigate to each subheading

File Home Insert Draw Design Layout References Mailings Review

Ruler

@ ElE g O 0L IE]EE

Gridlines

Read | Print | Web Focus Immersive [Vertic:

Mode |Layout| Layout Reader Navigation Pane
Views Immersive Page Movement Show

Navigation > X%

Search document f-

Headings Pages Results

4 THIS IS HEADER ONE
Sub header one
THIS IS HEADER TWO

Sub header two

N

a

This is Header three
Sub header three
THIS IS HEADER four

Y

Sub header four
THIS IS HEADER five

S

Sub header five

N

THIS IS HEADER six
Sub header six

View  Help

O\ D [E] one Page
EE Multiple Pages

Zoom 100%

= =T
[

= New Arrange Split

«-» Page Width Window  All o

Zoom Window

THIS IS HEADER ONE

SUB HEADER ONE

Normal normal normal normal Normal nermal nonmal nermal
Nermal normal normal normal Normal normal normal normal
Nermal noumal normal normal Normal nermal nonmal nermal
Nermal normal normal normal Normal nermal noxmal nermal
Nermal normal normal noxmal Normal normal normal normal

THIS IS HEADER TWO

SUB HEADER TWO

Normal pormal normal Nermal normal normal normal Normal
nermal normal nermal Normal nermal normal nermal Normal
nermal normal nermal Normal normal normal normal Nermal
nermal normal nermal Normal normal normal normal Nermal
nermal normal normal

THIS IS HEADER THREI]

SUB HEADER THREE

Normal normal Normal normal normal normal Nermal normal
normal normal Normal normal normal normal Normal normal
nermal normal Nermal normal normal normal Normal nermal
nermal normal Normal. normal



Why is it important to
use Style?

3. Build Table of Content

® No need to manually create a table of content
® Easily jump to the subheadings page

File Home Insert Draw Design Layout Referenc
r 1 —
B pAdd Text v [T Insert Endnote
Tabl ab ¥ /(_D
able a F -
Table of Insert 2% Next Footnote Search
Contents ~ Footnote []
Built-In =

Automatic Table 1

Contents

Heading 1 1

Hending 2 '
Heading 3 .. R |

Automatic Table 2

Table of Contents 6

Heading 1 1
Heading 1

ad ing 3
T —] 14

References  Maiings  Review View Help

Manual Table

‘,j 2 imsert index H:_-J: D insert Table of

Table of Contents

Inser Work Vark
Type chapter title (lovel 1) Caption Entry Ciation
T @ (o 5 2o Citat index skt of Author e
Type chapter title (level 1)
@ More Tables of Contents from Office.com
[ custom Table of Contents...
[ Remove Table of Contents
. TABLE OF CONTENT 1
THIS IS HEADER ONE 2
SUB HEADER ONE 2
THIS IS HEADER TWO 3
SUB HEADER TWO 3
THIS 1S HEADER THREE a
SUB HEADER THREE 4
THIS IS HEADER FOUR 5
SUB HEADER FOUR s
THIS IS HEADER FIVE 6
SUB HEADER FIVE 6
THIS IS HEADER SIX 7

SUB HEADER SIX
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'@ Add Text ~ Insert Table of Figures

Table of Bl Update Table Insert D
Contents ~ Caption [7] Cross-reference
Table of Contents Captions

References  Mailings  Review  View  Help

te D [ | [ e souce B insort Table of Figures | 3 B nae
SO m | [P &)

- [17 style: APA - © |
o Search Researcher insert £ o ineert! (2 Mark
Citation ~ [13 Bibliography ~ Caption [T Cross-reference Entry

] Research Citations & Bibliography Captions Index
Pl 12t e3 0415461 74 B0 8.4 101 1l 12+ 1 13+ 4 14+ 1 150 1 16+ A

REFERENCES
TAB

[E Manage Sources ﬁ
-
® e Sources

nsert |1 StIE [APA <] hite
Citation ~ m Bibliography ~ You Write
Citations & Bibliography EndMote




INSERT FIGURE/
TABLE CAPTION

Insert Table of Figures
Insert D

Caption [7] Cross-reference
Captions

Inserting the caption:-
® Change the figure label
® Change the numbering for the new caption

Note that caption number The caption numbers won't
only automatically update automatically update if a
when add figure or table figure or table

Caption numbers will
automatically update when

What are the
benefits? add figure or table




CITATION & BIBLIOGRAPHY

I:_'_'@ Manage Sources w
=)
v P

et 1P SVl [APA v il
Citation ~ m Bibliography ~ You Write
Citations & Bibliography EndMote

Inserting the citation:-
® Can choose from 12 different format
® No need to sort manually the bibliography/references
® Can use a reference manager like Endnote of Mendeley

Build-in
citation
Latest APA generator [J ust type the de’rails}

format of the content




INSERT TABLE CONTENT

B Add Text ~

Table of D| Update Table

Contents ~

Table of Contents

It is easier to
search for
subheadings
content and to
search figures of
table

It is necessary to create the
table of contents at the end of
the document to ensure that the
page numbers are correct and
consistent throughout.

TABLE OF CONTENT

TABLE OF CONTENT
THIS IS HEADER ONE
SUB HEADER ONE

THIS IS HEADER TWO
SUB HEADER TWO

THIS IS HEADER THREE
SUB HEADER THREE
THIS IS HEADER FOUR
SUB HEADER FOUR

THIS IS HEADER FIVE
SUB HEADER FIVE

THIS IS HEADER SIX

SUB HEADER X
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The Words of the Lord can never be finished

Allah says: "Say, O Muhammad, if the water of the sea were ink for a pen to write down the words,
wisdom and signs of Allah, the sea would run dry before it all could be written down.

(Al-Kahfi ; 109)

f L Y et

s S S o ,o.J..e.:::;;jr f:_ls\ W JAU?)Y\ L; L.s\ JJJ

((w“ »§ jfd:ul;\u‘l‘ :«‘//,,,,

i

If all the trees on earth were pens and the ocean "were ink’, refilled by seven other oceans, the
Words of Allah would not be exhausted. Surely Allah is Almighty, All-Wise.

(Al-Lugman 31; 27)

The words of Allah
Human knowledge, on
which represent His
the other hand, is
infinite knowledge, are
limited.
unlimited.

Thus, we need to learn humility - be consistent in

seeking knowledge



Mastering home skills,
basic life survival
techniques, and study
skills is crucial for
navigating everyday
challenges and is

particularly vital for
medical students

aiming for success in

both their academic
and personal lives.




Basic Life
Survival Skills

Building a
temporary
shelter




Home Skills

Doing your own laundry

e




Study Skills

Note-taking skills
w




Acquiring study skills in
Microsoft Word simplifies the
study process and improves
academic documentation,
especially for medical students.
The skills acquired through this
ebook are foundational and can
significantly contribute to
professional organisation and
presentation. Proficiency in
Microsoft Word's advanced
functions is crucial for medical
education and beyond.

A \ \
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The Kulliyyah of Medicine [IUM embraces a unigue
educational paradigm that blends traditional teaching
methods with innovative, interactive Iearning
experiences.

Stemming from the collaborative efforts of Seminar
Group 24 2021/2022 students during Phase | of their
MBBS curriculum, this work transcends conventional
medical education boundaries by integrating topics not
only central to medicine.

Students conducted independent research and critical
analysis under the guidance of a lecturer. This eBook

demonstrates the MBBS programme's commitment to
education sustainability and open access to knowledge.
It also incorporates Islamic insights that integrate
faith and scientific inquiry into academia.
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