MICROSOFT

WORD

2016

WINWORD




Website: www.vinodcomputer.in Mehnagar Azamgarh UP.

COURSE CONTENTS. MICROSOFT WORD 2016.

MODULE-I MS’ WORD SOFTWARE.......cccccvvvrrrrrenereneneenen. 30 DAYS.
Contents.

Chapter-1. What iS MICIOSOTt WOETU? ..ottt sttt sb e st be e et ebe s 3
(O T o1 (=] T T (N L U RSP 4
Chapter-3. HOME (AITFH). .ottt ettt st e s b e e aae s teebaebesesarsesbeeasentesbeessestesreenbesreensenns 9
Chapter-4. INSEIT (AITFN). ..ottt b e e eb e s bt et e e e s et e bt e bt bt s b e st et et et e e e s eneenene 22
Chapter-5. DESIGN (AITHG). c..ocui ittt e s st sae s b e et e s teebeesbesteesa e beessestesbeensesteessensesseessesseensentes 37
Chapter-6. Page LaYOUL (AITHP). ...ttt ettt sttt te s ra et e steesa e besasesbesbeessesteessenbessnensesseensenses 44
Chapter-7. RefErENCES (AITHS). ...oiiieieeceeeisii ettt ettt et e te st e e b e s te e st e sbeeseestesseessesseessensesseessesseessenses 53
Chapter-8. MailiNgs (AIHFM). .....oi ittt e e st e st et e s teesaesbeeas e besbeesbestaessenbesraensesseensestes 60
Chapter-9. REVIEW (AITFR). ..ottt ettt et s b e e e st e e be et e sbeesa e besasesbesbeeasesteessentessaessesseensesses 67
ChapLer-10. VIBW (AITHVV). ..ottt ettt st e et e e st e st e s tesseessesseeseeseeseestesseensessesseensesseensessenssenses 74
Chapter-11. Microsoft Word Keyboard SNOITCUL KEY . ......cc.ooiiiiiieierieeie ettt st 79

2| Page:Address:Tehsil Ke Samne 37 Floor Mehnagar Azamgarh 8303120438



Website: www.vinodcomputer.in Mehnagar Azamgarh UP.

Microsoft Word-2016.

Chapter-1. What is Microsoft Word? agseRiite g8 89RT Udb UHR Bl UibI AFcdN &
fSRTepT Fof &9 SfRgHT DI URSE B & o &rd & NPT Sacude Arsdite HivdreE USA 1 fdbar
o S AgPUE AMhA BT BiHe Har 8 @l gol 849 Sirpc e Rure, feamgf, g& b i,
o & gfeT, orer f wfST ok e e & o ava B

Extension Name of Ms. Word File. .DOC (Document File Format.).

How to Open Ms. Word?
I gl 89 diare 9 Window + R > o &3 Run :mm @ik s&@w Winword fergar Enter a1 Ok
PRI IR R MYBT ATsRIATE ds ATFSIIN MU BT STRAT |

= Typethe name of a program, folder, document, or Internet
-~ resource, and Windows will open it for you.

Open: WINWORD)|
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D Calibri (Be n A a|ha SRR R T | paBbcepe AaBbeeDe AaBbC¢ AaBbCcl ab po)
....... 7| wacheplac
Paste « B I U- N, X' [ - 3. L ==== = B o TMormal | TMo Spac.. Heading1 Heading2 |+ s Selod~
Clipboard

L 1

PAGET1OF1 owoORDS [£ ENGLISH (UNITED STATES) i B -——b———+ a83%

Title Bar. crged 9R fds1 @ €U & BT & S AR UM & A &I 94T & S9H dIF de4 8kl ©
oIS, ARTMEST, 3R FalreT d9ed |

Quick Access Toolbar. 8@ &R ®Isd H] & icdhe 3MSHT B & D gRT &4 Sfeal ¥ STedl
U BISST bl U+, 94, fiic &Y Fhd 2 |

Ribbon. s5& grT 89 AsaUe a8 & <7 3R HHNS Bl 2 3R Bgs HY Adhd ¢ |

Status Bar. s¥c gR fds] & dicq # 81 § Sl 89R SiagHT & HIC ABMHIT Pl Il © |
Chapter-2. File. (Alt+F).

Document3 - Word ? — [} >
Sign in
Search for online templates 0
Suggested searches:  Business  Industry Personal Design Sets Event Labels  Education
( > : Aa
Blank document t ur
Account Blank document Welcome to Word Single spaced (blank)
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New (Ctrl+N). 59 gRT 89 Ud a7 UST Bl ofd 2 |
Open (Ctrl+0). s59% gRT 89 U8l I Ud BIgd Bl ATT B o 2 |

Document1 - Word ? - x
Sign in

E;I Computer

Open

@ Recent Documents
Recent Folders

& OneDrive Book of The Ms. Office-2013,
D: » SOFTWARE » Basic+Tally+Multimedia- Book Final-2016 » Book of The Application Softwar...

_ Book of Advance Excel-2013,
ED Computer D: » SOFTWARE » Basic+Tally+Multimedia- Book Final-2016 » Book of The Application Softwar...
Ly

Book of The Ms. Word-2013,
F: » Basic+ Tally+Multimedia- Book Final-2016 » Book of The Application Software-2016, » Boo...

o= AddaPlace
Documents

Book of The Ms. Word-2013,
D: » SOFTWARE » Basic+Tally+Multimedia- Book Final-2016 » Book of The Application Softwar...

Desktop

Account

Options

T ) <« Book.. » Bookof The Ms, W... v Search Book of The Ms, Word... 2@

Organize - Mew folder 3==

a Autodesk 360 & Marne Date modified

| Book of The Ms. Word-2013. 12-10-2016 10:12 ...

*& Homegroup

1M This PC
o Autodesk 360
i Desktop
| Documents
4. Downloads
W Music
=| Pictures
g Videos
i, Local Disk (C:)
o Local Disk (D)

a Local Disk (E:)
L I 4

File name: | Book of The Ms, Word-2013, All Word Documents

Open
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Save (Ctrl+S). s® gRT 89 3109 ®Isal BT dIs 1 9 THR AT B Ihd 2 |
Save As (F12). 5@ gRT &H Ugcl ¥ Wd BIgel & 9 ®I de] Fdhd & I1 R 9 F 9F R Fad 2 |

Book of The Ms, Word-2013. - Ward 7T - 2 X%
Sign in

Save As

&& OneDrive E‘:l Computer

Current Folder

ED Computer Book of The Ms. Word-2013,
- D: » SOFTWARE » Basic+Tally+ Multimedia- Book Final-2016 » Book of The Application Software-20...

+ Add a Place Recent Folders

Book of The Ms. Office-2013,
D: » SOFTWARE = Basic+Tally+Multimedia- Book Final-2016 = Book of The Application Softwar...

Book of Advance Excel-2013,
D: » SOFTWARE = Basic+Tally+Multimedia- Book Final-2016 = Book of The Application Softwar...

Book of The Ms. Word-2013,
F: » Basic+ Tally+ Multimedia- Book Final-2016 » Book of The Application Software-2016, » Boo...

Documents

Book of The Ms. Word-2013,
D: » SOFTWARE = Basic+Tally+Multimedia- Book Final-2016 = Book of The Application Softwar...

Account

Options
Desktop
Browse
T . < Book.. » Bookof The Ms, W... AN ] Search Book of The Ms, Word... @
Organize - Mew folder gz - 7]
aF Autodesk 360 A Marmne Date modified Type
m Desktop L .
- Book of The Ms. Word-2013. 12-10-201610:25 ...  Microsoft W
| Documents
& Downloads
[F expert academy |
W' Music
=| Pictures
8l Videos
&, Local Disk (C:)
—a Local Disk (D:)
—a Local Disk (E:)
v €
LGS [Book of The Ms, Word-2013.
Save as type: | Word Document
Authors:  Prin Tags: Add atag
[] Save Thumbnail
« Hide Folders Tools = | Save | | Cancel

Print (Ctrl+P). 9% gRT 89 FaR 3% HIUl Tdx AU BIsdd &l ek I flicanse &7 Aare 9ad 2 |
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Book of The Ms. Word-2013. - Word 7T - x

Sign in

Copiest |1 - -

Computer Hardware & Software Institute.

Print
Save As (F12). You can change file name and location saves the current document your
hard drive. In other words, only the save as copy has the most recent changes you made to
p r" nter 0 the original file various format only. RTF, DOC, PDF, XML. Etc. its location.
The Save As dialog box will appear. Select the location where you want to save the
. ; Brother DCP-T300 - document.
Offline S T
Printer Propertie| Printer Status
. Status: Offline
Settings Type: Brother DCP-T300 XML Paper
1 Where: USBODT -
[:57 Custom Print Comment:
Type specific pages, section... .
Pages: | 1|
|:| Print One Sided
ot Only print on one side of th...

= Collated
Options EE 123 123 123 -

Portrat Orientazen - 7.

[] A@0xs7mm . B ==
8.27"x11.69" = Autodesk 360 A ne - [ro—— .
e Deics
j Narrow Margins Documents
- [P ——
Left: Right: " !\u..m scaderny |
i Ptres
D 1 Page Per Sheet -
Page Setup

p— o - =

Print (Ctrl+P). This option is used to you can select a printer, number of copes, other printing
option before printing.

Page Setup. $59& §RT 89 304 Ul & AR iR IR AIgS BT T IR Fdhd © | 3R Sl & lefse &l
IS B Thd B |

Margin. $9& gRT &9 3199 UsT & <fU, dicH, due, Wi, A & Ie &) Adhd & 3R Ul # 19
T BT < DA |

Paper Size. 59& gRT &7 A4 A8 & UST &I T &R A ¢ |

Sign in
Copies: |1 - -
& Software Institute.
man Margins | Paper | Layout
Margins
R Top: 05 & Bottom: 0.5 %
Printer Left: 0.5 = Right: 0.5 £
, ; Brother DCP-T300 - Gutter: o o Gutter position: | Left ~
=P Offline
Grientation
Printer Properties
Settings
- Custorn Print Portrait  Landscape
2 " -
Type specific pages, section... Pages
Pages [1 g Multiple pages: Normal v
A TD Print One Sided
ccount -
Only print on one side of th... Ereview
- —= Collated unnecessary to print your entire document, in
Opti - :
(=S EE 123 123 123 e suited for your needs Whether you're
. . . of pages, Word allows you to specify exactly
D Portrait Orientation -
ranges, you'll need to separate each entry
A4(210 x 287 mm)
|:| 27 5 11.69" - setmargin, paper size and different option layout
: hange the layout of document.
Narrow Margins . Applyto: | Whoale document |~ i space” around the pages of the documents. Tt
Left: 0.5" Right: 0.5" < of the page.
D Set As Default Cancel | |lee. You can choose the predefined paper size or
1Page Per Sheet -
Share. Send a copy of the picture in an email message as an attachment.
Export. This command is used to you can template data as preserves layout formatting font and

Share. s® gRT 89 3101 BIgel Bl 3Icd BRb Aol B Fhd ¢ |
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Export. 9% gRT &4 310+ HIsd &I vauie axa PDF 91 a6 2 |

Export

|—H Create PDF/XPS Document

B‘ Change File Type

Account

Options

Create a PDF/XPS Document

Preserves layout, formatting, fonts, and images
Content can't be easily changed

Free viewers are available on the web

Book of The Ms, Word-2013. - Word ?7 -

X
Signin

« Book...

T |

Crganize - Mew folder

£ Mame

% This PiC
) Autodesk 360
m Desktop

& | Book of The Ms. Word-2013.

| Documents

& Downloads

|F' expert acadery |
Wt Music

= Pictures

H Videos

i, Local Disk (C2)
a Local Disk (D)
—w Local Disk (E:)

» Book of The Ms, W... w (&

Search Book of The Ms. Word... 0

Date modified Type

12-10-2016 10:37 ... PDF File

File name: | Book of The Ms. Waord-2013.

Save as type: | PDF

Jpen file after publishing

= Hide Felders
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() Minimum size
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Options...

Publish

Cancel
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Exit (Alt+F4). 9% gRT 89 3= AicdaR I d1e% 3 T |

Chapter-3. Home (Alt+H).

B = - 3 B 3 - Book of The Ms. Word-2013. - Word T E - X
INSERT ~ DESIGN  PAGELAVOUT  REFERENCES ~ MAIINGS  REVIEW  VIEW Sign in
B X Cut P . s o o #: Find -
B C:p“ K |na- [t 220 || 8| 1| pbcand assbcon raebce AaBl AaBl sosecene ssmocne AQBI | R‘:placa
paste "er;atpmer T U-aex, x A-¥-A- S===|15- L - | TNomal | TNoSpac. Headingl Heading? Heading3 Heading4  Heading5  Title ’; [;Hmv
Clipboard [F] Font F] Paragraph r] Styles F} Editing ~
Clipboard.
Undo (Ctrl+Z). s9% gRT &4 30 dRE HHI€ ®I ESd & |
Redo (Ctrl+Y). 9% gRT &1 U4 aRE HHIS Pl 919 oM & |
o
Cut (Ctrl+X). 9@ gRT 8H 3109 Re T 3ffeslae Bl Holde IRD PHIC Thd 2 |
EI H - 6 - Document1 - Word T EH - x
INSERT  DESIGN  PAGELAVOUT  REFERENCES ~ MAILNGS  REVIEW  VIEW  ADD-INS Signin
= S i Find ~
DA NEEET aasbcde Assocee AaBbCe Assoce AABI | o 0
%
Pﬁfte o BT U -abex, ¥ A-¥F-A- TNormal | TMoSpac.. Heading1 Heading 2 Title ’; By Select~
Clipboard Font [F} Paragraph [F} Styles [F} Editing A
L Cut (Ctrl+X) L 2 3 & s & T oh

Remove the seleNgn and put it on
the Clipboard so yoNgan paste it
somewhere else.

Copy (Ctrl+C). sd® ERT 8F U4 SRS IT Tolde Pl Holde did DUl BN Fhd © AR 95 ¥ 30

W S8 TR IR IRD Sdd B ADhd ¢ |

El E ©- O =
INSERT

imenevto-[ie <\ & & ma- te HE 2
A-¥-A-B@

]

DESIGN PAGE LAYOUT REFEREMCES MAILINGS

CI S

U - abe x, ¥°
Clipboard 1 Font

G Copy (Ctrl+O) B

Put a copy of thesglection on the
Clipboard so you calgaste it
somewhere else.

- é-_-

Paragraph

Document1 - Word

REVIEW VIEW ADD-INS

bilae w3l @

AaBbCeDe AaBbceDe AaBhCr Azsbccl AQBI
TMNormal | TNoSpac.. Headingl Heading2  Title

g

Styles

3 5 6

]

7T E - x
Signin d
i Find =
20 Replace
[} Select -
Editing -~
ERE..

Paste (Ctrl+V). s8& &R 89 ®c I HiUl 3ifeide I CHRE DI NI SHTE W SR GAlbe B AD]

=
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B S 0= Document1 - Word ? B - X
HOME | INSERT ~ DESIGN  PAGELAYOUT  REFERENCES ~ MAILINGS — REVIEW  VIEW  ADD-INS Sign in
X% N 5 —a— a— oo \ i Find ~
o - - - By ahc a— e I— oy A— = ) . =2 — A Lo
TimesNewRo -|12 | A & A3 A EriErET EE AW 20 | papboepe mabeene AaBbCe Azsbcel AABI .
& = v | 23c Replace
BIU-#&x,x A--A-BE ====-4 j=- &H-ui- TNormal | TNoSpac.. Headingl Heading2 Tite 5] 1 qect-

Clipboard & Font ) Paragraph ) Styles ] Editing -~

3 4 5 (3 7 2

Add content onXe Clipboard to
your document,

Xideo provides a powerful way to help you prove your point. When you click Online Video, you can paste in
theé\embed code for the video you want to add. You can also type a keyword to search online for the video that
best ¥its your document.

Video provides a powerful way to help you prove your point. When you click Online Video, you can paste in
7 the embed code for the video you want to add. You can also type a keyword to search online for the video that

best fits your document.
(Crl)

Format Painter. (Ctrl+Shift+C). s5® gRT 89 31U U TdRT Bl Holde HRD STD! UTIS] bl Dhidl
PRD GAY TRT WR IACIg B Fhd o |

Font.

Font (Ctrl+Shift+F). s59% gRT 89 U1 TR HI Holde dXP Hhic Bl dof dY Jhd g | 3R =)
SISl Bive ¥ TI8U Y Ihd ¢ |

m H ©- O &" "i_i' B - Document] - Word
FILE HOME INSERT DESIGM PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW

a2y ¥ Cut S N e i _ o "
D Ba 28Dayslater |~ 12 - A A Aa- = ei= .. EESE owmom 29 A2BbCcDe AaBbCeDe AaBbCt AaBbCe Aa B' P
B Copy
Paste Theme Fonts M ==, = e . . . , .
. ** Format Painter Fonts ===- 1= Fo. Rt MNormal | Mo Spac... Heading1 Heading 2 Title Subtitle
Calibri Light (Headings)
Clipboard 5 Paragraph & Styles
L I Calibri (Body) = = = = o .
Times New Roman (Headings)
Arial (Body)

Recently Used Fonts

T 28 DAYS LATER

% 5= FONT

T e Fiandlge-2l

i FTH SERVIC= =M P YOU PROVE YOUR POINT. WHEN YOU CLICK ONLINE VIDEG, YOU CAN PASTE \
T Alfredo Heavy HE VIDED YOU WANT 70 ADD. V&Y CAN ALSO TYPE A KEYWORD TO SEARCH

© Humnst777 Blk BT AT BEST FITS YOUR DOCUME]

- ) fdobs Garamond Pra
() Adobe Caslon Pro Bold IT LOOK PROFESSIONATLY PRODUCED, WORD PROVIDES HEADER, FOOTER
€ Wingdings OX DESIGNS THAT COMPLEMENT EACH OTHER. FOR EXAMPLE, YOU CAN ADD

¢ Times New Roman
All Fonts

T (=6 L

[~ 28 Bavs LaTER

SIDEBAR. CLICK INSERT AND THEN CHOOSE THE ELEMENTS YOU

L WAY TO HELP YOU PROVE YOUR POINT. WHEN YOU CLICK ONLINE VIDED,

% J5 daus ago B EMBED CODE FOR THE VIDED YOU WANT 7O ADD. YOU CAN ALSO TYPE A
" 36 days ago Thich BRH INE FOR THE VIDED THAT BEST FITS YOUR DOCUMENT .
H ADTT

 FTH S=ERvVIC= =17 T LOOK PROFESSIONALLY PRODUCED, WORD PROVIDES HEADER, FOOTER,
W A S=EAVAC= =7,  0X DESIGNS THAT COMPLEMENT EACH OTHER. FOR EXAMPLE, YOU CAN ADD
FEFTH EERWIES &85  HEADER, AND SIDEBAR. CLICK INSERT AND THEN CHOOSE THE ELEMENTS YOU /

T rFTH SERVICE S=EWMI-U |7 GALLERIES
% Bachen BT
% Rachen-Light -

Font Size. s9® gRT 89 304 R Bl Jolde BRP Bie Bl ATgol BT BICT AT I8 B Ihd ¢ |
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@ H ©- &,- ‘a?- E = Document] - Word
HOME INSERT DESIGM PAGE LAYOUT REFEREMNCES MAILINGS REVIEW VIEW
g [ Elx v na- 2 == e 2
o 28 Days Later 'A A Aa- e i -i=-ta- e=s= o 2L T | poencene asBbcepe AaBbCe azBoce AQB| assbcer
3 opy
Paste - am C WA == == =- -
s * Format Painter B 1 U 738 . 8- - A == == = Fo: T Mormal = T Mo Spac.. Heading1 Heading 2 Title Subtitle
Clipboard [F] 10 ] Paragraph ] Styles
[ 1 1 2 3 4 5 3 I 7
FONT SIZE

\

ERFUL WAY TO HELP YOU PROVE YOUR POINT. WHEN YOU CLICK ONLINE VIDEG, YOU CAN PASTE
EMBED CODE FOR THE VIDED YOU WANT 70 ADD. YOU CAN ALSO TYPE A KEYWORD 70 SEARCH
FOR THE VIDED THAT BEST FITS YOUR DOCUMENT

70 MAKE YOUR DOCUMENT LOOK PROFESSIONALLY PRODUCED, WORD PROVIDES HEADER, FOOTER,
COVER PAGE, AND TEXT BOX DESIGNS THAT COMPLEMENT EACH OTHER. FOR EXAMPLE, YOU CAN ADD
A MATCHING COVER PAGE, HEADER, AND SIDEBAR. CLICK INSERT AND THEN CHOOSE THE ELEMENTS YOU
WANT FROM THE DIFFERENT GALLERIES,

\'\DED PROVIDES A POWERFUL WAY TO HELP YOU PROVE YOUR POINT. WHEN YOU CLICK ONLINE VIDED,
YOU CAN PASTE IN THE EMBED CODE FOR THE VIDEO YOU WANT 7O ADD. YOU CAN ALSO TYPE A
KEYWORD 70 SEARCH ONLINE FOR THE VIDED THAT BEST FITS YOUR DOCUMENT

7O MAKE YOUR DOCUMENT LOOK PROFESSIONALLY PRODUCED, WORD PROVIDES HEADER, FOOTER,
COVER PAGE, AND TEXT BOX DESIGNS THAT COMPLEMENT EACH OTHER. FOR EXAMPLE, YOU CAN ADD
A MATCHING COVER PAGE, HEADER, AND SIDEBAR. CLICK INSERT AND THEN CHOOSE THE ELEMENTS YOU
WANT FROM THE DIFFERENT GALLERIES.

_/

Increase Font Size (Ctrl+Shift+>). s\ gRT 89 309 TdRE BT Jolde HRB Bie I Aol Bl g
PR Fh 2 |

EI H ©- O &Jv’:li_—_v B - Documentl - Word
HOME INSERT DESIGM PAGE LAYOUT REFEREMCES MAILIMNGS REVIEW VIEW
= J6 Cut - Bp = L iz .%o A
Em Copy B0aysoter T8 BRI AR IR A== 2l T | assbcene assbcene AaBbCc AzBbCc AAR
Title

Paste

~ Format Painter
Clipboard P

L 1

Decrease Font Size (Ctrl+Shift+<). s59& gRT 89 379 SRS Bl Aolde Hb

ol

Ponit Size (Ctri+>)

Make your ted{ a bit bigger.

Paragraph

- TMormal = THoSpac.. Heading1 Heading 2

Styles

il

B Thd B |
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E| H ©- (_l;,akv‘aiv B - Document] - Word
HOME INSERT DESIGMN PAGE LAYOUT REFEREMCES MAILINGS REVIEW VIEW

s 36 Cut 28 Dayslater - |11 - A Aa- fe = -iz . == mm 2T
B ¥ ETiET T e z AaBbCeDc AaBbcede AaBbCe AsBbCc AQH
=R Copy
Paste - 2 -\ . EeEE=. = i i i
* ~ Format Painter B I U abe X, X & L = === = T Mormal T Mo Spac.. Heading 1 Heading 2 Title
Clipboard [} Font [} Paragraph [} Styles
L L g Decrease Pyt Size (Ctrl+ <) E 2 5 & =

Make your text\g bit smaller.

DECREASE FONT SIZE

Change Case. sd® gRT 89 310 SR< Bl Holde HRd diice oley, W oick, 3R ds BT Ugdl olcx
BICT AT IS B Ihd ¢ |

B H - A= B = Document1 - Word
HOME INSERT DESIGN PAGE LAYOUT REFERENCES. MAILINGS REVIEW VIEW

=7 Cut

w

2, [ i T

= a
28 Days Later - |18 3= v o9 2l 91| sapbcepe AaBbcebe AaBbCe AzBbCe AAB| asebcec =

Copy
- S T MNormal | Tho Spac.. Heading1 Heading 2 Title Subtitle | =

it

Paste B I U - ae x, ® /- Sentence case.

 Format Painter
owercase
Clipboard [} Font Paragraph
2 PPERCASE

o

Styles =
% 1
apitalize Each Word

/OGGLE CASE

CHANGE CASE.

PROVIDES A POWERFUL WAY TO HELP YOU PROVE YOUR POINT. WHEN
LICK ONLINE VIDEO, YOU CAN PASTE IN THE EMBED CODE FOR THE

FOR THE VIDEO THAT BEST FITS YOUR DOCUMENT.

e Your Document Look Professionally Produced. Word Provides Header, Footer,
Covyer Page, And Text Box Designs That Complement Each Other. For Example. You Can
A A Matching Cover Page. Header, And Sidebar. Click Insert And Then Choose The
ents You Want From The Different Galleries.

MAKE YOUR DOCUMENT LOOK PROFESSIONALLY PRODUCED. wORD PROVIDES
HEADER. FOOTER. COVER PAGE. AND TEXT BOX DESIGNS THAT COMPLEMENT EACH
OTHER. fOR EXAMPLE, YOU CAN ADD A MATCHING COVER PAGE, HEADER, AND
SIDEBAR. cLICK iNSERT AND THEN CHOOSE THE ELEMENTS YOU WANT FROM THE
DIFFERENT GALLERIES.

Clear All Formatting. s9& gRT 89 3[04 CRT & BHERT Bl Holde b 8l Ihd & oY dlos,

Sciold, fSaTsH |

Bold Font (Ctrl+B). s9® gRT 89 31U4 CR< ®l Wolde Hd Al B dAdhd 2 |
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G As-imr B = Docurnent! - Word E
FILE INSERT ~ DESIGN  PAGELAYOUT  REFERENCES  MAILINGS  REVIEW  VIEW
3 - = 5= a
0 TimesNewRo - |12 -] A == o 2T naepcene asebcene AaBbCe AzBbCc AQBI assbccr -
Pafte « Format Painter = &~ TNormal |~ TMo Spac... Heading1 Heading 2 Title Subtitle | |
Clipboard [F] Paragraph [F) Styles
L 1 2 3 4 5 6 o~ 7
Make your bold.
Bold font.
A powerful wax to help you prove yvour point. When yvou click online video, you can paste
in the embed codefor the video you want to add. You can also type a keyword to search
- online for the videothat best fits your document.

Italic Font (Ctrl+1). s@® gRT 89 3104 CR< &I Folde Pd [ORST B Hbd 2 |

@ H - C)&" ‘a?- B - Document] - Ward
HOME INSERT DESIGM PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW

-

TimesMewRo ~ |14 - A A" Aa~- &

2L T | aaBocepe AaBbcepe AaBbCe AaBbCe ASBI assocer
Paste 2 | . e .
 Format Painter | L2 s A

[ T Normal T No Spac... Heading 1 Heading 2 Title Subtitle
Clipboard L) [F] Paragraph [F] Styles
L 1 | 2 3 4 5 3 A 7
More Underlines for the video vou want to add. You cul also tvpe a kevword to search online
- L2 Underline Color » B Automatic nent.

Theme Colors

To make vour ¢ E m-mm ssionally produced, word provides header, footer, cover
page, and text b I ement each other. For example, vou can add a matching

cover page, hea ck insert and then choose the elements vou want fir-om the

different galleriin I I I I I I I

Standard Colors

Video provides «igm m = mm m /P vou prove vour point. When vou click online video, vou
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Citation & Bibliography.
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Step 1: Add Citations And Sources.
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Bibliography Fields for APA

Author |Mr. Raj. |
[ ] corporate Author |

Title |Ms. Office 2013,

vear 2016

City |Delhi.

- Publisher |Web Expert Put.Ltd )|

[C] show All Bibliography Fields
Tag name Works Press

M MrR16
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Step 2: Choose A Reference Style.
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2005
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- 2003
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) 2003
. Harvard - Anglia
- 2008
IEEE
2006
IS0 690 - First Element and Date
1987
150 690 - Numerical Reference
1987
MLA
Seventh Edition
S15T02
2003

" w date Citations and Bibliography .
) Turabian

Sixth Edition

Step 3: Insert Bibliography.
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Step 1: Insert Image.
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|Figure 1/ |
Options

Label: [ Figure

Position: |Below selected item

[] Exclude label from caption

New Label... Delete Label

| Autocaption... | [ ok
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Step 2: Insert of Table Figures.
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Index Table of Contents ]| Table of Authorities

Print Preview

Figure 1: Text....
Figure 2: Text.... Figure 2: Text
Figure 3: Text.... Figure 3: Text
. i . Figure 4: Text
B Figure 5: Text. Figure 5: Text

Web Preview
Figure 1: Text

w
]| Use hyperlinks instead of page numbers

Show page numbers
Right align page numbers

: Tab leader: |
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Caption Jabel: |Figure |
.; Include label and number
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Step 3: Update Table.
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-
~
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m

Cross-Reference. s9& gRT 89 3199 <dd, R, IREUTH, ST o1 9 foiep a1 Iod & o w
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Chapter-8. Mailings (Alt+M).

BHS G- Book of The Ms, Word-2013, - Ward ? @ - x
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Iiléll‘vﬂatm Fields [IJFmd Recipient
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Merge~ Recipients - Recipient List = Merge Fields Block  Line Field & Update Labels | Regyts @ Check for Errars Merge
Create Start Mail Merge Write & Insert Fields Preview Results Finish ~

Create.
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Step-1
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Mail Merge £a3
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. R, Labels... Select document type
- What type of document are
- B Directory you working on?
IMormal Word Document | Letters
] 5 Step-by-Step Mail Merge Wizard... e aacy
Letters
_ Send letters to a group of
people. You can personalize
the letter that each person
. receives.
m Click Mext to continue,
- Stcp1of6
. I > Next Starting document I
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Mail Merge RA3
. Select starting document
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I | Use the current document
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Start from existing document
- Use the current document
,\.‘ Start from the document
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N recipient information.
-
N Previous: Select document ty

Step -3. s9d gRT &4 fhes & 3ieX ¥, UsH 3R Ul SHIHIE BT WX Hdhd 2 |
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Create Start Mail Merge Write & Insert Fields Preview Results Finish -~
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Mail Merge M
- Select recipients
Use an existing list
N Select from Outlook contacts
ype a new list
. Type a new list
~ Type the names and
addresses of recipients.
E= Create...
. Type recipient in the table. To add more entries, dick New Entry.
- Title: ~ [ First Name. ~ [ Last Name ~ [ Company Name + [ Address Line 1
| [ nar Suraj Sharma Expert 11/B Nangloi.
- || M Rahul Singh Expert 11/C Nangloi
e Kamal Vadav. Expert 11/D Nangloi
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o
B <
New Entry | | Eind...
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Insert:
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Last Name
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Address Line 1
Address Line 2
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Work Phone

E-mail Address
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50
= R R SRR SR T R T A S &7 a
- %

Mail Merge

Write your letter
If you have not already done
50, write your letter now.

To add recipient information
to your letter, click a location
in the document, and then
click one of the items belowr.
Address block.
[ Greeting line...

=Y Electronic postage...

B More items...

When yau have finished
wrriting your letter, click Mext,
Then you can preview an
personalize each recipient's
letter.

Step 4 of 6
3 Next: Preview your letters

€ Frevious: Select recipients
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Mail Merge AES

Write your lette:
If you have not already done
s0, write your letter nown.

To add recipient information
to your letter, click a location
in the document, and then

click one of the items below,

Address block...

B Greeting line...

=Y Electronic postage.

B8 More items...
When you have finished
writing your letter, click Mext,
Then you can preview and

personalize each recipient’s
letter.
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Create Start Mail Merge Write & Insert Fields Preview Results Finish -~
Mail Merge &S

nMerge records
@

) Current record

Omom [ o [

Complete the merge
Mail Merge is ready to
produce your letters.

To personalize your letters,
dlick "Edit Individual Letters.”
This will open a new
document with your merged
letters. To make changes to
all the letters, switch back to
the original document.

Merge
Eri

| Edit individual lettes

Step 6 of 6
€ Previous: Preview your letter:
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Write & Insert Fields.

This is the list of recipients that will be used in your merge. Use the options below to add to or change your list.
Use the checkboxes to add or remove recipients from the merge. When your list is ready, click OK.

asd.mdb

<

Sharma

Data Source

Refine recipient list

asd.mdb

Y Find duplicates...
Eind recipient...

Refres

Edit. I

n

Highlight Merge Fields. s5@ gRT 84 210+ SAgHc & Wiee l Blsllsc dR Fdhd o |

H - O =

Create Start Mail Merge
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PAGE LAYOUT

INSERT DESIGM
=] =
Envelopes Labels  Start Mail Select Edit
Merge ~ Recipients - Recipient List  |Mer

REFEREMCES

MAILINGS

Highlight
Fields

Elock Line Field ~

Write & Insert Fields

Highlight Merge Fields
Highlight the fields in your
document.

This makes it easy to see where
content from your recipient list will
be inserted.

Address Greeting Insert Merge

Shape - Word

REVIEW VIEW ADD-IME

q@ M 4

m Find Recipient

Dg Rules =
2 Match Fields

=

Preview Finish &
ré Update Labels Results @ Check for Errars Merge -
Preview Results Finish

I R R T S T T S S S R S S R R S S SR
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Envelopes Labels = Start Mail  Select Edit b Greeting Insert Merge Preview Finish &
Merge - Recipients - Recipient List  Merge Fields| Block Line Field = [# Update Labels | Results =~ [ Check for Errors Merge -

Create Start Mail Merge ite & Insert Fields Preview Results Finish

Specify address elements
Insert recipient’'s name in this format: review from your recipient list:

Joshua
Joshua Randall Jr.
Joshua Q. Randall Jr.

M. Josh Randall Jr. g‘(;::'a'ma Sharma
Mr. Josh Q. Randall Jr. et

3 Jr.
hua Randall Jr. Delhi - 110041, Delhi

nsert company name

nsert postal address:

() Mever include the ¢ gl inthe
() Always include the c gi inthe
(®) Only include the country/region if different than:

Correct Problems

If items in your address black are missing or out of order, use

[india [~]  mMatch Fields to identify the correct address elements from
your mailing list.

Format address according to the destination country/region

H - O = Shape -
HOME INSERT DESIGM PAGE LAYOUT REFEREMCES MAILINGS REVIEW VIEW ADD-INS

N N -
= = = = [B BB NI - =R
. - - ) " EIE Match Fields N [,_D Find Recipient o

Envelopes Labels = Start Mail Select Edit Highlight Address [Greeting|Insert Merge Preview Finish &

Merge -~ Recipients - Recipient List Merge Fields EBlock Line Field - I-—é Update Labels | |Recults Q Check for Errors Merge -

Create Start Mail Merge Write & Insert Fields Preview Results Finish
L B B
-
Greeting line format:
Dear |+ [mr. Randall
~
B Greeting line for invalid recipient names:
|Dear Sir or Madam, EI
_ Preview
Here is a preview from your recipient list:
ﬂj Dear Mr, Sharma,
Correct Problems
- If items in your greeting line are missing or out of order, use Match Fields
to 'y the correct from your mai

-
n
-

Insert Merge Field. s5@ gRT &4 3101 SfafHc H Ugd 9 9 g8 Wiee @ $HC IR Adhd © | o
TIECd, B ¥, TRE =H, HUAI =4 |
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EI H - & - Shape - Word
HOME INSERT DESIGHM PAGE LAYOUT REFEREMCES MAILIMNGS REVIEW VIEW ADD-IMS

= @ B = 3 Rules - @ M a1 M _,

& Match Fields [5 Find Recipient

Envelopes Labels = Start Mail Select Highlight Address Greeting [Insert Merge Preview Finish &
Merge ~ Recipients ~ Recipient List  Merge Fields EBlock Line Field ~ I-—-’:'ﬁ' Update Labels Results Q Check for Errors Merge ~

Create Start Mail Merge Write B Ir Title Preview Results Finish
L R T RS SN R RS- S FE S T R - S TR -+

First_Mame

Last Mame
Company_Name
Address Line_1
Address Line 2
City

State

ZIP_Code

Country_or_Region

Home Phone
Work_Phone
Ernail_Address

Preview Results.

Preview Results. s8d@ gRT 84 310 SfAFHC # Hel #of ®I fhfer axd 2 |

Find Recipient. s89& gRT &4 310 Sfagic # ST &R Adhd & IR ey &7 <@ dad 2 |
Check for Errors (Alt+Shift+K). s8@& gRT &9 #d Aol & UR @ <@ Fad o |

Finish & Merge. 9% gRT 89 Jd Aol Bl dilc B Adhd & 3R Fd Bl fiic &R Iahd 2 IR SR
Al BT TS P FPhd 2 |

Chapter-9. Review (Alt+R).

B HE S O- Book of The Ms. Ward-2013. - Word 2 EH - 8 X%
HOME  INSERT  DESIGN  PAGELAYOUT  REFERENCES  MAILINGS | REVIEW | VIEW  ADD-INS Sign in

‘::;3 |E Define a’%’ ﬁ$ 51 Update IME Dictionary “ D D -)I_; E = BSlanMarp - &) Previous z@ D

Thesaurus Show Markup ~ ':’j Next
Spelling & . Translate Language New Delete Previous Mext Show Track Accept Reject Compare Elock  Restrict
Grammar 21 Word Count . a Comment Comments  Changes - [2) Reviewing Pane - - - Authors - Editing
Proofing Language Comments Tracking = Changes Compare Protect ~

Proofing.

Spelling & Grammar (F7). s5& g§RT &9 310 SfagHe # 3 [T 3R IR BT Ih B Fdhd & AR
TAd W& BT Hel PR Hahd 3 |

BHS - Shape - Word T @ - x
HOME  INSERT  DESIGN  PAGELAYOUT  REFERENCES  |MAILINGS | REVIEW — VIEW  ADD-INS Sign in

ABC Define a’%} ﬁ$ 51 Update IME Dictionary Q >I<J (\3 D E =h, BSanMarkep - £ Previous l.{ D

V Thesaurus =4 Show Markup - ':)j Mext ®
Spelling &1 - Translate Language MNew  Delete Previous Next Show Track o Accept Reject Compare  Block Restrict
Grammar| £z Word Count - M Comment Comments  Changes~ 2] Reviewing Pane - - - M Authors - Editing

roofing Language Comments Tracking ] Changes Compare Protect A
Lo CCI R RIS S R S S S S, S - S S B Co T o
: Spelling Mt
b powerfull
N powerful
. powerfully
o power full
Change All
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Thesaurus. 9@ gRT 89 3104 SiRFe # 9 Aolae 5y 1 Rifier o€ &1 <@ dad 2|

B H S O - Shape - Word ? = - x
HOME INSERT DESIGN PAGE LAYOUT REFEREMCES ~ MAILINGS VIEW  ADD-INS Signiin
ABC Define ¥ = =71 Update IME Dictionary > k= > =n F=‘§ I by &7 Previous [ ]
v & &* DB E B8 B & [

EE[ Thesaurus Show Markup = 3 Next

Spelling & Translate Language New  Delete Previous MNext Show Track o Accept Reject Compare Block Restrict
Grammar (1221 Word Count - - Comment - Comments Changes ~ [2] Reviewing Pane ~ - - - Authors - Editing
Proofing Language Comments Tracking 5 Changes Compare Protect ~
. — - e S B S S S SRR R S
Thesaurus e

| e ——

4 influential (adj.)
influential

commanding
authoritative
controlling

prevailing

dominant

potent

great

mighty

L formidable

weighty

powerless (Antonym)

insignificant (Antonym)

weak (Antonym)
4 strong (adj.)

strong

mighty

muscular

brawny

sturdy

forceful

hard

violent

robust

Word Count. s8& gRT &4 30 SARJHE H I U], T8, ol Bl BISC DD o il & |

E - 3 - Shape - Word
HOME INSERT DESIGM PAGE LAYOUT REFEREMNCES MAILINGS REVIEW VIEW ADD-INS
ABC Define v s ) Update IME Dictionary < <« > B an Markup - B a Previous |
v % AT 7 &J J B -

! Thesaurus . Show Markup ~ N ':)j Mesxt
Spelling &res Translate Language Mew Delete Previous MNext Show o Accept Reject Comp
Grammar | == Word Count - - Comment  ~ Comments | Changes ~ Reviewing Pane - - - -

Proofing Language Comments Tracking [} Changes Comp

L L S . N - N S N

Statistics:
- Pages
N Words
) Characters [no spaces)
Characters [with spaces)

Paragraphs
Lines
Mon-Asian words
Asian characters, Korean words
7 Include textb
-
-
0]

Language.
Translate. 5@ gRT 89 fbdl oNUS BT gER < UST ¥ ivelc BR Hdhd o |

Language. 9% gRT 89 310 oT[Uol AT@H BT Helde B Fad @ |
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H - O = Shape - Word ? EH - & X
HOME INSERT DESIGM PAGE LAYOUT REFEREMNCES MAILINGS VIEW ADD-INS Sign in
ABC Define a’w ﬁi 5] Update IME Dictionary \J )S (_Ij _)lj ES i (Al Markup - £ Previous _E :@ I:B.
W Thesaurus E-D =& Show Markup ~ 2 Next
Spelling & ., Translate fanguage New  Delete Previous Mext Show Track X Accept Reject Compare  Block Restrict
Grammar (125 Word Count - - Comment - Comments  Changes - (2] Reviewing Pane - - - - Authors - Editing

Proofing Language Comments. Tracking = Changes Compare Protect ~

Research NS

o —
BT R

Translation options...

o

e
5% Translator

Get more languages
Microsoft® Translator
4 Can‘tfind itz
Try one of these
alternatives or see Help for
hints on refining your
search.
Other places to search
Search for ‘Computer in:

EQL All Reference Books
EQy, All Research Sites

P Get updates to your services..

EF) Get services on Office
Marketplace

FQ, Research options...

PAGE 1 OF 2

Comments.
New Comment. $9& gRT &1 307 SfagHc # Yo AT HHE BT V€ TR D ¢ |

E] H - 0 - Shape - Word ? B - x
HOME INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW ADD-INS Sign in

ABC Define oy e Update IME Dictionary b « > B Be L 5 a Previous [ ]
v & R I BB Bl & [
Thesaurus Show Markup ~ ':)j Next
Spelling &, Translate Language New  |Delete Previous Mext Show Track . Accept Reject Compare Elock  Restrict
Grammar (1] Word Count - - Comment | - Comments = Changes~ [E]Reviewing Pane - - - - Authors - Editing
Proofing Language Comments Tracking ) Changes Compare Protect -
[N T R SRR R SRS RS- TS AR RS SR AR SR AR R TR, S [<]

| ExeerT AcADEMY
Video provides a powerful way to help you—
your peint. When you click Online Video,
paste in the embed code for the video you-
add. You can also type a keyword to searcl
the video that best fits your document Corr

| ExeerT AcADEMY
Video provides a powerful way to help yo |
your point. When vou click Online Video,
paste in the embed code for the video you-
add. You can also type a keyword to searcl
the video that best fits your document Cornr

H EXPERT ACADEMY 3 minutes ago
Video provides a powerful way to help you
your point. When you click Online Video,
paste in the embed code for the video you-
add.|

Delete. 59 gRT &H 307 SfRPFHE & Aelde HHe BT fSellc wR Fhd 2|
Previous. 9& gRT 8 301 SIRMHE & fUsd FHHic W T Fad 2 |
Next. & gRT &H U STRFHT & 3Tl HHe W T Fad ¢ |
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Show Comments. $5& g§RT &4 (U SAgHC & AT HHE B <@ D ¢ |

Tracking.

Track Change (Ctrl+Shift+E). s8& gRT 84 U Sfagdc d fhd U <oisl BT b B Fdhd & AR
I HIST R ADT 2 |

El H ©- 0 = Shape - Word
HOME INSERT DESIGN PAGE LAYOUT REFEREMCES MAILINGS REVIEW VIEW ADD-INS
ABC Define a’%} ﬁ$ #21 Update IME Dictionary IJ D (-Ij -)Ij =5 [ | A Markup - £ Previous E
; Thesaurus . Show Markup ~ - 'a MNext
Spelling & . Translate Language New  Delete Previous Mext Show o Accept Reject Corl
Grammar B2z Word Count - - Comment - Comments < Reviewing Pane - - -
Proofing Language Comments Tracking ] Changes Corf

L b ! L ! ! 3 ! 4 | Track Changes (Ctrl+Shift+E) e

Keep track of changes made to this
document.

This is especially useful if the
document is almost done, and
you're working with others to make
revisions or give feedback.

o Tell me more

Shape - Word ?EH - O

HS ¢-
h HOME  INSERT MAILINGS VIEW Slgnm'
ABC &) Define a’%} ﬁi 13 Update IME Dictionary IJ )E (-I_; D B z@ [b,

DESIGN PAGE LAYOUT REFERENCES ADD-INS

a Previous

B8 | Al Markup I

Soeli &Thﬁaurus
pelling
Grammar fiz5) Word Count .

Proofing

Translate Language

Language

New

Delete Previous Next
Comment

Comments

R I

Show

Track
Comments | [Changes = [

Simple Marku
All Markup

2| Next
| Accept Reject :j

No Markup
Criginal

Changes

L TR |

Compare

Block  Restrict

- Authors - Editing

Compare

Protect

Revisions
v 4 REVISIONS 2

EXPERT ACADEMY Inserted

EXPERT ACADEMY Deleted .
prove

EXPERT ACADEMY Inserted .
new track change ~

EXPERT ACADEMY Deleted )
Save time in Word with .
new buttons that show .
up where you need them. '
To change the way a )
picture fits in your "
document, click it and a '
button  for layout
options appears next to y
it. When you work on a )
table.

Floor

Ke Samne 37¢
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B HS O- Shape - Waord ? H - 8 X
HOME INSERT DESIGM PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW ADD-INS Sign in
ABC Define 11 w1 Update IME Dictiona < « > | | AN Marku - Ly & aprewous ®
& FF D DO B e & [3
Thesaurus & 71 ':)j Mext E ®
Spelling & Translate Language New  Delete Previous Next Show Track Memant Reject Compare Block  Restrict
Grammar [z Word Count - - Comment Comments Changesw « Comments - - Authors - Editing
Praofing Language Comments v Ink Changes Compare Protect -
L 1 Sz 3 P S 8 a7 R
P « Insertions and Deletions
Revisions TR -
v TREVISIONS a2 B 5
Eu Balloons 4 Show Revisions in Balloons

EXPERT ACADEMY Formatted Specific Peaple » | Show All Revisions Inline

Font color: Dark Blue Highlight Updates Show Only Comments and Formatting in Balloons

EXPERT ACADEMY Inserted
show Mark-Up
EXPERT ACADEMY Deleted
Track Change
EXPERT ACADEMY Inserted
track change
EXPERT ACADEMY Deleted
prove
EXPERT ACADEMY Inserted
new track change
EXPERT ACADEMY Deleted
Save time in Word with
new buttons that show
up where you need them.
To change the way a
picture fits in your
document, click it and a
button for layout
options appears next to
it. When you work on a
table.

Other Authors

Reviewing Pane. 9@ gRT 89 3109 SiaRgHe # 8 dTel a1 Tiolol &l o Fdhd 2 |

Changes.
Accept. 9 §RT 84 310 SIRFHC H B dll AR TIolol Bl T dR Fdhd © |

H - 0 - Start Mail Merge - Word ? EH - 8 X
HOME INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS VIEW ADD-IMNS Sign in
ABC Define v % (2 Update IME Dictiona < [ 3 > =k B | Al Marku - A By a Previous [ ]
a =3 P ny = ol P Vv
[ Thesaurus % ﬁ lJ lJ \j |j E E} Show Markup ~ . ':)j Next U@ D
Spelling & ;o Translate Language New  Delete Previous MNext Show Track . Accept |Reject Compare Block  Restrict
Grammar [tz Word Count M - Comment Comments  Changes~ [E]Reviewing Pane - hd M M Authors - Editing
Proofing Language Comments Tracking ) A(cept and Move to Next Protect A
L \-“g--‘l-‘-l--‘l-‘-z . 3 e ~5 Lt Bt AT Accent This Change
) Accept All Changes Shown
F_‘ Acce[!t. I Accept All Changes I
. . . . Accept All Changes and Stop Tracking
. Video provides a powerful way to help you prove your point. When you click G viucu, | EXPERT ACADEMY
| you can paste in the code for the video you want to add. You can also type a keyword to search | Deleted: crmbed
; online for the video that best fits your document. EXPERT ACADEMY
. c : Deleted: produced
| To make your document look professionally, Word provides header, footer, cover page, and e
text box designs that complement each other. For example, you can add a matching cover page, E":’ERTd ACADEMY
h . . . . Deleted: the el; it
header, and sidebar. Click Insert and then choose you want from the different galleries. e clemens
. : = : EXPERT ACADEMY
N Themes and styles also help keep your coordinated. When you click Design and choose a new Deleted: document
' Theme, the pictures, charts, and SmartArt graphics change to match your new theme. When
. EXPERT ACADEMY
. you apply styles, your headings change to match the new theme. Deleted: your
| Themes and styles also help keep . When you click Design and choose a new Theme, the EXPERT ACADEMY
- pictures, charts, and SmartArt graphics change to match your new theme. When you apply Deleted: document coord
' styles, your headings change to match the new theme. /

Reject. s9& gRT 84 310 Sfagde # & drel AW doiel Bl Rolde HR Hahd & |
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Previous. 359& gRT 89 314 SIRfFHE & fUgel ¢ae ol U O Had & |
Next. s9& §RT &H 09 SIRHT & M ¢a dolol W oI Fdhd ¢ |

Compare. 8@ gRT 89 Udh HI2J &l SIRHC DI HUIR AT hdlgT dRD o Fdhd o |

3= :
HOME INSERT DESIGN PAGE LAYOUT REFEREMNCES MAILINGS - VIEW ADD-INS Signin

Define a"i‘é Tﬁi Update IME Dictionan rh No Markup - h &, a Previous P
) [H Thesaurus B Show Markup ~ ':’3 Next 5
g & Translate Language New  Del Show . Accept Reject Elock  Restrict
Grammar Nord Count - - Comment Comments | Chal [E]Reviewing Pane - - - Authors - Editing
Proofing Language Comments Tracking [rl Changes Protect
Combined Document X || Original Document (Start Mail Merge - EXPERT ACADEMY) *
Compape.
Compare. _Lll'_

) . ) ) Video provides a powerful way to help you prove your point. When
Vldt.éo prf)uldesa powerfulwa.y to help you prove your p0|r_1t. When you click you click Online Video, you can paste in the code for the video you
Online Video, you can paste in the embed code for the video you want to want to add. You can also type a keyword to search online for the
add. You can also type a keyword to search online for the video that best fits video that best fits your document.
vour document. To make your document look professionally, Word provides header,
To make your document look profassionall—azadicad Wnrd nrovida footer, cover page, and text box designs that complement each other.

Combine Documents ? ching cover page, header, and sidebar.

header, footer, cover page, and t¢ u want from the different galleries.

other For example you can ﬂdd Original document Revised document
. 2
. . Start Mail I v D dddd.d v D our coordinated. When you click
sidebar. Click Insert and then chg | [>=" "2 e e Fp your | Yy
diff lleri Label unmarked changes with: | ExpERT ACADEMY Label unmarked changes with: | ExpERT ACADEMY 1e, the pictures, charts, and SmartArt
[HErenigaleuies new theme. When you apply styles,
.
- the new theme.

Themes and styles also help keep y
“click Design and choose a new The :p . When you click Design and choose

graphics change to match your new theme. When you apply styles, your a new Theme, the pictures, charts, and SmartArt graphics change to
headings change to match the new theme. match your new theme. When you apply styles, your headings change
to match the new theme.

More ==

Save time in Word with new buttons that show up where you need them. To
change the way a picture fits in your document, click it and a button for
layout options appears next to it. When you work on a table, click where you

m H = DA\SOFTWARE! Basic+ Tally+ Multimedia- Book Final-2016\Book of The Application Software-2016,\Book of The Ms, Word-2013,\Book of The Ms. Werd-2013..doc - Word ? B - &8 X
HOME  INSERT DESIGN PAGE LAYOUT  REFERENCES  MAILINGS REVIEW | VIEW  ADD-INS Signin
Define a’%) ﬁ$ Update IME Dictionary E [t | Simple Markup  ~ - - j Previous I:b.
(A Thesaurus - B show Markup = 57 Next L
Spelling & o Translate Language Ne Delete Previous MNext  Show Trac . accept Reject Compare|  Block  Restrict
Grammar ord Count - - Comment Comments | Cha Reviewing Pane - - - Authors - Editing
Proofing Language Comments Tracking [F] Changes Compare.
Combined Document % || Original Document (Start Mail Merge - EXPERT ACADEMY) Compare two versions of 3

document (legal blackline).

E(_E Combine...
=%=| Combine revisiens from multiple

Compare. Compare.
authors inta 3 single docurment.
Video provides a powerful way to help you prove your point. When you click Video provides a pow Hide Source Documents |[] Show Seurce Decuments »

Online Video, you can paste in the embed code for the video you want to you click Online Vide Show Qriginal & code for the video you

add. You can also type a keyword to search online for the video that best fits w_ant to add. You can | to search online for the
video that best fits you
your document.

To make your docu ook professionally, Word provides header,

To make your document look professionally—preduced, Word provides footer, cover pageAnd text box designs that complement each other.
header, footer, cover page, and text box designs that complement each For example, yod can add a matching cover page, header, and sidebar.
other. For example, you can add a matching cover page, header, and Click Insert aAd then choose you want from the different galleries.

sidebar. Click Insert and then choose the-elements—you want from the Themes #nd styles also help keep your coordinated. When you click
different galleries. #f and choose a new Theme, the pictures, charts, and SmartArt

Themes and styles also help keep your deeurment coordinated. When you

~~click Design and choose a new Theme, the pictures, charts, and SmartArt
graphics change to match your new theme. When you apply styles, your
headings change to match the new theme.

our headings change to match the new theme.

Revised Document (dddd - EXPERT ACADEMY) x
Video provides a powerful way to help you prove your point. When you
click Online Video, you can paste in the embed code for the video you
want to add. You can also type a keyword to search online for the video
that best fits your document.

Save time in Word with new buttons that show up where you need them. To
change the way a picture fits in your document, click it and a button for
layout options appears next to it. When you work on a table, click where you
want to add a row or a column, and then click the plus sign.

To make your document look professionally produced, Word provides
header, footer, cover page, and text box designs that complement each
other. For example, you can add a matching cover page, header, and
sidebar. Click Insert and then choose the elements you want from the
different galleries.

Reading is easier, too, in the new Reading view. You can collapse parts of the
document and focus on the text you want. If you need to stop reading before
you reach the end, Word remembers where you left off - even on another
device.

Ther nd otr] 1 haln-l A= da ment rdinated Whenrou

= - Themes and stvlesalso heln keen vour document caardinated Whenvou |

Protect.
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Restrict Editing. 9% gRT 84 3101 SIRFC H UTAds ®I N TR SIRHS Pl YIcde B Fad ¢ |

= e
HOME INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW ADD-INS

ABC @ Define ar“’ T‘.c_‘>$ Update IME Dictionary IJ EB. C"ﬁ No Markup M a Previous
V [ Thesaurus & A < Bl Show Markup - ':)j Next
Spelling & . Translate Language New  Delete Previous Mext Show Track o Accept Reject
Grammar [zl Word Count - - Comment Comments  Changes~ Reviewing Pane ~ - -
Procfing Language Comments Tracking [F} Changes
L g 1 2 3 4 5 3 7 A

Restrict Editing.

Video provides a powerful way to help you prove your point. When you click Online Video,
you can paste in the code for the video you want to add. You can also type a keyword to search
online for the video that best fits your document.

To make your document look professionally, Word provides header, footer, cover page, and

text box designs that complement each other. For exarmlumumdd—lmﬂidumcﬁnage,
Start Enforcing Protection ?

header, and sidebar. Click Insert and then choose you

Protection method

n Themes and styles also help keep your coordinated. ¥ @ rasswora new
[The document is not encrypted. Malicious users can edit Vhen

Theme, the pictures, charts, and SmartArt graphics ¢ tnefiie and remove the password)
you apply styles, your headings change to match the e aiertEn ) L

Reenter password to confirm:{ sse

Themes and styles also help keep . When you click ~© User suthentication the

[Authenticated owners can remove document protection. 2

- picturesj Charts) and SmartAl't graphics Change to m The document is encrypted and Restricted Access is pply

enabled))

Compare  Eloch

- Authars

Compare Protect A

Restrict Editing ™ *
1. Formatting restrictions

| Limit formatting to a selection
of styles

Settings...
2. Editing restrictions

+/| Allow only this type of editing
inthe document:

Mo changes [Read only) |~

Exceptions (optional)

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

Groups:
[]|Everyone

&% More users..,

3. Start enforcement

Are you ready to apply these
settings? [You can turn them off
later]

styles, your headings change to match the new theme p— T
I d e
HOME INSERT DESIGN PAGE LAYOUT REFEREMCES MAILINGS REVIEW VIEW ADD-INS Sign in
& Define a’?' T.%f%-_: Update IME Dictionar 15| No Markup - £ Previous I:B,
- [EH Thesaurus & A [2 show Markup = B -a Next . .
Spelling & . Translate Language New  Delete Previous Medt  Sho c o Accept Reject Compare  Block  Restrict
Grammar Vord Count - - Comment Comments s Reviewing Pane - Authors - Editing
Proofing Language Comments Tracking 5 Changes Compare Protect ~
L g 1 2 3 4 5 3 7 A

- / Restrict Editing. \
Video provides a powerful way to help you prove your point. When you click Online Video,

you can paste in the code for the video you want to add. You can also type a keyword to search
online for the video that best fits your document.

To make your document look professionally, Word provides header, footer, cover page, and
text box designs that complement each other. For example, you can add a matching cover page,
header, and sidebar. Click Insert and then choose you want from the different galleries.

" Themes and styles also help keep your coordinated. When you click Design and choose a new
Theme, the pictures, charts, and SmartArt graphics change to match your new theme. When
you apply styles, your headings change to match the new theme

Unprotect Document

Themes and styles also help keep . When you click Design : e, the

Password:

“ pictures, charts, and SmartArt graphics change to match your ., apply
lees, your headings change to match the new theme. P /

PAGE1OF2 184WORDS [  ENGLISH (INDIA)

Restrict Editing ¥ *
Your permissions

This document is protected from
unintentional editing.

‘You may only view this region.

Find Next Region | Can Edit

Show All Regions | Can Edit

/| Highlight the regions | can edit

Stop Protection
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D H S E Book of The Ms. Word-2013. - Word T E - 85X
HOME  INSERT  DESIGN  PAGELAYOUT  REFERENCES ~ MAILINGS  REVIEW

Lj D D@Domnne Ruler Q I:EE [ one Page L—'E| E D [T View Side by Side ED"J D

ADD-INS Sign in

= Draft Gridlines B Multiple Pages -
Read = Print Web Zoom 100% Mew  Arrange Split Switch Macros
Made Layout Layout Navigation Pane ‘B Page Width Window Al Windows~
Views Show Zoom Window Macros -
Views.
o . .
Read Mode. s8& gRT 4 3107 4l SfRgHC & UST Bl U 1T WY a5 WU ST PR o Ahdl ¢ |
TOOLS VIEW Book of The Ms. Ward-2013. - Word =" - x
Microsoft Word Keyhoard Shortcut Key. Ctrl + ML Increase Indent.
Shortcut Key. Option. Cirl + Shift + M. Decrease Indent.
File (Alt+F). Ctrl + Shift + N. Normal Style.
Cirl + N New. Crrl + F12. Open.
Curl + 0. Open. Ctrl + Alt < F2. Open.
Cirl + 8. Save. Insert (Alt+N).
Ctrl + Shift + 8. Save As. Ctrl +Enter. Break Page.
Cirl + P. Print. Cul + K. Hyper Link.
Al + F4. Exit. Alt+= Equation.
Home (Alt+H). CTRL+ F9. A Field.
Ctrl + X. Cut. Shift + Enter. Line Break.
Crrl + C. Copy. Ctrl + Shift + Enter. Column Break.
Ctrl + V. Paste. Cirl Function Key.
Cl +B. Bold. CIRL+F2. Print Preview.
Cul+ 1 Italic. CIRL+F3. Cut Spike.
Cul+U. Underline. CIRL+ F4. Close Window.
Ctrl + Shift + > Grow Font. CIRL+ Fo. Go To Next Window.
Ctrl + Shift + <. Shrink Font. CTIRL+ F9. Insert Empty Field.
Crl + L. Left. CTRL+ F10. Maximize Document Window.
Cul+E. Centre. CTRL+ F11. Lock Field.
Cirl + R Right. CTRL+F12. Choose Open Command.
Ctrl + 1. Tustify. CTRL+ 1. Single Space Line.
Ctrl = D. Insert Paint Drawing. CTRL+ 2. Double Space Line.
Fl. Help. CTRL+ 5. Set 1.5 Line spacing.
Ctrl + F. Find. CTRL+ 0. Remove Single Line Space.
Ctrl + H. Replace. Alt Function Key.
Ctrl + A Select All. Alt +F1. Go to Next Field.
Chrl + = Subscript. Alt + F3. Create New Building Block.
Ctrl + Shift + ++. Superscript. Alt + F4. Exit Office.
Ctrl + Shift + D. Double Under Line. Alt + F5. Restore Program Window Size.
Ctrl + Shift + W. Underscore. Alt +F6. Move From Open Dialog Box.
Crl + D. Font. Alt +F7. Grammatical Error.
Cirl + Shaft + A Change Text Capital Letter. Alt + F8. Run Macro.
Ctrl + Shift + K. Change Text Small Letter. Alt +F9. Switch Between All Code.
Crl + Z. Undo. Alt +F10. Maximize Program Window.
Cul+ Y. Redo. Alt +F11. Display Visual Basic Code.
Ctrl + Shift + D. Insert Current Date. Shift Function Key.
Alt + Shift + T. Insert Current Time. Shift + F1. Reveal Formatting.
Cl +W. Close File. Shift + F2. Copy Text.
Alt + Backspace. Undo. Shift + F3. Change Case of Letter.
Alt +F5. App Restore. Shift + F4. Go to Action.
Ctrl + Shift + B. Bold. Shift + F5. Move Last Change.
Shift + F3. Change Case. Shift + F6. Go to Previous Frame.
Ctrl + Insert. Copy. Shift + F7. Choose Thesaurus Command.
Ctrl + F10. Document Maximize. Shift + F8. Shrink Selection.
Ctrl + F5. Document Restore. Shift + FO. Switch Between Field Code.
Alt + Shift + R Edit. Shift + F10. Display Shorteut Menu.
Ctrl + Shift +F. Font. Shift + F11. Go To The Previous Field.
Fs. Go to. Shift + F12. Choose Save Command.
SCREENS 127-128 OF 137

Print Layout. 39& gRT &9 3q 9l Sfepic @l fiic derse Al # ¥e axa fic o) | ¢ |

Web Layout. s9a& gRT &1 3199 941 SfRFHT $I 99U W <@ Fdhd 2 |

Outline View. 8@ gRT 89 3107 4] SIAJHC T ITSC s AT Jelc @Ise H o Ahd o |
Draft View. s59& gRT &1 107 94 SIRHT & <o < Adhd 2 |

Show.

Ruler. 39% gRT &1 U+ SIRFIC # Mg iR <4 B A oA 2 |
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Gridlines. 39& gRT &4 310 SfRpic § rsarsy &1 I o ¢ |
Navigation Pane. s9& gRT &F 3109 SIRfFT & ST 3R UST FaR BT < A ¢ |

B H 9 s Book of The Ms. Word-2013. - Word ? BH - & %
HOME INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW ADD-INS Sign in
= D ] [=l outline  [¥] Ruler q [E) [l one Page r’ﬂ E [ View Side by Side ED'_] D
i [= Draft Gridlines g Multiple Pages i Synchronous Scrolling )
Read = Print  Web — Zoom 100% i New Arrange Split . Switch Macros
Mode Layout Layout [ Page Width Window Al Reset Window Position | windows - -
Views Show Zoom Window Macros ~
) . L g 1 2 3 4 5 & ALY
Navigation Mt
Search d t -
e J&) . MS. WORD SOFTWARE.
" )
HEADINGS [ PAGES | ResuLTs - Expert | f
1 Academyf ' ¥ COURSE CONTENTS.
Inatitute af Softuscree
= - & Farduwane
MODULE-IV MS. WORD SOFTWARE 30 DAYS.

Microsoft Word is one of the most popular word processing programs supported by both
Mac and PC platforms. Microsoft Word can be used to create documents, brochures,
leaflets, outlines, resumes, lists, and simple web pages.

" »> Introduction of Ms. Word.

How to Open Ms. Word Software.
Hovw to Work in Ms. Word Software.
How to Close Ms. Word Software.
How to Create a Text File.

How to View Content of File.

Advanced Paragraph & Picture Formats.

Advanced Document Formats.
‘Working with Tables and Lists.
Charts.

Customising Word.

Long Document Formats.
Merging Documents for Mailing.

Using Macros.

¥ ¥ ¥ Y Y V¥ Y Y Y Y Y Y YY

Creating Forms.

PAGE2 OF93 13094 WORDS [[I‘ ENGLISH (UNITED STATES)

e m Olgmd YT

Zoom.
Z00M. 3% ERT 89 U Uol Bl 98T B o Fhd ¢ |

100%. g% §RT 84 39 Ul &I 100% SH oRa < Fad 2 |

One Pages. s8& gRT 89 a0+ ISl &I g4l €l 9 <@ dad 2 |
Multiple Pages. sd& gRT &4 109 U5l &1 Acciud fdST § &g 9hd & |
Page Width. s9& gRT &9 310 U9 &1 9 | fasT § <9 9ad 2 |

Window.
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BH S = Book of The Ms. Word-2013. - Word T H - x
HOME  INSERT  DESIGN  PAGELAYOUT  REFERENCES — MAILUNGS  REVIEW | VIEW | ADD-INS Sign in

Eﬂ D 7] [Eoutline V] Ruler Q I:E)E [E] one Page DE E . [T View Side by Side EI:I'_] D

el
e [=] Draft Gridlines HE Multiple Pages Synchronous Scrolling
Read  Print  Web Zoom 100% ) h

New Arrange Split Switch Macros
Mode Layout Layout Mavigation Pane 4 Page Wid Window  All Reset Window Position  windows = -
Wiews Show Zoom Window Macros ~
L g 1 2 3 4 5 [ 7k
Computer Hardware & Software Institute. Computer Hardware & Software Institute.

Ruler. Show rules next to your document. You can see and set tab stops move table borders
and line up objects in the document. Also you can measure stuff.

MODULE-IV M5. WORD SOFTWARE .coccocoocociaimmessnniersnin .30 DAYS.
Microsafl Ward b oe of

Mac and PC platfarms.
beathets, uutlines, resunses,

B . = = Cridlines. Show gridlines in the background of your document for perfect object placement.
. 5 o The gndlines make it easy for you to align objects with other objects or a particular spot on
the page.
Views. Navigation Pane. It's like a tour guide for your document. Click a heading a page or a search
N Read Mode. The best way toread do mncluding some tools d d for reading instead result and its take you right there
of writing. H 3
= '
#&)  MS. WORD SOFTWARE.
e 2y 4 COURSE CONTENTS.
- -

wost popular wed processing programs supported by botk
rasall Word can be wsed fa creste documents, brockures,

A —
* Intrmiduction of M. Worid
» How b Open Ms. Word Sultware,

b s > How e Workin Ms. Word Seftware,
1 > How o Clase M. Word Saftware,
> How o Createa Text File.
* How ¥ile

»  Warking with Tables and Lists.
o Charis

» Custombsing Ward.

»  Loug Bocamest Formats.

¥ Merging Docamests for Madling,
> Using Macro,

*  Creating Formm.

New Window. 3@ gRT &4 3109 SIRFC & Udh =3 ISl BT UT &R <& A ¢ |
Arrange All. s9& gRT & e Sagiic & a1 fIel &7 Uh a1 3RS 9Rd <@ Hahd ? |

B HS- 0 - Book of The Ms. Word-2013.:2 - Word T E - O x
HOME INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW ADD-INS Signin
[ .] |:| 0 [E outline [ Ruler Q [E) [E] one Page L—'ﬂ E D [T View Side by Side ED"J D
L S ot Gridlines 0 [H mMultiple Pages 0O Synchron lling

Read = Print  Web Zoom 100% Mew |Arrange NSplit Switch Macros
Mode Layout Layout Navigation Pane < Page Width Window| Al Reset Window Position | \Windows ~ -

Views Show Zoom Window Macros -~
L 1 2 3 4 5 [3 7 ~

at the same time.

Arrange All Stack your open windows so you can so¢ all of them once.

Split. See two sections of your document at the same time. This makes it easier to look at one

- section while editing another.

View Side By Side. Inserted of switching back and forth be
by side. It makes comparing them easier.

een documents view them side

Synchronous Scrolling. Scroll two documents at the same time. This 1s a great way to

compare documents line by line or scan for difference. To use this feature turn on view side

PAGEST OF 94 13094 WORDS [[¥  ENGLISH (INDIA)

B HS O-
FILE HOME INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW ADD-INS Signin
A | .
| |:| ) [= outline Ruler Q [E) [] one Page r’E E D [ View Side by Side ED'_] D
= Draft Gridlines I GE Multiple Pages Synchronou g
Read = Print  Web Zoom 100% Mew Arrange Split . Switch Macros
Mode Layout Layout Navigation Pane < Page Width Window Al Reset Windaor iti Windows = -
Views Show Zoom Window Macros -~
L 1 2 3 4 5 [3 7 ~
E it - - 1

at the same time.
Arrange All Stack your open windows so you can see all of them once.

Split. See two sections of your document at the same time. This makes 1t easier to look at one
' section while editing another.

Split, 5w SR &9 o SR B i @ < U § Ars T 2|
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B H S s
HOME  INSERT

Ej D d [Z] Outline

= Draft
Read = Print  Web
Mode Layout Layout

Book of The Ms. Word-2013.:2 - Word 7

REVIEW ADD-INS
=1 [ View Side by Side
0=

New Arrange| Remove
Window Al

DESIGN PAGE LAYOUT REFEREMCES

Q I:E) [El One Page
ER

BB Multiple Pages
Zoom 100%
1El Page Width

Views Show Zoom
L 5 1 2 3

Print Layout. Check out how your document wil look when it’s printed.

MAILINGS

+| Ruler

=]

Switch
Windows = -

=

Macros

Gridlines Synchronous Scrolling

R

Mavigation Pane t Window Position

Window Macros ~

4 s 3 7o

Web Layout. See how your document would look
you have wide tables in your document.

a webpage. This layout is also great if

Qutline View. See your document in outline from where\content is shown as bulleted points.
This view 1s useful for creating headings and moving whole\paragraphs within the document.

Draft View. Switch your view to see just the text in your
editing because header/footer and certain objects won’t show up

cument. This is useful quick
owing you to focus on your

text.

Show.

85 |

L g 1 2 3

which pages you'd like to print

4 5 3 E RN

Custom Printing. Sometimes you may find it unnecessary to print your entire document, in
which case custom printing may be more suited for your needs. Whether you're
printing several individual pages or a range of pages, Word allows you to specify exactly

View Side By Side. sa& gRT &7 107 Srapic & el &7 WS 918 913 # <% Ahd ¢ |

B H ©- O & = MaWord2013Book:2-Word 2 E —
HOME  INSERT  DESIGN  PAGELAYOUT  REFERENCES
| .l |:| @DOutline E‘b—. qQ D

= praft ]
Read = Print  Web Show Zoom Window Macros
Made Layout Layout - - - M

-
=]

Views

L E 1 2 3 4

This view is useful for creating headings and moving whol

Draft View. Switch your view to see just the text in your
editing because header/footer and certain objects won't show up &l]
text.

Show.

85

Custom Printing. Sometimes you may find it unnecessary to prin
which case custom printing may be more suited for you
printing several individual pages or a range of pages, Word allc
which pages you'd like to print

97 |

DIGITAL LEARN COMPUTER S(
View Side By Side. Inserted of switching bz;l:;;l-f-o-r;-l;;

by side. It makes comparing them easier.
|

PAGE98 OF 107 13314 WORDS E] B -——F—+ 9%

o x
A »

IMacros d

& =
INSERT

B H S
HOME

Eﬂ |:| @ [=] outline Eg (o} '-EI D

= praft .
Read = Print Web Show  Zoom Window Macros
Maode Layout Layout N v N -

DESIGN PAGE LAYOUT REFEREMNCES A »

Views Macros -~

L g 1 2 3 4

DIGITAL LEARN COMPUTER S(

View Side By Side. Inserted of switching back and forth bet
by side. [t makes comparing them easier.

Synchronous Scrolling. Scroll two documents at the sam

compare documents line by line or scan for difference. To u
by side.

Reset Window Position. Place document you are comparin
screen equally. To use this feature turn on view side by side.
Switch Windows. Quickly switch to another open window.

Macro. (Alt+F8). Click to view record or pause a macro. To
bundle the steps into a macro. First, you record the macro.
clicking a button on the Quick Access Toolbar or pressing a
on how you set it up. Click View = Macros = Record Macro.

- T o o- ot M Mg - ord
HOME INSERT DESIGN PAGE LAYOUT B S MALINGS FEVIEW ADD-IE

PAGE 93 OF 107

13314 WORDS

=8 £ D9
Synchronous Scrolling. s5@ gRT 84 37 SfagHc & af fI<1 &1 Ud 91 Wl v o qahd & |

i
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Reset Window Position. 6@ gRT 84 310 Sfqgiic @ al fdsr & R¥e o) a6 ¢ |
Switch Windows. s5& gRT 89 310 Saic & T fdel 9 gavl el & o dad 2|

Macro. (Alt+F8). sa® gRT 80 dlars b 3iche &1 g4T IR Bl ST Bl Rbfs B Adhd © d1g H
I I D < Ihd ¢ |

BH S - Start Mail Merge - Word ? E - x
HOME INSERT DESIGN PAGE LAYOUT REFEREMCES MAILINGS REVIEW VIEW ADD-INS Sign in
& D | [=] Outline  [v] Ruler Q I:E) [E] OnePage D’j E [T View Side by Side EE'-] D
% [ Draft Gridlines I g Multiple Pages O Synchrono alling

Read = Print Web o Zoom 100% ) New Arrange Split Switch Macros
Mode Layout Layout Mavigation Pane ‘B Page Width Window Al Windaws - v

Views Show Zoom Window L7 wew Macros -~
L ! 2 3 2 5 & .lj Record Macro...
n Record Macro. Record Macro

. . . . i i Start or stop recording a macro.
Video provides a powerful way to help you prove your point. When you click Online Video,

B H S O-
HOME  INSERT  DESIGN  PAGELAYOUT  REFERENCES  MAILINGS  REVEW | VIEW | ADD-INS Sign in
= [l outline  [] Ruler Q [‘% [l one Page =1 [T View Side by Side o
EENE B Do - - | = =

Gridlines £zl HE Multiple Pages ) Synchrono olling )
Read ' Print  Web Zoom 100% New Arrange Split Switch Macros
Mode Layout Layout Navigation Pane B Page Width Window Al Reset Windov Windows = -
Views Show Zoom Window Macros ~
L E 1 2 3 4 H & 7 A

- / Record Macro/ \
Video provides a powerful way to help you prove your point. When you click Online Video,

you can paste in the code for the video you want to add. You can also type a keyword to search
online for the video that best fits your document
~ Record Macro ?
To make your document look professional |, .. . and
text box designs that complement each othe!  |waces nage,
header, and sidebar. Click Insert and then ¢ | Assion macrato
n Themes and styles also help keep your coo: L Bon e new
Theme, the pictures, charts, and SmartArt || siore macro in: Vhen
you apply styles, your headings change to 1 a1 becuments (varmat dotm) v
Description:
Themes and styles also help keep . When . the
- pictures, charts, and SmartArt graphics ch pply
Qles, your headings change to match the 1 cancal
B H S B
HOME INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW ADD-INS Signin
= =l outline [~ Ruler S [E] one Page L—'ﬂ E [ View Side by Side oo D
: jm
E:l D S = Draft Gridlines Q [:EI HE Multiple Pages = D Synchranous Scrolling I:'
Read = Print  Web Zoom 100% Mew Arrange Split Switch Macros
Mode Layout Layout Mavigation Pane < Page Width Window Al Reset Window Position | \indows * -
Wiews Show Zoom Window b ~
L g 1 2 3 4 Customize Keyboard ?
Specify a command
7 Record Macl'0.| Categories: Commands:
Macros Mormal.MewMacros.Macrod
Video provides a powerful way to help you prove your poi

you can paste in the code for the video you want to add. You
online for the video that best fits your document.

To make your document look professionally, Word provid| | specy keyboard sequence

text box designs that complement each other. For example, yj | curent kers Press new shortcut key:
header, and sidebar. Click Insert and then choose you want| | fed
" Themes and styles also help keep your coordinated. When y ;
Theme, the plCTllI'eS, Cha.["tS, a.l.ld SmaItAI‘[ grapthS Change Currently assigned to: Mormal. MewMacros.Macrod
you apply styles, your headings change to match the new th | sax cranges in: | Homal v
Themes and styles also help keep . When you click Desij ““"*"
“ pictures, charts, and SmartArt graphics change to match y
Qzles, your headings change to match the new theme. -
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Chapter-11. Microsoft Word Keyboard Shortcut Key.

Shortcut Key. Option.

Ctrl Function Key.

Ctrl + A. Select All.

Ctrl + B. Bold.

Ctrl + C. Copy.

Ctrl+D Font (Text)

Ctrl+D Duplicate (Object & Pictures)
Ctrl + E. Center.

Ctrl + F. Find.

Ctrl + G. Go to.

Ctrl + H. Replace.

Ctrl + 1. Italic.

Ctrl + J. Justify.

Ctrl + K. Hyper Link.

Ctrl + L. Left.

Ctrl + M. Increase Indent.

Ctrl + N. New.

Ctrl + O. Open.

Ctrl + P. Print.

Ctrl + Q. Clear all Formatting
Ctrl + R. Right.

Ctrl + S. Save.

Ctrl + T. Creates a hanging indent.
Ctrl + U. Underline.

Ctrl + V. Paste.

Ctrl + W. Close File.

Ctrl + X. Cut.

Ctrl+Y. Redo.

Ctrl + Z. Undo.

CTRL+ F1. Show & Hide Ribbon.
CTRL+ F2. Print Preview.
CTRL+ F3. Cut Spike.

CTRL+ F5. Document Restore.
CTRL+ F4. Close Window.
CTRL+ F6. Go To Next Window.
CTRL+ F7. Define.

CTRL+ FO. Insert Field.
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CTRL+ F10. Maximize Document Window.
CTRL+ F12. Open.

CTRL+ 1. Single Space Line.

CTRL+ 2. Double Space Line.
CTRL+ 5. Set 1.5 Line spacing.
CTRL+ Q. Remove Single Line Space.
Ctrl + Insert. Copy.

Ctrl + Enter. Break Page.

Ctrl+] Increase Font Size.

Ctrl+[ Decrease Font Size.

Ctrl + =. Subscript.

Ctrl + *, Show & Hide.

Shift Function Key.

Shift + F1. Reveal Formatting.

Shift + F2. Copy Text.

Shift + F3. Change Case of Letter.
Shift + F4. Go to Action.

Shift + F5. Move Last Change.

Shift + F6. Go to Previous Frame.

Shift + F8. Shrink Selection.

Shift + F7. Choose Thesaurus Command.
Shift + F9. Switch Between Field Code.
Shift + F10. Display Shortcut Menu.
Shift + F11. Go To The Previous Field.
Shift + F12. Choose Save Command.

Alt Function Key.

Alt + F1.

Go to Next Field.

Alt + F3. Create New Building Block.
Alt + F4. Exit Office.

Alt + F5. Restore Program Window Size.
Alt + F6. Move From Open Dialog Box.
Alt + F7. Grammatical Error.

Alt + F8. Run Macro.

Alt + F9. Switch Between All Code.

Alt + F10. Maximize Program Window.
Alt + F11. Display Visual Basic Code.

Alt + Backspace.

Undo.

Alt +=.

Equation.
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Ctrl + Shift Function Key.

Ctrl + Shift + F3.

Insert Content of Spike.

Ctrl + Shift + F5.

Edit Bookmark.

Ctrl + Shift + F6.

Go To Previous Window.

Ctrl + Shift + F7. Update Link.
Ctrl + Shift + F8. Extend Selection.
Ctrl + Shift + F9. Unlink Field.
Ctrl + Shift + F11. Unlock Field.

Ctrl + Shift + F12.

Print Command.

Ctrl + Shift + C & Ctrl + Shift + V

Format Printer

Ctrl + Shift+ F

Font

Ctrl + Shift + >.

Increase Font Size.

Ctrl + Shift + <.

Decrease Font Size.

Ctrl + Shift + W.

Underscore.

Ctrl + Shift + A.

Change Text Capital Letter.

Ctrl + Shift + K.

Change Text Small Letter.

Ctrl + Shift + N.

Normal Style.

Ctrl + Shift + B.

Bold.

Ctrl + Shift + D.

Double Under Line.

Ctrl + Shift + +.

Superscript.

Ctrl + Shift + M.

Decrease Indent.

Ctrl + Shift + Enter.

Column Break.

Ctrl + Shift + E.

Track Change

Alt + Shift Function Key.

Alt + Shift + N, Merge Document.

Alt + Shift + M. Print Merge Document.
Alt + Shift + E. Edit-Mail Merge.

Alt + Shift + F. Insert Merge Field.

Alt + Shift + D. Insert Date Field.

Alt + Shift + T. Insert Time Field.

Alt + Shift + O. Mark Table Content Entry.
Alt + Shift + . Mark Citation

Alt + Shift + X. Mark Entry

Alt + Shift + K. Check for Errors
Function Key.

F2. Move Text.

F4. Repeat Last Action.

F5. Go To Command.
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F6. Go To Next Frame.
F8. Extend Selection.
F7. Spelling Command.
F9. Update Selection.
F10. Show Key Tips.
F11. Go To Next Field.
F12. Save As Command.
Ctrl + Alt + F. Insert Footnote.
Ctrl + Alt + D. Insert Endnote.

Ctrl + Alt + F2. Open.

Enter. Line Break.
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