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Microsoft Word-2016.

Chapter-1. What is Microsoft Word? ageRiige g8 89RT Udh UHR Bl UibIH FFcdR &
fSRIepT Fof &9 SfRgHT DI URSE R & o &rd & NPT Sacude Aserite HivdreE USA 1 fdbar
o S AgPUE AMhA BT BiHe Har 8 @l gol 849 Sirpc e Rure, feamgf, g& b i,
o i IgfeT, erer fh wfeT ik fia a7 & ford a=a B |

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

How to Open Ms. Word?
A9 gl 89 drdrs ¥ Window + R > 951 &3t Run AT @ik s98 Winword forgar Enter a1 Ok
PRI 3R B 3MUBT ASBAIE IS FFeIIR 3T BT ST |

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

Open: WINWORD|
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Title Bar. cses IR fdr @ ST § 81T € S 89R UM & AMH BT 9d1dT & $99 o9 de 8l ©

sy, ARiMES, iR Fois 9 |

Quick Access Toolbar. 8@ <R ®Isd H] & che 3MSHT Bl o [OIGd gk 89 Sledl ¥ Sloal
U BTl Bl Y-, W4, fiic &) Fhd 2 |

Ribbon. s9® gr1 &9 dAsabTe g€ & <o 3R HANE DI 9 3N B85S HY Hhd ¢ |

Status Bar. s&ed aR fdel & dfcH H Bl & Sl BAR SIRHC & PR SABIHA Pl Fardl & |
Chapter-2. File. (Alt+F).

Document3 - Word ? — a0 x
Sign in
Search for online templates 0
Suggested searches:  Business  Industry Personal Design Sets Event Labels  Education
( > : Aa
Blank documen it t u r
Blank document Welcome to Word Single spaced (blank)
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New (Ctrl+N). 359 gRT 89 U =T U9 ®l ofd & |
Open (Ctrl+0). s9d gRT 89 Ul 9 0d BIgd P 3MUT PP <G ¢ |

Document1 - Word ? - x
Sign in

@ Recent Documents E;I Computer
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

4 ) « Book.. » Book of The Ms, W... v Search Book of The Ms, Waord... &

Organize - Mew folder ==

a Autodesk 360 0~ Marne Date modified

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

#& Homegroup

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

a Local Disk (E:)
L . 4

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

Open
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Save (Ctrl+S). s9® gRT 89 31U+ BIsal Bl dIs W 9 THR Ad B Ihd o |
Save As (F12). 3@ gRT &9 Ugcl ¥ ¥d HISel & A $I d4c] Fdhd & I1 g M 9 99 B Fad 2 |

Boak of The Ms, Ward-2013. - Word 7?7 = x
Sign in

Save As

& OneDrive E‘:l Computer

Current Folder

Etl 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-2076, » Boo...

Documents

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

Account

Options

Desktop

T . <« Book.. » Bookof The Ms, W... v | & Search Book of The Ms. Word... 0@

Organize * Mew folder EE 7]

o Autodesk 360 A& Marne Date modified Type
i Desktop Book of The Ms. Word-2013. 12-10-2016 10:25 ..  Microsoft W
| Documents
& Downloads
[ expert academy (
W' Music
=| Pictures
H Videos

5, Local Disk (C:)

—u Local Disk (D:)

a Local Disk (E:)

L2 4§

(=% =8 IBook of The Ms. Word-2013. "
Save as type: W »

Authors:  Prin Tags: Add atag

[[] Save Thumbnail

+ Hide Felders Tools - | Save | | Cancel |

Print (Ctrl+P). 9% gRT 89 R 3% Bl TR U4 Bisd &I e I flicanse &7 Aara 9ahd 2 |

7|Page



Vinod Computer Institute of Software Training

Book of The Ms. Word-2013. - Word ? - 8 X
Sign in
Copies: |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'l nter U 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 o
Printer Propertie, Printer Status Save As
- Status: Offline - .
Settings Type: Brother DCP-T200 XML Paper
g L comeer
‘Where: USB0OD1 o e ———
Custom Print Comment: o A s

Y

Type specific pa

ges, section...

Pages: | 1| @

I:I Print One Sided
Only print on one side of th...
“=|:|r|=|:| Collated .
123 123 123
D Enter a file name for the document, then click Save

Account

Options

Portrait Orientation -

+ Book B
[] A4 (210297 mm) Troc o - e
8.27" x 11.69" P - -
N 18 Book of The . Word-2013. 129020161025 Micrasalt W
j Marrow Margins S
Left: 0.5" Right 0.5
D 1 Page Per Sheet -
Page Setup

T - o

= e Falders

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

Page Setup. s6& gRT &9 3107 USl & Ao R UIR ASSl BT U PR Adhd © | AR U & <lISe Bl
2ol B Fhd B |

Margin. 9% gRT &F 399 UST & <lY, dicH, ofUe, Wge, A &I A &) Adhd 8 3R Ul # g a1
T DI ¢ Fhd T |

Paper Size. s9@ gRT 81 A4 AR & ST $I AT IR Fdhd 2 |

Sign in
Copies: |1 - -
[r— e & Software Institute.
Print a aper ayou |
Margins - T
B : Top: 05" & Bottom: 0.5 =
Printer Left: 0.5" = Right: 0.5 =
_ ;7 Brother DCP-T300 - Gutter: o = Gutter position: | Left ~
=P Offline
Orientation
Printer Properties
Settings
o Custom Print Bortrait  Landscape
[ ' -
Type specific pages, section... Pages
Pages: |1 ; Multiple pages: Normal v
. |7|:| Print One Sided
ccount -
Only print on one side of th... Preview e =~ g
- = Collated unnecessary to print your eatire document, in
Opt - ‘
(s EE 123 123 123 e suited for your needs Whether you're
= = = lof pages, Word allows you to specify exactly
D Portrait Orientation -
ranges, you'll need to separate each entry
A4 (210 x 297 mm)
|:| o7 1169 - set margin. paper size and different option layout
S hange the layout of document.
Marrow Margins . Applyto: |Whole document | v i space” around the pages of the documents. Tt
eft 05" Right 0.5" e of the page
Set As Default Cancel | |lze. You can choose the predefined paper size of
D 1 Page 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. sd® gRT 89 391 BT Bl T PRSP Al B Idhd o |
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Export. s9& §RT &9 YAl WIS &I Taqure drd PDF 91 |ahd 2 |

Export

|—'ﬁ Create PDF/XPS Document

=

B- Change File Type

nE=m

PDF/XPS

Account

Options

Content can't be easily changed

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

Sign in

Create a PDF/XPS Document

Preserves layout, formatting, fonts, and images

Free viewers are available on the web

i

T . <« Book.. » Bookof The Ms.W...

Organize - Mew folder

= Mame

1% This PC
& Autodesk 360
m Desktop

& | Book of The Ms. Word-2013.

| Docurments

& Downloads

|ﬁh expert acadermy |
ot Music

= Pictures

H Videos

i, Local Disk (C:)
a Local Disk (D)
w Leocal Disk (E:)

w5 Search Book of The Ms, Word... &

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 Folders
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() Minimum size
(publishing online]

Options...

Cancel
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Exit (Alt+F4). 396 gRT 89 3197 Gfcdak I 918X 3d 2 |
Chapter-3. Home (Alt+H).

G = - @ E B = Book of The Ms. Word-2013. - Word T E - X
INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW Signin
Ay X Cut e o o = & . % Find -
i . . B e e &
; _ Gl ‘ == ‘ 2l ‘ T | aagbcec AaBbCaDe Az ¢ Ag AaBbCcDc  AaBbCcDc
Bac Times New Ro A a | Aa ‘ » i
=15 Lopy _— =/ = | | Sac Replace
Paste - = Loy 1= LT, - . : ) ] -
N & Format Painter B I U -abex, x ‘ A~ W A | = ‘ Sy - i TNormal | THoSpac.. Heading1 Heading2 Heading3 Heading4 Heading3 Title ’: [ e
Clipboard IF] Font [F] Paragraph [F] Styles ] Editing ~

Clipboard.
Undo (Ctrl+2). 359 gRT 89 U7 dRe $HiS &l 8 © |

Redo (Ctrl+Y). s59& gRT 89 304 oe YIS &l d19d oid © |

Cut (Ctrl+X). 39 gRT 89 U1 <& T Afeoide Bl Aolde HRD DIC Ahd © |

BHES-O- Document] - Word 7 @ - x
HOME | INSERT  DESIGN  PAGELAYOUT  REFERENCES  MAILINGS  REVEW  VIEW  ADD-INS Sign in
3 - o PE R i Find -
i E . e STl . 8 in
e K& ha |G E E-E-Te =52 e w2 [aabcend assbcen AaBoCc Acsocer AQBI | B
F | 35 Replace
Paste 0 BT U-acx, x> A-P-A-BE ====-8 1=- &5~ TNormal | THoSpac.. Headingl Heading2  Title ’; I Select -

Clipboard
- Cut (Ctri+X)

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

Font [F} Paragraph [F} Styles [F} Editing ~
1 2 3 4 5 [ 7 oy

Copy (Ctrl+C). s gRT 89 31U ST IT 3MMaolde bl Aolde Db HIUl Y Ahd & 3R 9 ¥ 50
TR S8 TR RS BRd S9d BY A ¢ |

B EH S - Document] - Word T EH - 8 %
HOME | INSERT  DESIGN  PAGELAYOUT  REFERENCES  MAILINGS  REVIEW  VIEW  ADD-INS Sign in
LT 4 P i JR— @ Find -
- - - | he e e .| B
- Aoa Aa- e R A == =5 e R 8L T apecene | aseocede AaBbCc Assboel AABI T
g -] 35 Replace
B I U-aex, x> A-%-A-H@ = D T Normal |~ ThoSpac.. Heading1 Heading 2 Title ’; s Select -
Clipboard Font [ Paragraph 7 Styles m Editing ~
& Copy (Ctrl+0) L 2 3 P 5 e B A

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

Paste (Ctrl+V). s¥& gRT 89 &c I1 DUl 3ifeoide AT ST Pl GO S8 W ASIIhR Sildbe HR Hal
g
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DESIGN PAGE LAYOUT

REFERENCES

- A

Add content onXoe Clipboard to
your document,

best ¥its your document.

best fits your document.
(Ctrl) =

Document? - Word ?
MAILINGS REVIEW VIEW ADD-INS
_ A i Find -
e | A o
= | 2L | papbcope AsBbCeDe nraBbCe csebcer AQBI .
~|  3ac Replace
Sy - . TNaormal = TMoSpac.. Heading1 Heading 2 Title =T select-

Paragraph 7]
3 4

Styles F] Editing

5 (3 7 2

Wideo 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

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

B - &

Signin

Format Painter. (Ctrl+Shift+C). 9% gRT 89 U9 Udh <RI BT Holde BRD ITdbI UTIS] Bl Hhiul

PRD GAY TR TR AT B Tl & |

Font.

Font (Ctrl+Shift+F). 59 gRT 89 3107 < &l Holde d¥d Bie Bl ool HY Ibhd o | 3R Bl

SAiferer Wive # <I8Y aX Adhd B |

B -

DESIGN

B H ©- G A=~
FILE INSERT

-1 X . - A
db Cut g8Daysiater [~ (12 ~| A" A7 Aa- A

PAGE LAYOUT

E® Copy
Paste @, o Theme Fonts
- ¥ Format Painter X
Calibri Light (Headings)
Clipboard
o i Calibri (Body)
Times New Roman (Headings)

Aral
Recently Used Fonts
% 28 GRYS LATER
% 5T
Hp e Tiadige- 2l
FTH SERVIEE EH1
T Alfredo Heavy
¢ Humnst777 Blk BT
- ) Adebs Garamond Pra
)} Adobe Caslon ProBold
€} “Wingdings
¢ Times New Roman
All Fonts
i 1=1E)EEELS

(Body)

REFEREMNCES

Document] - Word

MAILINGS

REVIEW VIEW

L& I IR}

Dy - B -

2w

Thormal ~ TMNoSpac.. Heading1 Heading 2 Title

Paragraph

o

Styles

AaBbCcDc AaBbCeDe AaBbCc AzBbCe AP assbcer

Subtitle

FONT

P YOU PROVE YOUR POINT, WHEN YOU CLICK ONLINE VIDED, YOU CAN PASTE
HE VIDES YOU WANT TO ADD. YR CAN ALSO TYPE A KEYWORD TO SEARCH
AT BEST FITS YOUR DOCUME|

IT LOOK PROFESSIO LY PRODUCED, WORD PROVIDES HEADER, FOOTER,
COMPLEMENT EACH OTHER. FOR EXAMPLE, YOU CAN ADD
SIDEBAR. CLICK INSERT AND THEN CHOOSE THE ELEMENTS YOU

[~ 28 Bavs LaseR

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

T 3b days ago BAA

% 36 daus ago Thich GBRH

T ADTT

FTH SERVIE=E =M1
B FTMS=ERVIIE= 7.
T FT EEERWIES SRS
FrTH S=ERVIC=E S=MI-I
% Bachen BT

% Rachen-Light

EMBED CODE FOR THE VIDES YOU WANT 7O ADD. YOU CAN ALSO TYPE A
INE FOR THE VIDED THAT BEST FITS YOUR DOCUMENT

IT LOOK PROFESSIONALLY PRODUCED, WORD PROVIDES HEADER, FOOTER,
OX DESIGNS THAT COMPLEMENT EACH OTHER. FOR EXAMPLE, YOU CAN ADD

HEADER, AND SIDEBAR. CLICK INSERT AND THEN CHOOSE THE ELEMENTS YOU
IT GALLERIES .

\

/

Font Size. 359 gRT 89 3104 ST Bl Jolde HRd i &I FIgol Dl BIeT T g1 B Ihd © |

11 |Page
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B H ©- Ae-m- B o= Document1 - Word
HOME | INSERT ~ DESIGN  PAGELAYOUT  REFERENCES  MAILNGS  REVIEW  VIEW
=

iy P - oA 2 = == 2
[ e c 8Day:Loter -|12 [N A7 Aa- 2 cvoe=e= pm e BT paebcene aasbcene AaBbC A2BbCe AQBI| assbcec
5@ Copy
Paste - g L oakr === =L - PR i i i i
. ~ Format Painter B I U - ab . A - A = === = v S T Mormal | TMo Spac.. Heading1 Heading 2 Title Subtitle

Clipboard LF] LF) Paragraph LF] Styles

L 1

: FONT SIZE
A>.  ERFUL WAY TO HELP YOU PROVE YOUR POINT. WHEN YOU CLICK ONLINE VIDEG, YOU CAN PASTE
W EMBED CODE FOR THE VIDES YOU WANT 70 ADD. YOU CAN ALSO TYPE A KEYWORD 70 SEARCH
L] ‘_‘i’ FOR THE VIDEQ THAT BEST FITS YOUR DOCUMENT

70 MAKE YOUR DOCUMENT LOOK PROFESSIONALLY PRODUCED, WORD PROVIDES HEABER, 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.

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

T0 MAKE YOUR DOCUMENT LOOK PROFESSIONALLY PRODUCED, WORD PROVIDES HEABER, FOOTER,
" COVER PAGE, AND TYEXT BOX DESIGNS THAT COMPLEMENT EACH OTHER, FOR EXAMPLE, YOU CAN ADD

A MATCHING COVER PAGE, HEADER, AND SIDEBAR. CTLICK INSERT AND THEN CHOOSE THE ELEMENTS YOU
WANT FROM THE DIFFERENT GALLERIES

Increase Font Size (Ctrl+Shift+>). 39& gRT 87 3109 TRT DI Aolde HRD BT HI AT DI gT
B Thd B |

El H ©- O &_’v e B = Documentl - Word
HOME INSERT DESIGM PAGE LAYOUT REFEREMCES MAILINGS REVIEW VIEW

o 6 Cut N B = .3z = 5= a
B Copy 28Doysioter |14 | A a7 Aa- Ao Do i - Foe &= 0w Bl aapcene AaBbcede AaBbCe AzBbCe AAlb

Paste - S L L EE == = - L i i i
= ¥ FormatPainter B T U voabe 3. 3 | R - W - 4 = = & T Narmal | TNoSpac.. Headingl Heading 2 Title

il

Clipboard [} Font

il

Paragraph Styles

Decrease Font Size (Ctrl+Shift+<). s9% gRT 89 U9 TR &I Jolde P Bie B A5l Bl Bl
PR Thd B |
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El = o] & As- T E = Document] - Word
HOME INSERT DESIGM PAGE LAYOUT REFEREMCES MAILINGS REVIEW VIEW
sy M Cut
Bac 28 Days Later ~ |11~ AaBbCcDe AaBbceDe AaBbCi AzaBbCc Aat
ER) Copy
Paste ~ Format Painter B I U -abe x, X° TMNormal = TNo Spac.. Heading1 Heading 2 Title
Clipboard [} Font [} Paragraph [} Styles
5 L g Decrease Pygt Size (Ctrl+ <) 3 2 = & Tl
Make your text\g bit smaller.
DECREASE FONT SI1ZE,

Change Case. s9d gRT 85 30" ¢ Bl Wolde dRd hficd ofcy, Wl ey, 3R I dI Ugdl olex
BIeT AT IS P Thd ¢ |

As- bz B = Document1 - Word ?
HOME INSERT DESIGN PAGE LAYOUT REFERENCES. MAILINGS REVIEW VIEW

LLI[ A g R Y a
28 Days Later - |18 =i = e=3= om0 2l 9 | aapbcene aseboepe AaBbCe AzBbce AAB| assbcer
Copy -
Pasta . 2 . Sentence case. =L, = L. ; i i =
- ~ Format Painter B I U abe X, X o E 1= B I T Mormal | T Mo Spac... Heading 1 Heading 2 Title Subtitle -
owercase
Clipboard = Font R Paragraph [ Styles [}
= r 2 UPPERCASE 3 = = = = -

apitalize Each Word

/OGGLE 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,
Coyer 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. s@® gRT 89 3197 ¢ & BIHCT B Holde PRd Bl Fhd & wid dlos,

gciold, JfSveg |

Bold Font (Ctrl+B). 9% gRT 84 3191 ¢ad &l Yolde dXd AT HY Hhd ¢ |
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T Bi- im- O - Document1 - Word 7
CIT HOME | INSERT  DESIGN  PAGELAYOUT — REFERENCES  MAILNGS  REVIEW  VIEW

il - - A a— = 5— A
TimesNewRo - |12 -] A A" [Aa~ [ & = -3 == 09 2L T | aasbeepe asebeede AaBbC( AaBbce AQB| asebcer
Pafte ¥ Format Painter I U-abex, x! A-F A ==== = Dy T Mormal | THMo Spac.. Heading1 Heading 2 Title Subtitle |4
Clipboard [F) [F] Paragraph [F] Styles
L 1 2 3 4 5 6 o~ 7
Bold font.

A powerful waX to help you prove your point. When you click online video, you can paste

in the embed co or 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). s8® gRT 89 04 T &l Uolde XD [ARST B Fhd ¢ |

B H ©- A& 5 = DocurmentT - Ward
HOME INSERT DESIGM PAGE LAYOUT REFEREMCES MAILINGS REVIEW VIEW

sl . A = a— i A
0 TimesNewRo - |14 ~[A A [Aa~ [ 4 1=~ =~ v M 2L T | pasbecne assbcene AaBbCe AaBbCe AQB| assbccr
Paste o commat pamter || B e x, X* QA-W-pA- =S ===- ]=- - T Normal | T No Spac.. Heading 1 Heading 2 Title Subtitle
Clipboard [F} - [F] Paragraph [F} Styles
L 1 [ 2 3 4 5 3 A 7
More Underfines for the video vou want to add. You ctl also tyvpe a kevword to search online
- 23 Underline Color v B Automatic T ment.
To make vour Th;'”E C;'”"- = ssionally produced, word provides header, footer, cover
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. Figure 1: Text.... Figure 1: Text
n Figure 2: Text.... Figure 2: Text
: Figure 3: Text.... Figure 3: Text
. i 8 Figure 4: Text
" Figure 5: Text. . - Figure 5: Text

v

Show page numbers
Right align page numbers

| Use hyperlinks instead of page numbers

: Tab leader: |
[l
General
! Fomt
Caption label:
.;. Include label and number

Update Table. g9 gr1 89 el R & 3USe B Fhd ¢ |
Step 3: Update Table.

H - 0 = Shape - Word
HOME INSERT DESIGN PAGE LAYOUT REFEREMNCES MAILINGS REVIEW VIEW ADD-INS
@ Add Text - 1 ﬁ'} Insert Endnote {_ﬂ ,":ﬂ,’ Manage Sources . [} Insert Table of Figures +* Insert Index '|' LT Insert Table of Authorities
[l Update Table M,‘ MNext Footnote = ER Style: W ! Update Table [l Update Index DT Update Table
Table of Insert - Insert Mark
Contents ~ Foatnate = Show Notes Citation = £ Bibliography - Captlon [ Cross-reference Entry Cltatlon
Table of Contents Footnotes F] Citations & Bibliography Captions Index Table of Authorities
L I : 1 1 (| 2 1 3 1 4 1 5 (I LRI SRR SE S|

‘Word is updating the table of figures, Seledt one of
the following options:

Cross-Reference. g9 gRT g9 3199 <ddl, R, IRUTH, 2f$T o1 9 e a1 ¥ad & o w

SRNTC fdeTeh BRD Il Fhdl 2 |
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HOME INSERT DESIGM PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW ADD-INS
"@ Add Text = 1 ﬁ'] Insert Endnote Hi r:ﬁ‘,, Manage Sources @ Insert Table of Figures + Insert Index +_ EET Insert Table of Authorities
[ Update Table A8 Next Footnote ~ ER Style: |GOST -1+ (! Update Table (! Update Index [ Update Table
Table of pd Insert g Insert B ty ) Insert 3 a Mark f Mark f
Contents ~ Footnote = Show Notes Citation - £ Bibliography - Captionl %] Crass-reference I Entry Citation
Table of Contents Footnotes [F] Citations & Bibliography Captions Index Table of Authorities
L
-
Reference type: Insert reference to:
[T v | |Entire caption
B Insert as hyperlink |:| Include above/below
|:| Separate numbers with l:l
For which caption:
~
lul
n Insert I | Cancel

Index.

Mark Entry (Alt+Shift+X). 9% gRT 89 309 < Bl Aolde HRP Hlh BN Fdhd & AN gdd die
SHPT Uh S Dl a1 Hhd 2 |

E' E ©- 0 = Shape - Word
HOME INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW ADD-INS
B Add Text - AB [Ty Insert Endnote {_,i =) Manage Sources Insert Table of Figures 'I-ﬁ Insert Index 'I-j_ EET Insert Table of Autharities
™! Update Table A hext Footnote ~ ER style: [GOST-1~ [ Update Table [ Update Index [ Update Table
Table of pd Insert § Insert & ty i Insert " Mark " Mark "
Cantents - Footnote = Show Notes Citation - £ 0y Bibliography Caption [ Cross-reference Entry Citation
Table of Contents Footnotes [} Citations & Bibliography Captions Index Table of Authorities

L b @ e 3 e e e 4 ey B . . & e . . F . R

Index

- beings ]
Suvente [ e [ ]
Options

() Cross-reference: |Se\e |

(®) Current page
() Page range

Bookmark: | b |

Page number format
[ Bold
(] i

This dialog box stays open so that you can mark multiple
index entries.

| mak || makan || cancel

Insert Index. s gRT 89 31U SST Bl Uol TR US HY Fhd 2 3R UGl Fax BT 3 Y Fhd 2 |
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AB W =l B 9 g —
ER style T Update Index

[! Update Table ABj Next Footnote - ™! update Table [ update Table
Table of Insert Insert Insert Mark Mark

Contents - Footnote [= Show Notes Citation - £ Bibliography - Caption L7 Cross-reference Entry Citation
Table of Contents Footnotes [F] Citations & Bibliography Captions Index Table of Authorities

L

Index I Table of Contents Table of Figures Table of Authorities

Print Preview
Aristotle, 2 - Type: (®) Indented () Run-in
Asteroid belt. See Jupiter Columns: |2 =

Atmosphere . E|
Language: English {India}
Earth ‘

exosphere, 4

[] Right align page numbers

- Tab leader: [,

Formats: |From template

Mark Entry.. | |AgiuMalk... | | Modify... |

LE' L _ox | cane |

Update Index. s59& gRT 89 31U SS 3R UST H6R Bl [qSe Y Ihd ¢ |

Table of Authorities.
Mark Citation (Alt+Shift+1). s® gRT 89 3197 < BT Holde B Tib B Tdhd & 3R SIP 918
SHPT Uh S Dl a1 Hhd 2 |

Insert Table Of Authorities. s9% gRT 89 30 <9 @ SSAT &I Uol TR US X Ihd & 3R ol
FOR BT A B Fhd © |

Update Table. s59% gRT 87 3107 2ddl & SS 3R U Fa¥ Bl e HY Ihd 2 |
Chapter-8. Mailings (Alt+M).

BHS O- Baok of The Ms. Word-2013. - Word ? B - x

HOME INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW ADD-INS Sign in
L=_I‘E:| ....... . [5 Rules M4 r M ’D
=] @ a% v g8 «@p >

%E Match Fields [I) Find Recipient

Envelopes Labels  Start Mail — Select Edit Highlight Address Greeting Insert Merge review Finish &
Merge - Recipients - Recipient List = Merge Fields Block  Line Field (& Update Labels | Regyts @ Check for Erors Merge
Create Start Mail Merge Write & Insert Fields Preview Results Finish ~

Create.

Envelopes. s5@ gRT &9 3109 Hel & Udh SiTe d gaR o8 TR A9 9ad 2 3R 39 R Red ugd &t
T 9P B |

Labels. @@ grt 871 CD/DVD &1 ofdet 997 9ahd & 3R o9 & A189] B I &) Fhd 8 3R Tgd
BT TR 2 |

Start Mail Merqge.

Start Mail Merge. s59& gRT 81 109 a9 SIRFHT P Accidel Rl &I 49l Fad & 3R fheg & o
A, U Bl SHdd © |
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e S O =
HOME INSERT DESIGM PAGE LAYOUT REFEREMNCES
=—A
= = -
Envelopes Labels [Start Mail | Select Edit Highlight Address Greeting Insert Merge
Merge ~ Recipients - Recipient List | Merge Fields Block  Line Field -
Create =] Letters Write & Insert Fields
L E £ E-mail Messages z L+ 3 . - . |
. E7 Enyelopes...
- B Labels...
R El Directory
. Normal Word Document
N [ Step-by-Step Mail Merge Wizard...
-
-

Shape - Word

REVIEW VIEW
3 Rules -
2 Y Match Fields

[2 Update Labels

ADD-INS
@ M < > »l
5 Find Recipient
i P
Preview
Results | [ Check for Errors
Preview Results
5. . . .. &

S
Finish &
Merge -
Finish

7o e

~
B
|

g X

Sign in

Mail Merge hAES

Select document type
What type of document are
you working on?

Letters

E-mail messages

Letters

Send letters to a group of
people. You can persanalize
the letter that each person
receives.

Click Next to continue,

Step 1off

=> Mext Starting document I

Step-2. s9® §RT 89 BNe SIRHT W fdeld IR dRe WR fdeld Xl

EH - O =
HOME INSERT DESIGN PAGE LAYOUT REFERENCES
. B B B
=1 @ - -l
Envelopes Labels  Start Mail  Select Edit Highlight Address Greeting Insert Merge
Merge = Recipients = Recipient List = Merge Fields Block  Line Field -

Create Start Mail Merge Write & Insert Fields
L i ' 1 2 o3
-
-

Shape - Word

REVIEW VIEW
[ Rules -
T& Match Fields

[2 Update Labels

ADD-INS

[ > b
i

[J© Find Recipient

Preview
Results | [+ Check for Errors
Preview Results
s .. e . .

E-
Finish &
Merge -
Finish
7 - PR

~
B
|

=4

Signin

Mail Merge hAE3

Select starting document

How do you want to set up

Use the current document
Tart fram a template
Start from existing decument

Use the current document
Start from the document
shown here and use the Mail
Merge wizard to add
recipient information.

Prewious: select document ty

Step -3. 9@ gRT &F fheg @& 3ieR M, TLW IR T SHIHIT B MR Ahd 2 |
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HOME INSERT DESIGN PAGE LAYOUT REFEREMCES MAILINGS REVIEW VIEW ADD-INS Signin
[— = [ Rules - [ LI | L | r
= R 23 o & >
T Match Fields [’ Find Recipient
Envelopes Labels  Start Mail  Select dit Highlight Address Greeting Insert Merge Preview Finish &
lerge ~ Recipients = Recipient List | Merge Fields  Block i Field [& Update Labels | Resus [ Check far Errars Merge -
Create Start Mail Merge ‘Write & Insert Fields Preview Results Finish -~
[ i PR B 2z B 3 : P B s B B : ER .
. Mail Merge e
- Select recipients
Use an existing list
- S Selec fram Cutlook conac
(= oore e e ae ]
N Type a new list

PAGE 1 OF 1 ENGLISH (INDIA)}

Type the names and
A

—>» I B3 create... I

B H S O = Shape - Word 2 =B - E
HOME INSERT DESIGN PAGE LAYOUT REFERENCES. REVIEW VIEW ADD-IMS Sign in
. 5 Rules - M 4 > r
= T &4 o @ >
i i i T Match Fields k [ Find Recipient
Envelopes Labels  Start Mail  Select Edit Highlight Address Greeting Insert Merge Preview Finish &
Merge - Recipients - Recipient List | Merge Fields Block  Line Field - L& Update Labels | Resurs = [ Check for Errors Merge -
Create Start Mail Merge ‘Write & Insert Fields Preview Results Finish -~
N i Y i 1 [ 2 - a0 3 e e e e e e e a2 B e e e e 0 B e T
Mail Merge AAES
- Select recipients
Use an existing list
| Select from Outlook contacts
ype a new list
. Type a new list
! Type the names and
addresses of recipients.
B cCreate...
. Tvpe recipient in the table. To add more entries, dick New Entry.
. Title ~ | First Name: ~ [ Last Name ~ | Company Name w | Address Line 1+
| [ Suraj Sharma Expert 11/B Nangloi.
- || Rahul Singh Expert 11/C Nangloi
L Kamal Yadav. Expert 11/D Nanglei
: 1=
-
n
- <
New Entry | | Find...
Delete Entry | | Customize Columns,
-~
AGE1OF1 125WORDS L2 ENGLISH (INDIA)

= == S| 9 B

Step -4. s §RT &R S fove 9918 § S9d! WU 918 WU T o Adhd 2 |
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HOME  INSERT  DESIGN  PAGELAYOUT  REFERENCES REVIEW  WIEW  ADD-INS
= @ P = | B ome e BT By
s as T Match Fields 5 Find Recipient
Envelopes Labels  Start Mail  Select Edit Highlight Address Greeting Insert Merge Preview Finish &
Merge - Recipients - Recipient List Merge Fields  Block  Line Field - LeUpdate Labels  peoyiee | [ Check for Errors Merge -
Create Start Mail Merge ‘Write & Insert Fields Preview Results Finish -~
. R R . T . T S 7 A

Mail Merge A ES

Write your letter
If you have not already done
50, write your letter now.
To add recipient information
to your letter, click a location
inthe document, and then
click one of the items below.

Address block..
B Greeting line...

=Y Electronic postage...

—> B More items...

When yau have finished
writing your letter, click Next.
Then you can preview and
personalize each recipient's
letter.

Insert:
) Address Fields (@) Database Fi

e
First Name

Last Name
Company Name
Address Line 1
Address Line 2
City

State

ZIP Code

Country or Region
Home Phone
Waork Phone

E-mail Address

~

Match Fields... I Insert I Cancel

Step 4 of 6
3 Mext: Preview your letters

€ Previous: Select recipients

-
2l
|

H ©- O = Shape - Word =4

HOME INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW ADD-INS Sign in
| 2 |
= Ee

[3 Rules - @ M 4

P& Match Fields 25 Find Recipient

Envelopes Labels = Start Mail  Select Edit Highlight Address Greeting Insert Merge Preview Finish &
Merge = Recipients ~ Recipient List Merge Fields Block Line Field-  |-*Updatelabels  Reguns [ Check for Errors Merge
Create Start Mail Merge Write & Insert Fields Preview Results Finish -~
Mail Merge e
CInsert: Write your letter
() Address Fields (®) Database Fields If you have not already done

50, write your letter now.

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

click one of the items below.

Address Line 1 Address block...
Address Line 2

City B Greeting line..
State + .

ZIP Code EY Electronic postage...
Country or Region
Home Phone
Waork Phone
E-mail Address

Sl more items...

When you have finished
writing your letter, dlick Next.
Then you can preview and
personalize each recipient’s

Mateh Field: I Insert ' cancel Ieties

v

Step 4 of 6
I =3 Mext: Preview your letters I

€ Previous: Select recipients
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HOME INSERT DESIGN PAGE LAYOUT REFERENCES REVIEW VIEW ADD-INS Sign in

[3 Rules - <

T Match Fields

= &R = 0O B B

Create Start Mail Merge Write & Insert Fields

M 4

[® Find Recipient

(O]

Envelopes Labels Start Mail  Select Edit Highlight Address Greeting Insert Merge Preview
Merge ~ Recipients - Recipient List Merge Fields Elock Line Field ~ [Z Update Labels | |Resuies 3% Check for Errors
Preview Results

) Current record

O Erom:

L = |

E-
Finish &
Merge ~

Finish

7

Mail Merge NS

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

To persanalize your letters,
click “Edit Individual Letters,”
This will open a newr
document with your merged
letters. To make changes to
all the letters, switch back to
the original document.

Merge

dividual letters

Step 6 of 6
€ Previous: Preview your letters

ENGLISH {INDIA) 3 ———h————+ 114%
e J =
B H - T - Shape - Word ?
HOME INSERT DESIGN PAGE LAYOUT REFERENCES REVIEW VIEW ADD-INS
= - = S a S, =
s - F ¥ Match Fields [5 Find Recipient
Envelopes Labels = Start Mail  Select Edit Highlight Address Greeting Insert Merge Preview Finish &
Merge~ Recipients - Recipient List  Merge Fields Block Line Field = [ Updste Labels  Regus [ Check for Errors Merge =
Create Start Mail Merge Write & Insert Fields Preview Results Finish
L e EE S S S S T S S S S S S R R T SR S SR | 4 ' L3 ' [ ' Ty
, T < Docume.. » My Data Sources Search My Data Sources
. Organize - New folder
’; |8 Downloads ~ Mame Type
B %Ll Recent places
i ‘@l +Connect to Mew Data Scurce Microsoft Office D...
) . +MNewSOLServerConnection Microsoft Office D...
/86 This PC
. (51 asd | Microsoft Access ...
) a¥ Autodesk 360
. | Desktop
- | Documents
™ |l Downloads
. W Music
. | £ Pictures
E | @ Videos
E & Local Disk (C:)
) a Local Disk (D2}
- s Local Disk (E)
- € Netwark =
i
. File name: | asd | Data Sources
i Open |
-

Edit Recipient List. saa& gRT 9 g8 fove &I o9 &R e € a1 Ufee o) Fahd B |
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HOME INSERT DESIGM PAGE LAYOUT REFEREMCES MAILINGS REVIEW VIEW ADD-INS
= B & & [ &2 SR L =
“ass as- 23 Match Fields [ Find Recipient
Envelopes Labels  Start Mail  Select Edit Highlight Address Greeting Insert Merge Preview Finish 8
Merge -~ Recipients ~|Recipient List | Merge Fields Block Line Field ~ [& Update Labels  Reguits | [3F Check for Errors Merge ~
Create Start Mail MeTD ‘Write & Insert Fields Preview Results Finish

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.
n asd.mdb Sharma

<
. Data Source Refine recipient list
-~ asd.mdb

¥ Find duplicates...
| [© Eind recipient...
Edit I Refresh

Write & Insert Fields.
Highlight Merge Fields. 9@ gRT 89 3107 SiaRJHC & Wics @I BRallse B T ¢ |

H - & =
INSERT

=

Shape - Word

DESIGM VIEW

PAGE LAYOUT

REFEREMCES

MAILINGS REVIEW ADD-IMS

q@ M 4«

[© Find Recipient

E;_' Rules =
ZY Match Fields

L | _)

Envelopes Labels  Start Mail Select Highlight JAddress Greeting Insert Merge review Finish 8¢
Merge - Recipients - Recipient List  |Merge Fields | Block  Line Field~ |l Update Labels Resyps [+ Check for Errors Merge ~
Create Start Mail Merge Write & Insert Fields Preview Results Finish
5 — e e s Highlight Merge Fields R 4+ 1 . 5 .

Highlight the fields in your
document.

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

Address Block. $9@ gRT 81 31U+ oic? # T &l US &R Adhd ©
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HOME INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW ADD-INS
=2 = = B e - M4 Ep
e F & Match Fields B 5 Find Recipient
Envelopes Labels = Start Mail  Select Edit b Greeting Insert Merge review 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
L i = f 1 .z f 3 f 4 . . . . . . .5 & - . .
~
-
- Specify address elements Preview
Insert recipient’s name in this format: Here is a preview from your recipient list:
- Joshua
Joshua Randall Jr.
Joshua Q. Randall Jr.
. Mr. Josh Randall Jr. g("::'a'ma Sharma
- Mr. Josh Q. Randall Jr. et
3 Jr. -
. LiaBandalllr Delhi - 110041, Delhi
Insert company name
Insert postal address:
() Mever include the ¢ gion in the
Always include the ¢ g inthe
. O Aw Correct Problems
(®) Only include the country/region if different than:
wn If items in your address block are missing or out of order, use
. [india [~]  match Fields to identify the correct address elements from
your mailing list.
Farmat address according to the destination country/region
°

Greeting Line. s5& gRT &4 (U Sfagde d AT &1 Te ax

Jhd 2|

EHo O-

Shape - Word

HOME INSERT DESIGM PAGE LAYOUT REFEREMCES MAILINGS REVIEW VIEW ADD-INS
= - B SAwll - [ o Rl
) s - = T & Match Fields ) [0 Find Recipient =
Envelopes Labels Start Mail Select Edit Highlight Address [Greeting|Insert Merge Preview Finish &
Merge =~ Recipients - Recipient List Merge Fields Block Line Field - réUpdate Labels | Results I}'Checkfor Errors Merge -
Create Start Mail Merge Write & Insert Fields Preview Results Finish
L - - . 1. . . . 2 .. . . 3 .. . 4 . . . . . .5 & 7
-
Greeting line format:
Mr. Randall .
N [Dearl ] |wr. Ran FL =
Greeting line for invalid recipient names:
|Deal Sir or Madam, EI
_ Preview
Here is ew from your recipient list:
™ 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 mailing list.
-
ok | | cancel
n
-

Insert Merge Field. s89& gRT &4 31U SfagHc H U8l 9 4 8% Wics @I $HC IR Add © | o
TRCH, B -, dARC 4, HUT =4
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Create Start Mail Merge Write & Ir Title Preview Results Finish
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Last_Mame
Company_MName
Address_Line_1
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State

ZIP_Code
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Email_Address

Preview Results.

Preview Results. s9d& gRT 89 310 Sfqpic § Ael Aol & e oxa 2|

Find Recipient. 6@ gRT &4 310 Sfagic # SiU &) Adhd & 3R g &7 <@ Fad 2 |
Check for Errors (Alt+Shift+K). 9% gRT 89 4d 791 & TR I <@ Fdhd ¢ |

Finish & Merge. 359 gRT 89 Hel H9l Bl dilc B Tdhd & IR Tl Bl fiic &R Adhd & IR SRRdcn
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Chapter-9. Review (Alt+R).

B H S O- Book of The Ms. Word-2013. - Word 7 @B - & %X
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EE Thesaurus Show Markup = 59 Mext
Spelling & Translate Language MNew  Delete Previous Next Show Track Accept Reject Compare Elock  Restrict
Grammar [z2] Word Count . - Comment Comments | Changes - [P) Reviewing Pane ~ - - - Authors - Editing
Proofing Language Comments Tracking = Changes Compare Protect ~

Proofing.

Spelling & Grammar (F7). s5& gRT &4 (U SagHe H I [T 3R IR BT dh B Fdhdl & AR
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H - & - Shape - Word ?EH - 8 X
HOME INSERT DESIGN PAGE LAYOUT REFEREMCES MAILINGS REVIEW VIEW ADD-IMNS Sign in

ABC Define aq‘ ﬁ$ 15 Update IME Dictionary IJ B D D E F%. B | all Markup M ] Previous e D

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

roofing Language Comments Tracking |F] Changes Compare Protect ~
L R e e @ e 3 & e B B 1§ e
: Spelling Mt
- powerfull
i powerful
. powerfully
r:‘ power full
Change All

68| Page



Vinod Computer Institute of Software Training

Thesaurus. 9% gRT 89 3109 SIRFC # ¥ Aeoide 6 T RIfier o€ &1 < Aad 2|

B H S 0= Shape - Word ? EH - x
HOME  INSERT  DESIGN PAGELAYOUT ~ REFEREMCES  MAILINGS | REVIEW | VIEW  ADD-INS Sign in
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EE Show Markup ~ 57 Next
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Grammar (155 Word Count - - Comment Comments Changes ~ [2] Reviewing Pane ~ - - - Authors - Editing

Proofing Language Comments Tracking IF] Changes Compare Protect ~
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Thesaurus e

4 influential (adj.)
influential

commanding
authoritative
controlling

prevailing

dominant

potent

great

mighty

LI formidable

weighty

powerless (Antonym)
insignificant (Antonym)
weak (Antomym)
strong (adj.)

strong

mighty

muscular

b

brawny
sturdy
forceful
hard
violent
robust

Word Count. 36 gRT &4 30 SRFHT # I U, T8, A8A B $SC IR <@ Fad ¢ |
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Statistics:
- Pages
h ‘Words
) Characters [no spaces)
Characters [with spaces)

r; Paragraphs
B Lines
Mon-Asian words
- Asian characters, Korean words
T Include textb
-
-
0]

Language.
Translate. 9@ gRT 89 fB¥l oFUST BT §ER oRUST 3 Zivelc B Fad o |
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Translation options...

o

[
5% Translator

Get more languages
Microsoft & Translator
4 Can't fina iz
Try one of these
alternatives or see Help for

hints on refining your
search.

Other places to search
Search for 'Computer’ in:

E&y All Reference Books
EQy All Research Sites

@ Get updates to your services..

& Get services on Office
Marketplace

EQ, Research options...

02 ENGLISH (INDIA) - &+ 120%

B el L

Comments.
New Comment. $8& gRT &4 310 SIARJHE H Udh T HHE Bl US B Fadl &

El H - G = Shape - Word ? B - x
HOME INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW ADD-INS Sign in

ABC Defme 4 ool '@UpdatelMED\ctmnary b <« > B B aprewous [ )
v ah AT ) [CF S = & [
[EEl Thesaurus Show Markup ~ ':)j Mext
Spelling & Translate Language Mew  |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 -
[ T S R RS R R AR RS S S R S R PR O [<]

| ExeerT AcADEMY
Video provides a powerful way to help you—
your point. When you click Online Video,
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add. You can also type a keyword to searct
the video that best fits your document Con

| 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 Con

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. s59@ gRT &9 U S(RFHT & Helde dHe I fSeilc o Adhd 2 |
Previous. s9d gRT &1 U9 SfRFHe & o dic W T 9ad ¢ |
Next. 396 §RT &H U STagFe & 37Tl HHE TR Sl FHd 2 |
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Show Comments. $8@ gRT &H (U7 SIRFC & AT HHe BT <@ AHd & |

Tracking.

Track Change (Ctrl+Shift+E). 58 gR1 89 31U ST H Y MY Folel Bl ¢ BR Fdd o 3IR
I HIS IR AE 2 |

El H ©- 0 - Shape - Word
HOME INSERT DESIGN PAGE LAYOUT REFEREMCES MAILINGS REVIEW VIEW ADD-INS
ABC Define a’%} ﬁ$ #31 Update IME Dictionary IJ D (-Ij -)Ij S5 | All Markup - £ Previous E
; Thesaurus . Show Markup ~ - ':)j MNext
Spelling & . Translate Language New  Delete Previous MNext Show o Accept Reject Corl
Grammar B2z Word Count - - Comment -~ Comments < Reviewing Pane ~ - -
Proofing Language Comments Tracking ] Changes Corf

. : . : 2 ! 3 ! 4 ! Track Changes (Ctrl+Shift=E) T HIE-

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

H -2 -= Shape - Word ?EH - O
HOME INSERT DESIGN PAGE LAYOUT REFEREMCES MAILINGS REVIEW | VIEW  ADD-INS Signin I
ABC Define a% ﬁ$ 11 Update IME Dictionary lj B S ')lj E:; B8 | Al Markup I £ Previous 8 D
EH Thesaurus Simple Marku ':)j Next ®
Spelling & . Translate Language New  Delete Previous Next — Show Track Al Marku | Accept Reject Compare  Block  Restrict
Grammar [z Word Count M - Comment - Comments  Changes~ i Y P M M M Authors - Editing
Proofing Language Comments Tra Oo arl e Changes Compare Protect
L. L (RSN BRI NI SN (R SRR | 3 1 ngna L T NS B ACI NE BN AL, S
Revisions ML
¥ 4 REVISIONS e

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 ]
it. When you work on a )
table.
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@ H S O- Shape - Word ? @ - x
HOME INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW ADD-INS Sign in
? Define a% ﬁ$ 2] Update IME Dictionary ] D (-lj D E I?%. 53 All Markup . . £ Previous e@ [‘%
EE Thesaurus — M a Next
Spelling & . Translate Language New  Delete Previous Mext Show Track Aecont ReJeCt Compare Elock Restrict
Grammar £z mWord Count - - Comment Comments Changesw « Comments - Authors - Editing

Proofing Language Comments v Ink Changes Compare Protect -

Revisions % = e — e [V Insertions and Deletions | L
v TREVISIONS (5] R -

E4 Balloons L4 Show Revisions in Balloons
EXPERT ACADEMY Formatted : Specific People b v Show All Revisions Inline

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

EXPERT ACADEMY Inserted .
how 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 89 310 SiRFC # 8F dTel 9l ool &l <@ dad ©

Changes.
Accept. sH9d §RT §F (U SAgHC H B dlel AW <olsl BT JaIe B Ahd © |

El H % 0= Start Mail Merge - Word ?T EH - x
HOME INSERT DESIGN PAGE LAYOUT REFEREMNCES MAILINGS REVIEW | VIEW ADD-INS Signiin
ABC Define oy ) Update IME Dictionary % €« > e ’;‘E All Markup - T B a Previous [ ]
v % R prRrheli=ll B LI Y & [

E Thesaurus . Show Markup ~ _ ':’j Next X
Spelling & Translate Language New  Delete Previous Next Show Track . Accept |Reject Compare Block  Restrict
Grammar EZ] 25 Word Count . - Comment Comments Changes = L] Reviewing Pane - hd M M Authors - Editing

Proofing Language Comments Tracking [F] Accept and Move to Mext Protect ~
G — g e T —— L R Accept This Change

) Accept All Changes Shown
. / Atce 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 Guue 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: cuubed
online for the video that best fits your document. EXPERT ACADEMY

| To make your document look professionally, Word provides header, footer, cover page, and Deletad: produced

text box designs that complement each other. For example, you can add a matching cover page, Ex:’ER;_ACADEM"
header, and sidebar. Click Insert and then choose you want from the different galleries. Deleted: the clements

! EXPERT ACADEMY
i 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 cooxd
) \ styles, your headings change to match the new theme. /

Reject. s59& gRT 89 304 SRFHC # BF dTcl AW Tiorel & Rolde ax Fad 2 |
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Previous. 9& gRT 84 310 SIRpe & fUse gae ol IR S A ¢ |
Next. 9% gRT 84 30 SIRFHS B Tl ¢ae Tolol TR ST Fdhd ¢ |

Compare. 9% gRT 89 U 12T &l SIRHC Pl HRR AT HdlsT oD oxd Fad &

=] :
HOME INSERT DESIGN PAGE LAYOUT REFEREMCES MAILINGS VIEW ADD-INS Sign in
B Define a’?‘B »\'—oc—}’:'? Update IME Dictionar Efﬁ No Markup - > 5 a Previous D
[ Thesaurus A Bl show Markup = _ ':)3 Next
) i Translate Language New  De Show a o Accept Reject Restrict
Grammar Nord Count - - Comment Comments | Chan [BlReviewing Pane ~ - - Editing
Procfing Language Comments Tracking F} Changes Protect
Combined Document ¥ || Original Document (Start Mail Merge - EXPERT ACADEMY) x
Compape.
Compare. _P_L
. . . . Video provides a powerful way to help you prove your point. When
Vldi.i‘O prf}\rldesa power‘fulwa-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.
your document. To make your document look professionally, Word provides header,
To make your document look prefassionalhscaducad \Ward nrovidas footer, cover page, and text box di_amgns that complement each_ other.
Fariliire Bearen s 2 BB ching cover page, header, and sidebar.
header, footer, cover page, and te q q
! ! Page, u want from the different galleries.
other. For example, you can add Original document Bevised document
. . Start Mail M v dddd.d v D our coordinated. When you click
sidebar. Click Insert and then cho | 7" "= e o p your Y
diff t galleri Labgl unmarked changes with: | ExpERT ACADEMY Label unmarked changes with: | ExpERT ACADEMY 1e, the pl{:tllIES, Chﬂ.l“tS, and SmartArt
ITErent gafleries. new theme. When you apply styles,
S the new theme
Themes and styles also help keep y :
) ) More == Cancel R R
~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 fo
headings change to match the new theme. match your new theme. When you apply styles, your headings change
to match the new theme.
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
I H = D:\SOFTWARE\Easic+ Tally+ Multimedia- Book Final-2016\Book of The Application Software-2016,\Book of The Ms. Word-2013,\Book of The Ms. Word-2013..docx - Word T = - x
HOME  INSERT  DESIGN  PAGELAYOUT  REFERENCES  MAILINGS [ REVEW | VIEW  ADD-INS Sign in
Define a" 1] Update IME Dictionar (35| Simple Markup - Iy €7 Previous
& ) 5
 [EE Thesaurus 5) A E B Show Markup - 7 Next D
Spelling & . Translate Language New  Delete Previous Next  Show T ; Accept Reject ompare|  Block  Restrict
Grammar ord Count - - Comment Comments  Cha [FlReviewing Pane ~ - - - Authors - Editing
Froofing Language Comments Tracking [ Changes Compare...
Combined Document % || Original Document (Start Mail Merge - EXPERT ACADEMY) Compare two versions of a
document (legal blackline).
= Combine...
[ Combine .
Compare. / Commire, | 4 oo v sl socomn:
Video provides a powerful way to help you prove your point. When you click Video provides a pow Hide Source Documents |l Show Seurce Decuments »
Online Video, you can paste in the embed code for the video you want to you click g);lme Videc Show Qriginal -le code 13: th?_wdgo ycl’lu
add. You can also type a keyword to search online for the video that best fits w_ant fojacigvonican Show Revised toj=earchfonlmebivngtlie
video that best fits you
your document. ~ Show Both
. . To make your document look professionally, Word provides header.
To make your document look professionally—predueed, 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 afid 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. Desigef and choose a new Theme, the pictures, charts, and SmartArt
graphics change to match your new theme. When you apply styles,
Themes and styles also help keep your deeument coordinated. When you our headings change to match the new theme.
~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. Revised Document (dddd - EXPERT ACADEMY) *
. . . Video provides a powerful way to help you prove your point. When you
Save timein Word W-I‘th new_bu.ttonsthat show up Wf_\ere. you need them. To click Online Video, you can paste in the embed code for the video you
change th-e way a picture fits -|n your document, click it and. a button for want to add. You can also type a keyword to search online for the video
layout options appears next to it. When vou.wmrk ona ta-ble click where you that best fits your document.
want to add a row or a column, and then click the plus sign.

. . i . . To make your document look professionally produced, Word provides
Reading is easier, too, in the new Reading view. You can collapse p.arts of the header, footer, cover page, and text box designs that complement each
document and focus on the text you want. If you need to stop reading before other. For example, you can add a matching cover page, header, and
Vou.reach the end, Word remembers where you left off - even on another sidebar. Click Insert and then choose the elements you want from the
device. different galleries.

Themes and stvlesalsa heln keen vour document coardinated When vou




Vinod Computer Institute of Software Training

Restrict Editing. $9& gRT &9 3/ SfAgHC H Irdds dI o1 B SIRFIC HI Uicde dR Adhd o |

@ = e
HOME INSERT DESIGN PAGE LAYOUT REFEREMCES MAILINGS REVIEW VIEW ADD-INS
ABC  [& Define 4] (B Update IME Dictionan == B | Mo Marku - N L €] Previous
v 5 % AT g B .
- #

EE| Thesaurus [El Show Markup - 2] Next
Spelling & Translate Language MNew  Delete Previous MNext Show Track o Accept Reject Compare  Eloch
Grammar 221 Word Count - - Comment Comments  Changes ~ Reviewing Pane - - - - Authors
Procfing Language Comments Tracking [F} Changes Compare Protect -~
L 1 2 E 4 5 £ Ton . .-
: Restrict Editing ™ *
i Restrict Editing. 1. Formatting restrictions
+| Limit formatting to a selection
c c 2 c c c f styl
Video provides a powerful way to help you prove your point. When you click Online Video, s
Settings...

you can paste in the code for the video you want to add. You can also type a keyword to search 2. Editing restrictions
online for the video that best fits your document. 7] Allow sy this type of editing

in the document:

To make your document look professionally, Word provides header, footer, cover page, and No thanges Read onk) |~

text box designs that complement each other. For exarmlumumadd—mmﬂidmnﬁnage, Exceptions (optional
Start Enforcing Protection ?

header, and sidebar. Click Insert and then choose you Select parts of the document and
Protection method choose users who are allowed to

o _ freely edit them.
. Themes and styles also help keep your coordinated. §| @ passwors new Groups:
. i . (The document is not encrypted. Malicious users can edit E
Theme, the pictures, charts, and SmartArt graphics ¢ e i and remove the password) Vhen Ofevenone |

Enter new password [optionali| see

you apply styles, your headings change to match the

§ &% More users...
Reenter password to confirm:{ see

Themes and styles also help keep . When you click ~© Userautnentication , the 3.Start enforcement
. . (Authenticated owners can remove document protection, Are you ready to apply these
o pictures, charts, and SmartArt graphics change to m The document s enayped and Restricted Access s pply scttings? (fou an tum them off
enabled,)

later}

styles, your headings change to match the new theme cancel

d H LS
HOME INSERT DESIGN PAGE LAYOUT REFEREMNCES MAILINGS REVIEW WIEW ADD-INS Sign in

I Define a’g;) ﬁ%-_: Update IME Dictionar B | No Markup - & Previous I:B,
_ - [E4 Thesaurus A A _ 2 show Markup = B a Mext N .
Spelling & ranslate Language e elete Previous MNex Sho rac Accept Reject Compare oc ric
pelling o Translate Languag N Delete P Next ’ Trach o pt Reject ! Block  Restrict
Grammar Vord Count - - Comment Comments Changes Reviewing Pane ~ Authors - |Editing
Proofing Language Comments Tracking 5 Changes Compare Protect ~
[ g 1 2 3 4 5 [ 7 ~

Restrict Editing 7 *

- / Restrict Editing. \ Vour permisions
Th\.s document Is.p.rUtE(tEd from
Video provides a powerful way to help you prove your point. When you click Online Video, unintentional ediing

You may only view this region.
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, Show Al Regions | Can Edit
header, and sidebar. Click Insert and then choose you want from the different galleries. <] Highlight the regions | can edit

Find Mext Region | Can Edit

" 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 /

~ Stop Protection
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B H - E Book of The Ms. Word-2013. - Word T E - 8 X
HOME INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW ADD-INS Sign in
.l |:| | [=] outline Ruler Q [E) [ One Page r’ﬂ E D [ View Side by Side ED'_] D
; S = oratt Gridlines B Of pultiple Pages L]
Read = Print  Web o Zoom 100% i Mew  Arrange  Split Switch Macros
Mode Layout Layout Navigation Pane ‘B Page Width Window Al Windows~
Views Show Zoom Window Macros ~

Read Mode. s9& gRT &9 107 1 Sfapdic & Usl BT U A1 WU a3 WU AT aRd <@ dahd 2 |

TOOLS  VIEW Book of The Ms. Ward-2013. - Word "5 - x
Microsoft Word Keyboard Shortcut Key. Ctrl + M. Increase Indent.
Shortcut Key. Option. Ctrl + Shift + M. Decrease Indent.
File (Alt+F). Ctrl + Shift + N. Normal Style.
Cirl + N. New. Cirl + F12. Open.
Cirl + 0. Open. Cirl + Alt + F2. Open.
Cul+S. Save. Insert (Alt+N).
Ctrl + Shift + 8. Save As. Curl +Enter. Break Page.
Cul+P. Print. Cul + K. Hyper Link.
Alt = F4. Exit. Alt == Equation.
Home (Alt+H). CTRL+ F9. A Field.
Crrl + X Cut. Shift + Enter. Line Break.
Crl + C. Copy. Ctrl + Shift + Enter. Column Break.
Cul + V. Paste. Ctrl Function Key.
Cul+B. Bold. CTRL+ F2. Print Preview.
Cul+1. Iratic. CTRL~+ F3. Cut Spike.
Cul+T. Underline. CTRL~+ F4. Close Window.
Ctrl + Shift + >, Grow Font. CTRL~+ F6. Go To Next Window.
Cirl + Shift + <. Shrink Font. CTRL~+ F9. Insert Empty Field.
Ctrl+L. Left. CTRL+ F10. Maximize Document Window.
Cul+E. Centre. CTRL+ F11. Lock Field.
Cirl + R Right. CTRL+ F12. Choose Open Command.
Cirl+7T. Justify. 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.
Cul+ A Select All Alt+F1. Go to Next Field.
Crl +=, Subscript. Alt + F3. Create New Building Block.
Cirl + 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.
Ctl+D. Font. Alt + F7. Grammatical Error.
Ctrl + Shift + A, Change Text Capital Letter. Alt + F8. Run Macro.
Ctrl + Shift + K. Change Text Small Letter. Alt + F9. Switch Between All Code.
Ctrl + Z. Undo. Alt + F10. Maximize Program Window.
Cul+¥. Redo. Alt + F11. Display Visual Basic Code.
Ctrl + Shift + D. Insert Current Date. Shift Function Key.
Alt + Shift + T. Insert Current Time. Shuft + F1. Reveal Formatting.
Cirl + W. Close File. Shift + F2. Copy Text.
Alt + Backspace. Undo. Shuft + F3. Change Case of Letter.
Alt + F5. App Restore. Shift + F4. Go to Action.
Ctrl + Shift + B. Bold. Shuft + F5. Move Last Change.
Shuft + F3. Change Case. Shuft + F6. Go to Previous Frame.
Ctrl + Insert. Copy. Shift + F7. Choose Thesaurus Command.
Ctrl +F10. Document Maximize. Shuft + F8. Shrink Selection.
Ctrl +F3. Document Restore. Shuft + F9. Switch Between Field Code.
Alt + Shift + R Edit. Shuft + F10. Display Shortcut Menu.
Cirl + Shift +F. Font. Shift + F11. Go To The Previous Field.
F5. Go to. Shift + F12. Choose Save Command.
SCREENS 127-128 OF 137
=cm O3

Print Layout. 9@ gRT 89 3109 91 Siagic &1 file <iise A # e v fiic &) dad 2 |

Web Layout. s9a& gRT &F 3199 941 SIRFE BT 99Ul W < dHd 2 |
Qutline View. s9& gRT 89 30w ¥¥1 STRFIC BT 3MSe A8 A7 goic @Ic H oF A 2 |
Draft View. s59& gRT &1 3 9+ SiRFc & <ad o ddhd ¢ |

Show.
Ruler. 38 gRT &9 U1 SIARJHC H MESAR 3R ¢d Bl VT I & |
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Gridlines. sa& gRT &9 09 SfwRpic 7 fedsd o1 Je ad 2|
Navigation Pane. 9@ gRT &1 310 SfRfHe & 2T 3R U FaR &1 < A 2 |

B e S 5 Book of The Ms. Word-2013. - Word T EH - X
HOME  INSERT  DESIGN  PAGELAYOUT  REFERENCES ~ MAILINGS  REVIEW | VIEW | ADD-INS Sign in
= [Z] outline  [/] Ruler P [El one Page =1 [ View Side by Side [yl
CEI B Ed oo Q3 2 ==
- ra

Gridlines £l OE Multiple Pages Synchronous Scrolling

Read Print  Web Zoom 100% Mew Arrange Split Switch Macros
Mode Layout Layout +| Navigation Pane B Page Width Window Al Reset Window Position | windows ~ -
Views Show Zoom Window Macros ~

Navigation wx i ; 2 J 4 5 é o

e @ . MS. WORD SOFTWARE.
7N

rones F ncsery /€4 COURSE CONTENTS.

Tnatitute of Seftware
& FHarduware

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, resunes, lists, and simple web pages.

" > Introduction of Ms. Word.

How to Open Ms. Word Software.
How 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.

¥ ¥V ¥ Y Y V¥ Y ¥ Y Y Y Y Y Y

Creating Forms.

PAGE2 OF93 13094 WORDS [11« ENGLISH {UNITED STATES)

m S ®d »[9 [
Zoom.
Z00M. S9¢ ERT 89 319 TSl bl 8] BYP o Fhd o |

100%. 6 gRT &9 19 Ul &l 100% S[H aXa oF Fahd ¢ |

One Pages. 9 gRT &F [0 U1 &I 31 fder # <@ Aol 7 |
Multiple Pages. s9% gRT 84 U7 USl &1 Accludt fdsl § &xF T & |
Page Width. s57& gRT 89 31+ U &1 Y=Y ol fdel § <@ dad B

Window.
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B H S s Book of The Ms. Word-2013. - Word ? @ - x
HOME INSERT DESIGM PAGE LAYOUT REFEREMCES MAILINGS REVIEW VIEW ADD-INS Sign in
= i %
| |:| dl [=] outline Ruler Q I:E) [E] one Page DE E . (1 View Side by Side ED'_] D
X = [ Draft Gridlines mm i Synchronou lling
Read = Print  Web Zoom 100% MNew Arrange  Split Switch Macros
Made Layout Layout Mavigation Pane B Page Wid Window Al Reset Window Position | windows ~ -
Views Show Zoom Window Macros ~
L g 1 2 3 4 5 5 7o
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
- N and line up objects in the document. Also you can measure stuff.
E . = = Cridlines. Show gridlines in the backzround of your document for perfect object placement.
. st The gnidlines 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
l Read Mode. The best way to read dox including some tools d d for reading instead result and its take you right there
of writing. R
B = - = h o \ S
J&)  MS. WORD SOFTWARE.
iy 4 COURSE CONTENTS.
il MODULE-TV MS. WORD SOFTWARE wcocosnisssmssssmssssinssan .30 DAYS.
Miceosoft Waned b aae of (e snost popalar werd processiog prograus suppocted by botk
Mas and PC platforms. Microsall Word cam be wseil o creste documests, brockures,
[P p— A sisple webs pages.
| = lutroduction of M. Word.
] = Howte Open Ms. Wosd Safiware.
w |: * How v Work s Ms. Word Seftware.
| * Howte Close Ms. Word Saftware,
1 = Towte Creste a Teat Fike,
= How te View Content of File
= Advasced Paragraph & Picture Formats.
b = Advasced Dorument Farmats.
® Werking with Tables snd Lists.
r Gl
* Costomibsing Word.
*  Long Dacemest Formats.
~ = Merglng Docamests for Mailing.
*  Using Macros
= Creating Forum
New Window. @ gRT 89 3107 Siagiic & U Ts (el BT AU HRa < Fhbdl ¢ |
Arrange All. 5@ gRT 89 307 Siagic & w1 fdsT &1 ve arer s Eie] g
. DX h Hdhd
B HS O- Book of The Ms. Word-2013.2 - Word ? H - 0O X
HOME INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW ADD-INS Sign in
= [=] outline ] Ruler One Page (11 view Side by Side Lo
& [E y Dowrse | o9 [ - = B
[ Draft Gridlines LlE | Multiple Pages Synchronous Scrolling
Read  Print Web Zoom 100% New |Arrange NSplit Switch Macros
Mode Layout Layout Mavigation Pane < Page Width Windo All Reset Window Position ' \Windows = -
Views Show Zoom Window Macros ~
L 1 2 3 4 5 6 7 o

at the same time.

Arrange All. Stack your open windows so you can se¢ 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

Svynchronous Scrolling. Scroll two documents at the same time. This is a great way to

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

PAGE 87 OF 94 13094 WORDS [[I‘ ENGLISH ({INDIA)

@E“)'@:

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

[j D 7] = outline [+ Ruler Q I:E‘)u [E] one Page DE E D [ View Side by Side ED'_] D

Iy - - Iy

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.

S [= Draft Gridlines O Multiple Pages ) Synchronous Scrolling
Read  Print Web Zoom 100% New Arrange Split Switch Macros
Mode Layout Layout Mavigation Pane < Page Width Window Al Reset Window Position ' \Windows = -
Views Show Zoom Window Macros
L g 1 2 3 a s 6 7 A

Sign in

Split. % gRT &9 o Sfagie & el B & Ui ¥ dre [ 2|
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B H S s Book of The Ms. Word-2013:2 - Word T E - x
HOME INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW ADD-INS Sign in
= [Z] Outline [+ Ruler 5} [E] onePage r‘ﬂ [ View Side by Side |
5
E] |:| @ =l Draft Gridlines Q [; BE Multiple Pages | E D Synchronous Scrolling = D
Read ~Print Web o Zoom 100% ) New Arrange| Remove N ) Switch  Macros
Mode Layout Layout Navigation Pane «El Page Width Window Al | split Reset Window Position | windows = =
Views Show Zoom Window Macros ~
L a 1 2 3 4 5 s 7
Print Layout. Check out how your document will look when it’s printed.
Web Layout. See how your document would look as a webpage. This layout is also great if
you have wide tables in your document.
Outline View. See your document in outline from where\content is shown as bulleted points.
This view 1s useful for creating headings and moving whol&\paragraphs within the document.
Draft View. Switch your view to see just the text in your dgcument. This is useful quick
editing because header/footer and certain objects won’t show up Allowing you to focus on your
text.
Show.
85 |
L g 1 2 3 4 s [ 7 A
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
which pages you'd like to print
View Side By Side. s5@ gRT 87 30 SfafHc & €1 @ 9gs 918 915s # 9@ dad © |
B H 9 O & = MsWord 2013 Bock,:2 - Word 7 @ - 0 x|BEH ©- -
HOME INSERT DESIGN PAGE LAYOUT REFEREMCES MA| » HOME INSERT DESIGN PAGE LAYOUT REFEREMCES MA] »
| ..| |:| [=] outline i Q = D | a.l |:| [=] outline B3 Q = D
) @ = pratt ] i @ = Draft .
Read Print  Web Show  Zoom Window Macros Read Print  Web Show  Zoom Window Macros
Maode Layout Layout - - - - Mode Layout Layout M - M -
Views Macros - Views Macros ~
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Print Layout. Check out how your document will look when it's |
Web Layout. See how your document would look as a webpage.
vou have wide tables in your document,
Outline View. See your document in outline from where'gontent i
This view is useful for creating headings and moving wholé.parag
Draft View. Switch your view to see just the text in your dgcu DIGITAL LEARN CO}IP] J I ER S[
editing because header/footer and certain objects won't show up &l '
text, e e e e e e e e
Show. View Side By Side. Inserted of switching back and forth bet
6 by side. It makes comparing them easier.
Custom Printing. Sometimes you may find it unnecessary to prin N SYIIC]II’UI]OIJS Scrnllmg. Seroll two documents at the sam
which case custom printing may be more suited for you compare documents line by line or scan for difference. To u
printing several individual pages or a range of pages, Word allc ’
which pages you'd like to print by side.
971 . 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
& PN j E undle the steps into a macro. First, you record the macro.
DIGITAL LEARN COMPUTER S bundle the steps into a macro. First, y d the ms
clicking a button on the Quick Access Toolbar or pressing a
s . . o 7 i .Cli iew = = .
View Side By Side. Inserted of switching back and forth bet on how you set it up. Click View > Macros > Record Macro
by side. It makes comparing them easier. - g H 5 -
| HOME IMSERT DESIGN PAGE LAYOUT REFE
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Reset Window Position. s5@ gRT 81 3+ Sfagic @ al fder & R¥e ox dad 2|
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BHS - Start Mail Merge - Word ? EH - X
HOME INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW ADD-INS Sign in
] =] Outline  [] Ruler 3 |:| One Page D’j E (19 View Side by Side | D
i 3 |
E:l |:| i = Draft Gridlines Q [; BE Multiple Pages O D Synchrono olling =
Read | Print  Web o Zoom 100% ) New Arrange Split Switch Macros
Mode Layout Layout Navigation Pane ‘B Page Width Window  All eset Windows ~ @
Views Show Zoom Window = w Macros -
L 2 3 4 5 & .lj Record Macro...
- 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 Vldeo}
B H S 0=
HOME INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW ADD-INS Signin
= [Z] outline  [/] Ruler %) [ onepage fT-‘ [ View Side by Side [yl D
: |
D |:| = = Draft Gridlines Q Ij;l EEMultiple Pages i E Synchr olling I:'
Read Print Web o Zoom 100% Mew Arrange Split Switch Macros
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Views Show Zoom Window Macros »
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- / 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!  |wacres nage,
header, and sidebar. Click Insert and then ¢ | Assion macro to
" Themes and styles also help keep your coo: L won e new
Theme, the pictures, charts, and SmartATt || siore macro in: Vhen
you apply styles, your headings change o 1| |41 Decuments (armal.dotm) v
Description:
Themes and styles also help keep . When , the
- pictures, charts, z_md SmartArt graphics ch pply
styles, your headings change to match the 1 cancel
B H S <
HOME INSERT DESIGMN PAGE LAYOUT REFEREMCES MAILINGS REVIEW ADD-INS Sign in
w [= outline [/ Ruler 3 |:| One Page D’j (49 View Side by Side o D
: |
E:l |:| e [= Draft Gridlines Q [:EI BE Multiple Pages [ E D Synchronous Scrolling I:'
Read Print Web o Zoom 100% . MNew Arrange Split . Switch Macros
Mode Layout Layout Mavigation Pane < Page Width Window Al Reset Window Position | Windows ~ -
Views Show Zoom Window hl ~
L g 1 2 3 4 Customize Keyboard ?
Specify a command
7 Record Mac]‘OJ Categories: Commands:
Macros
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| | speciy keyboard sequence
text box designs that complement each other. For example, y | current keys: Press new shorteut ke
header. and sidebar. Click Insert and then choose you want|| " low ]
" Themes and styles also help keep your coordinated. When y
T}le]ne the PiCtl]IeS Chms Hﬂd Sm I A I graphics Chaﬂge Currently assigned to: Mormal.NewMacros.Macro4
you apply styles, your headings change to match the new th | saw cranges in: | nomal v
s - | D ti
Themes and styles also help keep . When you click Desi{
- pictures, charts, and SmartArt graphics change to match y
Qfles, your headings change to match the new theme. [ ] Come
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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 + 1. 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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