M. S. Word 2007

Introduction of MS Word 2007:-

lPart -1 Introduction of MS Word 2007, Print Preview, Print etc...

Microsoft T Important and Joined Detail Application Software 8, fS=I®! 81 word
Processing Software ¥ @8d 8, 3§49 Software ¥ Latter Typing, Memos &9,
Invitation, Appointment Latter, CV, Bio data, Project Work, Draft 3R 980 &8 &
THd €, 396 AT 4 dIg Spelling Cheek &=+ 8 81 Cheek &R ddhd g, Iad U8l
SR 96 Product &7 A9 17T &,

g9 Seven Different Tab g, 9gaiT Home Tab s9H 0¥ 9wl Tools Available %,

T Insert g9H Insert ¥ Wl AR Tools Available g 3 dvg Page Layout,
Reference, Mailings, Review, View g9 T1d 9T § MS Word Divided &,

Office Button

Office Button 5% Common Button His[@ & o1 — New, Open, Save, Save as,
Print, Prepare, Send, Publish, Close.

@ New: - Use for create new document (Ctrl+N)

=
2

File § afe New Page Open
HAT Are df 89 New TR Click

e PYd T, SN S9Ud dig Create
TR Click &) <d & dI New
et > Page 3MT I g,

Prepare »

e SPZLT LD

Forms

A 7 publisn
‘_l“‘ Close
P, cowone o | OPEN: - Use to open save file.
Ogier  Newilie ’ E-Tef (Ctrl + O)
fae . | Open W Click & &
M e ~=| Application S ugal ¥ HEl 0
o f5%1 Location # Save & &I
8 Compuier
E:("a;iu:;m ElET ﬁ Open EW W %, ag F||e
Open & il g File o
- + Close @ & oI Close Button
w- @+ o | ¥ File Close &% 9&d &,
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Save: - Use to save file which already save. (Ctrl +S)
or
Save as: - Use for save file of name. (F12)

File § @13 & f&a1 © dI §9 File @ Save & A&d 8, 91d & Save As @ #ga
o ®) 89 File &1 {0 g9 Location TR 4T Save &R | t,

Important Ig 8T € & afe 89 39 File &T fodl R Ied &1 § A o) | B,
fA¥T 3R Computer ©R Open &R el & AR TAGI I -T&] AIgH &I a1 Afad Office
2007 Use @R &1 & AT =721, a1 Office 2003 Use @R &1 ©

3R Office 2007 & 3= ®ig File Create @1 ¥ 811 A1 98 Office 2003 & 3R
el getill, 3k Office 2003 &1 T Files Office 2007 WR A | Gl SR |

ST Low Version Software g @8 Higher Version Software S¥®! Support el
%Rl g, 3R Higher Version Software ST g Low Version Software @I Support &%
AT B

g9 39 File &7 Bl &7 7T ) © 3R SS9 U Office 2003 © o 89 39 File
&I Office 97- 2003 # Save T IADT Hel B Ahd & Gl SHD T AT Gl SR |

g9 I8 BIIEl 8T § fd Office 1997 ¥ oiax Office 2007 T &1 Version Use
PR BT © I IGH I8 Files MM I FeT SIRAT |

Print:- Use for print of created file. (Ctrl +P)

Documents &7 Print Out f&TA™T @8 8 ar Print @1 Command &7 SWHT R Fdhd

2, 39® fory 89R Uy fifer 81 emawas g, 3R ar fiex Computer # Install 8T =f2d |

Ugol 89 Printer Chose ®% ddhd

Print ? I . ) .
. g B 9 91< Printer @1 ¥
Mame: Idlr.,—.‘l Microsaft XPS Document Writer v Properties Propertles Change HY W %."
Status: e Find Printer... .
Type: Microsoft XPS Document Writer v4 = em 1 1 ﬁzﬁ'a:ﬂ'
Where:  PORTPROMPT: [print to file gﬁ £l Flle @1 Print
Comment: [ mManual duplex . .
N - g @1 Print to file #ff @ A& 2,
S . Nambor ofrpies: [1 P8 |l Page & Print fra & ar
o ent page Selection 1
O L B @ Colage All &1 Select ®xa& Print Tl
ype page numbers and,or page '
o e st of the document o the. A5 ©
section. For example, type 1, 3, 5-12
or plsl, pls2, pls3—p38s3 .
Print what: |Document W Zoom ql a WIndOW .q—q |a @ é é’
Print: all pages in range v | Pagesper ShEet.: 1 page. w ?% Page Pl‘int BT % (__h. Current
Scale to paper size: | Mo Scaling
— o Page @I Select & Print &<

ea g afe 9§ § 9 Page
Print %31 g A Page No. STafd? Coma Use &xa Print &) Adhd & ol 1,57.12,14

3R B4 File @ 1 ¥ SaraT Print el 8 dF Number of Copies & =it Copy Print
FHAl B B Ahd T |
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File T Print &1 & Ugel 84 ST Print Preview SRR < & &89 e fiie Mara
RE © SAPI Print |EI T I8T 8 AT el 397 I8 U Il SR & fhar Areie el gl
2, fha= Space 31 BT § ®&l B B I 98 ¥, 3FR & Al 8 SADT &l &R Ihd &
Fife ol g1 file e 81 8, R &9RT fife WR1a 89 9 99 |ahar © |

AP M Word 2007 Full Freve - Microsolt Word - EN

Preview &I @< & d1¢ 89 Preview &I Close Preview ¥ € &% d&d & |

Office Button @ U € Save Option ST&l ¥ A 3MU+ File &1 Save &R d&d &, Undo
Typing ®% Fdbd &

e} ¥ B R P 11 Command Operate &+l & dl 81 Customize Quick
Access Toolbar & gF 3R 1 Tools €5 iR @ A& ¢ |

3R A @ TR% § Status Bar ¥ 789 g1 udl gerar & f& g9 fdbad Pages
Use & ST g €, 3R fBas Word ST € Type & o1 g & IR 01 3 89 Right
Side # TWT Zoom in and Zoom out Option 3FR &7 + & X% d<i Al Zoom in B8R
3R — & TP < AT Zoom out BT

Prepare:-
Prepare the document for distribution inspect document, in crypt document
restrict permission, add signature, run compatility.

Send: -
Use for send document created file.

Publish:-
Distribute the document to other people blog document server,

Create document workspace: -
Create a new site for the document & keep the local copy synchronized.

Close: -
Use for close M.S. Office.
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Home Tab

l Part 2 -(Clip Board) Cut, Copy, Paste, Format Painter...

Clip board: - Use to show the office clip board task pan

Cut: - Use to cut the selected text. (Ctrl +X)
Copy: - Use for copy the selected text. (Ctrl + C)
Past: - Use for past on any other place to copy text. (Ctrl +P)

Format Painter: - Use for Copy — Formatting from one place and apply in to
another. Double Click this button the same formatting to multiple place in the
documents. (Ctrl + Shift +C)

Home @ Tab 3X Command & Clipboard 3iR Clipboard & 373 @R Different
Option Available €, f&=fl +fl Text @I Duplicate &1 &9T @80 & Al &F I8 & Copy
P T, 3G 8 g@d! Number Of Copy W&l arfgd df &H 98 Sax Past & 94 0
Click @=d 2, 3FR &4 Tdh dR Copy @ U &I dal 3R 4l Paste &R Fad @, MR &H
9 Text § 9 §© Cut BT 2 d 8F Text &I Select & Scissors (ddl) H Cut &R
adhd €| 3R HEl f Paste &R Fdd 2|

Format Painter 9 Command &T wraar I8 & f& g9 <1 it Font Style, Color,
Size &1 f&=ft fl TH Text & HW WA, d &7 Text Select ad Format Text &I
Select HXT 3R a1 Text & HUR Brush AT < T AR Text ST & ST Usel arel Text
@1 IRE B SIRA, Size, Color, Style ¥d Ugal dTel Text &1 d<g Apply & IR |

g aed & f% a8 99 Size, Color, Style 99 W @] & o & &9 W9 W
Format Text @I Select &RT g1 §eT AT < |
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Part 3 - (Font Block) Change Font, Font Style, Highlight Text, Change Case...

Kruti Dev 010 |14 - | A A7 |||
B J U - abe x, x* Aa~||327 - A -

Font: - To change the font style to selected text. (Ctrl + Shift + F) & (Ctrl+Shift+P)

Font Size: - Use to change font size. (Ctrl + Shift + P)
Grow Font:-Use to increase the font size (Ctrl +>)
Shrink Font: -Use to Decrease the font size. (Ctrl +<)

Clear formatting: - Use to clear all the formatting from the selection, leaving only
plain text.

Bold: - For make the selected text bold. (Ctrl +B)
Italic:-Use to italicize the selected text. (Ctrl +1)
Underline: - Use to underline the selected text. (Ctrl + U)

Strikethrough: - Use for Draw a line through the middle of the selected text.
Subscript: - Use to create small letters blow the text baseline. (Ctrl +=)
Superscript: - Use to create small letters above the line of text. (Ctrl +Shift++)
Change case:-Use to change all selected text to upper case lowercase.

Text Highlight Color:- Use to make text to create text highlight color.

Font Color: - Use to fill color in selected text.

Home & Tab # g\ Paragraph-2 # Text Font Style & &4 Font Style Change @x

Adhd g, SO ® Font Size $HY &9 Font Size ST &) Add 8, Grow Font

AT AT g WY 89 Text Size g1 &) ¥hd 8, Shrink Font 99 84 Text Size Il

PR Thd &—Font Bold @R \Hd g ltalic X FHd 2, Underline &R wad &,

she Strikethrough ¥ 89 S Text Tad @ 84 SH®T HIC ADHd & IR IADI SIS el

Text foRg A®d €, Subcript X FHd & (Examplel0 af —104 ), Superscript @R ddbd &
(Example10 af —10™),

Change Case & gRT W 3Ud o Text @ Sentence case, lowercase,
UPPERCASE, Capital Each Word, tOGGLE cASSE # Change &R &d &, I8 W
g4 Text &1 o9 W1 Case # aqe™1 € 9471 8 84 39H &H W < @1 © S— Capital
Each Word Case # 9T & @I 9T Topic # I &1 1 Word S & faR fear
axe T |
Text @I Highlight Color #% dad 2,

Font Color &R H&d & |

Sri Sai Solutions Point “Computer Training Institute” Moradabad
Contact No +91-9286399785




M. S. Word 2007

Part 4 - (Paragraph Blog)
Bullets & Numbering, Text Alignment, Line spacing, Shading, Border...

Bullets: - Use to insert bullets on selected text.

Numbering: - Use to insert Numbering bullets on front of selected text.
Multilevel list:-Use to insert the line number to selected text.

Decrees indent:- Use to decrees the indent level of the paragraph.
Increase:- Use to increase the indent level of the paragraph.

Sort:- Use to sorting numerical selected data or text.

Align text left:-Use to align text to the left. (Ctrl +L)
Center:-Use to text aligns to center. (Ctrl +E)
Right: -Use to align text to right. (Ctrl +R)
Justify: - Use to align to both the left and right. (Ctrl +J)

Line spacing: - Use to change spacing between lines of text.
Shading: - Use to fill the background behind the selected text or paragraph.
Border: - Use to customize the border of the selected cells or text.

Home @& Tab # Paragraph-3 fST# ugem Option & Bullets &1 81 @3 Content TR
FHAT © o SIH 84 Bullets @) STRd TSl ®

g Content # Bullets ¥R € 3fR Next # ¥ a8 Bullets =1 8 914 &
g9 Enter &1 A Next Option # Bullets & & SIRAT |
Example:-

» Sri Sai Solutions Point
e Computer Institute
» Sri Sai Solutions Point
e Web Tech Institute
3R B4 oI gV Text # Bullets & Change &< & AT 89 AR Text &I Select
@D H Bullets # g1 Define Bullets # & 3199l wig ¥ Different Type @ Bullets &1
AH & e aT 319l Photo T <1 I&dt & |

Recently Used Bullets }

S ' Change List Level & &4 Bullets @I Level Change &% A& &

z g
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Bullets @ Option & 3felraT 89 T Option & Numbering Library &7 f599 g9 fodt
Al UBR $I List 99 & forq Different Type & Numbering ¥ @1 &4 &,

Example:-

1. Sai
2. Institute
Or
1) Sai
2) Institute
Or
i. Sai
li. Institute and more options

TR 84 Multilevel Point oiT= & a 89 Multilevel List ¥ 991 9&d &

Example:-

1. Sai

2. Institute
2.1.Solutions Point
2.2. Institute
2.3. Sub point

3.

39 IR 89 Enter &) & Multilevel Point o7 ddhd €, 319 396 di 84 a9 Main
Point TR 3T & @I Shift gaTdx & 3R Tab Key I TaTHx IET & |

Alignment @ gRT €4 ®Is Mater type &3 df 98 Left Alignment # g7 J1fe
31 Left I Right @1 TR% Tl T oI & 84 3WTell Line dgelil Al df W S ORE e,
TART O Letter Left ¥ & g # M|

Right Alignment Select &< € dI Right 9 Left &1 tTR% Ie=T & 8 SIRAM,
Center Alignment Select #*d &, Heading STel & AT a9 4 g% 81 SIRAN

g ®Ig W1 Matter type #x <2 € 3R R fRANT # ugal & & & gqdl Left § o
Ired & A7 Right # @91 @m€d € a1 Center # o191 ared € o &9 forgs & Ugal &
Alignment Set & HHd |

T SO IRT Matter forg fornm & iR &9@! 91€ 3 <@ © fb ®F A1 919 Titale
Set @1 SRAMT 3R dF AT Part Left Alignment # 81T 3fR @®I9 AT Right Alignment H
Ired € 9D oy &1 Mater Select ax of iR &H 51 Position # @1f2d @@ Alignment
Select ®R® ST Position # & Adhd € |

g9 Left Alignment g & dI Left @& @R% &1 AN Line ¥l & 3R &A Right
Alignment gad g d Right @ TR% &1 AR Line ¥l W@ iR 3R 89 Center
Alignment g7 & A ¥a Mater Center H 3T STRATT |
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g Left Alignment =T § @I 89R) Left @1 IR o+ A € @ik Right @ @& BT —
gS! Line € R &W Matter & Qi OR% I Th T § HAT I8 & PR 8F Right
Alignment & @1 Left % | BIET — &1 Line 81 SIRRAY &4 9 OR% 9 &H Tdb Y
H AT ' a1 88 Justify SRAT BT 1 8RS OB A TS U WY e |

Line Spacing WX d¥ o 84RT Normal Line Space Y&dT € 3FR &H A8 & S9! daHI
Tl 89 Yge! Mater @I Select B $dd d1¢ 89 Chose & Line Space 31 SHH 3Tl —
3T Size Line Space & 84 S ¥ Space AT @8d & S9dI Select &R Fadhdl ©, 8
S AT Line Space g dg! Line Space & SIRAT |

g9 a1 d $9 Side # ®Ier W M & 89 W Click &% @ Paragraph
Dialup Box e SRR 5! #Aga ¥ A U< §X Paragraph @ Chang @) d&d

[N =Y M S Word 2007 Full - Microsoft Word - d
:\j/ Home Insert Page Layout References Mailings Review View (7]
= =y e f = 44 Find ~
B LiutiDERDI0) MALII PN ] S [#H97] | Asgbeene | aaebcenc AaBbC: AaBb aasbca AQB 4esbec. acsbcen - ‘% a :::E:E
Paste F Format Painter B I U -abex x Aa-|®-A-|= =~ [ Sy~ fiNormal |7 No Spaci.. Heading1 Heading? Heading 3 Title Subtitle  Subtle Em.. — g‘yﬂ‘”gﬂ ::;m:v
- e
Clipboard il Font ) Paragraph & Styles el Editing
Thumbnails  * x L i Paragraph IR E sl ]
- — - Aliénmenl %% — Show the Paragraph dialog box, ™ ¥
SriSais{ |~ oradabad
il
o - - - Paragra ?
Indentation # #19 faITT 8 Left 3R Right T4 W graph '
¢ . Indents and Spacing | Line and Page Breaks :
RIIR IGAT Fed © Al &9 Ml IR aR_7aR (Justify) . &
) General
9 I Alignment: v
Cutline level: | Body Text w
o~
teJla‘%l gl de 'A‘l UN g T 96N ST I Tehd-dl H=iX
. . . Indentation
USIT @l B9 I Preview ¥ A& <ar vg| — _
- Left: 1) 5 Spedial: By:
Right: 0" = (none) v

fhY gaH Option & Special T $TH TR T First | umornens

Line Option 3R &9 gd € dl &89 <@ ugell &1 |

AET ® ar oI Space IR B gH 8 B, W | = o 2 Upe pacng: A
Paragraph # i Ugell oed & a1 oifer Space 3a% | . oo £ i

[ Don't add space between paragraphs of the same style

@ go 8l | o
faT Gape BIeT & a1 89 By & Option ¥ Select e
Paragraph & S dr9 @1 Spacing € 98 89 Spacing | ga. berait. o

% Option ¥ Chose X d&d & Paragraph @ Ugel
a1 Before 3fR Paragraph @ arg # a1fy After fha=l Spacing &=+ & a1 W1 87 &x
DT ©

Sri Sai Solutions Point “Computer Training Institute” Moradabad
Contact No +91-9286399785




M. S. Word 2007

Line Spacing ST f& arex +ft Option & ST I g9&! Paragraph @ 1@ # Spacing &30
g B T8 | |l PR Fhd T |

)T Paragraph Set 84 & a1 84 3d®I OK & <31 iR ST 94 Set f&Har Paragraph
99 &1 Set B SIRATT|

99 ST Mater for@r 8 S9a §Iw @IS Color 81 SWd fow 88 Shading Box &4 g9
SR 394 3T28T o 8 Fill &% F&d g 3R 89 Color &1 Fill &9 @ d1€ oI — W &
Mater 31 foRgd TR I — 9 Color 9T 319 319 3T gdl SR |

A9 ST Background # Color f&ar € a1 &8 =1&1 @1f@y a1 8T @T8d & 39 oy dad
Ugdl 89 9WR Mater &I Select &=AT 8N I9a g€ 89 No Color R Select &
Color &<T 9&d &

Home a1 Paragraph Block Home ¥ H 3 Paragraph @ Seating &% d&d & 4T
fx &7 U WX Paragraph @1 Style Change &< aed & o &H I8 drelm Style
Change Option fAedr & 9@ §RT &R Adhd &

9@ fofg g¥ Paragraph &1 Select &1 8FT $69& d1& Change Style H SR
ST 1 Style Change &=+ § &R AHd &

$9d 91< Option & Find &1 R &9 3 ford Mater § & f) o8 &1 UTd T &
a1 g File &1 91 7 3R 84 §© Select Page @1f2¢ df &4 Find Option ¥ Search
PR DA &

I A 310+ File # faxdl orsg @7 Spelling Terd fog &1 & 3R 98 eg g S8 Use ®
ar g 1% Replace Option & 9 STE UH A1F Change &% Add &

3T MR Mater &1 Udb AT Select 31 & folv 87 Select Option ¥ Select &R Adhd
g |
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Insert Tab

Block -1 Pages

Cover Page: - Use to insert a fully formatted cover page.

Blank Page: - Use to insert blank page.

Page Break: - Start the next page at the current position. (Ctrl + Return)

S9H UgAT ST Option 8 98 Cover Page & S 84 3109 Project File &1 Front

Page TR & Adhd & SUH Ugel 9 & Page UOR &d € a9 & U9 According
Changing @& 319+ File &T Front Page &1 Cover Page TRIR &R & ¥ |

f% gad 91< © Blank Page Option 5@ gRT 84 31 Bisdd # U% =191 Page o1 @8
dr 89 Blank Page ¥ U&% =T Blank Page of S&d & a1 Page Break @) ddd & |

Block -2 Table

Table: - Use to draw a table into the document.

Insert Table: - Use to insert a table.

Draw Table: - Use to draw the borders of a table.

Convert Text to Table: - Use to separate the separate columns.

Excel Spread Sheet:- Use to insert excel worksheet.

Quick table:-

Calendar:- Use to insert table calendar.

Double Table:- Use to insert double table.

Matrix:- Use to insert spaced matrix table.

With Subs Heed: - Use to light shading or table style.

3 Page Layout References

Insert Table
I O
I O
I O
I O
I O
I O
I O
I
3 InsertTable...

j Draw Table

% Excel Spreadsheet

[ Quick Tables »

ﬂ Il B8 P ¥ &4 &l UPR #T P15 Table TIR H=1 & dr 849 Insert Table & o
Ta?le Picture (i:'::j Sr';avpes Sm; Q:laiil % Insert Table @' g’q Table DraW Em’ W %‘

gaH 8H BIC — BIC ¥ AIdR S Square i@ € ® € $9% gRT 8H
Table Draw &R A&Hd &

3AH TR BH Udh Square TR SIRAT @ 84 Udh Row fAd SIRFM, oW
T I P % SR A7 89N Rows A1 @1 TR% §Scl SIRAT 3FR 8H
Left & Right @I &% el dr 4R Colum I IT Al 849 U+ Table
39 WE 9 IR & Adhd & a1 fB A Option ® Insert Table $9 ™

10
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g9 o B Click 31 a1 g8 fas Coolum’s @12 3R fhd«ir Rows s@% STl < 3R
OK W Click &3 &R Table Insert g STRFT

Insert Table ? S.No. | Date [ Name Address

Table size

Mumber of columns: 5

Ak 4K

[}

MNumber of rows:

AutoFit behavior

3

(®) Fixed column width: | Auto =

(") AutoFit to contents
(") AutoFit to window

[ ] Remember dimensions for new tables

fodr Y Colum % STM @ forg a1 df 89 Mouse ¥ ST |dd € a1 fhR Keyboard @t
Arrow Key I Use &R d&d &

gH 39 Table # Color ¥R @80 € s9® oy 84 Table Select &)1 & d1€ &H
Table Style Block TR SR &4 $9H 3T — 31T dRg @ Shading el $98 <19 &4
More dTel Option TR STRIT @ $9H 37T — 31T dRg & Color el RN 81T —

| e TWRE B! Table 9 SR

: 51 — 59 R 89 Click &3 <19 S9dT Preview o} 31T
| REIT O BH UdQ Bl 98 B9 WR 9ohd ©

. R 84 39 Border § §® Change &_A1 8 d 84 X
- Wdhd € PR A IO g @ Color ¥ @IS Color ¥R
. 9Ed € a1 89 Shading ™ ST#R &R Adhd &

e s _ ST8l Mouse @1 Cursor N1 I Row T Color Change
BRI 39% 89 8% Row # 3TelT — 31l T oRe & Color Fill &R Adhd &

R Y Table &1 TH

Wb&te\ﬂm\w Color =1 2 ar 81:[ qﬁ‘\ﬁ
\\\\ ;ige Selsethd'ij Gﬂi
\\\\ ColorECIIT:angZl f::\’gé

11
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Table # Border Chose @&+ & fov @R Color Change @31 @ folu U@ iR Option &
g8 2 Draw Borders 9% STTaR & Arrow TR Click &R TR 31 STRIATT

ENER) o-im (S yv— ~ Borders ¥ g4 @13 1 Border Set #x dad
= == =, 3aH Border @ 1! Option e € forad &
Table Styles S [:r:wr.-a-:ra; Bl é ?:I'ob?f % 3ﬁ? m Color ?ﬁ m Color
Borders and Shading ! Option A Color Fill &R e 8
Borders | Page Border | Shading
et S preven Shading @ folv Shading @R SIT&R ST 4 Color
we | [ ———1 e s g4 ARV 98 of Wobd 8 3@ dre OK W Click
S | . PN a-

£ rm] e ()|

Table ®T Move &%= & foTU 89 Table & &gl W
A Click ®% < 99 & 89 3191 Curser 3<x

—v
s | s 3 . S IR @1 g9 T @ Table & Corner R Tdh
e g Handle §9 STRRTT @8 TR Mouse &1 Pointer g
B Click B3 STgl =g 98F Move ddhd ©
Horizontal Line. .. Cancel

Layout Block
Insert Rows & Columns, Change Size of Rows, Columns & Table. Marge Cell:-

Table % Text Alignment &I J& 3R BART Text Left § 2 3k 84 X Table # 84
Left Alignment 1 Right / Center Alignment § & 8 o 39 oy 81 91 Table Select
PR AP § IR IAGT Pl 2w TAGI Il & Al Bl Select HH Alignment
Choose #R |dhd &

f=l Colum a1 Rows Sirewl @ foly &4 Table Select %1 @ d1¢ &H SR
Layout § 39 WX B9 o4 Click &3 d I8 Rows & Colum Block # &H el 3reT
Option el &1 T8l W Y ART Cursor @1 & 9 1T 3R & Insert Left fasar ar
STef Cursor & @ 9 Left § g9d! Colum i STRAT, Insert Right fasar dr S9& Right
H 31 SR |

Table % @15 Row SIIeT IEd & dI oIl g9IRT Curser & ¥ W 37Tell Row IS
SR, 89 Insert Below WR Click &3 @ I & <19 31Tell Row s SIRAIT 3R &4
$H6 IWR 84 Row SireAl © d Insert Above WR Click &R <1, A SH® IWR Row I
SR, §9 ORE ¥ B9 Ud 79T Colum SIS ad &

fdT §1 Colum or Row T 3MMBR BT AT g9 BT & folv Colum Row TR
Curser 3@ 3R I Drake &3d gV SADI &F BICT AR I8 R AHd ©
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g1 9 Row or Colum &T 3HR Tdh ST BT aTed & o 8 Table Select &1 & 91§
Idd Corner &R ST Handle @ 39 W Right Click @=d &1 g4 Option fiear 2 Distribute
Row Evenly S W &1 oI & Click &7 dI IR Row U& Size & 8 SIRAM, ST a_E
g4 Distribute Colum Evenly @R Click &% A 1R R Colum U&% Size & & SR |

B Y Colum # ¥ Row or Colum @1 Delete &%= & ot S9 Row or Colum #
Curser 3 Layout @ Row & Colum Block # Option & Delete &1 $H SITHR §9®

Page layout  Referenc Corner WX Click ®X Eﬁ sﬂd; Option @T"f \_rﬂ_aﬁ'
9+ Delete Colum T Option g 39 W Click &< & I’ Colum

s £l
ﬂ ﬂ u_;L;‘f Delete & STRIFTT

Delete || Insert Insert It

» || Above Below ?gqfl e 9 8 79 Row @I Delete &~ © QQ{l kg 9 89 Row
5 Delete Cels. Delete & W& &
J et Cohmas S TRE ¥ 81 PR T Table @1 Delete a7 & $ a8 W &H
= .
:J EE:EEETBGJS Table Delete &R |dd & Table @I Delete @3- & foflt T Table &I
elete Table

Select BT BT

fxdt +ft Table # Cells Marge &3+ 579 Row # Sales Marge &<+l & 39 Row
& g1 Select TR forar 39 916 Layout Tab H Sales Marge @R STaR Click &7 f3ar dr
AN 9N Row Marge & STRAfT 3R 8R U& Row TR &1 ST St f U& Title Row
B |

Address List

S. No Date Name Contact No Address

Address List

S. No Date Name Contact No Address

3R BH 39 Table H Total &< & dI & Layout Tab & Data Block # Formul
Option # TR &R Al &

Mahesh Pawan Mohan Prem Total

100 250 200 520

3
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Formula |i|£—h]w
Eormula:
=5UM{Left)
Mumber format:
E3
Paste function: Paste bookmark:
[ QK l | Cancel |
Mahesh Pawan Mohan Prem Total
100 250 200 520 1070

Excel Spreadsheet:-

Excel Sheet oid & Excel & AR Option Gl S & o W 89 Excel Work &R ddd ©

Quick Table:-

3191 Sheet WX Calendar JIR &I & I8 HY Hhd &

Double Table Insert &% Hdd ©

The Greek alphabet

December
M T W T F S S

1
2 3 4 5 6 7 8
9 10 un 12 13 14 15
16 17 18 19 20 21 22
23 24 25 26 27 28 29
30 31
Letter name Uppercase Lowercase
Alpha A a
Beta B B
Gamma r y
Delta A 1)
Epsilon E €
Zeta Z 4
Eta H n
Theta ) 0
Iota I l
Kappa K K
Lambda A A
Mu M U

Letter name Uppercase

Nu

Xi
Omicron
Pi

Rho
Sigma
Tau
Upsilon
Phi

Chi

Psi
Omega

=

DS EXROS R NN T OnMm

Lowercase

<

EE€EXR €T S a9 § o v

T ¥ 89 3R BHI Sheet € ST 89 (UHT STRA AJAR of Fhd ©

Sri Sai Solutions Point “Computer Training Institute” Moradabad
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Block -3 lllustrations

Picture: - Use to insert picture on the page.

SAH U I Option € df & Picture 3R A @13 Picture 3M= Computer 3
Insert & A8 & Al U8l Picture W Click & 3iR fiR Picture ¥R Computer #
™1 Location &R & S Locatlon TR SR Picture &1 9 @8 Select &Xa& Insert a1y

LA

File § & Picture Insert &34 & dIg 89 < f& Picture & Rl Corner &R &8
Cercal fow 8 & a1f9 39N Picture Selected 2, 3FR g8 Picture & drex Click &% ™
ST Cercal fog Y@ & 9ol I |

Picture @' 84 gaRT Select &= € @ 89 Picture W Click @= < T Picture
Select 81 RN 3R Cercal fa@rg < &

g% 9 Picture &1 Bl a1 g8 HIAT digd & o 89 fedl Y Cercal ™ g8
Corner & g9 Pointer I iR I Click TR gY BICT AT 981 IR Fdhd 2 |

"fiu.t:"ﬁnz‘; : Picture WX W9 84 &M NI dl Q@I Bl
' Picture @ S Toolbar & a1 T SIRAT
I &9 39 Toolbar & AT ¥ R AHd &
L i.«i R TH H{O DM BIT Al @I fH
’_] £ I Picture Tools ¥al SIRATT IR Picture &I

S - e ——r Select B &1 GART AT SIRATT

g9 39 Picture 31 U% S8 W Bl $R ARl S8 of ST dT8d & af 3FR &4 U9
21 Picture @1 of STM & folU Try &1 @1 Picture T8l SR

9 foly g4 I8 W Position 89 Position W @R & Click & 3R s9& a8
< More Layout @ Option 8 319 4 399 &F ®I3 AT ¥ Option o I&d & 3R 34+

i "B Ppicture ®1 ST € Pl 91 Move B9 AP ©

g% 9 Picture ! 3FR Rotted &=-T1 & d 89 9@ <8 2 &

. Picture @& IR T*% Corner ©X 8% Cercal foxg

‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘ ﬁ e B < ¥ ol @ % o W Cercal @ o1 & e o

) m Pon E Pointer @1 I8 of S0 & d Rotted == &T
cccccc o e e g,
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$9 W U1 Pointer W& 3R Click ®¥& $9 Picture &1 Rotted &< Hod © 89 99 a8
$9 Picture &1 gAT Fahdl ©

g1 g Picture T&1 @Ry a1 8 §9 Picture &1 Select & U= Keyboard 3
Delete Key &1 TaTdR Picture @I Delete @R d&d &

g4 Picture @I =il Paragraph @ &1 84 Set &=+l € Ol 8 3R &9 dEd &
fb BYRT Mater ST & Picture @ 319 U 31 319 Position W 89 ST @ Set &Rl =g
al B dhd 2

Picture &1 Insert &= @& dT< oI &1 Pointer &1 Picture TR o STdHR Click &3 @ 3R
Picture Tools 31 SIRATT S WR Click ®% & d1g Picture Tools Eg Optlon Qg?{ Trrreﬁﬁ
3R Position Option T ST&HR & Click &= & Picture 3R

Paragraph @ 3Tl 37eliT Option el SIRAT 89 <@ Adhd &
f BN Picture f&9 Location R &l ol &4 R
Location TR 9§ N AHd © 3R &H R Location W
Mfed 39 W Click aR <

- ¢ Picture @I Select &+ & dIg <@d & T
iﬁ i f& Picture Tools @ 3R ¥ Option &4 @R <a & T &1 Use &F

Picture &1 Modify &= % & Hdhd &

@ﬂ FEECIRY - M 'S Word 2007 Full - Microsoft Word P - a
Home Insert Page Layout References Mailings Review View | Format ‘!ﬁ)
ix Brightness = ﬂﬂ\ Compress Pictures — — —— — - — — - 4} Picture Shape ~ =] 4 Bring to Front ~ |= Align - _‘:_[J ;‘.J Height: 1.08"
(b Contrast ~ By Change Picture d‘ e e B IE' « [ Picture Border 2 SendtoBack -+ [#6 4
= Pusmun Crop = width; r
{@ Recalor * ‘E Reset Picture 7 Picture Effects * EText Wrapping = 5l Rotate ~ P Width: |1.26
Adjust Ficture Styles iF} Arrange Size Il

Adjust:-

Brightness: - Picture @! Brightness &H a1 SI1&T &) A&d @ sl # Ard  Picture
Corrections Options & ST 8H Picture &1 Different Type & Modify & d&d &

- I =. .~ B
AFLEY %’5— Picture Corrections Cptions...
= Home Insert Page Lay
Brightness =| 14 Compress Picture Format Petuse ' Em = 4 Format Picture. B < | FommatPictite. 7 nL
| I . | - —
o O- A Picture h & Pig
B 1. cior: | Mo shadaw ~ tnecsor | |pacr: [0 J
o T | Loestye W
. T ‘ . | | [ RoReokr
¢ | o iy | S contest: | Ta
) i | . i 30Famat o
l [ ) 1 Dstance: | 3DRotaton BS15X. Cobor Modes
fl e odd 4
eMNormal) 1 B et o b Dark Variations
) o T e P P Fo
‘ _ - o od o ol o ol
] ooo ——
¢ Corrections ¢ | f
- L L) Co0o [/ a
- e =
v/, Pictur: t Op
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Contrast: - 99 Picture @I Contrast ®H I7 SITaT HX Adhd & 59 & 91 § - Picture
Corrections Options g 5T &H Picture &1 Different Type ¥ Modify & d&d &

Recolor: - 399 89 3091 Picture § 89 Recolor &= d&hd @
Compress: - 99 &F 37U+ Picture &1 Compress & BT &) Adhd &

Change Picture: - 3FR &4 ol 8% Picture &1 178 84 @I 95 Picture oRTHT & oI
Change Picture ¥ oi*f g8 Picture @1 SITE &YX Picture Tl |&hd &

Picture Styles:-

Picture Styles ¥ A U+l ¥l 33 Picture & Styles / Shape / Border / Effects
Change &% A& 8

Arrange:-

Picture Arrange & &4 31U+l Picture @I Position/ Align / Rotate / Group # &% d&d &
Size:-

Size ¥ &4 Picture ¥ Crop a Height / Width Change &R d&d &

Clip Art:- Use to insert clip art into the document, Including drawings, movies,
sounds, or stock photography to illustrations aspecific concept.

BN U Plg Picture T8 & IR 84 39 Documents Title | fAerar gam &1
Picture STeiT 2 d@F M.S. Word &4 Facility <ar & Clip Art @1 g9 Stock & R @
Picture &7 ST 3FR AR &M &I & 89 S 8H o Adhd & g9d oy 89 Clip Art W Click
aﬂﬁ gl 37? CI|p Art &1 Task Bar fei T |

— wTaskBarwwqﬁﬁgéésﬁ?mmGo%@gaﬂégﬂ
e Go W 3R 84 Click &3 & I 3dH a1 Clip Art #iS[g
All media file types v gﬁﬁ ag w gﬁ _qgl— W ﬁa E \ |

3 S W Clip Art € 98 84 SUH ok 3T SRl S9H
HI 37T el A8 & & S99 ¥ d &9 g7 Adhd © O N8
®T 9 4 Clip Art =127 IH®T 89 of Fad ©

a1 fR Sarch For # ST Ucdl Aig[g & S+ 84 oI 1 Clip Art
P IIRT I8 ST B T R Ahd & o 85 House a1fRT o s
—— S 89 Type @) © House fR SH® a1 89 Go W Click #x ¢

T
2
w

[ EY

8] Ogamecios.
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.| T g9@T S House @ wwfd frar M Clip Art ¥ 98 & g
7 AR o SR o/ g | W W Clip Art 84 U™ 37 8T 8 d98 o

- ghd g 99 g5 89 W Click &A1 € 98 Insert 8 SR |

| T
RSl

£

£3 ~

‘% Clip art on Office Online

Wlﬁ Wi @ =3 Sh apes: - Use to insert shapes such as rectangles and cards,

Shapes|SmartArt Chart || Hyperlink Bookmarl

Recenty Usea shapes i arrow, line, flowchart symbols and callouts.

BExN~OocoA L Led ol

‘%_‘V\{ B4 |

SN2 2o 4| Shapes g9 W &4 W & Click &< I &4 3T 3eliT TRE &l

Basic Shapes

%é%?%%é%ﬁ' Shapes 7SR M gAR Documents ¥ ST 9RT Data & a7 Text &
]

sloc Aows | 99 IJAR g O 1 Shape @1 SIvd € 98 89 of 9dd ©

2 GG ET LR ST
é%gm‘ﬁﬁMD»Eh';‘-ﬁ]ﬁ
A seooao O $H STl — 3Tl ORE &I s & Basic Shape / Block Arrows/
ODONREB X & AVED|

Q800 Flowchart / Callouts / Stars & Banners g S 89 31U+ Use & 3FER

Callouts

|
[0 QO LR 0040 0 5343 AS g .
34 AT g 10 0 A0 0O a’ Q:la’_)a %’
Stai d Bar
A 4 .>-i‘r@€3¥%€§€%iﬂitﬁ@wr
JER

- Fam—— : ®Ts W Shape BF Select &X TT 98 Udh &H el AT SAD forg &H
Shape &I Select &3+ & 91§ U Blank Page &R

g8 oel 9§ Draw &< & 89 987 IR Click ®%® Sah! Drake &) of 89 s9a! 79 Size
# 912 Drake ®) Hdhd &

Shape @T Draw &<d & 84 <@ f& Drawing Tools AR HAM 31 I @

A FLEEFY - M5 Word 2007 Full - Microsoft Word Draving Taaks - oW
- Home. Insert Page Layout References Mailings Revie W o

30 Shape Fa + y ¢ 3 9
BBB | oxa Jose &
P change Shape+ | grecs + L i

S @B Shape Style & I &A@ SHH ol T W& € o gad <1 ft € S99 &9 Al
Shape # S¥IT Color ¥RAT AR & WX IHhd © AR I 81 9@ SaTeT Shape & RIS
SET § A 89 Arrow Key 9§ FId &R® <XF Adhd § S99 8H T — 3Tl I 3iR Line
Style € fSI®!I 87 I8 W Change &% Add € St 41 81 Shade &RAT 8 R IHd &

S ghd JTelTdT SR STl ¥ Option T € &F g9@ Option 81 @12y & 31a+!
e L L 3elT Style =MfRT AT 31T W Option ¥ &

§_||||||||| Shape Fill Option & Themes Color % & g4 S W1 Color Shade &= T8
s Tammms  HR FHd & O Color )R Click @R < g8 Color Fill 8 STRAT |

Mo Fill
1 | MoreFill Calors...

&l | Bicture... b
[ Gradient

B Texture »
Pattern... 1 8
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M. S. Word 2007

B! 39 W 91 PIs Color T g M ¥&T & d 89 More Fill Colors W= Y ST

G W 2 More Fill Colors W St 81 84 Click &3 df 84 399 &I Colors Option

wen Tl Standard 3R Custom

Standard # &4 ST ¥ Block <@ @ g 39 W Click && 39 Fill % ¥&d g 3R
TEl I g4 Custom & 9 el Sl @8l wR &H s gfder fFerd! € fb g9ar o
T a1 T8 et 81 ® S A @1 € S9H §P Percentage &H I SUTGT ® 3R BH BIg
Color 99T & AT &4 9 Adhd &

Shape & 3<X ®I$ Picture &1 & d &F Picture 9 STaR Click &¥ 3R &AR U
Computer # T8l TR Y Picture ® 987 ¥ Insert &} & 31 # Draw &% Adhd &

Shape Fill § ©& Option & Gradient S9H 8H 3@ — 3T @& @ Color &I
Combination felTT ST %8l R Light oTHT @1f2T 3fR &8l W Dark &=AT & B Add &

No Gradient

3R More Gradients ¥ 8H Texture / Pattern / Picture I &¥IT \dhal
R e B ca e e
Option == 1 for
g a8 9 W o
qHd 8

. . g U9 89 Shape
e j ¥ P15 A1 Color a1
el — | Pattern Use &
F7 2 d1 ¥ No Color W Click BT T &R Object & Color FaT SIRRT 3R Normal
Position % 8T STRAT |

rrrrrrrrrrrr

EEEEEE

Shape Outline

Shape Outline ¥ AR Object &I Outline g $A®T 4 Color ¥ &R Adhd & AlCT — Tdall
Al B AHT ©, T — M Style § Wl o= Wohd € s forw g8 S 1 Color AT AR
g D &,

Weight Option ¥ &% 3Tl — 3Tl TRE @1 84 19 dkg @1 Outline A1fa¢ 71 I&hd &

Shape Outline # 31T Option ST & a8 & Dashes &T Dashes # 31T — 3T UHR &
Dashes & 3R & 319+ Outline T Dashes # d® A & Adhd & More Line i =gy
ar g9 a8 1 g9 9ad 8

Shape Outline # U& 3R Option fAerdr & 98 g Pattern ¥ s@9 1 84 Outline &I
Change ®x d&d &
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gH 3R @3 W Option 78! @1y df 84 Dashes # ST&R Ugel Solid Line a1 Option
99 < Object Normal 8 STRATT |

$9d a1 U IR Option & Change Shape &d9 S Shape Draw f&ar 8 &1 $9 8o

gred & A7 A 89 3@ Delete & 3R Insert Shape # STaR S Y Shape &H @fv
DI Draw &R

3R B9 S9! fa-T Delete f&d Change &= @gd € Al 89 Change Shape W SR 3/
gAd! SITE gAdT oIl 1 Shape o9 I18d € S8 W STax Click & <

Shadow Effects

Shadow Effects $@% &9 W Effects 89R Use @ © SAPI of dAdhd 8, MR 89 Shadow
BT B ISl Ied 8, dacl Ahd ©

2 TR 3R B9 Shadow Effects gemr @arsd & o No
= N Shadow Effects W Click ®v& T Gahd &

| 3_DEffects

— | TR U S Object & SWS! ¥H 3-D Effects < 1€ T8l W ¢ Wl &
S " g9 Color Fill #% \ad &
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Smart Art
. Mswoa?

Mailings Review View

Ple 3 =

SmartArt| Chart Hyperlink Bookmark Cross-reference

ns I Links

Insert SmartArt Graphic

Insert a smartArt graphic to visually

o communicate information,

-

i’ ' SmartArt graphics range from
graphical lists and process

- = diagrams to more complex
00

graphics, such as Venn diagrams
and organization charts,

@ Press F1 for more help.

M. S. Word 2007

Smart Art: - Use to insert smart art

graphic on the document.

$a% B4 Smart Art Graphic @1 ¥
ferft @t wige | ®F  Visually
Information Comment &1 ST Fabdl &

$9 W 84 Click &b S A 89 g1

e g Fahd B

n sl
L) EE 88 == o= NN
= .H- m == o -
==
—nlli.' s
oo
. kb e
2 Heady 7 |
. -~
= |
. ss HEE
A pnd —
—
v
——
——
O aa .

Chart: - Use to insert a chart for to see table in chart & compare data. Chart @1 Use Excel

H B
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Block -3 Links

Link:- Use to link current file of another file.

Hyperlink:- Hyperlink @1 Use & 9 axd € 519 &8 fhil & fawg o g8 S
N E A e R wee @ W 9 Rl & 9 H Swal gl IaR ol 81 iR S
Information AR Computer ¥ f&:il iR Documents File ® & a1 @I Video & AT
Website Link T g d SA®T 84 Hyperlink @ Aress | 5199 3es W Hyperlink @ T &
IA®! Select &% 39 Location &1 Path & <F

ISt HYPEITTINKC ssssss——————— \oF ||
Link to: Text to display: nsaxs
Look in: , word ] =
Existing File or | _ - |E|
Web Page £ 2-MS5 Word 2007 Tutorial in Hindi - Urdu - Changing Font, Fr « Bookmark...
— [f:%"l;ir:t £ 3-MS Word 2007 Tutorial in Hindi - Urdu - Bullets & Numberi
& 4-MS Word 2007 Tutorial in Hindi - Urdu - Change Text Aligi
Place in This £ 5-MS5 Word 2007 in Hindi - Urdu - Inserting Picture & Chang
Document Browsed | & 6-MS Word 2007 Tutor@l in Hindi - Urdu - Tnserting Clip Art.
Pages & 7-MS Word 2007 Tutorial in Hindi - Urdu - Inserting Header, —
3 & 8-M5 Word 2007 Tutorial in Hindi - Urdu - Inserting Word Al _
Create New Recent |4 9-MS Word 2007 Tutorial in Hindi - Urdu - Creating & Moving ™
Document Fles |™] M S Word 2007 Full 3
S |
Q Address: http/jwww srisaiinstitute.in| E |
] http:/fgoogle,.com/ -
E-mail Address http://bor.up.nic.in/ :]

_ —

Error! Reference source not found. g 519 ¥ W Hyperlink &1 Path Use
far gRm, S|dT Color Change & STRATT 3R O &1 89 99 1@ W Ctrl Key & 1T
Click &%, g\ S99 Location R el STRAT W18t &7 &A9 Hyperlink # Path faar

— = -]
Bookmark l_l—J? e e

Bookmark:- create a bookmark to ] (o] o - W p—

Hyperlink

name to specific point in a document.

You can make hyperlink that jump directly
bookmarked location.

Bookmark @1 Use ¥ &4 310+l File &1 ST 9 Heading || s @ some
Add P I ¥ 3R 3R 8% I Heading & Paragraph || o sosmars
# ST 8 A1 8 S9 Heading ®1 Search @A @
JMATTHAT ol U=l 89 Bookmark @ gRT Add &% Wi Heading @1 Select @& Go to

@ gRT 99 Heading & Paragraph # ST \&d &
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g4 Bookmark # & Add &% 1 Heading @T <™ & A Bookmark # fordl Heading @
Select @ Delete TR FHd &

Cross - Reference:- Cross ek L =

Reference type: Insert reference to;
Mumbered item Page number IEI

[ Indude above below

Use to items such as heading,
figures, and tables by inserting

Heading 3
a cross reference. Bookmark =
Footnote e
= cross references are Endnote
] . Egquation i
automatically updated if the i-l }Snsthte
. al
content is moved to another 7) Institute
. i. 5ai
location, by default, cross i. Institute. and more options
hyperlinks. L Sai
yp |I 2, Institute
. . 2.1, Solutions Point
g File ¥ &9 — @9 A ||| 2.2 Institute
. ’ 2.3. Sub point
Option Use f&d € 98 <@ AHd : P -

£ | =) (o

I
Eﬁgﬂzﬁustﬁﬁwzmunk I‘—— — — — — — = |

o= IR File # f-l Y Text a1 Heading # s List § & f<iy &7 Link <1 =amed ©
dr 98 B9 Cross Reference & A1d9 ¥ Insert &x& off ] Adhd ¢ |

Link Open &= & fofg ST&f R Link o am & @8 &R Ctrl & A1 Click &1 W) S99
Location W Ygd SRAT |
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Block - 4 Header & Footer

Header:- Use to edit the header of the document.

Footer:- Edit the footer of the document.

fedl Magazine # a1 fhd@ # & Page W IW & TG FO fo@l g &1 8, I8
Page @ I &1 tR% 41 o foRgr g3 gIaT & I1 I 98 Book / Magazine @l 4 il &
I7 SEH S WY TR AT ST fT Chapter 89 g I8 & SUGT A 8IdT 8 FHdT &,

U% IR &9 3R Header Insert @R &1 € A1 aI gAdT &% Page W fAerm

Header / Footer Insert &3 & foTU 89 Insert tab ™ SIRAT 99 WX TN Click &Y ¢ 319
Y I BH 3T — T d¥ib I Header & Footer ST ¥dhd & 3R I9H 30T Title
forg |ad 2

Footer Insert &3 & dI Footer IR W 3iR Footer Insert &) < I fx Scroll Bar &
™ 3M#HR Page WX Double Click @) © d Footer 37 SIRATT 3@ &H®I 699 o Title
forgr 2 forg god &

forgs & 91€ SO 9TER oM & ford Page W 2 IR W@rell oig # Click @R ©

D! S99 §{B Change =T @8d © df &9 Header a1 Footer R Double Click R @&
P P ©

gH Ugal Page W 37T Header @med & @ Header 31 Footer WX Click &= & €1 i
Option 3 & S Different First Page @ Chose @% fhv &7 Ugsal Page WX ST

Header I Footer 3T 8 < \dhd & Usal Page WX Change & STRAT difd I8 W &4 4
3R Picture I Clip Art @1 § df 98 Y1 Insert &x& 1T Adhd &

Different Odd & Even Page

g 918d § f& §AR T& Page WX 1T Header or Footer &1 31k ¥R Page TR el &l
T &9 S99 3T dRE & Page WX o @x 31 oI &4 Different Odd & Even Page ¥ @R
FHd © A1 89 ST Odd Page W ST Heeder a1 Footer STei @ Odd Page W AT
3R ST 89 Even Page WR STelil 98 Even Page TR 3T

Show Documents Tex

84 Show Document Text W ¥ Click 8T 931 Al §ART forar gaim Text fawmsg &l <
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Page Number

Use to insert page number in to the document.

g9 ST I Document foRg <8 € S9H 8 R Page No. STe™ € @ 8 Page No R &+
Page No Page @' 3T Location W= <M € @81 oV T Adhd &

EH S — SN 3T Page ofd SIRIAT Page No. Serial & ggd &

Format Page No ¥ &H ST @R @ @12V o Add & o9 -— Numerical, Alphabetical I
Roman &9 O g & a8 T |dhd & 3R &4 Page No & =nfed ¥ g™ & o &4
Remove Page No @R Click @ & I ¢ SRt

Block -5 Text Box, Insert Word Art, Drop Cap, and Symbol

Text Box: - Insert preformatted text boxes.

Txt Box & &9 3197 Txt & Box # fore™ & ol Use &=d &
Quick part:-

Document Properties: - Use to including fields, document properties such as title and
author.

Word Art: -Insert decorative text in your document.

ol - SRR Word Art Insert &R, 89 $9 W

s fz T T SR @ @9 g9 Arrow W Click
S, ot o, Wt v £ 0| | YOUT Text Here H @ T 9 Gallery # R
il Vordt orte v Wt W A1 3ol T — 37l Style & Word
WordAr oine Warart Worgy LW Art € a1 g ER3 ¥ o oR
wordiet Torthre Hordd Wl i BRI IO K i s
Fit Wordhr Tex AN Select B} b g BH T W 8H TN (0T Sl B

SumE| Title ¥ e ¥ 98 Text R WY ¥ R oFR &
El'i Sai Institute  g9®T Font Change @=AT @T8d & df Font # SR

Font Change &R d&d &

- 9 Size 9T A8 & I Size 994 Adhd & Bold /
ltalic #% AHd & IR gHd I 8F HBI OK R
REZVRS

« w= | Ol 899 Style Select f&ar o 39 Style § I8 Text

foRg PR M AT PR TH SHD! §ST AT BICT HAT

I8 & d 89 89 WR Click ®)® Drake X of
R I8 Text 9T AT BIET & SRR
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g9 WordArt Change &=AT @T8d § 84 I8 ©al dlfey 9ol © 3R &H amod
Gallery W ST & df 81 U& dR 39 R Click & {9 39& d1g 89 W SIIdh) Format
TR Click @< Format R Click @< & g1 Block feRTT WordArt Style &7 gd& Arrow
W gH Click & a1 Gallery o1 SRR $99 ¥ 89 S {1 WordArt SRTHT 8 39 TR

Click BT I9&T Preview g4 A fA@E <dl 29T S 84 oFTHT § 98 T <Ff

WordArt Style Select %=1 @ 9T 3R &A1 394 Color g€ @Ted & @ 84 Shape Fill
A IS FHd &
Shadow Effect / 3 D Effect 39T @Ted € 98 Wl &< AHd &
3R B4 9 Text ¥ w© Editing =1 81 dI 84 Edit Text § &R Fdd ©
3R A Text & Spacing 9T I €T A18d & o 98 &A Spacing ¥ &) Add &

Even Height:

9H Option 8 Even Height <91 AR Text ST Capital Latter ST € a8 d$ & 3R I
Small latter ST € 98 BIC € 3R &9 dT8d & @1 QI Latter &1 Height ST € a_TaR &1 @
&1 39 Option &I T A& &

Vertical Text: 3R 89 Vertical text &7 Select &)d § dI 89RT Text Vertical
Arrange ST STRRTT 3FR 89! -8l a1feq af ar9d Sl IR Click &% <

Drop Cap: Use to create large capital letter of the beginning of paragraph.

News Paper I1 §& % <@d 2 & I 9 Text 8IAT & IADI I Ul 3feR BIAT & dl dlfd
Text & HHTac] HI%! T BT &

$9 Option @1 Insert @3 & fofg g4 Text Block @& Drop Cal Option W SR 319 I& W
EHPT T — 3Tl WRIP (ad Y & 84 I8 H4l fawlg <7 89 99 W
Click ®%& Preview ¥ o ¥&d & R 8F 9 W Click &% <

IE Option Select 8 SRATT |

= | [ Signature Line - s el ML Pt LY el G Ao r
= (5], Date & Time :
bgd Object -

Select &3 & d1€ 3R &9 SIHT Font
qao9T a1 o &F g H A Drop Cap

.; - Options § ST#HR 98 AHd &

Dropped M :

In margin

= ‘;a-
= O
48
=

T

Mane

il

5

a1l

=
1

rop Cap Options... E R — 26
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g8 sAB! fhadl oS dd dYT & 89 I I B Jobd © 2 Line db I 3 T 4 Line I
B AU AJAR IR FHd 8

9 Text @ @ifd & Text &I fha 0 w7 a8 1 g9 Distance from Text Seat @

Ahd 2 Set FT & 9% 89 3BT O.K. IR § O &1 &4 O K &R <31 &1 1 Seating &A1
@I g 91 T SIRAT |

IR BF $9d] BT a2 ol 89 Non TR ST 8T ddhd &

Signature Line: - to insert signature line that specifies | signature setup - [EEE==)

the |nd|V|dua| Who must Slgn Suggested signer (for example, John Doe):
I

Suggested signer's tile {for example, Manager):

Signature Line &T Use & 3107 991 Latter Head &
el 39T 7 SR Post Mention &%+ & R &xd &, Suggested signer's g-mai address:

Instructions to the signer:

I(G'I‘ch QI‘U S HIN g|‘<| I(Bd& Latter Eﬁ ’_'r| a 8]:| NT ATH G,T\Rf Before signing this document, verify that the content you

| == signing is correct.

POSt a ¥ gs LOC&tIOﬂ .q? 1%"_@- EliQ 3:”- N Qj { i I Gl QZI W [] Allow the signer to add comments in the Sign dialeg |
. - [] aw sign date in signature line
g9 39 Signature B Fbd g 171 Show sian date n sanature | |

i [ (al4 ] [ Cancel ] |
Date & Time:- Use to insert current date & time in to e e e |

Available formats: Lz :
the document. P S | [c-q (i i) 2]
Thursday, April 14, 2016 s
April 14, 2016

Date & Time Option & &4 319w Paragraph / Hiding / el

Matter ©X Date & Time 3FR 1T &l AT 84 39 Option P pe

125 PM
¢ 4:25:55PM
a Ll | 16:25

16:25:55

~ | [C] update automatically

it

Object l PR X
Create New | Create from File

Object type:

O b - t . R [Adobe Acrobat Document
- Adobe Acrobat PDFYML Document
JeCl: - Use to insert an embedded object. e e et
Bitmap Image
Microsoft Equation 3.0
Microsoft Graph Chart

Object Option ¥ &4 U+l File H fhdl 3R Software @& | jeigmeseymms ,

Microsoft Office Excel Binary Worksheet Display as icon

AT ¥ 919 Object &I Insert &R Adhd & - i

m s

w, Inserts a new Adobe Adrobat Document object A
into your document as an icon, _—
Equation: - Use to insert mathematical symbol.
Symbol ? ﬂ
Symbol: - Use to insert symbol in to the document. 5 °

Symbol # & &1 Symbol Insert &R AdHd &

w|%|©[~ ¥
AEEDE
‘ﬁ@ﬁ&

ised symbols:

Recently us
| A~ (i€ [2 ¥ |o|@[ £ #]<]

Webdings: 32 Character code: 0020 from: [Symbol (he) [
AutoCorrect... | | ShortcutKey... | Shorteutkey:
IME Pad Cancel
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Tab -3
Page Layout
Block 1 Themes-
Themes:-
Color themes:- Use to change the color for the current themes.
Font themes:- Use to change fonts for the current theme.
Effect theme:- Use to change the effects for the current themes.

Theme @&T Use 84 3T+l 9913 File @ Color Themes Effect Change &<+ & foTg &xd
g

Block 2 Page Setup Block-

Margins:- Use to select the margin size for the entire document or current section.

Page Setup B - . 3 J
$OH B Margins Ugcl ¥ € Set ¥ 3FR 74 R &4
e s wee - = OO AR Margins Set &< @E dl Custom
e o5 cwewme e o | Margins ¥ Set &R HHT &
- 394 Top &4 fehar @ed € 8k Bottoms # fdar
e s [ i v - T18d § Left & Right # fd=T BIeT am8d € a8 AR

| §9 3O Set @X Uhd &, 39 Arrow I Size &H B4
g SIIGT B} Ahd & 8F Margins S Set &N A
@1 Purview fe@mg <ar 29|

Pl hol= document |

Dot 3T Margins Set &%= @ 16 OK &% <

Orientation:- Use to switch the page between portrait & landscape layouts.

g9 3 Page &I fhd kg 918d & 98 &9 I8 ¥ Set B Fad © 89 U Page P I&
# ared € @ Portrait (Vertical) &% < 3FR dIg ® @1&d & o 87 $9PT Landscape
(Horizontal) &= <1

Size:- Use to choose a paper size for the current section.

g9 31 Page @I ¥ YR & Size W Print &3 & 3R/9® AJAR Paper Size Set &R
HHd € |
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Columns W Columns: - Use to split text into two or more column.

Presets

g Y TR H fhde Columns @&R9 & X Fdhd & 3R 8F

> w  me & w | gHY More Columns & Options H W@ SHGI AU AR

PO — Seating ®% F&Hd § o9 899 A9 Columns foTg 3iR &F =red
Gler B g f 39 Columns @ = & <r$9 81 I 39& foIv &4 Line
% Between W Click &= 87| 599 g1 =i Columns &
e T | ST 3 SR |

Apply to: | Whole document | v Start new column

Cancel

319 59 A 39T Matter g1 Columns # fora= g% &1 al
Ul ST Matter & 98 gl Ugel Columns H TRT Finish 81T
I9S 918 ART Cursor TAX Columns # SIRATT 3R 8 &1 @eH BF WR AR H IR |

g9 T 1 Al Columns & Matter forg=T =med € a1 89 U |11 <ibi Columns &Y
I B & ol 39 folv 89! Columns &1 Brake &RAT BRT |

Mailings Review  View sqa foly &4 Page Setup Block # Option e g
= Breaks ~ j 5= Insert Page and Section Brakes Use to add page,

P ﬂ section, or column break to the document.
/3 Line Numbers -
5 _ Watermark Pagg . . )
b~ Hyphenation = - Color $99 8% Columns Brake &1 Option fieiar 8 S &H
Fa Page Backar Select &) o g9 A 9R Columns Brake & S+
Insert Page and Section Breaks Columns Brake & SIRIT | 3@ 394 &F <1 1 Columns

# forar =2 forg wad €
Add page, section, or column

breaks to the document. . . . .
Line number:- Use to add line numbers in the margin

@ Press F1 for more help. alongside of each line of the document.

MSWerd 2 Hyphenation:- Use to turn on hyphenation, which allows

Mailings Review Wiew -

_ word to break lines between the syllables of words.
= Breaks = 5] ‘r:.;] m Inder

Page Breaks L

Page F
Mark the point at which one page ends

LI and the next page begins.

Column *

Indicate that the text following the column [}
break will begin in the next column,

Text Wrapping
Separate text around objects on web [
pages, such as caption text from body text.

Section Breaks

Mext Page

w

w

Insert a section break and start the new
section on the next page.

¥

Continuous

Insert a section break and start the new
—] section on the same page.

> Even Page

Insert a section break and start the new
r:-l:ll section on the next even-numbered page.

i Odd Page

Insert a section break and start the new
>=3:ﬁ section on the next odd-numbered page.
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Block -3- Page Background Block

Watermark: -
content on the pages.

foxdt *ft Text & 9w Background & w9 # File &
Relative Heading / Particular Mark dr Logo <=1
gred € A 98 89 Watermark & T Gdd €, B 19T

ST 9 Text foRg=m

M. S. Word 2007

Printed Watermark

@ flo watsrmark.

" Picture watermark

Use to insert ghosted text behind the

Scale: Auto
) Text watermark
Language: |English (United
Text: ASAP
Font: Calibri
Size: Auto
Color:

Layout: 2 Diagonal

Automa

Washout

States)

atic Semitransparent

Horizontal

OK

P e

g1 A7 Picture oRTHT 81 I 98 849

Custom Watermark & STy & ddhd Fhd ©

s9H 89 Font, Size, Color Change &x-T @ @ a8 ¥l & WHd 2| 3FR TH 39
Watermark &I Remove 3T d18d & 8% R I8 el d1feV ol g9 9199 Watermark #
SR Remove Watermark @R Click R < $H @1 g3 Watermark 8¢ SRR |

Page Color: - use to choose a color for the background of the

page.

Fill Effects

B

{Gradient || Texture | Pattern | Picture |

3o+ File % &9 <+ Text for@ ® ©

Colors

Shading styles
") Horizontal
) Vertical
") Diagonal up
") Diagonal down

fdl ¥ Page W 39 Page &1 Color
3FR 84 Change &= dlEd 8, d SU®
fore 9 Page Color & &R |dd & |

3G IfAEal PR 'H sAT H ¥ Fill
Effects Select &xd & d 0% W 3R
g9 T Color oA argd & d One Color

Rotate fill effect with shape

Indent
QL) |

2= lefe |07
Page | Page . )
Color ~|Borders || == Right: |0

Theme Colors

Standard Colors
HE EEEEN

Mo Color

More Colors...

W Click ®% ¢ 3R Color Select % of °

3R 7T Light or Dark &= dm8d & #X

Cancel

Two Color § 9Id & d 89 Uh & T

STRATT, fST9T 89 Select & T Fhd 2 |

Fill Effects...

dhd 8, Al &4
Tax1 Color 31

g1 Texture Change &A1 aTed & 310 Page &I d 8 Texture TR SR 3TelT—
T o) @ Texture 3 SIRAT 9% A 9 o1 9ahd ¢ |
S @8 9 Pattern & Option 41 g, 3FR 84 Pattern = & I Pattern @R Click &=+

A AT — (e IR @ Pattern 3 SIRAT, 379 & SF 41 Pattern 8H a8 T I &,
3R g9@T Color Change &RAT 81 df a8 4 8F SUH W B Adhd &

3R &4 Page &1 Blank &= & dT 89 No Color # ST#R &eT ddhd 2 |
3R B4 Page W &I3 Picture oI g a S9& foly g9 ST Option # Picture W Click
¥ & 91 Select Picture WR Click @3- @ d1q Computer H 59 Location # Picture 8

T o o
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Page Border: - Use to add or change the border around the page.

Borders and Shading

SThoey SO File # & 3R ®I3 Text forg <@ &

Page Border | Shading

Setting: Style: Preview
- | s Click on diagram below or use
None = buttons to apply borders
D Box || -
|:| Shadow JE
D Color
L Automatic |Z|
— Wiidth: x|
é Custom Yapt
== Apply to:
Paragraph E|
Options. ..

IG M- A7 39 Page H R P
Border o1 & o $9& folu A Page
Layout Tab @& Page Background Blog #
Page Border Option # STT&x Click &%= W
g9¥ &4 ugelm Option fierar & Border T
S 8H Setting ¥ ¥ g o

Border Option: - <1 ¥ Text g7 forg <@
g, S 3MN—UN 3FR &4 Border @2y ar
S9a oy A9 Box Option Select &= @
91¢ gAGT oI 91 Border & @faV 98 &H
Style Border & ¥ Select X o |

3R s® 91 8H R 39 Border &1 Color Change &x=T 8 dl 4 Color Option #
SR R gH g +ft Color § 918 Border @12y a8 Color Select @R Add & |

Page Border Option:- 8 X Page W Border 127 dl g9 Page Border ¥ T Ha!
|dhd g, S ¥ Style § Border 912y 98 Style Select & T Adhd 2 |

Border # Shadow a1 3-D Effects @fay @ a8 84 Side dTel Option ¥ Select &R&
Border & Effects off dd 2 |

Border &1 Color Change &= & dl 84 Color Option # ST#R &) &4 51 ¥ Color #
g Border @1f@T a8 Color Select & Hdd ¢ |

T Border @ Width Change &=+ & o &) Hdd & |

T4 {Y 37T §¢ PR Border =RY I 89 Art H STx g4

¥ f g9 Border o7 Hdhd 2 |

®ls AT Text 89 Gl fog 2 2 PR S¥@ U 3R BH
Color @12y I S99« fofly &9 Page Borders & Shading
Option # STY & Shading Option Select & | % &
A Color Choose @ & o1 ddhd = 3R Patterns 9

Color Style Change ®% d&d & |

Borders and Shading

Borders | Page Border || Shading!

il Preview
NoColor  [+]
Patterns
stre: | ] cear
Color: Automatic

Apply to:
Paragraph
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Block -4- Paragraph Block
Indent:- Use to move in the left side of the paragraph by a certain amount.
Indent:- Use to move in the right side of the paragraph by a certain amount.

Spacing:- Use to change the spacing between paragraphs by adding space above the
selected paragraph.

A9 ST 1 Paragraph fo/am €, 3R &1 g9@! Left &7 TR 9 Right @ TR% RaAawmr 8
ar &9 Indent Left BT iR 3FR &1 Paragraph Right TR% 9 Left @& @R% RaAdwT 8
ar 9 Indent Right @ TR% & |

Position:-_Use to position the selected object on the page.

Bring to front:- Use to bring the selected object in front of all other objects so that no part

of it is hidden behind another object.

Send to back:- Use to send the selected object behind all other object.

Text wrapping:- Use to change the way text wraps around the selected object.
Align:- Use to align the edges of multiple selected object.

Group:- Use to group objects together so that they can be treated like a single object.

Rotate:- Use to rotate or flip the selected object.
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Tab -4
Reference Tab
Table of Contents Blog —1-

Table of Contents:- Add a table of contents to document.
Add Text:- Add the current paragraph as an entry in the table of contents.
Update Table:-Update the table of contents so that all the entries refer to the ¢

Table of Contents Blog ¥ &1 &l Particular Books 31T File @1 Information &1 Page
g9 & o0 oxa & O 89 s0a gINT Table of Contents 991 Fdhd B |

Footnotes Blog -2-
Insert Footnote:- Add a note to the document. (Alt +Ctrl +F)
Insert Endnote:- Endnotes are place at the end of the document. (Alt + Ctrl +D)
Next Footnote:- Use to navigate to the next foot note in the document.
= click the arrow to the document.
Show Notes:-
Scroll the document to show where the footnotes or endnote are lo

Footnote Insert &A1 g9 <9d & b B Books # fhdll 9eg wx a1 a1 Star o197 2l &
I7 BIs Number oFTT BIaT ®, 3iR <9 Footnote @ U & ST 3rf feam grar 2|

Footnote fd dvg & Insert fhar R g9 I8 Awd &
TH 919 of forem M.S 319 I8 MS &I & 89 I8 @Sl d18d &
g9 M.S W Cursor g & Insert Footnote WX Click &% <31

M.S. TR Click ®=d & -t End & T Line 31T SIRAT 3R 39 Line ¥ 899 M.S. &T ddold
foreg feam Microsoft

3T B9 IR SR <l b S8 M. S. foram gam § 98 W Number 1 3T 7117 &
g9 39 W I(UAT Mouse of SR df I8 85 adl <91 fdb $9dT Aded Microsoft

9 a8 9 g gX Paragraph ¥ @gl Wl 315 U Word 2 RTH®T Adeld 89 FHsIMT @]
g a1 a8 W 89 Footnote Insert & A ¢ |
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Footnote 8T © d T8 Footnote TRTRAT & g8 ¥ Delete @) < dT Footnote & STRFT
3R S8l g9 A< SA®T 3fef foram € a8l 9 1 forar gam Delete 81 SIRAT |

Note: - Footnote ST g1ar & &% Page @ 1< a1f End ¥ 8T & ofR oFR &9 e

g f& 89RT S Paragraph & S99% End % & Footnote 3T A8 & I S¥& fold &4
Inset Endnote T ST&R Click &R < 3iR IH®T Aderd forg <

Example:-—
‘ Microsoft ‘

58 M.S' 77 Cursor 7@ &7 Insert Footnote 77 Click &7 37

Microsoft

Citations & Bibliography Blog -3-

Manage Sources: - View the list of all the services cited in the document.
Bibliography Style:- Choose the style of citation to use in the document.
= popular choices include apa style Chicago style, and MLA style.

Bibliography:- Add a bibliography which list all the source cited in the document.

Create Source - a pr— - ? ﬂh‘
Type of Source _E
Bibliography Fields for APA i . Lo
s Citation & Bibliography @ gRT &1 34+
[7] Corporate Author H i :
s File @ & IHM®RI Add &= 8 &
Year
o A9 ST File / Books / Report TR &% &
Publisher o o . % .
[] show All Bibliography Fields \-5\{—1(*” \'r”‘—lcbl\<| g-q- 3 [I I Add % -ﬁ; -qg
Tag name . .
e = || File freay W 2
Create Source i | ? ﬁ‘
Type of Source | Book ﬂ
Bibliography Fields for APA
Author
Title I
Year
City
Publisher
[™| Show Al Bibliography Fields
Tag name
Pljceha\derl
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Insert Citation: - insert Citation & &1 =471 Source Add &< &

Type of Source | Book IZ| L. . .
Bibliography Fields for APA — as . e
Author  |Sri Sai Solutions Point Edit g MEHEQE SOUTCES
["] corporate Author -

Tite |M 5 Word -2007 Notes | [I% Style: | APA <
Insert

Year 2016-2017 Citation = i Bibliography =

City |Moradabad

Publisher |ri Sai Institute] g Add New Source..,
[ Show &l Bilography Fields = Add New Placehalder...
Tag name Example: Adventure Works Press -

Sril7

ok | [ cance ]' @ Search Libraries..,

Manage SOoUurces: - Source ®' Delete &x=T & a1 Edit &= & df 539 forg
g1 Manage Sources @& Option H STTHR &R IHd ©

TS R e T

Search: Sort by Title Izl
Sources available in:
Browse...
Master List = Current List
5 i i Sai i M S Word -2007 Motes (2016-2017), Point, Sri Sai Solutions -

v dted source
? placeholder source

Preview (APA):

Citation: (Point, 2016-2017)

Bibliography Entry:
Point, 5. 5. (2016-2017). M S Word -2007 Notes. Moradabad: Sri Sai Institute.

Style: - s~ Source @1 Style Change &1 & @ 81 Style & % W &

Bibliography: - s source ®' Page w 3w =re< & o gw Bibliography
TR Click ®%® Page TR <l IHhd # |
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Captions Blog -4-

Caption I. ? ﬁ,l

Captions @ Use &4 Table / Content 9 & feTg :

. Caption:

Wﬁ % |Equuta’onz |
Options

Insert Captions — Insert Captions &r Use | = ==tn =]

. osition: | Above selected item
g9 Table / Content M & forg &vd | o —

i ’ Exdude label from caption:
New Label ¥ 3 According Label a9 H&d ¢, B plior

| _ﬂew Label. .. _Ngmbering...
3R Delete Label & 9918 ¥ Label @I Delete &x [ttt | [ .. |
Qq—qﬁ % | lﬁutoCaptinn... ] [ 0K ] [ Cancel ]

Insert Table of Figures — Use to insert a table of figures into the document.

Insert Table of Figures & &4 ST Table Insert &1 & 98 Insert &% AdHd &

Update Table of Figures:- Use to update the table of figures to include all of the entries in
the document.

. Cross-refe T |-
Cross - Reference:- bl
Reference type: Insert reference to:

Use to items such as heading, Numbered item |~ |Page number [~]
figures, and tables by inserting Heading (7] Indude above below
a cross reference. Bookmark 3
— Footmote
= cross references are Endnote

i i Equati Z
automatlgally updated if the “gdation
content is moved to another 1) Sai
location, by default, cross |||ttt
hyper“nks_ i. Institute and more options

T o File § B — B ¥ |3 T

Option Use f&d € 98 <9 Adhd 33 oo Fomt

% | 3:7_.3.Sul:u paint il
g9 sa®! List § I f=ft &7 Link | i
U g9 File # fo=y oY Text | ——— —
I7 Heading # s List § & f&<il &7 Link AT irr%’?r g dr 98 8" Cross Reference &

AETH A Insert dYd o Ghd 2 |

Link Open @31 & foflg S8f R Link o T & @& &R Ctrl & A1 Click &1 W) 39
Location T Ugd SR |
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Index Blog -5-

Insert Index:- Use to insert an index into the document.

=an index is a list of keyboards found in the document along with page number the words
appear on.

Mark Entry:- Use to include the selected text in the index of the document. (Alt + Shift
+X)

Update:-Use to update the index so that all the entries refer to the correct page number.

Mark Citation:- Use to add the selected text as an entry in the table of authorizes.
(Alt +Shift +I)

g9 gRT 89 Text Mark &¥d g 3R Index / Content 919 & folu Use &vd &

Insert Table of Authorities -6-
Insert Table of Authorities:- Use to insert table of authorities into the document.

39dT Use ¥ 89 Index / Content s919 & folv Use &R &
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M. S. Word 2007

Tab -5
Mailing Tab

Create Blog —Envelopes & Labels —

Create Envelopes:- Use to create envelop & print.

Labels: - Use to create a label. You can select from a number of popular paper label style
and shapes.

Envelops & Labels Function &1 Use &7 ST &xd & o1d 84 fddl @ Envelopes Ao
g 3R 9 W & Print Out &TeT 81 99 R g4 9o a1l &1 Address fomam 2 93
%1 Address foraer & S9@ fog 89 39 Envelopes Option &T Use &Rd & |

gad fofv 8H Create Blog # Envelops Option W Click @3+ WX Envelopes Or Labels
Dial up Box Open 8 STRATT

Envelopes | Labels

Delivery address:

g4 Delivery Address
g for@ 9&d € AdeW
RrI®! 81 Ao g SHdT udl
forg < iR @ Return
Address forg <, aife &R
-/|| Latter Deliver 98} & uUdl ®

ar a8 I fd Address ™
Feed

|

I g€ B AT Return
|
g4 39 Envelopes &7 Size

Address
3R Change &=AT T I
Option # SR ST Size &H

I]__ﬂv

| -

[ add electronic postage
Gl ~ [ omit

Return address:

Preview

B T T T
il

I When prampted by the printer, insert an envelope in your printer's manual feeder.

’ Brint ] [ Add to Document l [ Options. .. l [ E-postage Properties... l
1Y a8 B9 Select B Adhd
S 4 a2 9 Preview i
Preview
Envelopes and Labels pciors Dp"""f‘- Z S|Ze
. o
== Erveee oot [ et | JRAT 3R =T a1 SR |
rvelop
B Delivery address: C Size 10 4 1/8%9 12in) -
Sri Sai Solutions Point Size 6 372 (35/8%6 1/2in) - .
Majhola Road Line Par Size 3 37/8x87/80n r Gﬁ qﬁ' E’l}[ E:PI—CB ; %\
(2 1/8 a E] | (_‘1
Moradabad ze 11 ( uzn 3,vsn) ‘E‘ Slze
Size 12 (43/4x% 11in)
Size 14 (5 11 1/2in) L4 w J
= Exlizn g9 g7 B Ok IR T
[] Add electronic postage gg E}Zg : %;g mm
Return address: - <3 (329 x ;Zi mmg
B = * 324 mm
Sri Sai Solutions Point x 229 mim)
Majhola Road Line Par

Moradabad

When prompted by the printer, insert a

] [ 2dd to Document

[ erint
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Envelopes and Labels

[ ?

Envelopes | Labels

Delivery address:

Sri Sai Solutions Point
Majhola Road Linepar
Moradabd

Microsoft Office Word

.

-

:' Do you want to save the new return address as the default return address?
<

I\ —_—

When prompted by the printer, insert an envelope in your printer's manual feeder.

l Print ] [ Add to Document ]

[ Options... l [E—poslﬁgeProperﬁes... ]

Cancel

*J I9d 91 Add to Documents W™

SR Click &Y ©

el W &R g Do You Want
to Save the return Address as
the default return address 1™
ST 899 return address feam @
dg g9 as a default set dRAT
Ired € A1 519 H1 84 Envelops
AT & @ return address @&l
AR

Ife g7 UG BT TEd € o Yes
TR Click &x < 3iR R =&l ar
No W Click & ¢

Create Blog —Labels tab — Labels Tab &1 SUarT &% &= 811 8, 516 &R
9 Envelops € 3R 81 SS9 @ SW AT &El 3R 84 Address e & S9a fay g+
Labels 9= € A1f91 Sticker 991 €, 99 &4 39 Option &T Use &4 ©

Envelopes | Labels

Address:

G + [ Use return address

s

Print

Label

@ Full page of the same label Microsoft, 1/2 Letter
() Single label 1/2 Letter Postcard
Row: |1 | Column: |1 D
Before printing, insert labels in your printer's manual feeder.
Print ] [ Mew Document ] [ Options... ] l E-postage Properties... ]

Lo

i N

A

T 399 B9 W Address g
g g8 forg ©

39 9T S Size 9 fewE ©
I8 T 98 T TR 8H Size H
8 Changing &< 8 dl SH&
foTe &7 Option # SR &9 ST Y
Size g1 I 981 W Side H IHD!
Height 3R Width Change &Kt 41
fewrg <

3R g4 1 Page Sheet WX fdhan
Labels fore= € g8 89 I8l 9
Select o® Ok HT & 915 New

Documents W Click &% <%
S 89 Labels 31T STRIAT |

MR BH W Sticker R THh @l

Address YT @ U9 &1 Y89 < 3R Address Change &=AT & df a8 W &R Adhd ¢ |
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Start Mail Merge Blog — Use to start a mail merge

to create a form letter which

multiple times sending each copy to a different recipient.

= you can insert fields such as name or address, which word

will replace automatically wi

of contact list for each copy of the form letter.

Start Mail Merge ¥ &9 Letters / E- Mail Messages /
Envelopes / Labels / Directory o |&d & 3R Page @l
Normal Word Documents § &% H&d &

Select Recipients —

Use to choose list of people you intend to send the

letter to.
= you can type your own

contacts or connect to database.

1-Type new list
2-Use existing list

3- Select from outlook contacts

Select Recipients & 1 Address List Create &=

&

M. S. Word 2007

Insert Page Layout References
you internet to print or e-mail = o
Start Mail|  Select H

Merge ~ |Recipients ~ Recipient List

th information from a database

o 110 s O v e

Letters

E-Mail Messages
Envelopes...
Labels...
Directary

Wormal Word Document

Step by Step Mail Merge Wizard...

Fage Layout

list use your outlook

Select

Recipients =R

References Mailings

=

& Typen

Lise Existing List...

ew List..,

Select from Cutlook Contacdts...

Edit Recipients — Use to make changes to the list of recipients and decide which of

them should receive your letter.

= you can also sort, filter, find and remove duplicates, or validate address from the list.

Mew Address List

T |

Type recipient information in the table. To add more entries, dick Mew Entry.

Edit Recipients & &H

[ Titie ~ | First Mame ~ [ Last Name

-

Compary Name - | Address Line 1~ |

Address List Edit &% &

=]

-

Cmeweney | |

Eind... ]

[ pelete Entry | [ customize Columns... |

Ok

]

Cancel |
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Write & Insert Fields Blog —

Address Blog — Use an address to your letter. You specify the formatting and location,
and word will replace it with actual address from your recipient list when you finish the mail
merge.

Address Block ¥ 81 Address @1 Preview Set & 2 |

Highlight Marge Fields — Use to highlight the fields you have inserted into the
document.

= this make it easy to see what part of your for letter will be replace by information from
the recipient list you have chosen.

Highlight Marge ¥ &7 Address @1 Highlight &=d |

Greeting Line — Use to a greeting line such as dear document.

Greeting Line & g1 Address # Title Use &4 € |

Insert Merage — Use to add field from your recipient list to the document, such as last
name, home phone company name or any other field.

= when you finish the mail merge word will replace these field with the actual information
from the recipient list.

Insert Merge &1 Use &4 Envelop # Title / First Name / Last Name / Company Name
/ Address Line / City a1fe @1 Line o9 & folg &= € |

Match Fields — Use to match allows you to tell word the meaning of different fields in
your recipient list.

= for _example, you can |nd|catg that you custom field 1 e ol
home is equivalent to normal built in field home phone. : _

In order to use spedal features, Mail Merge needs to know
Update IEVEIS - which fields in your redpient list match to the required fields.

Use the drop-down list to select the appropriate redpient list

Use to if are crating level update all the levels in | fild for each address field companent

the document to list use information from the recipient Unique Tdentifier (notmatched)  [+] [
I |St Courtesy Title Title [=]

) A . A . First Mame First Mame [=] A

= for a mail merge to a printed letter or e- mail this Middle Name (notmatched) [« |
H H Last Name Last Mame [=]
command is not nieces .y rotmated L
Nickname (not matched) EI
. . . Job Title (not matched) [=]
Match Fields @1 Use &7 Envelop # Special Company Company Name =]

. ' Add 1 Address Line 1

Feature Component @1 Seating @ folv &xd € | e 2 e %
City City [=]

CHata Chata 1 L=

Use the drop-down lists to choose the field from your database
that corresponds to the address information Mail Merge expects
{listed on the left.)

Remember this matching for this set of data sources on this
computer
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Preview Result — view merge data:- Use to replaces the merge fields in your document
with actual data from your recipient list so you can see what it looks like.
Preview Result &1 Use 87 Envelop &T Priview <@- & oy & 2 |
Finish —

Find Recipient:- Use to find and preview a specific record in the recipient list by
searching for text.

Auto check for error:-

Specify how to handle error that occurs when completing the mail merge.
= you also have the option of simulating the mail merge to see if any error would occur.
Finish Merge:- Use to complete the mail merge.

= you can create separate documents for each copy other letter send than all directly to the
printer or send them via e-mail.

Finish @1 Use 1 Envelop @ Finish or Print < & fog @=d € |
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Tab -6
Review Tab

Proofing Blog —

Spelling & grammar:- Use to check the spelling and grammar of text in the document.
(F7)

Thesaurus:- Use to suggest other word with a similar meaning to the word you have
selected. (Shift +F7)

Translate:- Use to translate the selected text into a different language.

Translation:- Use to enable a screen tip that translates words you pause your cursor over
into another language.

fy 1 File 5 f&=A Y Documents & 3R 8H ®Ts Text foRg I § 3R Text foraa w7
3R BT frdl 1 Word & 1= ol a1 &9 Line a1l © A1 §9®! Adeld 981 §B Tad 3,
I7 @ Spelling § Mistake 8 I @ Grammatical ®Ts Mistake 2 |

SAGT @ & oIy IR H8l & & foly 89 I8 W WART & Review Tab # Proofing
Blog @ Option Spelling & Grammar &1

9 B 39 WR MR UH R Click &3 df <@ f& S Spelling 819 Check &¥1 ® a8
AT 7 F 37 JE B, A1 B9 I8 TTord foredy @

Pating
1
Spelling and Grammar: English (United States) &Iﬂ

Mot in Dictionary:
Pating| - Ignore Once

[

i Ignore All

Add to Dictionary
Suggestions:
petbng — N
Parting u
Panting |i| Change All
Pasting
Flating AutoCorrect
Prating =7
Check grammar
‘
e

S9H 1 §{B Suggestions el SHH g1 S9! |El Spelling fordl Y fae SRR |

Change ¥ SI[hN C“Ck W v Imapaintirﬁ Spelling and Grammar: English (United States) M1
. Subject-Verb Agreement;
spelling SEECIRSIR I has|a painting +| | 1gnore once
| | -

Green Line 37 W Grammatical
MIStake glf“ % Suggestions:

e B
399 | @ AT has ST 8 a8 Green
A T T OSHST WA@d  EH S :

Check grammar
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Grammatical Mistake ST g g8 Subject — Verb- Agreement S 98! 781 ©,

S | & 1 has 781 91 @MY 98 Mare & fou a8 < faar gam @ Change W
SR Click @) & Dial up Box TR Ok @R < @ 84RT Sentence A&l & STRATT

Note:- Spelling & Grammar Check &= &1 -1 @¥idT I8 & 59 Word &
e © S99 WR Cursor ¥ 3R Right Click & $9¥ 31T — el Suggestions el

SAH g1 9@ 9l Spelling fordl 1 e SReft |

$s IR VAT BT © 89N Spelling &1 fordl @

SAIGIOR o1d 8 dIs 9 forgd € difé 98 Dictionary § =81 €I 8, SHflY AN

Computer 39 W Red Line < |

UH H 8H S9! Ignore AT ® d Ignore Option W Click ®% << & - 9 Line &<

ST,

g1 99 Word &I Dictionary # Add %=1 A€ d 98 W1 R Adhd &

Research / Thesaurus / Translate: - Use for search file and folder. (Alt +Click)

Research @1 Use 81 Word &1 Meaning / Translate &%= # &:d &

Set Language: - Use to set the language used to check spelling and grammar of the

selected the text.

Set Language &T Use 84 Language ®! Select &34 & ol &:d &

Word Count: - Use to find out the number of
word characters paragraph and lines in the
document.

g9 foheft 1 File &1 Status Check &=-T & &
SaH fbde Pages ¥, fbdw v w99 ford €,
fhasr Paragraphs foRd & I8 PR A ST
red € d 89 Review Tab @ Proofing Blog &

Y .
Word Count [ s
Statistics:
FPages 30
Words 8,784
Characters {no spaces) 33,953
Characters (with spaces) 42,516
Faragraphs 492

Lines

+ | Indude textboxes, footnobes and endnotes

1,132

Word Count Option W Click &3« TR IR Il
3T SR
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Comments Blog —

New comment:- Use to add a comment about the selection.

frdl ¥ Word R 3R &1s Comment 24T &1 @ 89 New Comment & gRT Sd &
Previous Comment:- Use to navigate to the previous comment in the document.

Next comment:- Use to navigate to the next comment in the document.

SaeT Word ™R Comment & U & O S6T o1 & ol 89 Previous or Next @ gRI
G FHd T |

Delete Comment:- Use to delete the selected comments.

g4 Comment &I Delete ®RT © dl 84 Delete ¥ & g¢ Comment ¥ Delete &R Habd
gl

Tracking Blog —

Track Change: - Use to track all changes made to %» _ﬁp +(g| Final Showing Markup - @ i?'

the document including inserting deletion and | 7.4 saioons J%;ho,wark:p' Accept Reject

formatting chanaes. Changesw| -  lp|Reviewing Pane . L
’ | # Track Changes } Char

Tracking Change Option ¥ &F f&¥T Text Line Change Tracking Options.. :

ﬁ 3T %@ﬁ Eﬁ ]%RI Eb_\fé[ %\r ) Change User Name... Track Changes (Ctrl+5hift+E)

Use Track all changes made to the

Contact | document, including insertions,

deletions, and formatting changes.

U 9R Tracking Change Option Apply & SITdl
g 3R GIRT Clock ®+ ¥ Option &€ ST 2 |

1§ Press F1 for more help.

Change Tracking option & &H 3% ST Option Apply &)1 aT8d & a8 Set &R AP ¢ |

Tracking option ® 3= d@rar Color, Line,
Underline, Out Side Border 3mfe 89 39 I Set

- %\r ‘ Sri Sai Solutions Point Line Par Moradabad|
! Track Changes Options R =)
. . . . Markup
&4 ST option T8l @Ry 3 Se Non @R Click posrs (] o (Moo [
. Deletions: Strikethrough E Color: W 5y 2uthor E
‘hN é- | Changed nes: | Outside border | 7| Color: . -]
comments; | ayautor |7
Moves
[¥] Track m
Moved fom: | Double strkethvough || color: B Geen D
Moved to: Double underline E Color: . Green B
Table cel highiighting
Inserted cels: | ] vight pive B Merged cels: ] Light velon E
Deleted cels: ] pinkc [] soiteels: [ wight orange [~]
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Balloons — uUse to choose how to show _j':

revisions to the document. Balloons
- _EI Reviewing Pane -

Show revision in balloons = v || Show Revisions in Balloons

= | Final Showing Markup - .-
. A &

= show Markup ~

Accept Reje

. . - Show All Revisions Inline
Show all revisions inline:-

Show Only Comments and Formatting in Balloons

_Use to show only comments and formatting in balloons.

Find showing markup =

Display for review:-
Use to choose how to view the proposed change to the document.

= find shows the document with all proposal changes. Original show the document before
any changes were made.

Find, original showing markup Original.
Show mark up:-
Use to choose what kind of markup to show in the document.

= you can hide or show comment insertions and deletions formatting change and other
kinds of markup.

Ballons @ WA & 9 ST Option Show &RAT a8d & $9 WR Click &R < |

ShOW Markup - |'_1 Show Markup ~

v | Comments

Show Markup ¥ &F Track § Show &9 arel Option Select &R

v || Ink !
% | 4V || Insertions and Deletions :
i v | Formatting
v' | Markup Area Highlight
1 Reviewers O |
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Reviewing Pane:- Use to show revisions in a separate window.

= check here to choose a layout in which to display the reviewing pane.

4
E Reviewing F'anelq ‘ ‘

i Feviewing Pane Vertical...

E Reviewing Pane Horizontal..,

Reviewing Pane Vartical — Reviewing Pane Vartical ¥ &7 Text Data &I
Side # Show &I &R& <@ & |

Mailings | Review | View

ome  In:
@ ED ab ) Translat enTip ~ \] ﬂ Gi\j E B 9% Final Showing Markup - @ @ & previous 3 1 %
7 1
¥ Set Lan: = |2 Show Markup ~

Spelling & Waggarch Thesaurus Translate o New  Delete Previous Next Track  Balloons Accept Reject 93 Next Compare Show Source | Protect
123 Word Count Comment - Changes~ [B] Reviewing Pane - - Documents = || Documen
Proofing Comments Reviewing Fane Vertical... Protect

= R L e :\ |§ Reviewing Pane Horizan tal...
Summary: 0 revisions o ax || O R R S R R R I A A RIS T B )

Option Show Fw=1 =15t ¥ 5¥ 9¢ Click 7% ¥

Show Revisions in Balloons
Show All Revisions Inline

Main document changes and comments -

(none) B Show Only Comments and Formatting in Balloons
Headeg andlioctarchizages] - Show Markup — Show Markup & =5 Track ¥ Show 2% 73 |2
(none)

Option Select Tt £

Text Box changes
(none)
Header and footer text box changes

(none) B (V] markup aves tignignt

Beviewers
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Reviewing Pane Horizontal — Reviewing Pane Horizontal ¥ &H Text
Data &I Down # Show 8F &%® T@d & |

1&g ces Mﬂllmgs Review | View
Ay @ % {24 Translation ScreenTip ~ I] ﬂ Qi\j E

#% Set Language
Spelling & Research Thesaurus Translate o New  Delete Pravious MNext

Insert

Page Layout  Referen:

L % Final Showing Mark -
¢ “ g Markup
T

|2 Show Markup ~

Track  Balloons
Changes~ - | Reviewing Pane|~|

Accept Reject @3 Next

= 1
2
Compare Show Source  Protect
- Documents~ || Document~
Compare Frotect

Grammar (] i Comment -
Proofing Comments Tracking Changes
HW-v -
RN RS EE R R B EERE EE R R R . T

‘ SriSai Solution s Point Line Par Moradabad
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Changes Blog —

Accept and Move to Next:- Use to the current change and move to the proposed change.

1-Accept change
2- Accept all change show
3- Accept all changes in document

Reject and Move To Next:- Use to click the arrow to accese other options such as
rejecting all changes in the document.

Previous Change:- Use to navigate previous revision in the document so that you can
accept or reject it.

Next Change:- Use to navigate to the next revision in the document so that you can accept
or reject it.

Change Blog & 1 Accept @ gRT Track @1 Accept @3 & folt Use &x71 & forg @t
g, Reject ¥ &4 f519 Track &I Delete &=AT & 39 W Mouse 3@ @R IddI Reject B
<l

Previous or Next & 89 Previous or Next Track <& dad ¢ |

Compare Blog — Use to compare or combine

multiple versions of a document. 3
=
Project Document:- Use to protect document. Restrict Compare| Show Source Protect
how people can access the document. T
| Compare...
Restrict Formatting and Editing:- Help restrict people flﬂ Compare two versions of a
from making certain types of editing or formatting to the document (legal blackling).
document by specifying a password. &| Combine..

. ﬂﬁg Combine revisions from multiple
Unrestricted Access:- Use to allow anyone to read and authors into a single document.
change this document. T
Restricted Access:-Use to specify a list of users and their permissions.

Manage Credentials:- Use to change log on credential.
Compare Blog & &F &I File ®T 3q¥T % Compare &= & for &_d &
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Protect Blog —

Restrict Formatting and Editing:- Help restrict people from making certain types of
editing or formatting to the document by specifying a password.

Unrestricted Access:- Use to allow anyone to read and change this document.
Restricted Access:-Use to specify a list of users and their permissions.

Manage Credentials:- Use to change log on credential.

fredY ff Documents &7 T dRE A Protect fhaT TR S9®T SR 84 d9 Tsdl & oid
T B DR BRd W@ © 30N File H AR P 9 Bzl H Wl &, 3R I8 IAD

Format ¥ ®® Change ®X <dl @ AT Blg B — d&dl PR <dl ©, 98 849 ol ared dl &
319+ Documents &1 Protect &R A& ©

s9d foly 81 Review Tab W Protect Blog ® /a &4 SN @ g9¥ 81 Formatting
Restrictions and Editing Restrictions it

3R ®H SA®G! Formatting Restrictions Select & d @i W1 39 Formatting
Changing =81 &% 9RATT S Bold, ltalic, Font Style anfe 3iR afe g1 w1 # Editing
Restrictions I Select &R o AT ®Is s+ Editing W1 &1 &R FHdT A ITH HFY 3R

o

C— | e e E

Accept Reject n;} Mt Compare Show Source Protect
e e e Documents Document ~
Changes Compare FProtect

. ? om0t s 0 T e Restrict Formatting and Editing ™ =<
1. Formatting restrictions
L ayout,

Limit formatting to a selection of
styles

Settings...
ML, Sawve,
2. Editing restrictions

. - [P—— Allow only this e of editing in
T m—=—) (WP
Protection method | Mo changes (Read only) El

@ Password

{The document is not encrypted. Malicious users can edit the

Exceptions (optional)
file and remowe the password.)

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

Groups:

[—1|Evervone ] =~

Enter mnew password {optonal): ||
Feenter password to confirm:

0 User authentcaton

{Authentcated owners can remowve document protecton. The
document is encrypted and Restricted Access is enabled.)

[ (o] ] [ Cancel ] & More users...

3. Start enforcement

are you ready to apply these
setbings? (You can bturm them off
later)

[ ves, Start Enforcing Protection ]

e B OrEnT

el forg Hepar |
Select &7 @ 91 89 <Id Yes Start Enforcing Protection W Click &%+ & 91¢ 98 &Ad
U% Password AR, 98 Password 81 398 ST & 3R OK ax <
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3d FART ST Matter € 98 Protect & T 2 384 &Is 1 §© Changing &l &R dadl
3R g foRg &) 3 &rar & This Modification is not allowed because the selection is

locked

34 ®Ig Change &A1 A8 A1 Fel & Adhdl 8F fhal Wl Tab 9= SRR ST Bold, talic

anfe ¥t Option 5 M

3R B9 T9®I BT di8d & s9d! Normal Mode H & @T8d & A &H Stop Protection
W Click ®%7 & d1% 981 Password §aRT STl &+ X Normal Option ¥ & SIRATT AR

Option Gal SRAT 3R Jg Protraction ¥ 9187 &1 SIRAT
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View Tab -7

Documents Views Blog — &= st Documents &7 Views gaatT

Print Layout Option: - Use to view the document as it will appear on the printed page.
Print Layout Option by Default on IgdT &, Print Layout Option on &= ¥ &H
U Pager @1 Seating 3/ I & Hhd 2 |

Full Screen Reading Option: - Use to view the document in full screen reading
view in order to maximize
the space available for
reading or commenting on
the document. e

Change @

Full Screen [ meemsores
Option Select &< W & i ks
39<, Documents @ i
Matter &1 fhdg &1 RE
TS Fhd B |
Next Page WX g9 Click
P W 3Tt Page W Tel
STRIRT

Close &%= & Normal View & 3T SR

o~ -

Green Line 34 9 Grammatical Mistake €161 &
9 | ¥ WM has W € ¥ Green 1 TN ¥ ¥ W@E  FEA A Word Count: - &7 5% 5% #f File 37 Status Check T% & 5 3w
8 Subject — Verb- Agreement ¥ w1 €1 2, fart Pages € fam v w9 fra €, e Paragraphs o/ € @% o9 B9
S s # T 59 Review Tab @ Proofing Blog @ Word Count Option 72
Click T73 w7 ¥ et 31wt

Word Count 10

1,132
] Inchude textboxes, footnotes and endnotes

Review Tab

Web Layout Option: - Use to view the document as an outline and show the outline
tools.

Web Layout Option Select &3+ R g4 31U+, Documents &I Web Page Layout
B ©Y H IS Fhd T |
Outline Option: - Outline Option &< W &F 34+, Documents & Matter & & U®
Heading &I 3T — 3l <@ Hdhd @ Outine & ®U H 89 W AR Heading/
Paragraph 31eiT — 3Tl fa@rs < |
3R 9P Outline F&1 @1f2T df &9 Close Outline # STHR 8T AHd & |
Draft Option: - Use to view the document as a draft to quickly edit the text.

= Certain elements of the document such as headers and footer will not be visible in this
view.,
Draft Option Select 31 WX ART Matter Plane AR ™A 3 SIRATT, 394 oIl I
Graphic I Picture € g8 1 &I 3271, Plane Matter U$ & 2 |
Note: - Documents Views @ dR Option Page @ I Right Side # ¥ ama €
T A A 81 Documents Views @ dR Option Use & AHd &
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Show / Hide Blog

Ruler Option: - Use to view rules, used to measure and line up objects in the
document.

Ruler Option Select %37 TR AR Documents File & %W Ruler Line 31 Sl @
ST AR Paragraph @1 Manage &%= @ &1 H Tl § |
TE W §9 Ruler Line &1 €T 9 o1 9&hd & |

Documents Map Option: - Use to open the document map, which allow you to
navigate through a structural view of the document

. Documents Map Option Select @3 W gARI Documents File & Page # S
Heading &R S9! Side H Mention &M R W Click &3 WX A 3T Heading &
Page # el STRIT |

TE} W 89 Documents Map &1 el 9 o1 Idhd © |

Gridlines Option: - Use to turn on gridline to which you can align objects in the
document.

Gridlines Option Select &= W AR Documents File & Page # ST Text /
Paragraph g 39 4% Line &1 Graph §9&R 3 SIRATT AR ART Text 39 Graph &
HUR 3N STRATT |
TE A g9 Gridlines ®T gl 9 @1 AHd 2 |

Thumbnails Option: - Use to open picture folder & show big picture on the screen.
Thumbnails Option Select &= W 8ARI Documents File & - Pages &

98 IR Pages @1 Preview 87 Thumbnails Option ¥ Side ¥ <@ d&d & iR 54

Page WX ST 8 SS9 W Click #%& 39 Page W S I&d ¢ |

TE W 89 Thumbnails Option &1 g1 @ &7 Hdhd © |

Zoom Blog

Zoom Option: - Use for show big object & page.
100%:-Use to 100% zooms in the document.
One:- Use for show document in one page.

Two Pages:- Use for show document in two pages.

Zoom Option ¥ B4 319+ Documents File &1 Zoom @X& <@ IHd & AR Page &I
Zooming 4T Set BR AHd ¢ |

Note: - Zoom @1 Option Page & =< Right Side & T 3rraT & I8 9 ¥ &1
Documents Zoom &R& <@ A & 3R Set fl Ao &
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Window Blog

New Window Option: - Open a new window containing a view of the current

document.
New Window Option & & 314+t Documents File &1 New File # @rel & 2 |
Arrange All Option: - Tile all open program window side-by-side on the screen.
Arrange all Option ¥ 89 31T New Open Documents File & R+ File
Compare &<d 2 |
Split Option: - Split the current window into two part so that you can view differe

section of the document at the same line.
Split Option & &4 319+ File & Split /[Freeze & & <& A&Hd ¢ |

4

nt

View Side by Side Option: - View two document side-by-side so that you can

compare their contend.
View Side by Side Option & &4 =1 File &1 Side by Side <& & |

Switch Window Option: - Switch to a different currently open window.
Switch Window Option &1 &1 31+ File &I Close xd % |

- Macros Option: -
Click here to record a macro or to access other macro option. (Alt +F8)

Macros Option & &1 319+ File @& folu Template Create &Rd % |
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