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Introduction to MS-Word Unit 1

1.1

1.2

Introduction

Microsoft Word is a full-featured word processing software package. It is a
program which allows you to:

. Create the document.

. Edit the document.

. Format the document.

. Save document and Print the document

Using word, you can write letters, term-papers, reports, prepare bills,
invoices, letters heads, envelopes, design brochures, pamnhlets, newsletters,
magazines, forms, novels etc.

Features : Word features are given bellow:

1 Word processor enavles you to make changes to a document without
retyping the entiie document.

Typing text in a word processor becomes speedy.

With word processor, document can ke saved as long as desired.
Margins and page length can be adjusted as desired

It allows you to create, edit and save the document.

it allows you to format the document(fonts, alignments, etc.)

~N o o A WD

It provides vou with Proof reading tools like
a Eind and Replace.
b Spelling and Grammar check.
8 It provides you with Automating tools to automate the text.
a Auto Correct
b Auto Text

C Auto Format

6 VEIS
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9. It provides you with the facility of MAIL MERGE through which you
can combine two files. One file is known as main document and
contains the common information. Another file is known as data
source, and contain variable information about the user like title,
name, addresses, etc.

10. It enhances the look of the text, by adding
. Headers & Footers
. Pictures, clip arts and grapiiics etc.

11. It provides the concept of OLE (cbject linking and embedding),
through which we can enhance the functionality Gt an application by
using the features of anotner applicatior.

1.3 STARTING MS-WORD
1. Click start button.
2. Take the peintei to Program or click Program.

3. Select MS-Ward frori the Word window.

e — V.
ﬁ‘ Adcbe ImageReady 7.0.1 LV
I

E» odoke Photoshap 7.0.0
E Adobe Reader @
@ Default Programs ‘E

W Desktop Gadget Gallery jatin bedi
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1.4 COMPONENTS OF A WORD WINDOW

1

The Menu

Title Bar

Shows you the name of application package and document which is cur-
rently open.

@ Documentl - Microseft Word

Menu Bar

Menu Bar has nine different menus which conitain many different options
for performing variety of operations to «jive instructions to the software.

Documentl - Microsoft Ward
File Edit View Insert Format Q1ools Table Window Help

Main Menu Bar

bar begins with thz ward File and continues with Edit, View, Insert,

Format, Tools, Table, Wingow, and Help. The detail ¢f nine different menus is given

bellow.
MENU DIS_CjIPTION_ / ACCESSKEY
File Helpsintile management Alt+F
Edit Contains options for eaiting lile copy, paste, etc. Alt+E
Vigw | Ithas options for viewing different MS-Word object. Alt+V
Insert | It helps ininsering different objects. Alt+1
Format Ithelps ini giving attractive look toasimple document Alt+0O
Tools It contains most powerful options of MS-Word like Alt+T

spell check

Table It helpsininserting and formatting a table Alt+A
Window It has various commands for handling a word window Alt+W
Help It gives us information regarding the use of MS-Word Alt+H

features effectively

Figure 1.5 Description of Menus
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3 Standard Toolbar

The standard toolbar contains basic and commonly used icons to execute
a variety of Word commands like opening, saving, printing files, cut,
copy, paste, to draw tables,etc.

sHA8 QY| /iR LEOREGE T -0,

4 Formatting Toolbar

This contains icons for changing font, siylcs, font sizes font colour,
numbering, text alignment etc.

4 Normal « TimesNewRoman  + 12« | lE =EEE =, mﬂl = 1= +- +- [« &~ A

5 Ruler Bar

The ruler bar letc you make changes to margins and indents, and helps
you to create decumient as per dimensiens required.

oy
O
[
-
(7]
(o]
-

This denotes tiie place where text, graphics or any other item would be
placed when yGu type, overwrite or insert them.

3-:‘2-|-1-.-g-\-1-|‘z-|-3-|-4-|-5-|-5-:-7‘|
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7 Status Bar

It is a bar situated at tne bottom of the document. Status Bar gives the
following information about the document.

Current Page Number

Section Number

Current/Total pages in the document
Current Cursor Position

Current Line Number

Current Column Number

8 Scroll Bars

Using the horizontal ana vertical scroll tars, with the help of the mouse.
You can go anywhere, up and down, right and left in your document.

9 Workspace

Is the area in the docurient window wherein you enter the text of your
document.

Control Buttons —

These are the three buttons af the corner of the title bar

10 Close Button — To close the application. B=n Nl T

11 Restore Ruttori Restores the window to its previous size and location.

12 Minimize Button-Reduces a application window to an icon.

13 Task Pane

Steps to view Task Pane

1. Select View Menu, click on the Task pane option.
2. Click the drop down menu as in and choose the task pane of
your choice.
11 VEIS
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Mew Document - X

Open a document
Ecnomics
admission-form
Institutions
VAT Motifacation (1)

= More documents...

New

[ Blank Document
@ Blank wWeb Page
(=] Blank E-mail Message
New from existirg document
Eﬂ_:l Choose document. ..

New from Lepmplate
o ] General Templates...

_#) Templates on v Web Sites. ..

@ ] Templates on Microsoft.com

Task Pane
1.4 VIEWS

explains the differerit ways in which a document can be viewed in MS Word
depending on the purpose for which it is viewed.

Different views alicws you to work differently with the text and graphics.
Some allows you ic frequently work with the text, some with the text and
graphics, some allows to move or copy text up and down, etc.

Word Provides you with four different types of views:-

1. NORMAL VIEW - It is the default view. It allows you to frequently
work with the text.

2. WEB LAYOUT VIEW - Text and graphics will be shown as they will
appear in the browser window.

12 VEIS
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2

3

11 -
|m

4
l:-a-||=:-'|\:-4|;—-

Views

PRINT/PAGE LAYOUT VIEW - Display text and graphics in the

same manner as they will be printed on the paper.

down.

1.5 TOOLBARS
DISPLAYINGAND HIDING THE TOOLBAR

1. Select the View menil.

2. Click on Too!bar option.

OUTLINE VIEW - Allows you to frequenty move the text up and

3. Select the tosibar you want to display cn the screen.

In the same way, By deselectirg the toolba: you can hide the available toolbar

screen.
Fil=  Ecit | View | Ins=rt Firmat Tools Table Window Help
D 6 |5 o e @ HOs
A Nomal B}  Web Layout 12 -|B 1w E =
= T‘lﬂ Print Layout L 2 s
Task Pane
L'_ Toolbars ] | Standard
~ ’ Ev—‘ Roiler Formatting
Shrow Paragraph Marks AutoText
. Gridlines Control Toolbox
'_-' D Header and Footer Database
- Zoom... Drawing
. ¥ Extended Formatting
Forms
j Frames
'_" Function Key Display
- Japanese Greetings
r-\, Mail Merge
- Outlining
. Picture
rf' Reviewing
- Tables and Borders
13 VEIS
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CREATING A NEW TOOLBAR
1 Select the Customize option from the Tools menu.
2 Customize dialog box appears.
3 Click on New button, New Toolbar dialog box appears.

Enter the name “coustoml1” in the coustoml dialog box.

| Customize I_TQ__II_gg_I
Format | Tools | Table Window Help )
Toolbars ] Cormards l Options ]
g % Spelling and Grammar.. F7 F e
Dooncrs \ N~ Pyl
< New R Language b M ] B
1 1 Word Count... i Mew Tualbar @il |
Sr.l eech aolbar name
o =
— ili a = Reset...
e > Make toothar availabis to: 4
Tools on the Web... Normal -]
Customize... | I, OKk_ | Cancel |
thin:lns... L’l__:lap_anese Greetings
| = _'| :_ Mail Merge
. /] v Menu Bar
- [~ Microsaft ﬂ
@ Keyboard. .. | Close

New Toolbar Input box
4  Click on OK button.

5 Tne tooicar appears as shown in the next page.

6 Click on the Commands Tab and select Edit menu from Categories
list box.

7 From the Command list box choose Cut, Copy, Paste (one by one)
and drag it on the new toolbar created.

8 Similarly you can choose diferent menus from categories list and drag
the commands you want on toolbars which you need to use frequently.

You can drag and place toolbar anywhere on the window.

14 VEIS
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Customize 5|

Toolbars | gumrnaris I Options I

Toolbars:

Mail Merge ;I Mew... |
v Menu Bar
[ Microsoft Rename. .. |
[ Organization Chart
[~ outlining |
Delete
[ Picture =

@I _Eeybuard..J liilgeij
Toolbars dialog ox

Custoniize il

| —~
F Word Count Ii
WordArt
vmp‘-j I—I

Toolpars  Commords I Dptions I

T adn & command to a toolbar: selecca czeegory and drag the
conmand out of this dialog hox to a toolbar.

Catejories: Comma;ids:

—c— — N
File - ] | , Cut% jl
View EEN Cop
ingert
Forat ) " hfice clipboard...
Tools

]
Tahle E astﬁﬁ
Web R Pastelble -
Window and Help —!

Drawing ;l

Selected command:

Description | Modify Selection *l

@l Ea'uein:lNurmal ;l Eeybuard...l Close

New Toolbars
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1.6 HANDLING FILES IN MS-WORD
CREATINGAFILE
Click New Blank document button [ on the Standard toolbar.
Or
1  Click File =» New. After that New Document task pane appears.
2  Click Blank Document under New in New Dccument task pane.
3  Press Ctrl + O together from the keyboard.
To create Blank Document using a template or wizaid
1 Click File and select New.
In the New Document task pane.
Click General Templates under New from template.
After that Templates dialog box appears.

Select the tyoe of docuinent as desiied.
y!

(o> IR & 2 EE N ¢ N )

Click OK.

OPENING A FILE
Click oin Opern hutton on the standard toolbar.

Or

Click on the File menu and select Open option from menu option.
Or

Press Ctrl + O together from the keyboard.
Or

1 From New Document task pane click documents under Open a
document.

16 VEIS
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2  After using one of the above ways Open Window appears.

Look in : Itis in upper part of the Open window. It contains a pull
down list box having the name of drives and folders
from which, we are going to open the document.

File name : Choose the file name from window or type name of the
file you want to open. After choosing right name of your
file, click the Open button or press Enter key.

Open
Laok in: | ‘| My Documents ﬂ |8 XK O E - Toos
Marme Date medified Type Stec

.ﬁ] LOTR The Return of the Kiag (tm) Data @cheats .............................

bstocy Microsoft photo B Comission VEIS
Microsoft Pic Conf Pins

@ My Games @Dﬁ!a}risthe Speakasia
My NP5 Files ] div

il Scanned Documents @Uod
gy Ulead PVD MovieFactory For FIT in jalandhar 2 Ju
Vuzz Dowricads KohiJatinderBedi
e =2 B Level 1

@Ulﬂ =y bfbf nfnk Bfg 7t 23 nviaF brc vfllaF voiF df » ynef @ M.5c (Physics)-1
] MEMEER ID 2
MEMBER ID

B AMBITSAR CONF TIZKETS B My used pins
K 1 vl :
= Filv: name: = T e
My Metwork [ J |—_p
Places Files of type: Al Word Docun.=rits 4| Cancel

Open adialog box

Now fiie of your choice is opened.
OPENING A FILE AS A COPY Or Read Only
To open a file as a copy or Read Only.
1 Click on File menu and select open.

2 Open dialog box appears. In the Look in list, click the drive and the
folder that contains the file you want to open as a copy.

3 Select the file of which you want to open a copy of, and then, click
the arrow next to the open button and select Open as Copy or Read

Only.

17 VEIS
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Open .
Look in: | *| My Documents ﬂ @ ¥ o ~ Tools - I
Name Date modified Type Size
ﬁ’ ACTIVISION . LOTR The Return of the
History J Any Video Converter . Microsoft photo
BlueVoda . Microsoft Pic
@ J Corel User Files My Games
M S Downloads . My MP5 Files
e Fax Scanned Documents
~ food supply . Ulead DVD MovieFactor
P
food supply2 ) Vuze Downloads
Beskirg: GTA LC User Files 2
| GTA San Andreas User Files 8010 zyrf bfbf nfnk Bfg n
GTA Vice City User Files @]About Company
#* | InterVidea 1] ADD for Net VEIS
Favorites LG Electronics AMRITSAR CONF TICKE
] m r
= File pame: \ - L Apen | v
My Metwork: | AN :| L L I
Flaces Files of type: |,q|| Word Documents il Open

Opening file as a Copy

Or.en Fead-Only

Jper as Copy

| Open and Repair

Note : The file opened as Copy <can e edited but the file opened as read only
cannot be editad. Making vour documeit 2 read-only file means that the
document can be read or copied but not modified. If one of the reviewers
tries to make changes to a read-oriy file, the changes can be saved only by
giving the document a new name ¢i saved to a new location.

SAVING ADOGCUMENT

Saving A Document With A Name

1 Click File and select or click Save As option from File Menus.

File | Edit View Insert

Format

Tools

Wi

= Open..

Ctrl+0

| Save As..,

Page Setup...

E‘ Print Preview
&

Print...

Ctrl+P

1 ChlUsers\sagariDocuments\About Company
2 ChGASection 591 in The Companies Act

3 E\documentsh PERSOMALY.. M\BA-I\Ecnomics
4 EMdocumentsh PERSOMNALY..\admission-form

18
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Save As
Save in: | °| My Documents ﬂ @
MName Date modified Type Size
ﬁl ACTIVISION
Histony  Any Video Conwverter
BlueVoda

@ Corel User Files

. Downloads

My Documents Ea

| food supply
P
| food supply2
Desktop GTA LC User Files

GTA San Andreas User Files
GTA Vice City User Files
InterVideo

. LG Electronics

] T

f'* - Tools =

LOTR The Return of the
Microsoft photo
, Microsoft Pic
My Games
Iy MPS Files
Scanned Documents
Ulead DVD MovieFactor
Wuze Downloads
2
#7010 zyrf bfbf nfnk Bfg n
About Company
B9 ADD for Met VEIS
@AMRITSAR COMF TICKE

= File name:
My Metwork

L
j Save

Places

Save s type: |Word Document

j Cancel

Saving a document

Save As dialog box appears.

2

In the Save in : list, select the drive or

folder ycu want to save the

file in. If you want to save the file in a new folder, click Create New

Folder. s

In the File name boy, enter a new name for the file.
Click Save.

Now you nave saved your file vwith a name, you can keep saving your
contents in the same rile by clicking Save button on the Standard
Toolbar cr pressing CTRL + S together from Keyboard.

Saving files automatically

1.

W

Select Opticrs from Tools menu

After that Option dialog box appears as shown in the next page.
Click the Save tab.

Select the Save AutoRecover info every check box.

In the minutes box, enter the time interval for how often you want to
save files. The more frequently your files are saved, the more
information is recovered.

19 VEIS
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Opticns

[0 (Sl

Spelling & Grammar ] Track Changes ] User Information ] Compatibility l
Asian Typography ] File Locations l Japanese Find ] Complex Scripts l

View ] General l Edit ] Print Save Security l
Tools | Table Window Help 5ave options
- - [ fAiways create badaip copy! [ Prompt for document properties
% Spelling and Grammar... FJ O
ow fast saves I Prompt to save Normal template
Language 3 v Allow background saves [ save data only for forms
[ Embed TrueType fonts ¥ Embed linguistic data
9 Word Count... i .
I Embed characters in use only
Speech [¥ Do not embed common system fonts
n [ Make local copy of files stred Zn network or removable drives
Letters and Malllngs . " Save AutoRecover info e ver s 10 3: minutes
Tools on the Web... [ Embed smart tags
) [ Save smart tags as XML properties u, wieb pages
Customize...
Options... Default formai
¥ Save Word files o= ﬁfnr*‘l Document (*.doc)

(" D'sable features in‘roduced aiter: Mirosoft Ward 37

[=}
E

oK | Cancel I

Saving A Word Document As A Web Page

w N

Ciick Save. sk

Save in:

File | Edit WYiew [nsed

|t

= Open..
save ES"" My Documents
Save as Web Page... m
Page Setup... Lk

Print Preview

[*;

Favorites

W |

Print...

i

5], £
My Network
Places

Click File and select Save as ‘“Web Peg...

Type a name for the documient in the File name box.

(-2 el

] E| My Documents _:] ] B ~ Tools ~
Name Date modified Type Size

 ACTIVISION JInterVideo

J Any Video Converter J L3 Electronics

| BlueVoda . LOTR The Return of the King (tm) Data

) Corel User Files ) Microsoft photo

| Downloads . Microsoft Pic

J Fax | My Games

, food supply . Iy NP5 Files

, food supply2 . Scanned Documents

J GTA LC User Files ) Ulead DVD MovieFactory

 GTA San Andreas User Files | Vuze Downloads

J GTA Vice City User Files € Rakesh Pins

Page title: Change Title...

File name: Poci :_J Save

Save a5 type: [\eb Page |

Saving a file as a Web Page

Cancel

20

VEIS



Unit 1 Introduction to MS-Word

Saving a File in another format
To save a file in another format, do this
1 Select File menu and click on Save As...

2 After that Save As dialog box appears.

3 Enter a new name for the file in the File name text box.
4  Click the Save as type drop-down list, and select the file format that
you want the file to be saved in.
Save As
Save jn: J | My Documents L] 5] | e % B - Tools -
Marme Date modified Type Size
;-‘*g—-l J ACTIVISION . LOTR " he "eturn of the
History | Any Video Converter M:_rosoft photo
J BlueVoda | Microsoft Pic
@ J Corel User Filez My Games
S - , Downloads My NP5 Files
L J Fax Scanned Documents
- J food supply | Ulead DVD MovieFactor
’ J food supply?2 | Vuze Downloads
Desetng GTA LC Use: Files B2
GTA San Andreas Lser Files 01(] zyrf bfbf nfnk Bfgn
| GTA Vice City User Files About Company
= InterVideo M7 ADD for Net VEIS
Favorites LG Biectronics AI"«"IRITSAF{ COMF TICKE
ﬁ Ll n 3
CIF= .
= File nam.=: Docl - Save |
1 My i=twork | J =
Places Save as tyde: | wWord Document - Cancel |

Word Document -
Web Page
-\ Pace . Fi

20 d
Web Archive
Nr.cument Template
|Rich Text Format x

Saving a file to a different format
COPYING A FILE Or Save the file with different Name.

1 Click File and select Open. Or press Ctrl + O together

2 In the Look in box, click the drive or folder that contains the file you
want to copy.

21 VEIS
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3 Right-click the file you want to copy, and then click Copy on the
shortcut menu. In the Look in box, click the drive or folder you want
to copy the file to.

4 Right-click in the folder list , and then click Paste on the shortcut
menu. Or

5 Open the file you want to make a copy.
6 Click File and select Save As.
7 Write the new name of file in the File name text box.
8 Click Save.
RENAMING A FILE

1 Either click Operi buiton on the Standard tooisai or choose Open
from File menu.

2 Select the name of the file you want tc rename.
3 Right ciick on the file name, a pocpurs menu appears in.

4 Choose Rzname cption . Or you can press F2  key.

5 Type the desired name. ‘o= B~
Look in: | My Documers : - =
Select
MName |
ﬁl Open
LOTRTheRg
Hetony Microsoft pk picul n VEIS
1 Microsoft Pis Print
@ My Games Save As... ne Speakasia
My NPS Files
R | Scanned Dog @ Scan
e Ulead DVD M |jalandhar 2 Ju
kﬁ @Vuze Downlg Open with... der Bedi
2 2
R 010 2y1 bfbf Ships0ad psics)-1
EliboutComy  PoPodHEX D2
B ADD for Net PSPad TextDiff D
) AMRITSAR ¢ bins
Share with 3
1 £ Folder Lock v :
File pame: |— B  Addto archive...
Files of type: |ﬁ B Addto "About Company.rar’ Cancel
B Compress and email...
B2

Compress to "About Company.rar” and email

Restare previous versions

Send to 3
Cut

Copy

Create shortcut
Delete
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®] Documentl - Microsoft We

CLOSING A FILE AND QUITTING WORD File | Edit View Insert

1 Click File menu and choose Close. g o

Lpen..
Or | Closze
Save
Save As...

2 Click Close button = |- IIQL in the document window
on the Title bar. Before Word cioscs a file, it asks you to save
change.

Or
3 To quit MS-Word, click File and Exit. MS-Word asks you to save all

the unsaved files berare quitting.

Docum=ntl - Microsoft Word
E!Eit View Insetr Format Tools Tabi= Windo
@ Mew... Ci+M
= Open. Ctrl+0

L] save Ctrl+5
Save Az,

[y Save as Web Page...

B, Search..
Yersions...

| | Web Fage Preview

rage setup...

Print Preview

Print... Ctrl+P

W b

Send To »
Properties

1 Ch\Users\sagar.Documents\About Company

2 ChLM\Section 591 in The Companies Act

3 Erdocumentst PERSOMALY.. \BA-3\Ecnomics

4 Erdocumentst PERSOMALY.. \admission-form

bt A |
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Self-Assessment Questions

1 Explain the features of Ms-Word.

2 Explain in detail the components of Ms-Word.

3 Write the steps for creating new toolbar

4 Write the steps for operiing and czaving tile in different

ways.

Lab Session:

1 Open a word docurient,create your owri toolbar (My toolbar)
in 1t and save the cocument.

2 Save the document with a riew name.
3 Open the document as a vveb-page.
4 Change Auto Recover time.

5 Type & 3ave the document.

24 VEIS
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Editing Text In MS-Word

contents :

A Introduction
2.2 Entering Text
2.3 Methods or Seiecting text
2.4  Copyingand Moving text
2.5  Rastoring text
2.6 Fmdingand Replacing text
2.7 Creating Bookmarks
2.8  Goto Command
2.9  Setting Tabs

2.10 Inserting Page numbers
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2.1 INTRODUCTION

Microsoft word has many powerful editing features. You can easily edit and find
words in the document without reading the whole document.

2.2 ENTERING TEXT
1. You can type the text at the cursor position.
2. To write the letters in upper case you can switch ON the Caps Lock key.
or
You can together press Shift+ the letter.
3. To go to the next line press Enter key.

4. To delete one character from the rignt side you: can use Delete key and to
delete the one characier from left side you can use Sackspace key.

Note: If you want to deiete the whele line or a paragranh you need to first select the
complete text to be deletzd and then press the Delete Key or Backspace.

2.3 SELECTION TECHNIQUES
MOUSE SELECTION
e To select a character drag your mouse over it.
e icseleciavrord double click on the word.
e To select the iine click the selection area to the left of the line.
e To select a paragraph triple click in the paragraph.

e To select a large block of text click at the beginning of the text press the shift
key and without releasing it click at the end of the text.

e To select an entire document click anywhere in the selection area while holding
down the Ctrl key or triple click in the selection area.

26 VEIS
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KEYBOARD SELECTION
e Character by Character :- Shift + arrow keys
e To select the word :- Ctrl + Shift + arrow keys
e To selecta line :- Place the cursor in beginning
Shift + arrow keys
Shift + END
e To select a paragraph :- Ctrl + Shift + arrow keys
e To select whole document :- Ctrl + A
EXTENDED MODE SELECTION

There are two ways:-

J-A-=S=EBA.

From the status bar double click EXT & 7 —F

Use the function key Eﬂk English (Indi

1. To extend the seiecticn, use the arrow/home/end keys

2. Use Esc key to end Extena Fuinction.

2.3 COPYING AND MOVING TEXT

0]

Copying the text using Nienu Options
1. Select the text to be copied.
Select the Copy option from the Edit menu.
Position the cursor at that location where you want to copy the text.

Select the Paste option from the Edit menu.

o & D

The copied text appears at the new location.
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FEile Edit-!!iew Insert Format Tools Table Window Help

0

Undo Clear  CtrieZ Bt - @, 0 E
C_trl_+.X _foman - 12 - B I U

ctrieC |
k E i Bl T
Office Cliphioard...

& 9 100%

= 1= - o] we

[T~
5
0
3
i
i

Select All Ctri+ A
il @& Find... Ctrl+F

||

About Company

institutions. corpor
P ; pnagement System, Examination
\«Tanagement Solution, Digita’ lera v. Learar Support Services. We also provide
solutions and services in Sctool Fducation and Management System. The Company
handles large turn key proje:ts it. the above areas of operations for universities,
institutions, corporate and Schoo's.

Copying the text to the clipboard
Drag and Drop Methor
1. Selec: the text to be copied.

2. Pressing Ctrl key, click and drag the text to its new location release the mouse
button and then reiease the Ctrl key.

-|-§-|-1-|-V-|-3-|-4-|-5-|-5-|-7-|-s-|-9-|-1a-|-11-|-11-|-13-|-14-|d15-|

About Coimpany

of e- & ()Eﬂmc

'EIS education technology is a _tuupm"

it is a movement. A
to universities, institution 3
e, k ng Management System, Examination
Management Soll*lion. Digital Library. Learner Support Services. We also provide
solutions and serwv: %s in School Education and Management System. The Company
handles large turn k=v projects in the above areas of operations for universities,
institutions, corpora nd Schools.

i

%{IS ec%ation technology is a grouping of e-learning, distance learning & Offline
ning . it is a movement. A movement to empower vouth with Knowledse & skills
through technology. We provide services to universities, institutions, corporate, NGO
and enterprises in domains such as Learning Management System, Examination

(=

learning. distance learning

Selected text copied & draged to new position
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Using Keyboard

1  Select the text using shift +arrow keys according to the direction in which
the text is to be selected .

2 Press Ctrl+C (to copy)
3 Position the cursor at the location where you want to copy the text.

4 Press Ctrl+V (paste).

Note : In case of Copying the text is present on both target as well as the destination.

Moving the text using Menu Option
1. Select the text to be moved.
2. Select Cutoption frcm the Eait menu.
3. Position the cursor at the location where you want to copy the text.

4. Select Paste option from Edit menu.

File | Edit | View Inset Format Took Table Window Help

T TV 2
[ @ UndoClear CtrleZ | B o~ SHD®E .g B 9 100% -3
= *

S 1| N i
anNd Gt ) GX o .2 (B 7 U === Mn EEEE Q-2 A
1B Copy Ctrl+C — v —
L | =0k = 3""‘"'1'I'E'l'l'l'l‘|'3'|'4'|'5'|'6'|'?'I'S'|'9'I'H)'l'll.'l'll'|'13'|‘14'|(_*<,15‘

Lﬁ Nffice Clipboa d ..

Sclect Al Chl+A i [
]
|

| End. Ctrl+F
I

¥

About Company

VEIS education technology is a grouping of e-learni Offline

. it is a movement. /

distance learning

: . corporate,
g Management System, Examination
Management Solution, Digital Library, Learner Support Services. We also provide
solutions and services in School Education and Management System The Company
handles large turn key projects in the above areas of operations for universities,
institutions, corporate and Schools.

i T

S . R PRI e e

-3

Cut Command to move the text
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Using Drag and Drop Method
1. Select the text to be moved.
2. Position the mouse pointer anywhere inside the highlighted area.
3. Click and drag the text to the target location.

Using Key board

1  Select the text using Shift +Arrow keys according to the direction in which
the text is to be selected.

2 Press Ctrl+X (to cut)
3  Position the cursor at the lccation where you want to copy the text.

4 Press Ctrl+V (paste)

Note: When the text is moved from source to the destination it appears only at destination
Unlike copy option whzre text appears both at source and destination.

2.5 RESTORING TEXT
Undo :

The Undo command helps to reversz the last action done by you. It is possible to
undo last 16 actions.

For example If hy mistake you have deleted the portion of text which you require.
You may simoly press

1. Ctrl+Zar.
2. Click on the Undo icon on the Standard toolbar or.

3. Select the Undo option from the Edit menu. The deleted text will again be
displayed on the same location.

Redo

It helps you to repeat the last action done by you. You can repeat the action by
doing any of the following

¢ Ctrl+Y or
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¢ Click on Redo icon on the Standard toolbar. or

¢ Select Undo option from the Edit menu.

2.6 FINDING AND REPLACING

Given below is a text document in which the word “service” has been entered wrong
as “services” at many places Reading the whole document and to do correction is a
time consuming job,but using the M.S word feature of Find and Replace we can very
easily correct the mistake of the whole document.

Steps to Find and Replace text

1. Select Find and Replace oprtion from the Edit mienu.

2. The Find and Replace dialog box appears.

Find and Replace P
Find Replace ] Go 7o ]
Find what: [servi;es N -
Replace win: |sarvice >
Replace _| R.zplace all Eind Mext | Cancel |
Search Options
Search; |-,L ] -
[ Match case [ Matdi kashida [ Match halfffull width forms
|~ Sind whole words only [ Match diacritics [ Sounds like (Japanese)
™ Use widzards I Match alef hamza
[ Sounds like (English) [ Match control characters
[~ Find all word farms (Englis)
Replace
Format - Special = I I

Find and Replace dialog box

3. Inthe Find what box, type the text you want to replace.

4. Inthe Replace With box, enter the text you want to replace the Find What

text with.

5. You can choose a search direction from the Search drop-down list.
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Match case is used to find only words of the same case as the text you are
searching for. For example, if you have entered per in the Find what box and
select the Match case option, then MS-Word will ignore the words Services,
SERVICES or other variation from services in the document.

Find whole words only is used to find text as a whole word not as a part of
another word .

Sound links is used to find homonyms(each of two or more words having the
same spelling or pronounciation but different meanings and origins. For
example if you type ‘than’ in Find what nbox and select the sound like option,
then MS-Word will search for ‘then’voo

Find all word forms is usez to find all forms &1 the verb noun of the word in
the Find what box.

6. Click Find Next if you do not want to replace the preseiit text with the new
text.

7. Click Replace button if you \want to replace the text.

8. Click Replace All button ,if you wants to replace all the occurrences of text
in one click.

9. Repea step 8 till you have renlaced all occurrences of the text in the Find what
box.

10. A message box appears, click the OK button.
- Microsoft Word @ﬂ

':0:' Word has completed its search of the document and has made & replacements.

0K

11.

Close the Find and Replace dialog box.

Note: Short cut key for Find is Ctrl+F and Ctrl+H for replace
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2.7 CREATING BOOKMARK

Bookmarks are used to locate a specific location For Example if in a single word
document you have created 12 pages of a book, then for directly moving to page 4 you
can use a book mark on chapter 4. instead of scrolling.

Steps to create bookmarks

1 Place the cursor at the starting of page4 or at any place in that page where

you want to create a bookmark.
Insert | Format Tools

2  Select Bookmark option from the 'nsert Menu. Number...
. Picture »
3  Give the Bookmark Name as page.
Text Box b
4  Click on Add button. Pookmark...

o
e

I Bookmark H |i31ﬂ]

Bookmark name:
|page-‘-1l

Ir =

| =

Sortby: @ Mame {7 Location
| Ridden bookmarks

] | |
Cancel

Bookmarks dialog box

2.8 GOTO COMMAND

Now if you are reading pages of your book you need not use Page Down key
or Scroll bar to go to page4.

1 Select Go to option Edit menu Select Bookmark from Go To What list
box.
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2  Select the Name of the bookmark and click on the Go to button. The cursor
will reach at the place where you have created the bookmark in page4.

Find and Replace

Find ]Reglace Go To l

Go to what: Enter page number:

F paged

Line Enter + ard — to move relative to the current
Bookmark location. Exzmpie: 24 will move forward four
Comment items.

Footnote

Endnote j

jl | GoTe l Close

Find and Replace aialog box-Goto tab

2.9 SETTING TABS

Whenever the text is required to be presented in taular form Tab stops should be used
to align in the aata In proper mianner

Format Menu > Tabhs Option
Alignments
Alingment is the manner in which the text is placed between the margins.

Horizontal__Alingment

Left:

Text is equal to towards left margin. The right margin is uneven. This is also
the default alignment.

Right:
Text is equal towards right margin, the left margin is uneven.
Center:

Text is centered between the left and right margins of a page.
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Left

Center

Right

Justify

Justify:

VEIS education technology is a grouping of e-learning_ distance learning & Offline
learning . it is a movement. A movement to empower vouth with Knowledge & skills
through technology. We provide service to universities_ institutions, corporate, NGO
and enterprises in domains such as Learning Management System, Examination

Management Solution, Digital Librarv, Learner Support Service. We also provide
solutions and service in School Education and Management System. The Company
handles large turn kev projects in the above areas of operations for universities,
institutions, corporate and Schools.

VEIS education technology is a grouping of e-learnin 7, distance learning & Offline
learning . it is a movement. A movement to empower youth with Knowledge & skills
through technology. We provide service ‘o vniversities, institutions, corporate, NGO

and enterprises in domains such as [ eatning Managemcit System, Examination

Management Solution, Digital Livrary, Learnsr Suppeii Service. W= also provide
solutions and service in Scheol Education and Management Systetn. The Company
handles large turn key projeciz in the above areas of operations for universities,

institutions, corporate and Schools.

Horizantal alingments

Text is spacea so that both the left and right margins are even leaving spaces

in betwean.

Fgrmat| Tools Table Window

A Font..
=% Paragraph...
Tab Seting f=  Bullets and Numbering...
Borders and Shading...
Go to Format menus and click tab . Take the following steps o
1. Settiic default 1ab Stop as 2.0. R Tex Diection..
Change Case...
2. In the tab stop position text box enter 2, select left from the alignment frame
none from leader frame and click on set.  [wes (==
Tab stop position: Default tab stops:
3. Now in the Tab stop —position enter 6 Ecm CL -
select left from the alignment frame. - -
™ Left i Center ™ Right
4 Now in the Tab stop position text box LEm
write 8, and click on set. £ g
Set | Clear | Clear Al |
5 Click ok button. C e 1 e |
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1-wg-n-p|-L-|-3-|-4-|-5-|-§_-w?-n-{-|-9-|-1~a-|-11-|-11-|-13-|-14-|¢

Name Class Foll No  Subject
Vijay Lax PGDCA 42 C++
Kanish DCA 26 Access
Fateh DCA 101 C. Prec
Gurvinder DCA 15  Prec
Rupinder DCA 25 Word
Mandeep OPA 35 Excel

|

Result
Example:-

1. Set the cefauit tab Stop as 2.0.

2. Inthe tab siop position text box enter 2, select left from the alignment frame
none from leauer fraine and click on set.

3. Now in the Tab stop —pozitici erier 6 select Right from the alignment frame.

4 Now in the Tab stop positior text box write 8, select center from the alignment

frame ana click on set.

5 Ciick ok bution,

1-|-§-|-1-|-.L-|-3-:'4'

R TR B TCR I [ O S & AU T - I & SRR A = R 2

-S.Pos 2

- left
Name EClass
Wijay ‘PGDCA
Diljit -Eng speaking

Mandeep .basic
Rupinder 'DCA

Lovedeep 'CTT

'SPos6 | SPos8

‘Right

Roll No

28
63
54
26
87

 center

Subject
Ci#+
ENGLISH
Excel
MS word
MS Word

36

VEIS



Unit 2 Editing Text in MS-Word

2.10 INSERTING PAGE NUMBERS

Page number option is used to insert page number at the top or bottom, left or right

in a document To do this, follow the steps ahead-
File Edit View | Insert | Format Tools  Table

1 Select the Insert menu and click on
0@ E_I.] Break...

Page Numbers option. A Nomal | Pogehumbes. |
_— Date and Time... o
2 Specify the location of page numbering ~ * AutoTed X
from the drop-down box of position. .
. | Symbol
3 Set Alignment whether left, right, 5 |Lz Comment

center and so on.

4 Select Show number an first page checkbox to insert page no, the first page.

5 Click on the Format button in Page Numbers dialog box.
{ Pagc Numbers ':_'i’ _'_SE_
Pusition: Preview
Etb:m of page Footer) j e
Alignment: ——
|Right EI —
I Show number on st page =t
L Format. .. | CK ‘ Cancel |
| Page Murmber Format
Number format: ﬁ‘
[ Indude chapter number
Chapter starts with style  [Heading 1 -
Use separator:
Examples:  1-1, 1-A
Page numbering
{* Continue from previous section
(" Start at: 3:
oK | Cancel [—
o i - =

Inserting Page Numbers
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6 Select the desired formats out of the following options.

*  Number format lets you choose numbers in different styles like
1,2,i,a,b A,B and so on.

* You can also add chapter number by clicking the check-box of
Include chapter number.

» To format chapter style, select it frgin the drop down box of Chapter
starts with style.

« To add a separator like hyphen (-), Colon (:),Period (.) between
numbers, select the one as required from the drop-down box of Use
separator.

If you select radio button et Continue froim previous section, Word write the
page number right from the beginning.

If you v/ant to start page numbering frori a particular page, Specify the number
in the scroll box cf Start at.

7. Click OK.

38 VEIS



Unit 2 Editing Text in MS-Word

Self-Assessment Questions

1. Write the difference between
a) Move and Copy
b) Undo and Redo
¢) Find and Goto
2  Explain different types or alignment.
3. Write a short note on
¢ Find ana Replace.

¢ tabs.

Lab Session

1. Create a Marksheet usingtab feature having Students
Name, Roll No, Class and three subjects with their total.

2. Copy the above created data to another document.

3. Move the above created data to another location in the same
document.
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Formatting text In

MS-Word

Contents :

3.1 Introciuction

3.2  Docurnent Formatting

3.3  ParagraphFormatting

3.4  Headersand rooters

3.5  TextFormaiting

3.6  Bulletsana Numberirg

3.7  Change Case

28 Crop Caps

3.9  Borders

3.10 Background

3.11 Columns

3.12 Inserting Breaks

3.13  Styles

3.14 FormatPainter

3.15 Printing a Document
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3.1 INTRODUCTION

All formatting in Microsoft Word is controlled by styles. The general idea is
that you modify a style to suit your particular formatting needs, and apply the
style to your text.Styles generally describe the purpose or function of text.
For example, there are built-in styles called Title, Subtitle and Body Text.A
typed document without formatting appears to be very unpleasant. Format-
ting helps in making the document more preseritable.

Text formatting which include applying bullets and numbering, font style,
font color, borders etc.

3.2 DOCUMENT FORMATTING

1 Select Page Setup option ivom the File meinu.

File | Eat  View Insert Format Tools Table

[ Mew.. Ctrl+ M
& Dpen.. Cul+Q !
'-‘ Close
g1 Save Ctrl+5
Zave As..,
|45 Save as Wen Page...
By Search..

Versions...

Web Page Preview
L Vage Setup...

(&  Print Preview
|§ Brin:.. Ctrl+P

send To 3

Properties

1 C\Users\sagar\Desktophadmission july 2
2 ChUsers\sagar...\Mew Public Motice (2)
3 G\ A\Recognition by Joint Committee...
4 CALNODL Institutions recognised by..

Exit

2 Page Setup dialog box appears, click on Margins tab
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Page Setup il _
Margins l Paper ] Layout ] DDcurnentGrid]
Margins
Iogp: [2. 54 a7 E: Bottom: |2.54|:m E:
Left: 3.17 cm E|: Right: |3.1?cm E|:
Gutter: 0 cm E: Gutter positon: |Leﬂ: vl
Crientation
A |
Portrait Landscape
Pages
Multiple pages: Mormal .LI
Prewview
GEEFIOE —
J'n."'.n'hole document j ____: I |
= '
A
= IS [l
Page Setup dialog box
Margins Tab
Page margins are the blank | Top Margin
space around the edges of the = = we
page. In general, you insert S =
text and graphics in the
nrintable area inside the
margins .
1 Set the four margins by
filling the appropriate values |jeftNfargin
in the spin boxes. Right Margin
2  Give the appropriate setting
for Gutter Margin (Space left
for binding).
Pages : It specifies the orientation
(direction) of the word document .
Bottom Margin

43 VEIS



Formatting text in MS-Word Unit 3
Landscape

L]
. . . . \ . \ : \ . \ . \ : \ . \
_ Kbout Company
VER edu:aim Ismmlogy = agrmplngo're—leamm dlalalce Ieamhg&omhe kamlog.. R ls 2 mowement. A MANSTERg.
L[ = 5 o unlverskies . Insthutions, corporate, NGO and
SHirrEis 1 uornana zUshEs I.eamhg l.-magamal S]Ela'n Emmha:bn Kiznzgement Soktlon, Dighal Lisrary, Leamer

Support Services. We ko provide solithons and senicss In School Education and Managemert 5 ystem. The Campany handiss
Large furn K2y projects In Me anove aress of operstlons o Unkersiies, Ins IR ons, Somparate and Senodls.

i o2 4 0 s U ET 1100 1120 ri4r 1151 11810 1200 1220 24 00NEEN

- VEIS education Technologles k becoming one of b2 kaders In Me flield of education. We believe hattechnology and education go
rand In Fand and we are commiied fo prowviding high quaiiy Distance Education a5 well 35 offine edusation by Using Imentive,
fexlnle and wp o dafe knowledge dellvery soluilons.

o VEIS (an 150 S001: 2008 cenified) 3 cONGEM WK WEred Iterest. VEIS R3s 30 kenlion and pasSion 1o provide Tedmalogy
ermpled Leaming made 3 huge success by dellering gually 1o the students winin 2 short period.

The VEIS InRisthe of VEIS education Technologles stamed wilmiln india, Tp tce quality s-derning. distance sducation & off ins
egusRien to thoss who Nave & nesd™. . ANJEMRR. A0IWDRER EAHCSP0D orrRipor ats 300 SLFwRLE

18

The company has bulk fe VELS o enable unlversEles fo adopt o fnwe 2-goweraance, Distance Education & Offline systems. The
sokflors has been Integraed wsing some of Te tooks developed by 2 com any and has bulll In Business Intelligence 25 3 defauk
opEion.

[BUR

Cur Vision

1121

WEIS asplires o be Tie best Technology ensbled Leaming Company. Beag apnu: pariner (o unhe eme, wsikuias and
organizstions by cresfing efizcive knowledge, enad’, X dellvery, and empoNer acoess & usabliPy «f enieciive Lohnongy -

Cur Misslon

1 r

1141

o2 rd4n 0610 B 110 i 4 TR

A . S, —

Portrait (]

L

" bout Compary

VEIS educala technology ks 3 grouping of e-kesaing, distance leaming &
ommlgwmul k2 mmmt&rmua

: Ve AN, FEMGER, 10 unlversiies,
RS AE L AMOrSE, NE G A »nerpmge. In domains such =5 Leaming
W= pement & stem, Examindon Mar.agement Solution, Dighsl Liorary,
Le=men Suppor Lendces. Y.e akso riovide soluflons and services In Schoal
Education 3nd Mansmeny.at Syse.n. The Company handles karge fum key
projects In s above aTe3s of o7erations for unhersiies, insthutfions
comarate and Jchools.

"

141

[

VEIS education Tec nok.ghs ks becoming one of e leaders In e field of
education. e belleve (hEt echnology and educafion go hand In kand and we
are commised to providing hilgh quaiRy Distance Educstion as well 5 offine
education by using Inventive, flexible and up © date knowledge deliery
soltions.

(]

VIS (an 150 9001:20058 cerifiad) a concam wih warked Interest. VEIS has an
‘miention and passkon to provide Technology enanled Leaming made a huge
5100855 by delbering qualky 1o e sluderts winin 3 short period.

1101

II24I 1221 1201 11581 1161 1141 1121

e VE S Inkiathe of VEIS educallon Technologles staned willn indla, IQ
taks qua ity s-lsarning. distancs uluuﬂnn &01‘1' Hins adustion to thosa

The company has bulll fie VEIS to enadle unlversiies o adopt o tue e
goemance, DistEnce Educstion & Offine systems_ The solulions has besn
imegrated using some o e tooks develaped by the company and fas DUk In
Bushess ntelligence 35 3 detaul option.

Cur Vision

VEIS Zspires w D2 Me best Teahnology enadled Leaming Company. B2ing
) PRy panner 1o wihersRies, InstRutins and arganizatkons Dy crestng
afiectire knowledge, enzdling GelVery, and eMPOWer 3008ES & US3DIIRY WhR
efectie lecn kg .

‘Our Mission

TR RRa0d A% e Tek Laleely el Tl et el s Dec [l F, S0
we help universiies, |nEtRutions , comporale, emenorisss 2nd shudents achiewe
meir goals.

Cur Team

1 —
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Pages: How many pages you wantto see in the document window.

L 1z Ié\ P20 040 1En L&D 1100 1120 114 RIE
Page Setup L
Margins l Paper ] Layout ] Document Grid ] -
Margins = _ Aot Company ‘Ourteam compriss of ncMduals who have founded 3nd managedseteral
< szt ieTies Trey brng Bl ethustism 2nd camminest & e VES
Top: 2.54cm 3 Bottom: [2.54cm 5' - rammmpm\@m rouging of e-gzming, distance kzming &
o = N Oz Legmla, 1 s 2 o aw%mmnm
. = N N R, 1S B e Our Strength
Left: 13 17 cm 5 Right: |3.17 cm 3‘ PR, comarEie, NGO 2nd terris b COMETE S0 3 Leaming
i = _ Waragemen!System, Examinaion Vianagemert Sokdn Digial L Deternings Partner, CommRed Maragenent, Discioined Tean, Decosied
. Lesmer SgportSences. We 2o provke solfons nd senies n ool F30ut) 205 Qualy [ E9ucalon 31250 of e MpOtant ot welen 2
Gutter: Gutter position: Left - il Egucation and Maragemert Syetem. The Company handles farge tum bey 5 Me suxcess
= = O 1 12 20042 31255 1 012000 0 WNIVRTSRES, MRS,
corrEeand Sen0uls. Guality Policy & Mission
QOrientation VESS education Tecnnobogls I becomngore of B2 B> 1 e g6 VEIS educallon Tech nokogies b commied 1o meed and exceed Cusomer
- enzton e peleve el molgy idecuezt gonang b and nd e s 2700 0 g Quly TecMoogy €72 Leamig DA
_ 212 commMR2d 10 prowang g Qualk DI, COUCEBN 35 el 25 ine ‘20 Senvioes. The oompan) Wil prowide s sendes & okell) ang E%eciivel
‘Educaony g ventie, Tediie 200 7 2 calk knowiedge et ‘2tthe nighest ievel of qualky. Inegriy. scaiadily and securt. We wil heure
@ sl R EiRiROry 0 TegUOr FRRUTETEN ERIATII O DICLEK, NGRS
- R a0 securty 2 adhered B 2l
VES (201150 001 2008 eied) 3 ancem W e bterest VE VES ucaiion Tecnnohgie eies i 2oy tnese guak 1nmugn
= d z VAN 310 035071 OTOMIZE T M0Dg) &nF 180 Leaming manez gz conihues develpment and impiement of nnouaie, 53k and evironmet.
Portrait Landscape 2 suovess o) Geluaring gualfy o T shacen W7 02 5oar genad el techmIogand o ERure an enVIATE T o Contues IO mert
- ST 0.1 QUi NEPQETEA SISIE. W WG TIE 1) E 2Rk FEQuRr
Pages ToeVEIS Intstie of VIS eccat 1 Technol 3es Snes Wi i T auack Tom 0wl Caomer, o) FRErTal 30 eermal kg, perkance
- ke qualty +saming. etenca ducation . ot ine uctontothoss . oG, cOMive 3 preterile s, encouaghg sl
= : N WO N34 & 1 8S0F. 0453, Es. BONIOL SRR AR 200, Tnichiei, "t Wanagement reviens Bndadherencets frmalzed Quzity
Multiple pages: z Vg, Tatem
- Trecompan) nssURBEVES b enzie verEREs = 5 O, MDY SUPPORT o 40U
B Tenia D S § 0 Tl bt s
- 24 20 LEN 5O G100 RUBDED 1, CCMEany 30 & Bt s el S
3 Buahee. sligence 2 2 CetauRofon Pan i, el
Preview _ : Partm £8s Higl)
2 Orgrie V2 e A
Apply to: 2 OurVision ReView 30 ¢ Ma0e0W Jermmane
Teamwan ¢ L
A - VESS aspres o 02 e 0.4 Teomology enabled Leaning Campzny B2
Whole document a 3 ety parmerts e, s, mthitons ang organrstons o Crestg Our Pring des
ha ~Seaie IOWIRE 2RI LVVEr). 2 MDD 20065 & LEANIE WM
E VES ~_ucston Teon agies siongly elieves 1 eqale), fessom znd
- 7 n oty Weere v ez ey septmas
g OurMissn fesdom TOm po. 1} M ke Addemocre :»arvm ms*mal
q et st T ot
— TRRREM A, AR N U < = ‘educaio”_. programs are Imovallon, Creaive Leaming, £ wmwermm
W PRlpUThErE s, S, COTle € BN, 3005 R0 s SR 2 gaye and st EnvomEt
A E
4 N *+ moovIto: VI Te0 203 cork L, g o g
Our Team quae s
+ CristveLeaming: ez 1 204 engaghg eemig process, WEh
Defait.. = | - T
&
S
Page Sfup

Preview :

CI'Ck on Papei‘ Ta.b Automatically Select

Paser size:

Shows how

. ]M [ =]
document  will &
Executive

appear with the =
above settings. P

Default tray (Automaticall

Tray 1
Paper Size:
Select the type of e

paper you Want |Whole document _i
your document to
be printed on. For Print Options. ..

Wargins PEIIJE\] Layout ] Document Grid ]

First page: Other pages:

Automatically Select

ray 1

example A4, A5, Defauit... |
Legal, Letter etc.

Paper Source
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Layout Tab

Page Setup [ I

Section
Section start: |New page

Lo

[ Suppress endnotes

Section direction: |Lef't-tcn -right

Lo

Headers and footers
| Different odd and even
| Different first page

From edge: Header: | 1.25 cm _?_l | |
Footer: |1.25 cm i]

Page

Vertical alignment: [Tu;.;‘:

Preview | |
Apply to:

Whole document (=4

Line Mumbers, J Borders .. |

Default... l 0K _l Cancel |
Y |

= T TErTT T T TTT ¥7(ETT T T T 1T

Section start - Tells Word wiere you want the current section to start.

Diticrent odd and even - Creates one header or footer for even-numbered
pages and a differcnt neader or footer for odd-numbered pages.

Different first page - Creates a different header or footer for the first page
of a section or document.

Header - Enter the distance you want from the top edge of the paper to the
top edge of the header. If the Header setting is larger than the Top setting,
Word prints the body text below the header.

Footer - Enter the distance you want from the top edge of the paper to the
top edge of the header. If the Header setting is larger than the Top setting,
Word prints the body text below the header.
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Vertical Alingment

Top This is the default verticl alingment .Texts is placed below
the top margin.

Center  Text is centered between the top and bottom margin.

Justified Paragraphs are spaced to fill the page between top and
bottom margins.

Bottom  Texts rests on the bottcm margin..

Preview

Apply to - Click the poruior: of the dccument you want to apply the current
settings to in the Page Setup dialog box.

Line Numbers - Adds or removes line numbering from the portion of the
document currently seiected in the Apply to box.

Borders - Sst cotions for applying a border around each page in the docu

ment Borazrs and Sh?.4ing 7 @
Borders ~ Page Border ] Shading ]
Setting: Style: Preview
| - Click on diagram below or use
- . j Noe | | buttons to apply borders
Iine Mimbers 0 jli:}:_l me | |
v {Add ine numbering: SR | —
Start at: L g = |
From text: Auto = [I Shadow - =
Color . —
Count by: 1 = [ Automatic -
z Bt |l O
Mumbering Width:
{* Restart each page Vapt w| | Apply to:
(" Restart each section m S Art: |Whole document -~
(" Continuous (none) >
Ok | Cancel |
Show Toolbar | Horizontal Line... | Ok | Cancel |
Line Numbers Borders
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3.3 PARAGRAPH FORMATTING

Every time you press Enter while typing in  MS-Word, you create a new
paragraph. Paragraph formatting helps you setting line spacing between two
paragraphs, indentation etc.

Paragraph Marks helps you to see where each paragraph ends.
1 To view paragraph marks. Click or Ontions from the Tools menu.
The Option dialog box appears, zlick on View tab.

Click Paragraph marks option.

A w0

Click OK.

Options i—l‘E? @

] Track Changes ] User Intormation I Compatibility l

Spelling & Gramr.ar
Asian Typo: aphy l File Locations | Japanese Find l Complex Scripts l

View ]| Gens=ral ] cdit ] Print ] Save ] Security
Show :

v Startup TaskPane & Smart tags Iv Windows in Taskbar

v Highligh® W Animated text [ Field codes

[ Bookmarks v Horigontal scroll bar Field shading;

v Status bar v Vertice! scroll bar |'l."'a'hen selected j

[ ScreenTios [ Picture placeholders [ Left scroll bar
Formating marks

[ Tah characters [ Hidden text [ Optional breaks

| Spaces | Optional hyphens

W Paragraph marks! [ Al

Prin{%nd Web Layout options
v Drawings W White space between pages {Frint view only)
[ Obiject anchers W Wertical ruler (Print view only)
[ Text boundaries [ Right ruler {Print view anly)

Cutline and Mormal options

[ Wrap to window Style area width: |U €m 3:

| Draft font: Mame: |C|:~|.I|'ier Mew J Size: |1|:| J
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Document will appear as

About Company

VEIS education technology is a grouping of e-learning, distance learning &
Offline learning., itis a movement. A movement to_empower. youth.with
Knowledae & skills through technology, We provide. services.to universities,
institutions, corporate, NGO and enterprises in domains such as Learning
Management System, Examination Management Solution, Digital Library,
Learner Support Services. We also provide solutions and services in School
Education and Management System. The Company handles large turn key
projects in the above areas of operations for universities, institutions,
corporate and Schools. «

Pl

VEIS education Technologies is becaming one of the leaccrsir the field of
education. We believe that technology and educaion yo hand in hand and we
are committed to providing high quality Distance Education as well as offline
education by using inventive, flexible and up to date knowledge delivery
solutions +

pul

VEIS (an ISO 9001:2008 certified) a concern with vaned interest. VEIS has en
intention and passion to provide Technology enabled Learning made a huge
success by delivering quality to the siudents within a short period.  +

Ful

The VEIS initiative of VEIS education Technoloaies started within Indgia. To

Setting Line Spacing

Line Spacing is thz amount ef white space betwezen the lines of the text in
a paragraph

1 Place cursor within a paragragn i select several paragraphs

About Company

VEIS (an IS0 9001:2008 certified) a concern with varied interest. VEIS has an
intention and passion to provide Technology enabled Learning made a huge
success by delivering quality to the students within a short period.

Selected Paragraph
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Paragraph
Indents and Spacing ] Line and Page Breaks | Asian Typography ]
General -
Insert | Format | Tools Table Window HE|F| Alignment: Left - Outline level: Body text
] Direction: (" Right-to-eft (¥ Left-to-right
% E A Font. % E Indentation
. Ari'|ﬁ Paragraph... | U [ Before text:  [0em =S Special: By:
i=  Bullets and Numbering... — After etz foem |nore)  ~] | =
[ W Automatically adijust right indent when document arid is defined
Borders and Shading.., Spading
= Columns.. _ Before: Auto = Line spacing: At:
Tabs... After: |Aub3 i‘ 15ingle - j]
Drop Cap...
A Tet Micnrtine
’ _'I_'abs... l oK | Cancel
Setting Paragraph Alignment
2 Select Paragraph option from thie Format menu.
3 The Paragraph dialog kox appears.
4  Click indents and Spacing.
5. Choose the line spacing as you need.
Paragraph
Indents and Spacing l Line and Page Breaks | Asian Typography ]
s H General -
Indenlaflon Alignment: Left - Qutline level: Body text -
Direction: " Right-toeft % Left-to-right
It sets the posi- Indentation

tion of the text n
relation to left and
right margin. By
changing Before text
and After text values
you can set the in-
dent

Before heyk 0.8 cm 3: Spedial: By:
After text: 0eam = ﬁ] =

W Automatically adjust right indent when document grid is defined
Spading
Before: Auto =

= Line spacding: At
After: |.-'-\uh0 jl ]Single ﬂ | j]

I Don't add space between paragraphs of the same style
W Snap to grid when document grid is defined

Preview

Tabs... oK | Cancel

Setting Paragraph Indentation
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Note: (a) None:-  Whole peragrphwill be selected for the indentation.
(b) FirstLine:  Onlyfirstline will be used for Indentation.
(c)Hanging:  Whole peragraph, without first line.

You can also see the preview of modification of indentation.

Paragraph >

Indents and Spacing l Line and Page Breaks ] Asian Typography ]

General
Alignment: m Qutline level: ’m
Direction: " Right-to-eft i+ Left-to-right
Indentation
Before text: m Special: B2
After text: |D om il |First line - J 1L27em. £
¥ Automatically adjust right indent whe% is uefined
Spacing Hanging
Before: Auta = Line spacing. At:
After: |Aub0 il |Sing|e _T_l | —;i ’ ‘
[T Don't add space between paragraphs of the same style
v Snap to arid when document grir, is de Sned
Preview

Select Line and Page Breaks

1.  Pagination- Tells word how to handle line breaks and page break for
selected paragraphs.
Parajraph 'E“EI

Indents and Spacing | Line and Page Breaks | ] Asian Typography ]

Paginaton
I+ wWidow /Orphan control I Keep with next
+ Eewoplires together I Page break before

| Suppress line numbers
I Don't byphenate

Prewview

VEIS cduc=Scs sochackogy & e
z . = & = mcreE=e A mcroma=s
imzy We pemvade ae—ciee m= ==

H
[

Tabs... | Ok I Cancel

Paragraph dialog box - Line and Spacing Tab
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2. Keep Lines Together- Prevents page break within a paragraph.

3. Keep With next -Prevents a page break between the selected
paragraph and the following paragraph.

4.  Widow/ Orphan control- The widow/orphan control in Microsoft
Word is a feature that will prevent single lines of paragraphs from
appearing on a separate page from the rest of the paragraph (a widow
is the first line of a paragraph left by itse!f and an orphan is the last
line left by itself ).

5. Page break- Inserts page break before ine selecied text.

6.  Suppress line numbers- Prevents line numbers fror appearing next
to selected paragraphs The setting has no effect in documents or
section with no {ine numbers.

7. Don’t hyphenate-Excludes paragraph from automatic hyphenation.
3.4 HEADERS AND FOOTERS

Header and Footer may be text or graphics, printed on top and bottom in a
document. Header is printed on top inargin area whereas Footer is printed on
bottom margin erea. They contain important information

Format ow

5 Time Footer
RS \ X@ 777777777777777777777 =F
Insert &doTesxt « Tl 2F R Gh T B, close
- PAGE -
Avthor, Page #, D4ts PagJ:D L
Same

Conficdentipl B , Date |nsert
ThSaéff Set up

Created by

Created cnPage Number

as
Filename Of Pa es A
Filename abclllémber g PreVl OUS ShOW
Last printed Previous

Last saved by
Fage X of v

Headers and Footers Tool box & parts
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Steps to insert header and footer

1 Select the View menu and click Header and Footer.

2 Word highlights panes of header and footer at the top and bottom
respectively.

3 Type either the text you want or insert auto text like page number,
date etc. inside the header or footer pane as required from Insert
Autotext button on Header and Footer toolbar.

4 To end the view of header and fooier panes either click twice
outside or click the close button

Inserting Header/Footer on Odd/Evzn Pages

To put different header and footer on cdd and even pages ir the textbooks.
Odd page may contain chapter name and even page may contain book name.

Steps to create different even/odd header/footer

1 Position the insertiori peint in the section where you want the odd/
even to start.

2 Select the File meinu and click Page Setup.

3 Click an the Layout tap.

4 Select Difrerent first page check box.

5 You can see Different header and footer on first page.

6 Enter differerit headers and footers for the even/odd first page in

Print layout view.
7 Deleting Header And Footer
8 To delete header and footer.
» Select the View menu and click Header and Footer.
* Go to header area and delete the text .

* Repeat the same steps for footer.
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One of the most commonly used tools for formatting is the collec-
tion of icons found on the

Formatting toolbar.
é Normal (Webj +. = Styles and Formatting options.
Arial *  Font face selection list.

Font size selection \ist.

B I 1 Bold, Italic and Underline formatting

Paragraph aiignment options.

Ig - Line spacing.

i— 11—

- Numbered list and Bullet list.
i= 35 |

Faragraph indent options.

|:| - Add borders around text.

- Allows you to mark text the way you might on paper
with a colour highlighter.

A - Change the text colour.
||
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3.5 TEXT FORMATTING

1 Select the text.

2 Select Font option from Format menu .
3 The Font dialog box appears.
4. Select the required options Click OK.

Select the font Select the style  Select font size

Fonk ] Character Spacing ] Text Effects ] |
Fontk: Fonk $rvle: Size:
|Times Meve Roman |BDI|:| Tkans |14
Times'MNew Roman :l Regular X =] _z._:
Trebuchet M5 Italic 10 ] |
Tunga Baold 11
werdana —J Eold Italic 1=
rebdings 7 —J 14 LI
Font color: Underine skyle: Underline color:
| Aukornatic - -_—_ _—l_l | aukoralic - |
E [ ] Avton:stic
HE P A\ E N B @ Shadow [ Smal -~aps
H = AR E N R ouklire [ 4l caps
- - TS Errooss [ Aidden
= Enarawve
Sea Creen
P N | — —
More Calars. .
— — AN L =D \-'—{?'Iii‘ AR()'}',Z-I'I}'!
| L LOT
(|
This is a Trl..cType Font. This font will be used on both printer and screen,
QeFauItI. J (o] 4 l | Cancel

Select color ]
Click ok button

Font dialog box

Animating Text
1 Click the Text Effects tab of the Font dialog box.
2 Select the text effect

3 Click the Ok button to close the font dialog box.
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| Fonk || Character _Spau:ing__' Text Effects

Animations: %
{none)

Blinking Background

Las Yegas Lights
tr1arching Black ants
Marching Red fnts
Shimmer

Sparkle Text

Preview
______________ 1
Times Nevr Romas — /
QefaultJ [ (D04 _: Cancel ]
Font aialog box - Character Spacing tab
3.6 BULLETS AND NUNMBERING
Bulleted or numbered lists make your
documents more readable and visually in- |
teresting.. Microsoft Word can automati- i =
caliy create bulletad and numbered lists as = =

you type, or you can quickly add bullets or
numbers to existing iines of text.

Steps to insert Bullets and Numbering

1. Select the text to which you want to apply the bullets or numbering.

3 From the Format menu, choose Bullets and Numbering option.

4

The Bullets and Numbering Dialog Box appears.

It has two tabs “ “Bulleted” and “ Numbering”.
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g e Bullets and Numbering

Bulleted | Mumbered | ©utline Mumbered

List Styles |

< Offline

Bullets and Numbering dialog box

6 Choose Bullzted Tab to apply tullets.
7 You can choose any of the bullets ycu require.
OR

8 You can click on the Customize button, the Symbol dialog Box will

appea. SET—eTe

Eullet character
- - . + = &
[ Font... ] [ghara-:ter... ] [ Picture.., ]
| Eullet: position
Indert at: {0.25" =
Text position
Tab space after;
0.5" = Indent at: |g,5" =
Presiet
L ]
L]
-
[T ok [ Cancel ]
E T e i S e R BT

Customize dialog box
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9 You can insert a different bullet from here.
10 Select the Bullet of your choice and click on OK' button.
11 The text will appear as shown bellow.

About Company

n as S C
ledge delivery

Steps to add numicers to the documeznt
1. Select the text that has to be riumbered.

2. Selects the Bullets and Numbering option under the Format menu.

e 1\t end Numbering _________________[X]|

Bulzted | Wumbered | Cutine Mumbered | List Styles

| 1. 1 I

About Co Mone 2. 2 I,
N 3. <) 1.
- A EN a i
[1)] b. ii.
- 23 (3] C iii

Cusktomize, ..

[ Ok ] [ Cancel ]

ing high qu aﬂt Distance Education as well ;
inventive, flexible and up to date knowledge deli

=

solutions .

Numbers Tab
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3. Selects the Numbered Format needed.
4. Finally clicks on the OK button.

5. After the numbers are added, the document looks like.

About Company

Nurnbeis after applying bullets

3.7 CHANGE CASE

It is an attractive feature ot MS-Word which helps to change the case of the
selected text using different opticiis.

The aptions aveilahle are

e CJentence cace- Sets the first letter of the first word of the sentence
to uppercase and rest all to lowercase.

e Lowercase — Changes all the letters to lowercase.
e Uppercase — Capitalizes all the characters.

e Title case — Capitalizes the first letter of each word and the rest of
letters to lowercase.

e Toggle case- Set the case to its opposite case. For example if the
selected text is in lowercase it will change it to uppercase and vice
versa.
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Select Change Case Option from the Format Menu

Select the option which you want to apply to the text

Change Case

3.8 DROP CAP

It is use to drop the first character {(or seiected words) of caragraph to spread
over more than one linz,

Use of Drop Cap
To specify the Drop Cop
1  Seiect the paragiaph
2 Select Crop Cap option from the Format Menu

The following box will be displayed.

et~ \\ X

Position
: T | gmpped | n — ) W _ _
-
Gt ? }_IS_ e ucation te;h_nology =
Font: g ?ﬁlme learning ,itis a mowe
| Arial w Lo res 4
Lines ko drop; 3 3
Distance From ket '_D" 3
[ (0] 4 ] [ Cancel
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Here is an example or drop caps with three lines dropping. The alphabet V occupies
3 lines, but other characters and words are written normally. The character
which is dropped, will be put in a frame, the size, etc., can be changed. The
number of lines to drop must be more than 2.

We can choose the droping option or style from the Drop Cap dialog box.
3.9 BORDERS
CREATE BORDERS FOR PAGES

1. Click on format menu select the Borders and Shading option. The
Borders and Shading dialog box appcais.

2. Click the Page Border tab to bring it to the front
3. Click desired Setunq:

None to remove a border.

Box for a korder that is the same on all sides.

Shaaow 1ar a shadowed effect.

BT Ry 47 A |

Borders | Fage Barder | Shading
Setting: Shyle: Preview
| — il Click. on diagram below or use
Hone . buttans ba apphy barders
| | Rox
|: Shadow | )|
colors: [ &=
' E Autamatic v
3D i
width
: % pt L Bipply ko
%_ Cuskarn | ! T
and Paragraph v
Show Toolbar ] [ Horizontal Line... ] [ 0K ] [ Cancel l

Borders and Shading dialog box
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3-D for a three dimensional effect.
Custom to choose different borders for different sides.

4 In the Style list box, click desired border style (check the Preview to
the right to see the effect you’ve created).

5 Click the Color drop-down button to choose a color for the border.

6 Click the Width drop-down to change the horder width (there are 72
points in an inch).

7 To add small pictures to the border. click the Art drop-down button.

8 Click the Apply to dror-down button io choose the pages on which
want to apply border.

9 Click OK
L'“EISME* Line Color
)
Tables anu Bi}l-(%“rlﬂ ‘ v X
b | — . Vzl'i' I +r&r=——Border
O- & B = =

‘ —| Outzide Border |

Weidn

Tables Borders tool bar

Page border Using Toolbar
1. If necessary you can use Tables and Borders toolbar.
2. Click the Line Style drop-down button to choose desired line style.

3. Click the Line Weight drop-down button to choose desired Line
Weight.

4. Click the Border Color button to choose desired line color.

5. Click the Borders Drop-down button to choose the sides to apply
border
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Applying Paragraph Border

1.

Click on format menu select the Borders and Shading option. The
Borders and Shading dialog box appears.

Click the Page Border tab to bring it to the front.
Click desired Setting:

None to remove a border.

Box for a border that is the samz cn all sides.

Shadow for a shadowed effect.

3-D for a three dimensicinal effect.

Custom to choose different borders for different sides.

In the Style list box, click decired Lorder suyle (check the Preview to
the right to sze the effect you’ve created).

Click the Caior crop-down button to chocse a color for the border.

Click the Width drop-down to change the border width (there are 72
points in an inch).

Click OK.
Eorders l Pave Border ] Shading I
Setting: Style: Preview
= - Click on diagram below or use
buttons to apply borders
ane
Ll v 2
D Box
D Shadow S j s
Color .
Autarnatic -
g = -
Width:
[— ‘ 1 pk j Apply to:
Custam
-’ . ﬂ {Paraaranh iv|
Options. ..
Show Toolbar | Horizontal Line. .. | Ok I Cancel |

Borders and Shading dialog box Borders Tab
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3.10 DOCUMENT BACKGROUND

Document background is one of the features of the word, which helps in the
further enhancement of a document.

The four different types of background which can be applied on a document

are:

Shaded or Single color scheme
Texture Background

Patterned Background

Inserting Picture as a Background.

Steps for applying different types of backqround are given bellow

1 Changing document 8ackground Color

1.
2.

From the Format Menu, choose Bacikground option.

From the Rackground submneu,choose More Colors option.

The more Colcrs dialog appears.

Clicv. on the Standard Tab,Sclect the color you want and,click on
Ok button.

To change to a color that is not in the color scheme, click on

Custom tab mix your own color. and then click OK.

Format | Tool:  Tahle Window  Help
A Font.
ﬁ Paragraph. ..
= Bullets and Mumbeting...
Borders and Shading...
S Columns...
Tabs...
Crop Cap...

Change Case...

Background » Mo Fill

I |[$

Styles and Formatting...

¥

More Colors...
Fill Effects...

Printed Watermark...
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Colors

Colors;

Standard

l Custorn ]

Cancel

|s
]

|

Current

Colors dialog box - Standard Tab

6. The setected color wiil be applied to the document.

Standard

Calors:

{ Custom

cden NRUA W~ A

Color model; |RGB ﬂ
Red: 255 =
Green: 255 El: Mew
Blue: 255 =
Zurrent
Standard Tab
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Applying Shaded Background
1 From the Format Menu, choose Background option.
2 The Background dialog box is displayed.
3 Select Fill Effects option from the sub menu.

4 The Fill Effects dialog box appears on the screen. Click the Gradi-

ent tab.
Gradient l Texture ] Pattern ] Pickure ]
Colors | hl‘——l
Color 1: | ;
= Cancal
™ One color i- -
* o colors: Color 2;
[N -
Transparer_y
From: _| J \
o J _‘ :I
hading styles Yariants
* Rarizontal
" wertical o
€ Ciagonal up Sample:
" Diagunal down . r‘
" Fram carnver ‘
" From center [F—
-

Gradient Tab

Applying Patterned Background
1. From the Format menu, choose Background option.
2. The Background dialog box is displayed.
3 Select Fill Effects option from the sub menu.
4. The Fill Effects dialog box appears. Click on the Texture tab.

5. Click the Texture you want and then click OK.
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Texkure:

Sample:

=

Other Texture... J‘

Texture Tab

Applying Texture to the Background

From the ~orinat menu, choose Backgrcund option.
Select <ill Effects option from the sui menu.
Thke Fill Effects qialog box appears on the screen. Click the Pattern
tab.
5. Select the pattern ycu want and then click OK.

AN M e

e |
Cancel

Foreground: Background:

Sample:

Pattern Tab
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Inserting a Picture as a Background
1. From the Format Menu, choose Background option.
Select Fill Effects option from the sub menu.
The Fill Effects dialog box is displayed.
Click the Picture tab.

o o AN

Select Picture and find the folder that ccntains the picture you want
to inset.

7. Double-click the File Name and thein ciick !nisert outton.

—

e A =

Look jn: |— Samr e Pictures V [ @ K £FER - Toos~

Gradent | Texturs | Pattern  Pture |

' My Locurments Bz hillz

=) B
A7

Favoiites

winter

=]

o ; .
= Fiiz name: | - Insert =
Iy Metwork
I Mlaces Files of bype: |,q|| Pictures - Cancel

Picture Tab

3.11 COLUMNS
1 Select the text to be displayed in columns.
2 Select the Columns option from the Format menu
3 Enter the number of columns you want to create in Number of

columns spin box.
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4 Select the Line between check box if you want to add a line between
each column.

5 Click on Ok Button.

|

Presets
[ OK

= Wl S |51l = | == [ cancel

2ne Two  Three  Left Right
Mumber of columns: 3 2 [ ] Line between
‘idth and spacing Frcview

Col #:  Width: Snacing.
1: 1.76" = |0.s =

Equal column vadth
Apply bos Selected bext W

Coiumns dialog box

WEIS education
techinology is a
grouping of e-learning,
distance learning &
Offline learnng. . itis a

movement.

A mayvement o
empower youth with
Knowledae & skills
through technology.

We provide services to
universities, institutions,
corporate, NGO and
enterprises in domains
such as Learning

The Zompany handles
large turm key projects
inthe above areas of
operations for

universities, institutions,

corporate and Schools.

YVEIS education
Technologiesis
becoming one of the
leaders in the field of
education. We believe
that technaology and
education go hand in
hand and we are
committed to providing

concern with varied
interest. VEIS has an
intention and passion
to provide Technology
enabled Learning made
ahuge success b

delivering quality to the
students within a short
period.

The VEIS initiative of
VEIS education
Technologies started
within India, To take
quality e-learning,
distance education &

Document divided into 3 Columns
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3.12 INSERTING PAGE BREAK

A page break is the point at which one page ends and another page begins.

1 Place the cursor at the position where you want to insert a page break.

2 Select Break option from the

3 The Break dialog box appears .Select Page break option.

Insert menu.

R W=

Break tvpes

" Column break

" Text wrapping braak
Section breal. types

" Me.r page

" Conkinuous
| ¢ Even page
" 2dd page

o |

Zancel

Break dialog box

3.13 AFPLYING STYL.ES

To make your own style

1 Select Styles and Formatting from the Format menu. Style and

Formatting Task Pane appears o

n the screen.

2 Click on New Style button, New Style dialog box appears.

3 Do the setting as shown in the next page.

4  Given the appropriate name to your style.

Click Ok Button
Your style is added to the list.

70

VEIS



Unit 3

Formatting text in MS-Word

Styles and Formatting v

®|®|a

Formiatting of selected text

Mormal (Web) + (Latin) |

[ Select all ] [ MNew Skyvle. .. ]

Pick formatting to apply
Clear Formatting
(Latin) Arial
(Latin) Arial, 13.
{Latiny Arial, 3 pt, Before:
(Latin) Arial, BEefore
(Latin) Arial, Bold

(Lating Arial, Left:

Show: | Awailable Formatking v |

Style dialog box

5 Select the paragraph on
which you want 0 apply thz
style and then select the

from the

style
farmatting
RoX.

Pick
to apply list

New Style

Properties
[El=H [
Skyle type: |Paragraph w
Skyle based on: | 1 Mormal (Web) w
atyle For Follmwing paragraph: | fﬂ__Sty_Iel w

Formatting
| Arial ¥ (12 »| B F U & -
== = = R i A= W= i= =
== = = = = = e

]

The Compan eandks s ke project et Ao anas ofop @t
Nk s ks, hettnbses, coporae and Schonk .

WERS eel cation Fechioks S B Decom g oe ofthe kackrs i the feklof
echication. e [ ke Batechiokdyand sdie

“ormal (web) + Fonk: (Defadlt® Arial

|1 add ta teirolats ] aucomatically update

Fornat = [ OKﬁ [ Cancel

New Style dialog box

Styles and Formatting v

V

Formatting of selected text

Mormal (WWel) + (Lating .

[ Select all ] [ Mew Styvle, ., ]

Pick formatting to apply
style12 + (Latin
style16
style16 + (Latin
style 18 T

I

style 18 + (Latin) An
Shyle? 1
Style3 'S

Show: | Available Formatting A

New Style Task Pane box
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3.14 FORMAT PAINTER

If you want to apply same formatting to your present text which you have
applied to any previous written text in the document you can use Format
painter

1  Select the text whose formatting you want to apply on other text.
2 Click on the Format painter button of standard toolbar.

3 Now using Format painter select the text on which you want to apply
this formatting observe the change.

Note: Using the above method you can only change ine format by continuous
selection For non- continuous formatting ot text double click on the format
painter, when you perform the 2 step insted of a singie click then it
becomes a sticky key Press Escape to deactivate the fcimat painter.

3.15 PRINTING A DOCUMENT

Before printing the document yor: may want to see how the document will
look when printed:-

1. Choose Print Preview option froin the File menu.
2. Click button to exit irom Print Preview.

lJsing Print Diaiog Box

Select Print option from the File menu
1 Choose the printer from the Name drop-down list.

2. Choose the pages to print in the Page range group box by selecting
one of the following four operations

e All- It prints the whole document

e Current Pages- It prints the page where the cursor is currently
place

e Selection- It prints only the selected text

e Pages - It prints individual pages by the number or by a range
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3. Select odd pages or even pages option from the print drop-down list
according to your requirement.

4. Type the Number of copies you want in Number of copies text box.

5. You can choose whether to collate the pages or not. For example, let
us suppose you want to print 4 copies of a document having 3 pages.

e If the collate option is not selected, MS-Word will first print
4 copies of page 1, then 4 cories <f page 2 and so on.

e If the collate option is szlected, MS-Word will print a
complete set of the first copy, trien a secund set and so on.

Click on the OK button.

_““@@

Prinkter
Narne: ; ¥ Canon LeP3A0D "
Skatus: dle Find Printer. ..
Type: Caron LEF3300
wehere: LGBOTZ [ ] Prink ko File
Zomment: [ ] Manual duplex
Page range _onies
&) all Mumber of copies: ' :I-
1 Current page () Selection -
(
) Pages: Collate
Enter payc numbers andfor pade ranges
separated by commas, For sxawple, 1,3,5-12
Prink what! | Docurment v e } _
) — Pages per sheet: 1 page |
Prink: Al pages in range RSl e f
Scale to paper size! | po Scaling v |
Qptions.., 2K ] [ Zancel

Print dialog box
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Self-Assessment Questions

1  What do you mean by Formatting.
2  Explain header and footers.
3  Explain the following features of Woro
) Change Case
i) Drop Cap
iii)  Style
Iv) Format Painter
4  Explain Column feature of MS-Word.
5 Explain in detail tne Print feature of Word.
Lab _Session
1 Appoly two color background on the your document
2  Diviae document in 2 columns.
3 Apply adifferent background and foreground color to your document
4 Animate the text in your document
5  Create your own style and apply it to your document
6  Set line spacing to 2 of a peragraph.
7  Type 5 lines and apply numbering.
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Drawing in MS-Word

A

Drawing In MS-Word

Objective :

u Explaining the ways of drawing and inserting objects

u Discussing the concept of designing tasies in MS.- Word

Contents :
4.1 Introduction
4.2 Inserting CiinArt
4.3 \nserting Picture from File
4.4  Wordart
45  Auwoshapes
46  Tables
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4.1 INTRODUCTION

Ms-Word gives you a facility to insert and draw objects on a slide like
WordArt, AutoShapes, Clip Art pictures and Pictures from different files.

4.2 INSERTING CLIPART
Steps for inserting Clipart to the document.
1. Display the slide to which you want io nsert ClipArt.
2. Click on insert clipart button on Drawing Touc!bar.
3. An Insert ClipArt task pane will cpen.

4. Click on the picture of your choice, it will irserted on the
document.

5. You can place this picture anywhere in the document dragging it.

2| « » IngertClip Art v X

Resulbs:

a

|»

T

See also
Clip Grganizer. ..
& Clips Online
@ Tips fFor Finding Clips

= eE[= 4
fatoshapes N JOE 4@ G M@I% S PDgwwDP L,

Figure 4.1 Clip Art
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Reset Picture—— B

Set Transparent oolor——\;l

Format Picture ——

Text Wrapping—

Compress Plctura——K

Line Style—— III

¥4
Rotate Lot -0

Less Brightness—{—

wore Brightness- |

Less Contrast— L

W

| \

More Contrast—

Color—

Insert Picture—

K=

4

Figure 4.2 Picture Toolbar

WordArt B %I

Character Spacing |

WordArt Alignment—-

b

WardArt Vertical Text—|- 43%%

¢ |
WordArt |
Ly

Szine Letter Height|

Tert Wrapring- -

WordArt Shape—- %

<L
Format Word—1- b

Word Art Gallery—-

Edit Text—

Insert Word Art—— ‘

Figure 4.3 Wordart Toolbar
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4.3 INSERTING PICTURE FROM A FILE
e Click on Insert > Picture >From File option.

e Click on drop down arrow in the Next look in: list box, select
the file from the displayed list and click on Insert button.

4.4 WORD ART
The Word Art feature allows you to creaie <snecial text effects.

It gives a unique look to the text. Using Word Art you can make the text
curved, wavy, shadowed and 3 dimensional zic.

1. Click on Insert WordArt buiton on the Drawing Toolbar

2. WordArt Gallery dialog bex opens up on the scieen, choose the
required Style and click on OK.

3. In ‘EDIT WORDART TEXT’ dialog box, type “NITS Computer
Education” Iin text area.

ordiri oy N 2

Se'eck & Wordart stole;

» _r

o pt (T W

L“"‘;‘ Wordh'" worsas Wordar Woraari| &
Wit |Word Art |Worddet [9or42.¢+ |Wordliet | 2 w

| ;
» e : W XAT
' |“‘” werdare | |-WordArt [WOrdA =
Wordaet FrtAre Hordhet (Wil sor]| 2 *°
m&m'“| T -
ITI Cancel |

Figure 4.4 Wordart Gallery
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Edit WordArt Text

Font Size:

-]-Impact v, 36"

Text

L QK 7‘] [_ Cancel ]

Figure 4.5 Wbeiaart Edit texE bcx

4. Apply Formatting effects hke changing the tont color and style.
5 Click on Ok Buitton.

K\o‘(e -

‘_v
4{ | Edit Togt..

Fiyuve 4.6 Changing wordart alingment

6 Text appears as shown in the (Fig 4.6)

7 Select the text select the option as shown on the word art toolbar.(Fig
4.6)

8 The option on the tool bar is used to change the alingment of
the word art.

Note: If WordArt toolbar is not visible Select Toolbar option from
the View menu and then select the Wordart toolbar.

77 VEIS



Drawing in MS-Word Unit 4

8 The option on the tool bar is used to change the
Shape of the word art.

< | Edit Text... |

7
L "A'#‘\ p*

Figure 4.7 Changing Word Art Shape

45 AUTO SHAPE

There are several caiegories of auto shapes: lines, connectors, basic
shapes, flowchart elements, stars , banners and callouts. More shapes
can be found in the Clip Organizer as well. You can add text to shapes. The
text you add becornes part of the shape — if you rotate or flip the shape,
the text rotates or flips with it. Text boxes can be treated as shapes.. Many
have an adjustment handle (adjustment handle: A diamond-shaped handle
used to adjust the appearance but not the size of most AutoShapes. For
example, you can adjust a rounded rectangle to be more or less rounded.)
That you can use to change the most prominent feature of a shape — for
example, you can change the size of the point on an arrow.

Adding a shape

1. On the Drawing toolbar, click AutoShapes, point to a category,
and then click the shape you want.

2. Click the place where you want to insert the AutoShape.
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3-D Style

Shadow Style——
Arrow Style—

Dash Style——
Free Rotate——

Line Style——

Font Color——}

Line Color—

Fill Color—

Irser. Picture— —

mnsert Clipart—

Inzert Diagrain O _ |

Organizaticn Caart
Inserc Word Art—

Text Boy—]

Oval— —
Rectanygle—

Arrow ——|

Line

Select AutoShape—1

Select Objects——

Draw Options—

Figure 4.8 Drawing Toolbar
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&E’E‘ Lines 3

E Conneckors O

@ Basic Shapes b

% EBlock Arrows 3 IR FRAVES
N -

Z?H:. Flowchart 1 O &' [l‘

ok dB i {:} [:] ﬁ
ars and Banners » -

- 00D
Callouts 2 (3 @ .

B e

:‘H Action Bukttons 3 v, % f’:a.i* [f'i |
AutoShapes « | ™. “‘H._l-j RABERRE

I T A !
rigure 4.9 Auto Shapes

Use of Free Rotate

A (DY Free Rotate Button

| ~7
| ' Step 1 Inserted Figure
_ S S
Ham T e

r I 1 Step2 Rotating the object using
f : : free rorate button.
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-|
|
~

Step 3 Rotated
Object

TR HEES

L —

/

w
s
]
By

Figure 4.10 Free Rotate

Formatting Auto Shape

After inserting a Autc Shape right ciick on the Autc Shape, the pop menu
as in the (Fig 4.61 ) appears.

1 The Cut, Copy, and Pastz options are use to move the Auto shape.

1 Add Text option helps in adding wext to auto shape. The text entered
can be formafted In a similay mMmanner as the normal text.

| o Cut
J> o Copry
IE Paste
Add Text
Grouping 3
Cirder »

Sek AutosShape Defaulks
&3{' Format &ukoshape. ..

% Hvperlink. ..

Figure 4.11 Moving Autoshape
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1 Grouping — This feature is very useful when more then one Auto
shape on the slide is required to be moved together. We can first
group them and then very easily change their location.

Cuk

Copy

B <

Pask:z
| Cirouring r | |E Sroup "

Figure 4.12 Grouping Autoshape

1 Order —This option can be used when a portion of auto shape over-
laps a portion of another auto shape ,through this property we can
adjust both the auto shape beawifully on.

b Cut
Copy

Paste

Graupiig »
\_O;_der 3

Set futoshape Defaulks

Bring to Fronk
Send to Back

B ormat AutoShape. ..
¢ i Bring Forward

Send Backward

Bring in Front of Text

mA s D F T

Send Behind Text

Figure 4.13 Ordering Autoshape

1 Format Auto Shape -By clicking on this option the Format auto
shape dialog box appears as in the (Fig 3.9) appears.

Change a shape to another shape
1. Select the AutoShape that you want to change.

2. On the Drawing toolbar, click on Draw, point to Change
AutoShape, point to a category, and then click the shape you want.
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Y Document2 - Microsoft Word

! File Edit  Wiew Insert  Format  Tools  Table  Window  Help

AR = NP NN W[ A CH]P SN S A R RN S Mess W=l ) [

! Mormal v TimesMewRoman » 12 ~ | B T U |E = = = =-|:= := i £
-i---E---|---1---|---2---|---3---|---4-
%"//////////////////////////////////////////////ﬁ’///////////////////////////////////////////////f

|\\\\

A R

DT

SRR AR ARSI

Crder 3 Dﬁj
Rotate or Flip b_ oA N
< Text Wrapping . : . o) D '-':] "fj
| Change Autoshepe 3 !lﬁ Basic Shap=s 5 | B Iﬁ B i:‘
b e B Fiock & rows ; O @ A S
E . v Z4! Hrewchart PP R S l:(
|Draw 'J?| .ﬁ.gtlDShapes + N N3 StarsandBanners » | N [ {3 I} ﬁ p— ﬁ @ a
Page 1 Sec g1 |¥o Calouts »|C ) L >R ow Engishius

Figure 4.15 AutoShape Graph

Steps to change L.ine Color
1. Select the obizact.

2. Click the arrow on the Line Color Button of the Drawing toolbar
to get the drop-down list of colors.

3. Click on the desired color.
Or

4  Click Patterned Lines and select the desired pattern choose a
foreground and background color. Then click on the OK button.
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Steps to change Line Style
1. Select the object

2. Click Line Style button on the Drawing toolbar.

3. Click on the desired line style. The selected line style will be applied
to the object.

4. Steps to apply shadow to the object.

5. Select the object.

6. Click the Shadow button on the Drawing toolbar.

7. Click the desired shadow effect, the same will be applied to your

object.
Steps for applying Shadow
1 Select the object.
2 Click the Shadow putton on the Drawing toolbar

3 Click the desirted shadow effect.

Nudgr Shadow
Nucdge Shadow Laft

Ll
P NUL‘.H;I'_" Shadow Nudga Shadow
Shadaw On/Off | m| F"-u|h1 Shadow Color
! |
e B n 8.
+ + =5 - v

Figure 4.16 Shadow Setting Toolbar

Steps for shifting the Shadow Position
1. Select the object whose shadow settings are to be changed.

2. Click the Shadow button on the Drawing toolbar.
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»

3-D Color—

A
-
Direction— :'&

“ ¥

Lighting—

Surface—|— _\\

.

4

Depth— —'\; N
It Ri &
Tilt Right——
B
Tit Leit—- ﬁ
k%
Tit up—- ¥ )

Tilt Down—{ ‘)

3-D On/Off——- 1 .

Figure 4.17 3-D Settings Toolbar

3. Click Shadow Settings. The Shadow Settings toolbar is displayed.

4. Click the desired button to shift the position of the shadow.
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Steps for changing Shadow Color

1.

o > LD

Select the object whose shadow color is to be changed.

Click the Shadow button on the Drawing toolbar.

Click Shadow Settings The shadow Settings toolbar is displayed.
Click the Shadow Color Button drop —down menu list arrow.

The color you choose is applied to the shadow.

Steps to apply a 3-D effect.

1

A w0 DN

Select the object.
Click the 3-D button on the Drawing toolbar.
Choose the desired effect.

The selected 2-D effect will be aoplied to the object.

Steps for changing 3-D Settings

1.
2.

3.
4,

Selact the Cbject wnose 3-D settings are to be changed
Click the 3-D utten on the Drawing toolbar.

Select 3-D settings
The 3-D Settings toolbar is displayed.

Click the dasired button.

46 FORMATTING TABLES

Tables are mainly used to present the given data in tabular form.

Steps to create a table

1
2
4

From the Table menu select Insert option.
Insert Table dialog box appears.

Set the number of Rows and Columns in the spin box.
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Insert Tabhle

Tahble size

Murmber of columns:

Murmber of rows:

AutoFit behawvior
f* Fixed column width: Auko i'
" AutoFik to conkents
i AukoFik ko windowes

Tahble stwle: Table Grid HutoFormat. .. |

[ Remember dimensions For new tables

| oy _! Cancel I |

——

Figure 4.18 Insert Tavle dialog box

5 Click on OK
6 The table anpears as in (Fig 4.19 )
|

E AN
AW

Entering Data in a Tabie

Figure 4.19 Inserted Table

1 Select a cell and enter the data as shown in (Fig. 4.20).

We can increase or decrease the width of column according to
the data inserted.

Steps to change the column width/Row height using mouse

1 Rest the pointer on the column/row boundary you wantto move,
until it becomes(two-headed arrow) and then drag boundary to the
row height \column width you want.
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kS ]
Courses | Time Duration Mo of Students Enrolled
Figure 4.20 Resizing Column Width
1 E s Iﬁ ] 1 2_ 1 3 1 4 1 c

igure 4.21 Resizing Row Height

To change the column width/row height to a specific measurement
1 Select Table menu and click on Table Properties.

2 Fromthe Table Properties dialog box select Row Tab Select the
Specify height check box and set the height in the spin box.

3 Click on the Column tab and set the column width in the spin
box.
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able Properties

Table Row ] Column ] Cell l
Size

Raow 21

v Specify height: |D" il Row height is: {F\t least =
Opkions

[v allow row to break across pages

-

% Presious Row Mext Row = |

. o4 _-l Cance! |

Figure 4 22 Table Proporties dialcg box-Row Tab

Size
Coluran 1
v Preferren width: iﬁ j Measure in: [Inches -

A4 Previous Colurmn J Mext Column ke |

oK | Cancel |

Figure 4.23 Table Proporties dialog box-Column Tab
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Inserting Row in a Table

1 Select the Row above or below which you want to insert a new
row.

2 Select the Insert option from the Table menu.

Insett  Farmat  Tools | Table | Window  Help

B S [ 7 Draw Table ]5@5?’@'@“ 1
» Times Mew Roman - 1 | Insert _'J El Table...
. g - Delete ) I'Fl Coluriis bo the Lert
Select & | gt Calumns to the Richt
IEHﬁ—RDws aborve )
fE  Spit Cels... = Rows Below i,
Split Table S Cels ..

":‘ Table AutoFormat. ..
AukaFit 3

o .
’ Coneses | Time Coriwert »

Durat %l_ Sark .,

N |
(e e, o
@I—y 3 Teal ide Gridiines
DTP Z Mot Table Propeties...

Figure 4.24 Inserting a row

3 Celect the desired option from the submenu .

4 In the exampie a blank row is inserted above the third row.

Courses | Time No of
Duration | Students
Enrolled

CBM 1 Year 25450

PGDIT | 3 Year 24600
DTP 3 Months | 4000

Figure 4.25 Table after inserting a row
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Inserting Columns in a Table

1 Select the Column to left or right of which you want to insert
a new column

2 Select the Insert option from the Table menu.

- |
wertt  Format  Tools | Table | Window — Help

| =
% E)‘ w ‘% j DraﬂTabIe }i«: @ = W m 1"’ 100%,
Times Mew Roman = 1| Insert j (Z] TIable... C
= g D1 Delete + I.F. Columns ko the Lef =
B i Select & H';:" Cuilmns ko b gt —‘
Courses f| Time L E— \
rows Abave
Dmrat Split: Ce! -
\/ BB = Rows Below
CBM |1 Vea  OPitTable a0 el
PGDIT | 3 Yeal ¥ Table AutoFormat. .
DTP * Moy futaFit v
Heading Raws Repeat
Crvert 3
%L Sk,
Farmula, ..

@ Hide Gridlines

I_ Table Pronetties ..

Figure 4.26 inserting a Column

3 Seiect the desired option from the submenu.

4 In the example a blank column is inserted to the right of the the
second column.

Courses | Time Duration No of
Students
Enrolled
CBM 1 Year 25450
PGDIT 3 Year 24600
DTP 3 Months 4000

Figure 4.27 Table after Inserting a Column
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Insert one more

row

in the table as shown

in the (Fig 4.28).

Select the first row of the table as in (Fig 4.29 ) right click on the
row, from the pop-up menu click on Merge Cells option.

Courses | Time Duration No of
Students
Enrolled
CBM 1 Year | 25450
PGDIT | 3 Year | 24600
DTP 3 Months 40300
Figure 4.28 Table a Columii
A\ ‘_q-_"
Courses | 1ot Dharabon ' Haoof ¥ oot
shadents
L Ermalkd Copy
CERY 1 Year 250
,,7 — — &, Paste Rows
FGOIT | 3 Yewr 24700 FR Paste as Mested Table
Il‘?T'P_Tdmﬂ.s el -

S Insert Rows

Delete Roves
0 Merge Cells
I} Distribute Roves Evenly

==

A

6 The table row will aprears
as shown in the (Fig 4.29).
Enter the heading Marksheet

Distribuke Columns Evenly

Borders and Shading...

to it. |l Text Direction...
E] cel aignment 3
Figure 4.29 Merginig Cells

Marksheet
Courses | Time Duration No of

Students

Enrolled
CBM 1 Year 25450
PGDIT | 3 Year 24600
DTP 3 Months 4000

Figure 4.30 Entering Heading in the table
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Aplit Cells

i
F2 Paste as Mested Table
[
i

Coutses | 1o 33' Cut

Copy
CEM ! Paste Cells
PGDIT | 3
TTF S h

Inserk Table. ..
Delete Rows
Borders and shacling...

Hf'i Text Qireckion. ..

m

E Cell aligrment

lable Properiies. ..

Figure 4.3 Aligning Cell Content

EEE
o= =

=

7 Again right chck on the first row and from the pop-up menu select
Cell Alignment opticn. Select the alignment as shown in the (Fig
4.31).

8 The contents of the row one in the table appears as in (Fig 4.32).

/’\
(  Marksheet )
Courses Time No of
Duration\-’/ Students
Enrolled
CBM 1 Year 25450
PGDIT 3 Year 24600
DTP 3 Months 4000
Figure 4.32 Aligned Cell Content
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Auto Formatting a Table

1 Place the cursor any where in the table .Choose the Table Auto
Format option from the Table menu.

2 The AutoFormat dialog box appears select the Table style as shown

in the (Fig 4.33).

3 Click on Apply button.

4  The table will appear as shown in the (Fig 4.34).
e oo\ S

Caktegory:

|.|?\II table skyles
Table styles:

1=l

[rable Classic 4\

|
=

Table Colorful 4 )

NSagls Colarfal 27
sl g
Table Calumns 1
Tablz Coluras 2
Trole Cobumns 3
‘Table Columns 4
Tablz Columns S
Tele Contemporary
Tabi> Elegant
Table Zrid

Proviemw

4o

{ _Mr,dify. .
j Default. ..

Total 21

Total
12

opply special Farmats ko
W Heading rows

| N Firs* column

—

W Last row
W Last column

Apply | Cancel |

Figure 4.33 Auto Formatting Table

Time

Duration

3 Months

Marksheet

No of
Students
Enrolled

Figure 4.34 Formatted Table
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Sorting the Contents of the Table
1 Select the table.
Select the Sort option from the Table menu.
The Sort dialog box will appears as in (Fig 4.35).
Set the Sorting order as shown in the (Fig 4.35).

a A~ w N

Click on Ok.The table will appear as chown in the (Fig 4.36).

RN

Sort by g -
el g
Colurnn 1 == :
UColumn 2 ﬂ
Column 3
Thd Column < e
* Ascending
Z Type: | i PN
|_ L " Descending
Isirg: !Earagraphs Z|
Then by ~ .
My list has
" hzader pow * Mo header row

Cpkions... Ik | Cancel

Figure 4.35 Sorting a Table

~V

Marksheet
Courses | Time Duration No. of
Students
Enrolled

DIT | 3 Month 4000
PGDIT | 3 Year 24600
CEM 1 Year 25450

Figure 4.36 Sorted Table on the bases of No of Students Enrolled
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Self-Assessment Questions

1 What is the use of Wordart?

2  Explain the following features of Word
) Table Proprieties
i) Sorting

3  Explain in detail the Autoshape fcatwre of \Word.

Lab Session

¢ Create a graph usinyg Autosahpes and insert text into it.

¢ Apply a different backgreund and foreground color to your
autoshapes.

¢  Create your own tahle and Sort its data.
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5

More on MS-Word

Objective :

u Explaining the automatic functions of Ms-Word

u Discussing the concepts of merging and linking the
documents

Contents :

5.1 Autc Correcit Options
52  Spelling and Grammiar
5.3 Language

54  \lersions

55 Hywoerlink

56  Arranging Windows

5.7  Protecting a Document
5.8  Macros

59  Mail Merge
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5.1 AUTO CORRECT OPTIONS

Word has some special functions which are grouped under the heading.

Automatic Functions

AutoFormat as you type

AutoFormat

Auto text completes the word or phrase based on four initial letters of that
word and phrase

Auto Correct: Auto Correct heips in correcting common typing errors
AUTO CORRECT

Steps to create auto correct entry are

1  Select Auto Correct option from the Tocls menu.

2 Click on Auto Correct tab.

\
GukaText | AutaFormat ! Smart Tags

AutoCorrect I AutoTormat As You Type

[V Show AukoCorrect Options hutbons

V¥ Currect “wo Initial Capitals Exceptions. .. |

¥ Captalize Sirst letker of sentences
~* Capitzlize fit sk lekker of table cells [T Correct kevboard setting
¥ Capitai>= namss of days
V¥ Curvect accideatal usage of cAPS LOCK key
—|7—Replace texk as you type

Replace: with: €% Plain kext " Formatted kext

Irevolutionise Irevolutionized

reult result - |

rEv ey review

reveining reviewing —

revolutionise | revolutionized ﬂ
Replace | Delete |

¥ automatically use suggestions from the spelling checker

(84 I Close

Figure 5.1 Auto Correct dialog box-Autocorrect tab
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AUTO TEXT

Write a wrong spelling as shown in the (Fig 5.1)in Replace text box
and the correct spelling in the With text box.

Click on Ok button.

Now, write the wrong spelling and press space bar to continue writing
the spelling will automatically be corrected.

Steps for adding Auto text entries are

1.

Type a word or phrase you ofien use an a want to type again and
again, auto text helps yecu with it

Select Auto Correct options itom Tools menu.
Click the Auto Text tab.

Type a name fer the entry in the Enter Auto Text Entries Here box
and click Aad. (Fig 5.2)

Nt N/ /N K

Autolorreck AuboFomat As You Type
AnbnTexk AukcFaorraak Smark Tags

[¥] 5t.ow AutoComplete suggescans
17 accent the AukoComplete suggestion, press Enter
Erter AvtoText entries here:
|VE!S COVIPUTER EDUCATIOI\H
R =

| Aktention:
e
|Aukncy. Page #, Date el
;::E FEE:;E‘S“ Show Toolbar
1 " Ll
|CERTIFIEC MAIL
|CONFIDERMTIAL
Confidential, Page #, Date ]
Presview
YEIZ COMPUTER EDUCATION
Lookim: | &l active templates b
[ a4 l [ Close l

Figure 5.2 Auto Correct dialog box-Autotext tab
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—"
AutoCorrect _"X_
| AutoCarrect || AutoFarmat 45 You Type |
AuboText | AukoFormat I Smart Tags |

Show AutoComplete suggestions
To accept the AutoComplete suggestion, press Enter

Enter AutoText entries here:
| add

Take care,

Thank, you,

Thanks, =
To Whom It May Concern: Insert

WEIS COMPUTER EDUC%ION
WIA AIRMAIL T

WIA FACSIMILE

WIA OYMERMIGHT MAIL =

|*

Yours bruky, o8l
Prewview
Look in: all active templates b |

A A
T um_l!

Figure £.3 Auto Correct dialog box-Autotext tab

4. The auto text etery is added to the hst as in (Fig 5.3).

The next time wher: you type the first four letters of that word or
phrase, word will show you the auto text entry as in (Fig 5.4).Press
enter to include it in youi dccument.

T

I pEis Edit owiow Insers  Furmat  Tools  Table  Window  Help

N E Gla AL L -Jd:|quJv|gJa@z__sl|@m

i A4 Normal - TimesMewRoman + 12 - | B I U |. £ '=.|i= = &= iE | [

(1] s AR R RERN REEE RERNERRE EERN RN

-

WEIS COMPIUTER EDUCATION (Press EMTER to Insert)|
VEIY

Figure 5.4 Auto Text Entry
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5.2 SPELLING AND GRAMMAR
Steps to run spell check in your document

1. Select Spelling and Grammar option from the Tools menu the
Spelling and Grammar dialog box appears (Fig 5.5) it shows all the
wrong spellings in red color and grammatical mistakes in green color.

2. Select the correct spellings from the suggestions shown.

3. Click on Change button to correct the errors.

e T T T B T B S B S R R . |
Changes in Site

1. Icon on member home P»age ave big in size |
" F al N 3

loit oy llali miiii’ﬁlg%ineltnes.;age
] “ ﬁi&&

2' Mat in Dictionary;
3.| Icon on meinbey home page are  © [ fmoreOnee
4.| big in size plieaze make cwmall, If Ignorz Al

more plank space is l2(t over | 52 to ity |

=

Sugneskions:

Softy I TN A

v to person

Dictionaiv lang 1age: |Englisi> (L.5.) “

s Check arammar

It could not

- —

Figure 5 5 Spelling and Grammar dialog box

5.3 LANGUAGE

Thesaurus helps to get different words having same meaning from the
dictionary so, that every time you have not to repeat the same word

Steps to get synonyms for a word are
1. Select the word from your document.

2. Select Language option from the Tools menu and then select
Thesaurus option from the submenu.
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Programming languages have evolved SE3TaiLLE W since early 1950's and this
evolution has resulted in over hundreds of different languages being invented and
e il can now instruct computers
ological advancement in

Thesaurus: English [U.5.)

Looked Up: Replace with ynonym: tinm Pro developed by Intel®,
tremendously j |very uters are being produced now,
Meanings: VEE‘«’ | «| fent languages from this
— exremell o .
SETE ] fareatly rt’language designers to design
EI‘IDrll'I'IDLI5|':-" viacle will be going down
waskly . - z
immensely — ' jvages and looking at how they
kerrifically
J massively |
impressivelky il L i .
— Wguages during the period of
Replace | Look Up | | Cancel | i say are maclhine and

Dt p really began with the work of

Charles Babbage in the early nineteenth century swho develop=d ancomrated

Figure 5.6 Thesaurus dialog Lox

3. Thesaurus cialog bo appears (Fig 5.6) an the.

4. Select the word from Replace with Synonym list box an d click on
Replacs butten.

5.4 VERSIONS

Saves and manages multiple versions of a document in single file after you
save versions of a document ,you can go back and review, open, print and
delete earlier versiors.

Steps to create versions

1 Open a new document.
Type any paragraph in the document. (Fig 5.7)
Save the file.

Now select Versions option from the File menu.

a A w PN

Version in Arrange Windows dialog box appears. (Fig 5.8)
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Eﬁile Edit ‘“iew Inzeit Format Toolz  Table Window Help

s=tion for help

-

X

-

Programming languages have evolved tremendously since early 1950's and this evolution has
resulted in over hundreds of differnt languages being invented and used in the industry. This

revolution is needed as we can now instruct computers more easily and faster than ever before
due to technological advancement in hardware with fast processors like the 200MHz Pentium
Pro developed by Intel®. The increase in quantities and speed powerful computers are being
produced now, more capable of handling complex codes from Ziiterest languages from this
generation, like Appware and PROLOG, will prompt language Zecsizness to design more
efficient codes for various applications. This article will }.e grang down memory lane to look at

Figure 5.7 Paragraph o be entered

Click on Save Now button.
Save Versicn dialog box appears.(Fig 5.2)

Enter the comment(Part 1) and click ¢n Ok button.

© o0 ~N o

10 Repeat steps 4,5,6,7,8 to create another version(Part 1)

[versinemercgrh N/

| Mes! wersions BN Save Version
Save Mov:! ., ‘i Date and kime:  5/19/2008 437 PM
Saved by Qner
Existing versions — —— amments on version:
Date and time Parti
oK I Cancel
Open | Delete I Yiew Comrments. .. I Close

Figure 5.8 Arrange in window dialog box

Now enter ancther paragraph in the same document.(Fig 5.9).
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Mew versions Save Version ¥ X
Dale and Linee: S5/19/2005 4:40 PM
Programming languages have ey Saved hy: e
evolution has resulted in over hy ¢, ersions Camments on versian:
used in the industry. This revoly pate and time PartZ]
more easily and faster than ever] [5/19/2008 4:38 Pi
hardware with fast processors Lj
The increase in quantities and s)
more capable of handling comp]
generation, like Appware and P}
more efficient codes for various
memory lane to look at past five; oK | Cancel |
revoluti the computer industry. |
pen | _pelre T wiaee ] o ]
We start out with the first and second generation languages Juring the geriod of |
1950-60, which to many experienced programmers \vill say are machine and
assembly languages. Programming language history really began with the work r.f ’ Another
Charles Babbage in the early nineteenth century who developed automated

calculation for mathematical functior:s.

11

Figure 5.9 Save version dialog box

Mew versions

Sa e Mow.., J 77 Bukomatically save 3 wersion on clase

Exiskir.g wersons

Date and tie Zaved by —omments
i = Parte a
Cwner Partl —I

|
=l

Open I Delete | 'u'iewComments...l Close |

Figure 5.10 Select a version to open

| Paragraph

Select Version option from the File menu and select and.

Version (Part 1) both the windows appears on the screen-the current
document which have both the paragraph and the Part I, versions which

have both first and second paragraph.
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h_l Program, 5-19-2008 4-38 PM veraion - Microaoft Word

File Edit Miew Inzert Format Toolz Table ‘Window  Help

L ---g---l---1---|---2---|---3---l---4---l---s---l---s---l-----s o]

Programming languages have evolved tremendously since early 1950's and this evolution has

: resulted in over hundreds of differnt languages being invented and used in the industry. This

= revolution is needed as we can now instruct computers more easily and faster than ever hefore
due to technological advancement in hardware with fast processors like the 200MHz Pentivin
Pro developed by Intel®. The increase in quantities and speed powerful computers are being
produced now, more capable of handling complex codes from Zaufercit languages from this
generation, like Appware and PROLOG, will prompt language 2c5imnecs to design more

; efficient codes for various applications. This article will ke srimg down memory lane to look at
. past five generations of languages and looking at how they revoluti the computer industry,

Figure 5.11 Part L - \ercion
5.5 HYPERLINK
INSERTING HYPERLINKS

Hyperlink is a coiored and underlined text or a graphic that you click to go
on a file, a 'ocation in a file, an HTML page on the World Wide Web, or
an HTML, page on interret.

Steps to Create hyperiink

1. Select the text or urawing object you want to display as the hyperlink,
and then click Insert Hyperlink button on the Standard toolbar.

Link kot Tauk o display: I ScreenTip... |
Lo ing Il:h Dieskiop j | @l |‘-"-"|
Existing File or
Wieb Page biook - Bookmark. .. |
CFHrI"de”t |l khushbook D
b } Ms-iord Target Frame. .. |
Place in This } Mew Folder
Document Browsed | rotate
Pages | | Success
) | |j toolbars
Create New Recent ] i
Dacurnert Files % Google Talk Received Files
Shortcut ko googletalk E
address: I LI
E-mail Address
(04 | Cancel

Figure 5.12 Hyperlink dialog box
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2. Then, do one of the following: To link to an existing file or web page,
click Existing file or web page under Link to.

3 To link to a file that you haven’t created yet, click Create New
Document Under Link to. 4 Locate or select the file or type a new
file name with correct path.

5 To display a screen tip you want reset your mouse over the hyperlink,
click ScreenTip.... Button and type tiie iext you want.

6 Click Ok twice.
OLE [Object Linking and Embedding]

It allows you to establish conneactivity between two differerit application eg:
Insert an Excel worksheet in Word application etc...

In case of EMBEDDING the object wii! be embedded in the current
application and whengver you click on the otiect, your control will be
transferred to thz source application from wheve yeu have copied the object
from.

Note: Any changes made directly in the source application, will not be
reflectec in the target application.

1. If you need to change the objects contents you will need to open the
application through the destination by double clicking on the object
inserted.

2. You canembed the object through Edit Menu Paste Option -> Paste
Special [Chioose the application from where you want to get the
object]->Ok/Insert.

Note: As the complete code is inserted in the destination, it increase the size
of the destination file.

Linking

1. Linking allows you to link object of different applications. It allows
you to insert an object in your application.
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2. In case of linking, a link is created between the source and the target.
Hence any change made in the source will be reflected in target as
well.

3. Linking is nothing, but a pointer to the source the source is not stored
in the destination. Hence the size of the destination file application
remain the same.

To perform the linking, follow the steps:

Method |
1. Select the object at the source and ccpy it
2. At the destination place select Edit Menu Paste special option from
Paste Link select the applicatich name of the source.
3. Too see the efiect of Linking make changes in the source object.
4. The same changes get reilected in the destination object.
Method I

Insert Menu -> Seiect okject->Choose[Create from new]
->Paste Link->3elect the applicatior ->OK
56 ARRANGING WINDOWS

You can open several documents at once and layer or title them. You can also
open two windows within a document or split a document window and view
two separate paris at once.

Splitting windows enables you to view two separate sections of a document
simultaneously. For example, you may need to compare information in the
first paragraph of a long report with information in the last paragraph.
Splitting the document windows enables you to view both sections on screen
at the same time.

Split Document Window

1 Select Split option from the Widows menu.
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2. Click and drag the Split Box down to the desired new location.
3. Each pane will have its own scroll buttons.

Similar to splitting windows, opening additional windows in a document also
enables you to view separate sections of a document at one time. With
separate windows however you can select different views, which enables you
to zoom into a particular section of a document while the remainder of the
document remains in the view in the main window.

Y A Journe: v Through Programming Language Genera tions - Microsof ft Word .
le  Edit Aew Inset Format  Iools  Tghle  Window  Help Type agquestion for help + X

FPEHAR|SGRY 2 BR Yoo QHEEESE T 0 - o e 4 S EHEY

= = t= = i= 7
E-lEEEER- 2 A

W i a0 o AmSmmw =]
A Journey Through Programming
Language Generutions
/> N\ N\ | z

Article 2 byMohamad Johan bin Moha. Nasir

. Ty =]

frograruning languages have svolved .remendously since early 1950's ~.ad this
useld in the n:dustry. Thi~ revolu*.on is needed as we can now instruct computers
more vasily and faster ‘han ev.r before due to technolo~ca! advancement in
hardwar.: with fas* urocess~.rs lilke the 200MHz Pent’ am Pro developed by Intel®.
The increas= in quantitie. and speed powerful cor.puters ~re being produced now,
wmore capable ~f handli.;g complex codes from fferenf ianguages from this
reneration, like £ upware ~ud PROLOG, wi’. promp. language designers to design
mre efficient codes for varivus applicatieus. Thir article will be going down

me nory lane to look a: past fivy genersaons of languages and looking at how they
revo'uti the compnuter inyustry,

‘We stavt out with the first ana <econd r¢neration languages during the period of
1350-60, which tg many experienced programmers will say are machine and -

as.embly langunages. Programming language history really began with the work of =
Chzrles B ibbage in the early nineteenth century who developed automated ©
calculation for mathematical functions. Further develonments in earlv 1950 brought

Figure 5.13 Splited Windows

Open Another Window on a Document

1. Select New Window from Window menu to open another window within the
same document.

Each window will have its own scroll buttons and the document can also be
seen in different View types. Editing the information in either window will be
saved to the same file.
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Tile Windows Horizontally

1. Select Arrange All from Window menu

2 The title bar of the active window appears to be brighter.

a3
Type a guestion for help - X

- B LT O DL gt e | i = B Sy
|E-#-A-

Eﬂls Ecit  Wiew |nsert Format  Tools  Table Window  Help

DeEHSB|GRY | BB Y| oo

S Y Heading 4 + Times New Roman + 12 v| B J U ‘%

[u] R I R R RN RN R R R =
i- A Journey Through Programnun -;

3

foewr [y |Adoshepess N WO E 4 BWE|2-L-A-SC0=EE0NS.

Page 1 Sec 1 1/4 Ak Ln Col REC TREK EXT OWR English{U.5
= ~—
£ Fle Edit View Inset Format Tools  Table Window Help Typ & question for help = X

D HeSB|8RAYV|(IiERT v o CE I OO el f e S REY

.l Heading 4 ~ Times New Roman -~ 12 v| B 7 U ‘g

: - Language Generaticus -;

iawe [y |adoshapees N W O CE L FE|2-£-A-=Sc=E0 8.

Page 1 Sec 1 1/4 at Ln ol REC TRE EXT ™ Engish(U.s  [53K
@ A Journey Through Programming Lar giferations:2 - Microsoft __

Type aguestion fur el = X

S Fle Edt Yiew Inset Format  Tools  Tade  Window  Help
DFEES8|(GAY|[I0RS 9 -o-|LBAME

Py Heading 4 + Times dew Roman = 12 -| Bz ul=

B - E) i OF et el | 4 SRR %
EE|E-L A

L] C—\ T i3 veae e n s S =
- Article 2 LvMohamad Johar. Bin Mohd. Nasir -;1

< Draw = k‘Ag{nShapes-\ \DC‘E}@|“‘£'$A'EGJQE.‘v
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Figure 5.14 Arranged Windows

5.7 PROTECTING A DOCUMENT

Assigning password to the document
1 Click the File menu and select Save As.
Select Tools from Save As.

Select Tools from Save As dialog box.

A w0 DN

as shown in (Fig 5.15).
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Security

Security |

File encryption options For this document

Password to open: || EdVa"":E'j---l

File shating options For this docurment

Passwiord to modify; I

[T read-only recommended

Digital Signatures. . . | Protect Du:u:ument...J

Privacy options —
™ Remaove personal information from this file on sawve

[T warn before printing, saving o sending a fil that cortains tracksd
changes or comments

v Store random number ko imarove merqe accuracy '

Macro security —

Adjust the security level Sar opening Files that might
conkain macro virvzes ard specify the nanies of
trusted macro daveloners,

Macra Security .. |

e

Figure 5.15 Protecting a ‘Window

5 Now, wype passwora of youi choice in the Password to open.

6 To give rignt to modify, type another password as desired in the
Password to Modify text box.Click OK.

5.8 MACROS

A macro is a series of word commands which have been grouped together as
single command. Any repetitive operation which involves executing a number
of sequential steps can be automated by creating a macro for it.

There are two stages in using macros
1. Creating Macros

2. Running Macros
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While creating a macro you will require two things:

1. The actual commands / steps which are to be grouped together to run
as one

2. Assigning the macro. ‘Assigning’ means specifying to the computer
how you would prefer to run this macro.

You can assign a macro in the following wavs:
An option in any menu

As an icon in a toolbar

To a button

To a shortcut key(like fuinction keys)

o e

To a key combirnaticn.

Given below are the steps involved in recording a macro

Tool= iTgI::uIe Windoww  Helia

v Speling ard Grammar... F7 Egﬂ = q 100% - [
SR\ ’ I__é =(=-|iSiEEEH- 4
Letters and Mailing= 3
. O\ I R e DR S

Toolz on the Wiek

DRSNS ) ecros. s
P awcnexopons. | @ RecordNewMeers.

Customize... Security..

Dptions. .

| “izual Basic Editor Af+F11

L

&8 Microzoft Script Editor Ak+Shift+F11

Figure 5.16 Record Macro option
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Record Macro

Macro name:
IMacru:n2

Assign macro o

g :'\ [ Toolbars ﬁ| Kevboard

Skore macro in:
IF\II Documents (Mormal.dok) j

Descripkion:
Macro recorded 5152008 by Owner

% I Cancel I

Figure 5.17 Record Macro dialog box

Customize Keyboard ‘“
s

Specify a command —]
Categories: Commana::
Marias ;I Morrmal, Newn lacros, Maco3 ;I

I =

Specify Yevboard sequence
Current keys: Press new shortoub kew:
] Je]

) _'l

[

CLrrently assigned ko: [ur
Save changes in: INDrmaI j
Description

Assign I Remove | Reset all... | Close |

Figure 5.18 Assign Keyboard shortcut

1. Click on the Keyboard button to define the macro from the keyboard.
The following dialog box would be displayed.

2. Click in this box and press Ctrl and R keys from the keyboard
together. This is now the macro shortcut.
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T e—

i i — e
I R

Stop Recording

N R —

e 3 g s e =

g

Programming languages have evolved tremendously since early 1950's and this evolution
has resulted in over nmdreds of differnt languages bemg mvented and used m the
industry. This revolution is needed as we can now instruct computers more easily and
faster than ever before due to technological advancement n hardware with fast
processors like the 200MHz Pentium Pro developed by Intel®)

Figure 5.19 Recording Macro

Click on Assigri button to assign the macro to these two keys.
Now click on Close.

A Macro appeais ci the screen.

o g o~ w

Type the paragrapih given in {Fig 5.19) and then click on Stop
Recording.

7 Now press the short cut key which you assigned for macro the para-
granh will be appear on the screen.

Note: Do nict assign any shortcut key to macro which already has a pre-
defined function,like Ctrl +V or Crtl + C.

Now create a new macro and then ,insert table and enter 4 rows and 5 col-
umns enter column headings and then click on stop recording.Now,press the
macro shortcut the same table will be displayed on the screen.

5.9 MAIL MERGE

It is often required to send letters with same information to a group of people
who live at different locations. The letters may require the address of each
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person to be printed in addition to the same information .MS-Words Mail
Merge feature is used to combine a data source with a main document it is
the document which contain same information the data source can be a word
database file or a data base created in other application,which contain variable
information.

Steps to Merge Main document with database

1
2

Open a new document.
Choose Letters and Mailing option from Tool menu.

Select the Mail Mrege Wizard c¢ntion Mail Merge task pane is
displayed.

Select the type of documeni you want to cieate. (letters).

(Fig 3.20)

4 rdail Merge - =
Select document type
What bvpe of document are vou
Click an Next. L
#® |etters
E-mail messages
Envelopes
Labels
Directary
Select 'Jse the
Letters
Cu rrent Document Send letters to a group of people.
- You can personalize the letter that
(l— |g 5 2 1) each person receives,

Click cn Next.

Select Type a new list
(Fig 5.22).

Click on Create button.

Click Mext Ny continue.

Step 1 ol 6
g Mexk: Starting docurment

Figure 5.20 Selecting the type of document
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select starting document

Hows do wou wank ko set up wour
letkers?

® Lse the current docurment
Start From a template
Skart From existing document

Use the current document

Skart From the document shown
here and use the Mail Merge wizard
to add recipient information.

Step Z of 6
g Mexk: Select recipients

<p Previous: Select docament cype

Figure 5.21 Selecting Main
Document

<p Mail Merge - =

Select recipients
Use an exisking lisk
Select From Outlook contacks
= Type anew list

Type a new list

Type the names and addresses of
recipients,

Create...

Step 300 &
g Plecck: Wrike won s letber

| <p Prewious: Skarking documenk

Figure 5.22 Determining
Data Source

m‘m’._

Enker Adcress information

Title _"f'E|5

Firsk Mams |jatizer]

Last Mame |
Cormpany Mame
Aodress Line 1
addiess Line 2 |
City |

[ SN |

Mew Entry ] [ Delete Entry

] [ Eind Entry... ] [Filter and §|:|rt...] [ Customize. ..

Wiew Entries

Wiew Entry Mumber

Total entries in lisk 1

Close

Figure 5.23 New Address List dialog box
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Save Address List
Save in: i My Data Sources vl 5] I_a | Q x F j * Tools =

ic
My Recent
Documents

fi-

Desktop

My Documnents

.

My Computer

J Flepame: |veis v Save
My Metwork, 3 ' [ = —_]

i I . : 1
Places Save as bype: |M|crosoft Office Ardress Lists i Cancel J

Figure 5.24 Saving Data Source

10 New Address List Form appears. (Fig 5.25)Enter the required detail

for creating the list of recipients.

After entering the data click on the Close button.

mmendckens NN T

To sort the list click the appropriate calumn 1i=ading. Ta narrow down the recipients displaved by a
specific criteria, such 3s by city, dlick the arrow next Lo the column heading, Use the check boxes or
buttons to add o remove recipients from the mail erge,
List of recipients:
| ! * Last Mane *  First Name * Title *  Company Mame *  Address Lin
||7_| “khandsiwal T sbhishek M Reliance
zinghal shelza Mrs G.EMoney
mehira rotbn My nits:
4 b
Select All ‘ Clear al | Refresh |
Find... ‘ Edi... | Yalidate |

Figure 5.25 Selecting the list of recipients
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12

13

Save Address List dialog box appears .Enter the name and click on
Save button.

Select the name of recipients to whom you want to send the data and

click on OK.

Mail Merge -

Write your letter

If wou have not already dune =0,
write wour letker now,

To add recipient information wo swour
letter, click a locztion in the
document, and ther click one of the
iterns below,

F'] O8ddress block, ..
m Greeting line. ..

* Eleckronic poskage...

Il Pcstal bar code...

||||||

E More items. ..

Wen vou have Finisied wriking
wour 'etber, click MNext. Then wou
can preview ard peisonalize each
recipient's letker .

Step 4 of 6

g Mexk: Preview your letbers

3 Previous: Select recipients

Figure 5.26 Writing Letter in the current document
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L4

Merge to Fax—1

Merge to E-mail—- =i
Merge to Printer—

Merge to New—1
Document

7
&
Check For Errors——é
7

Find Entry—1 |
Last Record—4 %=
Next Record——] <

Go To Record—4

—
Previous Record-—+ ™
First Record—- ™=

Propagate Labels—

Mzich Fields—
Highiught "Merged Fields—
View Merged D’AEJ—

Insert Merged Fields —|

Insert Greeting line—

Insert Address Block—]

Mail Merge Recipients —

Open Data Source—

G AN B nsetwordried~ & [ 8

Main Document Setup—|

Figure 5.27 Mail Merge Tool Bar
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14  Select the Insert Merge Fields option from the Mail Merge tool

bar.

Insert Merge Field dialog box appears (Fig 5.27).

15 From the merge tool

bar click on Merge New Document.

16 The Merge New Document dialog box appears.(Fig 5.9)Here you
can enter the number of records for which you want to create the

letter.

17 By selecting All three copies of the document is created, as the
present database has only three recoids.

| | EE B ‘\nsertWord Field - ‘ G

D@1 a0

» R M.

iy 2 5.
. Insert Merge Field _
Hi

Hag oy New Year

3B =4

Insert:

riserk:
1 Address Fie' s * Database Fields

ZIP Cou

E-mail Address

Il
Match Fields... | et | concel |

Merge to New Document

Merge records

© al

" Current record

" Fram:
| K |

Figuie 5.28 Inserting Merge Fields

Ton: Ii

Cancel |

Figure 5.29 Merging Documents

-2l 4 % Mai dlerge =

_| wrir_yourletter

I you have not already done sa,
wirite your letter now,

To add recipient infarmation ko you
letter, click a location in the
dacument, and then click one of Ehe
items below.

[E address binck...

[£] Greeting lne...

|Z:| Electronic postage...

|||| Postal bar code. ..

Bl More items...

When you have finished writing
yaur letter, click Mext, Then you
can preview and personalize each
recipient's letter,

Step 4 of 6
B Mexti Preview your lstkers

48 Previous: Select recipients
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Unit 5

Self-Assessment Questions

1. What is the use Automatic functions of word ?
2.  Explain the following features of Word

(i) Versions

(i) OLE

3.  Explain in detail Mail Merge feature of word

Lab Session

¢  Creaie a hyperlink in your document.
¢ Split the Window ot vour current document.

Create 3 versions of your document.
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