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Microsoft Office

MS Office AA2@ 9?

>

MS Office o] ng ollH Microsoft Office 8.

Microsoft Office W smgaeoﬂ U5 Usclall Application Software .

MS Office Hl Microsoft Word, Microsoft Excel, Microsoft PowerPoint ogcll T;QDJ.U-LO'-II AHLALL AL D,
Microsoft Word ol GU2L9L UHLe I Document Gloilalell HIE UL B.

Microsoft Excel oll GUAIL SlEURL USR] 261A ¥ 218LRld] 12l scll] flad UR A B.

Microsoft PowerPoint oll GU29L Presentations dallR Scll HIS Al &.

Microsoft Officeatll UL WL Al AT AU S, 6ls, 2cA-2at, WRWE ¥ SUc{BAHL UL Al 8.

Microsoft Word

MS Word A2QA 9?

>

MS Worde] Y3 oll{ Microsoft Word 8. % @$ Word-Processor (2Le€-Ule us) YoUH B. B Microsoft
Company al?l dallR sclHl wcl B, Microsoft Word A MS Office ol 1§ H&ccloll Application Software .
Aoll Heeell QAU U, culdel, RUE el 213U Aol WA AN AHe AU tlollcl sl BD.

MS WordHi !ellAd $LEA Document $& B dll Al Save UL 531 2sL2A B, Bl et GUHL LS
AslA BD.

Document ol %32 U3 Edit UQL 53] AL & WA 3 Al ol BRI AslA B, AML YURL AR s3] ASIA D
AUl AMRA §R QL 53] asla B,

DocumentHi %33\ Formatting UL 531 2512 &, Ve A 5 ABllRLell Font, Size, Color &l Style e 2Lsla .
AWLRLA ALElail 230 % 5l Bullets and Numberingsll UL U5 23 B.

Documental ct) WIS wstletal doj Background GLEC 215121 B WA Border/Shading URL 53 25t B,
DocumentHi olcll R0 A2A ¥ Pictures URL G 25t 8. WordHi ALAA Clip ArtHi (A (A cdtdl
R vuAcl sl .

Word Art 6121 ABILRLatL HaLOUa s s 23N % 53 2ASIA B AH% Aol 3-D Effects L&l Shadow Effect URL
wdl atsta 8.

DocumentHi HU@la\ Table 2130 €2l clell Table $HloS URL WA B.

WordHL ALAAL Spelling & Grammar Optiono{l Heedll C'tU{lQll-ll 1dA Spelling WA Grammar oll Gic'ﬂa %j‘cllﬂ
AslA BD.

MS WordHi document o{l %32 U3 Print URL 518l 2512 B, Ul A E-mail A31¥ 1scll asta .

How to Start MS Word:

@
0’0

R/
0.0

MS Worda 213 s2clle{l (A[Au 2.l A & % (A Yoy B.

Act: 1

> Step-1 A YUH Start tleet UR (Bets 5. el Start Menu WAAL.

> Step-2 &A Aoll Search BarHl Microsoft Word 2l&fU 531 OK oleet UR (58 3.

At 2:

start Menu Hi&ll Run option UR (5&s 53 2l Run SIAAL s WA, BHL winword 285U 53| OK vl2et
EICEE RN {Windows Key + R --> Winword}
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MS Wordell Ju2l 25letell UR U

Document2 - Word

Insert Draw Design Layout References Q Tell me what you want to do

£ Find ~
a0 Replace
[t Select -
Clipboard Y Fl £l Styles ] Editing

L] %Cut
B naBbCenc | aaBbcede AaBbCe AaBbcel AQB  assbcer
=& Copy F

Paste = : i -
- ¥ Format Painter = -3 TMarmal || TNo Spac... Heading 1 = Heading 2 Title Subtitle [+

Page10of 1 Owords  English [United Kingdom) ::J',’/Ac(essmmtyz Good to go

MS Word o{l 4ul 25lotul (A etoll ol A Yool 8.
> Tittle Bar: MS Wordo{l Juat 28latui A&l GUR wAE Horizontal Baral Title Bar $& 8, % Filed] ollH £2(A &.
Aoll 1Rl A2 2Rl Caption 6l2et (Minimize, Maximize, Close) AL 8l 8.
Tabs: MS Word 2016 Hi Menu ol HEQ @QQu 9 Tabs (Home, Insert, Draw, Design, Page Layout, Reference,
Mailing, Review, View) AULACL &l 8.
Ruler Bar: MS WordHl & Ruler WA 8l B. (1) Horizontal Ruler Bar (2) Vertical Ruler Bar % b{qsﬁ. Page ol
Width clell Height A2 sl HI& GuA( B.
Documentation Area: MS Wordsl{l 3uL 28lotHl 23 White Blank Area BHL AW el 4A B. Aal
Documentation Area $& 8, B4l W Cursor lcll HA 8, % Text o 2l €20A B,
Scroll Bar: MS Word Hi & Scroll Bar AUAc &l 8. (1) Horizontal Scroll Bar (2) Vertical Scroll Bar Aol Heeell
%\ Document ofl A& HIZL Sla AL SIA FHEL ctall BUR-o{lA US| AslA V.
Status Bar: MS Worde{l 321 28letHi A&l o{l Aetl al1oL Hi Status Bar 1A 8l 8. Aol stell A% Page No
&l Word Count ALAEL 8l B, Ul %HE(l 1% Page Layout &l Zoom Slide AL 8l B.
> Office Button: Office Button Word ol 3ul 28lotHl Wl GUR SLAell % Hlall HA B, Aul wdctl @Ay
sHloS(l HEEY otcll SIsYRoe vlatlcll sl B. Save 531 2ASA D, AU Aoll Print URL 53| 2SI O.
New Document clallR 82@:
UM Il Word Ul 53R AR Blank Screen £ 8, AML AWMLl AWl ot Document d24(R 531 sl
8. A Rtz ot Document dUIR s¢cll oflA s viotl Steps UofARA.
> Step :1 U YUH File Button UR (3cs 531 AMl 3 New 5H(s5 UR (3cs 53, Ul New Document o]
SLAALL ol s WA,
> Step: 2 New Document SIAGL clls™ Hi&ll Document oll UslR RAS2 531 Create ¢eot UR (3cts 532
ULHLe2L 3 A Blank Document Option RAS2 scllHl wA .
Document ol Save SQCj:
Documental @{{AwuHi GUAIHT Acll HIZ Save 5 %331 8. A M2 Steps AU,
Step: 1 File Button UR (5cs 531 Auiell save option UR (5cs 53, el Save As SLAALL s WA,
Step: 2 Save in Ul Document ol 22Ul Save $cll &l2L A Location URLE 3.
Step: 3 File name 252 GlsUHL sLEScal % oltHell Save sl 8lat A 215U 531 Save oleot UR (5cs 53,
AL A 8[&5(101 o{lH documentl.docx, document2.docx R Qu 0.

ol : Word Hl (ol A ST Sl5fHo 5& 8. AUl MS Word $lE o] A s ool .docx &l B.
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Document ol Close $d:

Document i 5LH Y3 UL Ul Al 6ltd 5l %331 8. Aol oitd sl o{lA Y 0loll Steps AR,

> Step: 1 File Button UR (5cs 531 AUl Close option UR (55 3, wacll Word ofl Yyl 28lat UR ¥

Close Button U2 (5cs 53\, A2l Document 6ltd & %8l Document 6ltd 5cll USCL Save 53 o18l 8l
l Document o Save HI2oll AA% LWL BHL Save Heal UR (5AS 53A.

dulel RAse sd:

WordHi AWIBLA SIESURL %l clo] Formatting $cll UdAl RAS2 5 %331 B. AWML 26E, ALl $5A ¥
UM Document A RAAS2 53] 2512 V. SlEUR AR A Ild RASse 53] asta B.

1. HIGU gl Drag 531
2. Keyboard al3L Shift ol Arrow Keyo{l He el Shortcut gl3L.

dceal AAs2 52Cl: Aseal AAS2 sl MR 2AcEall AL/ WO 53R S| Mouse Drag 53 WUl AEa(l
UL/ W0 $AR S Shift el ARA Sl ecllal el 2AoE UR 53R YSL 1B suc Bets s3A.
aldel RaAse sdl: A RAse sall HIR Algatoll A3ucd/BicMl 53R Y$| Mouse Drag s el
cAlgotofl AuLA/BAHL 53R 1S shift el AR Sl et WU HBYU W2 Ra Al atoll AULAHT Margin
Hi AES 2ol B HIGU WeSo2 Ad% ALY WL, A UHA Mouse (5AS 5l A1 LSt RAse Ul
5520 RAse 5l $5A RAASR sl HIR §5AHL SlEURL AR 53R Y5l WBU Buct (5As A weucl BU
Weo2al cleSatoll A3MAML MarginsHl AES Sl Bl HGU W02 ud% 2AlY EuL2L,. A AHA HIGU S6lA
(3cts sl AHoL 55 RASse QL.
UL Documental RAS2 52l YHIY Document RAS2 5cll HIZ2 Documentoll AL/ Ml 53R Y shift
el Arrow Keyoll HEEl UM Document A RAS2 53 WU Documentoll A3ALcoll ALESAHT HIGURA AHES
ol BYl HGU W2 USY AR WA A AHA HIGU Bud (Bets sl UM Document AAs2 23,
{Shortcut: Ctrl + A}
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Home Tab:

Document! - Word

Draw  Design  Layout  Referenc iings ~ Review  View Help Q Tell mewhat you want to do

.

o X ocut o o . g = —_— = LD Find ~
M Golibri(Body) -1 _-| & A |2~ | B | i= . = == aBbCeDe | AaBbcede AaBbCc AaBbCel AQ B | aasbccer! AaBbeene AaBbecd: ! Aasbeen: AaBchD(é

Past

BB Copy 23 Replace
~ ¥ Format Painter

B I U-~+abex, A . A-~ = v TNormal | No Spac... Heading1 | Heading2 | Title Subtitle | Subtle Em... Emphasis | IntenseE.. | Strong W, St

Clipboard = Font E] aragra E] styles. =l Editing ~

Clipboard:
WordHl Cut, Copy 53¢ clullal 3 (A2 Clipboard Hi BB UL B. B paste 5HIoS YU HE £ A GUADIHL S

sl B. Clipboard clyMi cly 24 Clip B2UBct U A3 D.
AWIRLA 3 (RAta cut 5:
Word Hi AAMLBL (Text) ¥ Image A A &AL £2 53] ollost 28U WAL 2As12A B, % Cut Option Gl 53 2AsL2A
& AWlRL 3 (RA2tal cut sl ollAsll Steps UafAR.
> Step: 1 0 YUH B AWIGL 3 (RAotal e e WASClle] 8l Aol RASsS 53
> Step: 2 Home Tabl Clipboard™i&ll cut Option RAs2 5. well cvitel 3 R A Al g2 U U
Clipboard Hi U3 &l
Step: 3 6A AWILL S R B el WAS cllof B2t cll 5312 Y8l Home TabMi Clipboard Higll Paste Option
RAse 52, AU w3 Rota 22U Bl HOQl.
AMLRL 3 (AR Copy 524 :
Word Hl AW Rote{l 18 22Ulal &l o2l 22Ul Copy 531 2SI B. % Copy Option GlRL $3| ASLA . AWLRL
% (A2t Copy sl o{lAsll Steps AR,
> Step: 1 Al UUH % AUIQL ¥ RAA Copy 5Rcllef 8l Al RAs2 53,
> Step: 2 Home Tab Hi Clipboard Hi&ll Copy Option RAS2 $3\. 1l cwial 3 Q2L 3 A &ALl 233 W
Ao{l Copy Clipboard Hi A&l &L
Step: 3 6A ALl ¥ (A% B eUlal Copy 59 8l @l 5312 Y$l Home Tab M Clipboard Hi&ll Paste
Option RASs2 5. vl Awal 3 Rate{l A el uat 1l eslal Hadl.
WA olltl: Cut 3 Copy SHLoS B U Paste SHLoS WU W %33 B olldcR Cut ¥ Copy SHL6S oll 81
UAR Al (3.

Font Format:
Document i AULERL Gudl Ugl Aol uists A 23 5RA Wl %331 B BA Formatting & -

& Aul Font, Size, Color, Style R el a5l &, Word Hi Home tab Hi AL Font Tabell
He el Document o Formatting 531 sl 8. Font Dialog Box Open $2dl H2 ol ctrl + D ol
GUROL UM ALA 8. 8 AU Document A Formatting $cll HiZell (AlAY Optionell
AU 5319). U] UL 1R Text ol QA2 53¢ Slcll vod o 331 8.
> Font Type: {Ctrl + Shift + F} 3 Optiono{l HEE [l AVURLHL Font (lECl atstaL B. Bal %,
Arial, Times New Roman, Jokerman, Algerian AR,
Font Size: {Ctrl + Shift + P} 24l Optiono{l HE £l ARl EFRS el ¥ ealsl st 8.
Grow Front: {Ctrl + Shift + >} ¥l Option Heedl Font Size Atll3] sl B,
Shrink Font: {Ctrl + Shift+ <} 4L Optiono{l HE €| Font Size ©2LS] 2LsLL B.
B - Bold: {Ctrl + B} ¥l Optiono{l HEE Sl Text ellel AU&ARHL Eulla B.
| - Italic: {Ctrl + 1} L ofl HEESL Text ALUL A3 B B.
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"~ > U- Underline: {Ctrl + U} ¥4 Optione{l HE £ Textoll oA cltefot €131 asL2 B. UL Optionell GilayHl AULAAL
ol2el UR (85 52 Underlinesll USLR el Color UL oleC{l AsLA B.
Strike Through: 3L Optiono{l HE €YUl RAS2 52 Textoll R {1l clefot €131 aslaL .
X5 - (Subscript): {Ctrl + =} ¥ Optiono{l HEE Al RAS2 $3EA AMIRLA Base Lineo(l #d% oA A2 s3] asla B.
ALMLoA A Aol GUDIL (A stlotMi AUYYAN vl Ul B. EL.cl. H,0, Ca(OH),, AR
X2 - (Super Script): {Ctrl + Shift+ =} A Optiono{l HEEYU RASS A AVULRLA Base Lineo(l 432 GUR A2 531
512 B, AlHLoA A Aol GUAI OB ML YA Al HI2 A B. ELc. (a+b)?, (3)% 22 AR
Change Case: Word UG % EL % €L 5 A3 crtcllofl YAl Y3 WS B. B Case 53 B. vl Case HEACL
HI2 Word™i Change Case Option A 8. WordHi AL QAU 5 Case ol A Yool B,
1. Sentence Case: €35 cllSAHL YAUH &R Capital Hi e2aA B. G.€L. Indiais great.
2. lower Case: AUILRLoll €35 W&R o{l%) abed AN2AY Small LetterHi €20A B. G.EL. india is great.
3. UPPER CASE: LUIQLoAl €25 A&lR US| ABCD A2 @3 Capital letterHi £21A 8. G.EL INDIA IS GREAT.
4. Capitalize Each Word: CLUWLRLHL €35 26€oll YUH &R Capital letter Hi £20A ®. G.EL.India Is Great.
5. tOGGLE cASE: LWRIHL 23 €35 Capital Letter ol Small e Small Letter o\ Capital Hi £20A B. G.EL.

iNDIA iS gREAT.
Clear Formatting: 3l Optiono{l HEES Textal AUUE SIE5 URL USIRa] Formatting §2 &l & U Text Plain

L EREANIR)
Text Highlight Color: 34l Optioncﬂ HEEl DocumentHl A AdLRLo{l Textal 2019 Color <3 Highlight 531
AslA B.

> Font Color: 3l Optiono{l HE €l AWMLl Color el st B.

Paragraph Formatting:
Paragraph Formatting UeA % Paragraph Alignment, Shading, Border AXY Line Spacing ol Bullet and

Numbering. % HLE Home Tab UR ALAA Paragraph Tab U2 (Bs 53
> Alignment: Alignment A2@ ¥ Paragraph ol Text o ¥lot UR 202t A ealacll. Yuaud UR YsRal
Alignment 0.
1. Align Left: QA2 53 ALLRL Page oll SL6{l A% Set & {Ctrl + 1}
2. Align Center: RAS2 52 AWIQL Page ol HE2AH Set U, {Ctrl + E}
3. Align Right: RAs2 53¢ iRl Page ofl 1Rl A2 Set A, {Ctrl + R}
4. Align Justify: QA2 53 AWML Page ol (R 252l 2092 3l A set € Wl A HIS A 2AcEL AR Space
YL 01021 3lA set U\ {Ctrl + J}
Line And Paragraph Spacing: RAse s Paragraph ol A ALESel AR Space Hl %512 scll HL2 Line and
Paragraph Spacing oll U200l & B.
Shading Effect: RAse s UL % Paragraph a Shading Effect % Background Color U dl MR Shading
Effect oll GUAL0L &A 8.
Border Effect: Paragraph C'tb{lQlo{l % Border Glotlclcll Border Optioncrn GuAdL A B. Border Option UR
(3cts sl Wetdl Aoui U Yool Options Ll HAA.
1. Bottom Border: Wl $Hlo58l Border, Paragraph oil o{l2s1l GULOLHL % Set Al B.
2. Top Border: ¥l sHo5 | Border, Paragraph oli GURsll GLOLHI °f Set AUl B,
3. Left Border: ¥l $HloS| Border, Paragraph o{l SLo{l AR $oll GUOLHL o Set Ul B.
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4. Right Border: 3l $HloS8| Border, Paragraph o{l %HR(l R §otl GLLOLHI o Set ULA ©.
5. All Border: ¥l 5HloSo{l HEE Border, Paragraph ol AR A% Set AlA O,
6. No Border: ¥l $HloSo{l HE €L Paragraph ol MM Border §R Al B.
> Bullets and Numbering: GLUlLRLa UL Elell 243 2 clell HI2 Bullets and Numbering oll GU20L &L=l B.
Bullets: AAULRLA ALEotl 2a13UHL [A2Ue{l ad g2llctell L Option oll GUADL UL B.
Numbers: AR ALELotl :eA3UHL Number/Alphabet a3 €2 clell L Option oll GUAIL UL B.
Multi-Level List: CLALRLA (A(AtL YslRell Bullet and Numbering Format Hi Set $cll Ul D.
a. Decrease Indent: 2l Optiono{l HE €| Multi-Level List oj Indent ©2LS 2SI B.
b. Increase Indent: ¥l Optionall HEE | Multi-Level List of Indent cltl3] sl 8.
Sort: DocumentHl AW Text ol Sort Scll HLE Sort Option oll GUAoL A V.
ol[td : Sorting Option WRAUSHL GUNIL 53] 2512 o1&l Aol GUAL $R¢ll HI2 Indian Cricketer oll ollH WAL
WA ABAHL AVl check 531 28

Styles:
DocumentHl R AVLLRLo{l Style HEA U Change Style Option oll GURLDL AL B.

Editing:
> Find: Document Hi & 8L&5 2L0€al 2 cll HIS Find Option oll GUAL UL B. {Ctrl + F}

> Replace: DocumentHi 3¢ 515 A5 AGEA UL WA AGE HsAl HIE ™
Replace Option oll GUNIL UL B. {Ctrl + H}
Go to: DocumentHl SlEFURL UL % cll Hle Go to Option oll GU2LdL
AU B. Go To Optiono{l HEEYU Document Hi SlETURL Page, Section,
Line, Bookmark % Comment UR ¢S sl 8. {Ctrl + G}
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Insert Tab:

Document! - Word

e MLEUM Draw  Design  layout  References  Mailings  Review  View Help @ Tell mewhat youwantto do

B Cover Page ~ D rof)ﬁ- ﬁa ,El || ) [ Get Add-ins B Link t/j D D @ I;I 4 A [¥signatureLine ~ | T Equation ~

[ Blank Page |* Bookmark 7 Date & Time Q symbol ~
Table | Pictures Shapes lcons 3D SmartArt Chart Sereenshot | sy Agd-ins ~ Wikipedia | On Comment | Header Footer Page Text Quick WordArt Drop
' Page Break . - - Models ~ - : [ Cross-reference - © Mumber~ | Box~ Parts~ -~  Cap- JObject -

Pages Tables lllustrations Add-ins Media Links Comments Header & Footer Text Symbols ~

Wl Tabell GU2Q0L &l ULN@. @lau UsLRell Page, Page Break, Toggle, Picture, Symbols A% Word Art IR
Insert 531 2U$1A 1A, (ALT+N)

Pages:

i — » Cover Page: 3l Optiono{l Heedl Magazine ol Book Oj Cover Page Design 53l asla .

LB W 2 Option U (5e1s 53cli Cover Page Designej Noj Eullat 8. BHL [A(ALL YsiRetl Color
" II W ‘ Design WUAA & Axell 2092 Design UR (s sl A Design of Page Bl B.

i _-— Blank Page: ¥l Optiono{l HE €&l Document Hi SL&5 URL %3U1A Blank WA ¥ il Uy

‘ ﬁ Insert 53| S B.

> Page Break: ¥l Optiono{l HE €l Document Hi Page Break Insert $3 25l 8.

Tables:
WordHl HU(Elal cat Rt Il o0& etell Tablesll GUAOL Ul B. Table Rows el Columne] tlalc] 8l B,

olltl: Document Hi Table Insert $2cll Table Tools Design clel Layout VU A Tab U‘LC't%l Bo{l He € Tableoll
Design AM% Layout WEC] sl 8.
Table Tools Design Tab: ¥l TabHl A1AA (A[AW Optionsll HeE Tableoll [AlAY Styles el st B.
AHos TableMi Color AM Line Color GlECl asta ©.
= Table Style Options: 3l Optionc'ﬂ Heeell Tableoll yaUH Row, Column
adlRal Special effect wdl asta 8.
Table Styles: 3l TabHi wAA (AlAw Optionell HEEL Tablessll Styles,
Borders AH% shading HECL 25t 8. WordHi $E 99 Us(Re(l Table Styles
wadl 8.
Shading: Ul Option¥| Tablesll RAASE $¥C GOWHL Shading 2@ ¥ Colore{l Effect Ul st .
Borders: ¥ Optiono{l HEES Tableo(l Border Customize 53| sl B. WeA ¥ Border G| AsA
], £2 53l asla B.
Draw Borders: 3l TabHl A (A([AY Optionsll HeE2l Bordero(l Size, ColorHl 32512 s31 st
8. AHe Border £2 UL 531 sl O,
Line Style: 2L Optione{l HEES Bordersll line Style olecll sl B.
Line Width: ¥l Options{l HEES Tableoll Borders{l Width ¥ Thickness (ecll sl ©.
Pen Color: 3l optione{l HEE Bordersll Color ttecll sl B,
Draw Table: 2l Optionvﬂ Heedl Table Manually Draw 531 sl B.
Eraser: 3l Optionfrﬁ Heel Table oll BordergR 53l sl ©.
Table Tools Layout Tab: 3l TabHl AlAcl (AlQu Optionsell HEES Cell, Row, Column ¥ Table RAs2
531 asta 8. Ay o<l Row, Column GRIL ¥ £2 53| aslal ® el TableMi Data Align URL 531 sl
B. dal Row wal Columnell Height il WidthHi 32512 Ul 531 st .
= Table: 3 Tabell Options{l HEES Cell, Row, Column ¥ Table RASs2 53| 2AlRA 5l AHey Tableoll
Properties URL %1&5 2SI ¢Sl
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select: ¥l Optiono{l HEEYL Cell, Row, Column % Table RAs2 3| AslA O,
View Gridlines: ¥l Optione{l HEES| TableHi Gridlines GRI aAsla & ¥ £2 53 asla B.
Properties: 3l Optiono{l Heedll Tableoll (AU Properties Bl ¥ Row Height, Column Width
AH% CellMi Text o Alignment Glecll AslA B.
Draw Table: ¥l Tabell Optione{l HEE olcll Row-Column BRI AsLA B.
Eraser: Wl Optione{l HEES Cell, Row, Column ¥ Table £2 53| aslal ©.
Rows & Columns: 3l TabHl AU AL (A4 Optionell HEE Ul otcll Row ¥ olcll Column GRS asta B.
e Delete: ¥l Optione{l HEESL Cell, Row, Column % Table £2 531 sl B.
e Insert Above: 3l Optione{l HEEUl RASE 53 Row oll GURe{l A2 olcll Row GAIL asta B.
e Insert Below: ¥ Options{l HEEYl RAS2 53 Row ofl o{lA{l A% il Row GRS AsLA B.
e Insert Left: 3 Options{l HEEU RAS2 52 Columnell stedl vty otcll Column GARL sl B.
e Insert Right: 3l Optione{l HEEYU RASe 53¢ Columnell HRlowey otcll Column GR3L sl B.
Merge: 3l TabHl (@AY Optione{l HEES TableHi WAL Cell, Row % Columnal Merge 531 sl
.
e Merge Cell: 3l Optione{l HEES Tableall A 3 Al Ay Cellal Merge $3| As % Cell ¥ RowHl
3UlARd 53l asta B,
o Split Cells: 2l Optiono{l HEEYU| Celll A ¥ ALl ay CellHi adAUl astA 8.
e Split Table: 3l Optione{l HEEL Tableal (Aattt eloHl adAl st B.
Autofit: 3l Options{l HEEYU Columnal WindowHi Set 53l sl B. UMl 3lA Fixed Column
Width Option RAse 8l B.
Cell Size: 3l TabHi AAAL [A[A Optionall HEE U Row d&l Columnell Height AUl WidthHi ¥R
53l asla B.
e Table Row Height: 3l Optione{l HEES HeightHl 32512 531 st B.
e Table Column Width: 3l Options{l HEE Columnell WidthHi 32512 3l st B.
e Distribute Rows: ¥ Optione{l HEEl AHIH Rowsell Height As Au{l 31 asta ©.
e Distribute Column: 3l Options{l HEEL AHIH Columnsll Width As Au{l 531 atslaL B.
= Alignment: 3 TabHl AA (QQY Optionell HeEell TableHl Align 53\ alsta ®.

[llustrations:
Insert TabHl A (@A Optionc'ﬂ HEeEY Document Hi Picture, Symbol, ClipArt A Chart el Smart

Art Insert S &.
» Picture: 3l Optionfrﬂ HEEl Document Hl Picture Insert 531 25l 8.

alltl: Document i Picture Insert $cll Picture Tools Hl Format Tab Ujl\C*tﬂ. Al et @y Optiona{l
He el Picture Format 53 25l 8.

Adjust: Adjust Tab Hl vl (QlQu Optioncﬂ Hee dl Picture Brightness, Contrast, Recolor aues
Compress U@L 531 251 B,

Brightness: il Optionc'ﬂ Heedl picture oll Brightness Set s3lasla ®.

Contrast: 3l OptionO'ﬂ Heel Picture Hi Contrast Set $31 a5l B.

Recolor: ¥l Optiono{l HEEY Picture (AQU 5AR{l Effects v 2slA B
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Compress: vl Optiono{]. HEE Picture oll Size H2lScl Al Compress g3l sl B.
Change picture: 3l Optiono{l Heeell Document Hi Insert $2CA Picture o\ UL 0[1‘35 Picture Insert $3|
AslA B,
Reset Picture: ¥l Optiono{l HEE L Picture ol WIAA dAMIH Formatting £ 531 sl B.
Picture Style: il Optiono{l Heel Picture A QA Style Hi Set 531 8185 ASAD.
Picture Border: vl Option 9l Picture Border ofl Width, Theme Color, Dashes AR Set 53 aslA .
Picture Effect: 3l Optiono{]. Heedl picture o [A[ALL effects Bl ¥ Pre-set, Shadow, Glow, Bevel. AR
wdl atsta 8.
Position: L Optionvﬂ HeE Picture oll Document Hi Position Set $31 a5l 8. Al Option UR s
§cll AL Yorola] SLAAL 6llsU WA BHLE 20924 Position UR (5Es 52l Picture A eUlal o0&,
Text Wrapping: 3l OptionOﬂ HeE Picture ol Text Hi 58 3lA set 8?91 A otssl 53 st 8. ul option
UR (5415 5cll Text Wrapping of SLAAL (et WA BHiell 2092 Option RASE Sl Picture A YHIA
Text Hi Set A& %9\,
Bring to Front: Object o\ Text o{l AL Ll st .
Send to Back: object ol a2l Picture, Object % Text ofl Weon HISAL 2AsSIA B.
Align: 3 Optiona{l HEE U A 5l Ay Selected Picture 3 Object Align 531 sl B,
Group: ¥ Optionall HEEYU WS sl Ay RAAS2 5 Object o Group tlollcll sl B. UA A Single
object 313 alcd & el 51¢5 UQL Formatting Effect AWML Group o AL, US .
Rotate: 4l Optioncﬂ Heedl Object % Picture ol @Qlau Angle Y%« Rotate AeA ¥ ¥cll asla ®.
Crop: L Optiona{l He €&l Picture oll %332l Yosotoll @llol AL [Aatr33] ellol g2 s lat dl €2
s3l asla 8.
Height: 3l Optiono{l HE € Picture oll %3312l Yol Height HeCll sl B,
Width: L Optionall HE €& Picture ol Width %3312l Yool (el aLstau B.

Icons:
Rl Optioncﬂ HeEl Documents Hi Animated Q201 GR3L austal ®. Word Hi AUAA Icons Gallary Hl @lau

Category oll (A2 AULAAL 85 B.

Shapes:
3l Optiono{l HEEY Document Hi Ready-made 12 shapes ®<ll¥ Rectangle, square, circle, Arrows, Lines

Flowchart R0lc Banners, Stars R Insert 3 AslA D

olltl: Document Hi Shape Insert $2cll Drawing Tools Format ollHo] old] Tab screen Bl HAQ.

Shapes Styles: Shape Styles TabHi VAL Al Optiono{l Heedl Shape°ﬂ Qlau Styles olecll asta .
®cl % Colored Fill, White Outline - Dark, Colored Fill, White Outline - Accents R,

Shape Fill: Option - 21l Optionc'ﬂ Heedl Shape Color, Gradient, Picture Texture Fill 531 aslA 1A,
Shape Outline: 34l Optiono{l HE £l RAS2 53¢ Shape oll Line Color, Outline Style Aell Line Width (1€l
Aslau .

Change Shape: 3 Optiono{l HE €Yl RAASS 52 Shape oll RULA W2l Shape Insert $3| ASLA .

Shape Effects: 3 TabHl AU AL (A(Au Options ol He € RASE 53¢ Shape o [A[AYU UsL24ll Shadow,
Reflection, 3D rotation ¥l (A[A effect U] 2512 B.
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= [nsert Shapes: 3l Optioncrﬁ Heedl otal shape Insert 53 aLsla @, Aa Edit 53] 2slaA 8. Axes Shapesl-tl
Text URL GRS aslaA B.

» Smart Art:
smart Arto{l HE €l MUl 2092 LA Graphic AN 2% 3| ASLA B, B UHSAUHL VoL % A3 B,

» Chart:

U dlls ulelal 2o A eallatcll 3 1idlloll detati sl Chart Wol o GU( B.
WordHl UL Chart Optione{l HEE UL DocumentHi Chart GRZL 251U B, WL Chart (ALY YsiRell Sl B.
gcll % Column, Line, Pie, Bar, Axes, XY .

Links:
Wl Taboll HE €Y Document Hi Hyperlink AH Bookmark e\ Cross Reference ELMEL 531 2Ll B.

» Hyperlink:
L $HLoS gLl RAAS2 53 Text ol Aol SLEA UR Link AL st B, 4 A Text UR (S8 sl Link 3¢
Sl Open AL 8. Hyperlink ol 2 $cll Ml Hyperlink $C Text UR Mouse A3 Right Click $cll Wl
Popup ﬂcjl-l'lEﬂ Remove Hyperlink Option Rcse s2.

Bookmark:
L Optionall HEEL Document Mi (A(A Bookmark Create 531 sl 8. Boll He € Document Ui % cly

Page 8lal Al AR ALel 515 ALsSAU Picture, Page No 3 Line No ¥ Paragraph UR €S sl .

> Cross Reference:
L Optiono{l HE €U\ Document Hi Insert 2 Bookmark, Footnote 3 Captiono{l HUS A Ancll atstaL .

Header & Footer:
Insert TabHl AULACL W tabell Optionell HEE |l DocumentHi Header & Footer Insert 531 sl 8. AH%

AHL ¥R81R 53 aslaL ®.

A

> Header:
ll Optiono{l HEEl DocumentHl GURell ALIHL Header Insert $31 sl 8. UMl IlA HeaderHl

AULe] o, ofs Slal Al Chapters] ol dell Alds adlR & ab B.

Footer:
l Optiono{l HEEY DocumentHi o{lAotl AUILHL Footer Insert $31 2SIl . ULHLe2L 3A FooterHl Page

No, Date, No of Pages % Author Name % cll Hl@cﬂ 2y 53| sl B.

» Page Number:
UL Optionvﬁ He £l DocumentHl Header 3 Footer Hi Page Number Insert 531 alsla B.

Text:
u Tabo{l He €l Document™i Text Box, Date & Time, 3ol Object, Signature Line A% Word Art Insert $3|

ISlAD.

» Text Box:
L Optionell He €l Document Hi A EL-YEL USIRall Text Box Draw 531 sl B.

» Quick Parts:
UL Optioncr[]. He el Document Property gl % Company Name, Author AR (Al Hl@cﬂ HA .

Drop Cap:
L Optiono{l HEEUL $52ell YU WELRA Capital AH% Hlel a3 e2llcll 2staL B. Aol A Newspaper

% MagazinesHl ULl ArticlesHi 4L Optionall GULDL Ly ol HA B,

Signature Line:
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L Optionoll HEE | Document oll 3iQ Signature HIZo(l GLEot Add 531 2512 . AHY Digital Signature URL
Set 53 2Ll B.

Date & Time:
L Optionoll HE € Document Hi Date & Time Insert $31 2s124 B. L Option UR (55 $cli Date & Timed]

SLLAL s WA B, BHLEl 2092 Date AAS2 531 OK ¢t UR (5Es $Rcll Document M Date Insert 531
ASLA B.

Object:
L Optiono{l HEES Current DocumentHl WMoAS\ES Documentoll Text Insert $3| 2ASLA & WAL WoASLES

Application Open $31 AHLL SLESIL, d=UR s¥E Aulal 3 (A2 current DocumentHl Insert $31 2LsL2L .

Symbols:
Insert Tab Hi AL Symbol Tab o{l HEE &l Document Hi Symbol Axes AH520L N2A ¥ Equation ELHE

s3Il asla B,

» Equation:
L Optione(l HEE U cAls w520 el 531 astaL .

» Symbols:
L Optiono{l HEE Document Hi Aall Symbol ELWUE 53 ASLRL B. % AU Keyboard ol HeEU 2LefU

ot@ll 53| 2Ascll Bl More Symbols UR (BE&s 52l Symbol SIAAL tlsA WA & Boll Heel cly Symbol
Insert 53 2AsLL D,
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Draw Tab:

Documentl - Word

Ho-

References  Mailings

TR
Inkto Inkto
Shape Math

Convert

Review  View Help @ Tellmewhat youwantto do

Drawing
Canvas
Insert

Em = - =0

9 Share

Design Tab:

HoS 0 -

Document1 - Word

Fle  Home Inset Draw Layout  References  Mailngs  Review  View  Help ) Tell me what you wantto do

£ Share

Title TITLE e Title

"N B AN

Colors Fonts Watermark  Page  Page
= .~ @ Setas Default - Color ~ Borders

Document Formatting

Page Background

Document Formatting:
Page Background:

» Watermark:

» Page Color:

» Page Borders:

Layout Tab:

Ho O -
File Home
.
S =
Margins Orientation Size Columns

Document] - Word

Insert  Draw  Design [MESCRM References  Mailings Help  Q Tell me what you want to do

Indent [T 2 Align~
IRS SR B S
- Position Wrap  Bring Send  Selection

SR B ©  Text~ Forward - Backward v Pane A Rotate -

Paragraph

1= Breaks ~
09 Line Numbers ~
% Hyphenation ~

Page Setup [F] Arrange

[cal — a

2 Share

Page Setup:
Margins:
Orientation:
Size:
Columns:
Breaks:

Line Numbers:
Hyphenation:

References Tab:

Document1 - Word

HS 0 s

File Home

) Add Text ~
I Update Table
Table of B pdat

Contents -
Table of Contents

Inset  Draw  Design  Layout [GEEEIES Review  View Help Q@ Tell mewhatyouwantto do

Mailings
AB' T Insert Endnote @, @ [ Insert Table of Figures
AE Next Footnote + [ Update Table
Insert Insert
Footnote =l Show Notes Caption [ Cross-reference Entry

Footnotes

A7 [ Insert Index
! Update Ind
Ma'kD pdate Index

=) Manage Sources

5| Research Citations & Bibliography Captions Index

e = -

-I-j_ L7 Insert Table of Authorities
! Update Table
Mark b pd
Citation
Table of Authorities.

ul
dar s3 asla B.
Table Of Contents:

Tabetl (AQtL Optioncﬂ Heedl DocumentHl Footnotes, Caption, Index, Aux% Table Of Contents

L OptionO'ﬂ Heel DocumentHl Table of Contents WeA ¥ Index Wellcll sl B. Table of Contents 6l

A daur s3l sl B,

> Built in Heading Style
> Custom Style

Insert Footnote:
Insert Caption:
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Envelopes Labels | StartMail  Select Edit Highlight Address Greeting Insert M

Create
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Mailing Tab:

Review  View Hep Q@ Tellm u want to do

I1l B

= — —_— L m [3 Rules ~
IE E‘. = D B E;N:;:h Fields & [ Find Recipient Finish &

lerge revi
Merge ~ Recipients ~ Recipient List | MergeFields Block  Line Field~ [ Update Labels | peyis | [ Checkfor Errors Merge ~
Start Mail Merge ‘Write & Insert Fields Preview Results Finish

Create:
Wl Taboll HEEL Envelope UR To(Receiver) ol From(Sender)Hl Address Print 531 aslaA ©. AU Lables

uel dauk s3l asia 9.

» Envelopes:
U Optioncﬂ Heedl Envelope UR To(Receiver) ol From(Sender)all ollH WA Addressell Print @8 sl

8. L HI2 o{lA Yololl Steps WA
> Step:1 l YUH Create TabHIl Envelopes Option RAAse sA. 2wl Envelopes And Lablescj stAAL
ollet Wl
Step: 2 A Deliver Address Hl Receivera] A2A 5 B Envelope HISCLclle] & AHoj Address 2l8U $3U.
ol Return AddressHi HISClollRe] Address 2l8U $3U.

> Step:3 sd Aell Envelope UR Print Acll HL2 Print Option UR (5As 3.

> Labels:
ul Optionall HEEL Page UR 3(R2Ulct Y0l Lables R 53 astaA & Bal Aol Print UGl A8 ASLA

8. ul HR olA UX oll Steps AR,
> Step:1 Al YUH Create TabHil Lables Option RAse s, el Envelopes And Lablesaj staclaL ol
VA
Step: 2 & AHl Address Type $3| New Document U2 (5&s s20. al LabIer 0191 Document 9slcll
HAOA.

> Step:3&d Ao{l Lables UR Print Qcll HL2 Print Option U Qs 82

Mail Merge:
Mail Merge® Worda] A&l dlcle] Feature 8. ALHLoA TLA Al Features oll GUADL WS ULHIoU Letter WS

§cll Ay cU(Selal Ao FRS1R gl HsEall M2 Al B.
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Review Tab:

Spelling & Thesaurus

Grammar

Proofing

Document] - Waord
GO View  Help Q@ Tell me what you want to do

A I SRR I I eI S &
cko

Show Markup ~
Word Read Check Translate Language Mew Delete Previous MNext Show Trac ) Accept Reject Col re Block  Restrict Hide
Count | Aloud | Accessibility = ~ - Comment Comments | Changes + (12| Reviewing Pane ~ ~ ~ ~ Authors - Editing | Ink =

Speech Accessibility Language Commen its Tracking [ Changes Compare Protect Ink

Ul TabMl A (A[QuU Optionell He€l DocumentHl R’ Spelling & Grammar oll Al YUl asta

B, AHy AUAA Aseall AUl Ll st B Al ctslal As Ml ol el 3uldr uel s3l
asla 8.

Proofing:

>

Spelling & Grammar:
L Optiono{l HEEYU DocumentMi A Spelling Al Grammar ol A YU AslA B.

ollt: sl 3 2&UNg] olld Spelling DictionaryHi ol Slelell A ALAL Slall i Wlal Spelling 313 £2la Al Ignore

ones 3 Ignore All 6l2el UR (505 5. 516 ULRAL Spelling o\ Dictionary Hi GRRcll Add to Dictionary 6l2et U (5AS 53

>

>

Thesaurus:
L Optiono{l HEE Selected AGE Bl % M LRlcddl 2AcE MA@ 3 UHetl 2ce A s B.

Word Count:
L Optione{l HEE DocumentHi ¥ W, A€, cllsll, $5A AH Uxe{l Avall el st B.

Language:

>

>

Translate:

L Optionofl HEEl RASE 53 cllselal Aol AUMHL 3UAR 531 st B.
Language:

UL Optionvﬂ HeEl DocumentHi C‘tU‘llleﬂ Language Set 531 sl B.

Comments:

L Option®ll HEE DocumentHi Comment BRI, £2 531 3 AUl 3812 53 AslA B.
New Comment: 2l Option?ﬂ Documentell $l&5 AsSU HHLRL U2 Comment Insert 531 sl ©.
Delete: 4l Optionvﬂ Heel DocumentHi MOUGB Insert 5EA Commental & 531 sl ©.
Previous: %1 DocumentHl A $cll aYy Comment Insert s 8l cdl SlAML ¥ Comment UR sR
8lal Aottell woUBe{l Commentell UL UR %E sl B,
Next: %1 Document™i %8s $cll ay Comment Insert s 8l Al sleAHl ¥ Comment UR $1R 8la
Aotl Udloll Commentell U UR & AslA B,

Protect:

>

Restrict Editing:
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View Tab:

Dy - Word

Help @ Tell me what you want to do

ign erenc silings i

E EE Ruler Q [‘; [E] One Page r’ﬂ E [ View Side by Side EEJ E‘ —

3 = ,,ﬂ
== | mEwrs 00 Multiple Pages - [ Synchronous Scralling L

ide Zoom 100% Mew Amange  Split Switch | Macros | Properties

toSide | || Navigation Pane O Page Width Window Al B3 Reset Window Position | windows ~
Immersive Page Movement Show Zoom Window Macros SharePoint

Views:
L TabHl v (A Optionsell HEE Document WAL HUEAIL View Hi %1E5 ASLA D.

» Read Mode:
L Optionoll HEEYU Documental Book Read $cll &l A Yol K1 sl B,

Print Layout:
Documentsl{l Page UR Print clll Ugdl A 3l 2ultdl A AL Optionsll Heel all asta B.

Web Layout:
l Optionsll HEEYUL Document Web UR 3l EWIA A e sl B.

Qutline:
l Optiondl Document Outline Hi AH% Outline Tools %&5 ASLA B.

» Draft:
L Optionoll HEEL DocumentHl BsUUl YR AR 3| ASIA B. Bl ViewHl DocumentHl @A

Header o\ Footer %lcll HolAl ol

Show:
Ruler, Gridline, Thumbnails &\ On/Off 531 sl ®.

> Ruler:
ul Optionall HEE Ruler(HlUUgl) £2lcll asta B ¥ g2 53| asia .

Gridlines:
ull Optionall HEEY DocumentHi GridlinesALS|-Gell clegfel) eallcll asia B 3 €2 53l asia .

Navigation Pane:
L Optionel{l HEE DocumentHl REC 515 2AGE /CALESatl/ 52 el HIZ2 WS Navigation 6ll&l Open U

Zoom:
UL Optioné’ﬂ Documental Screen UR Zoom 53| sl ®. A2A ¥ Blol UR Wl Documentoll Size

a3l ¥ weldl asla 8.

100% Zoom:
Wl Document Zoomel{l Default Size ® o Documental Normal %C{QQ gald ®.

One Page:
L Optiono{l HEES 28lol UR AS % Full Page EVULAL.

Multiple Pages:
Wl Optiono{l HEES 8lot UR AUs WA ©URlL 6lul page EWLA.

» Page Width:
L Optiono{l HEE Document Aol Original Width UHIBL 25let UR Eual.

Windows:
» New Window:
L Optionall GUAAL Documentoll Size Ay USCl Sl RUR sRcUML WA B. Bl As A& Documentoll

G WA AUAI AL 511 s3] sl B.

» Arrange All:
WS 5l AUR Open Documentsal ¥lol UR A SAULE dNsclcll AL Option GUA( &.

» Spilt:
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Documentell Pageal clell SESURL 2eULA YL Split A2@ ¥ ol $31 AR tl ollost ewotHl _”A el

Al st B, AHY AHL sH 53 sl B,

Switch Windows:
s 5cll AULR Documents Open a?.l, U2 A5 DocumentHLl ollost DocumentHi el HIZ Al Optioncr-fl

Gualol Ul 8.

Macro:
» View Macros:
» Record New Macro:
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Basic Ctrl Keys

1.

© ® N O U kA w N

N N N N N N N R RB R B R B [R B [ (29
O 1 A W N R O OO 0O N O 1 A W N R O

Ctrl + A:
Ctrl + B:
Ctrl + C:
Ctrl + D:
Ctrl + E:
Ctrl + F:
Ctrl + G:
Ctrl + H:
Ctrl +1:

. Ctrl +J:

. Ctrl +K:
. Ctrl +L:
. Ctrl + M:
. Ctrl + N:
. Ctrl + O:
. Ctrl + P:
. Ctrl+ Q:
. Ctrl +R:
. Ctrl +S:
. Ctrl + T:
. Ctrl + U:
. Ctrl+ V:
. Ctrl + W:
. Ctrl + X:
. Ctrl+Y:
. Ctrl + Z:

Net-X IT & Multimedia Institute
MS OFFICE

Microsoft Word Short Keys

%{11@ Document Select $cll HI2
Selected Word & Bold $R¢cll Hl&
Selected Word & Copy 8¢l Ml
Font Dialogue Box IMICTTRITE
Center Alignment $2dl e
Word Find $cll HL2

Go to Option Open $2cll e
Replace Box vl Hi

Italic Font $cll H(2

Justify Alignment <l e
HyperlinkUcll Hi2

Left Alignment $dl e
Paragraphl Indent $2cll

oAc{l File Open $2cll HI12

ol File Open ¢l HI2

Print AU HL2

Paragraph Indent £ $cll HI2
Right Alignment AUl 112

File ol Save sl Ml
Paragraphl YUH AlEotal Hanging $R¢cll
Selected Word o{lQ Underlines2¢ll HI&
Paste $2cll HIS

AL File ol 6l sl 1L

Cut Scll HI2

Actional Redo ¢l HI&

Action @ Undo $R¢cll H(2
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Advanced Short Keys

Function Keys:
Function Key F1: Help Menu

Function Key F5: Go to Command

Function Key F7: Spelling and Grammar Check
Function Key F10: Menu bar Active

Function Key F12: Save as

Alt Keys:

1.

6.

Cursor:
14.

15.
16.
17.
18.
19.
20.
21.
22.
23.

Alt + Ctrl + C:
Alt + Ctrl +R:
Alt + Ctrl + T:
Alt + Ctrl + M:

Ctrl +1]:
Ctrl +[:
Ctrl + Shift + >:
Ctrl + Shift + <:

Ctrl + 1
Ctrl + J:
Ctrl + >:
Ctrl + &
Home:

End:

Ctrl + Home:
Ctrl + End:
Page Up:

Page Down:

Line Space:

24.
25.
26.

Ctrl + 1:
Ctrl + 5:
Ctrl + 2:

Backspace Vs Delete

27.
28.

Backspace:

Delete:

Rahul Modi - 80009 11043
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siUlRieSe Rl 8oé sl HIZ
e S QA Bt $cll HI2
2sHLE ROl BoUe $cll HI2
$1002 SRS Scll HI2

Sloe AR (+1 pt.) ARl
Sl USRS (-1 pt.) Lalscl
o UL (+2 pt.) ALl
Sl UL (-2 pt.) Lalscl

52 Als AWS GUR WAl

52 s VAU oA WAS Ul

52 A5 WRAAULE WM tlloy WASCl
502 s VRS SLoll el wAsaL

50 Al otoll ABAHL A waAl HI2
5302 AlSotoll vldAHL A8 sl H

5UR SlsyNotoll ATUAHL AS ¥l HIR
5AR SlsyNo2oll vdAMl A8 sl 12
50 As W GU A wcll HI2

52 s Voy ol A A wall W2

1 ALES ARV AUl
1.5 GLES R WU el
2 ALES AR AUl

sARell stollodloy ol WA R sl
sARe{l oty oll WeRaA g2 s2cll
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Task for Word:
“Net-X IT & Multimedia Institute” 2lefecoll Sloe ALEFR3:14 AV AH Center Alignment L.

QU Soll Slo E5552:Times New Roman AH% §log UL 3:12.5 AL
UL WU ol ollost cllsAHL All Caps Effect UL,

Digital Graphic AEal Bold, Italic ol Highlights Color .

oflost WU gl USEL clts=lal Double Strikethrough Effect UL,
oflost R2U g Justify Alignment AL

DAl WRIULSa Capitalize Each Word Effect UL

Account 26€Eal Turquoise Highlight Color VUL

DAL WRAULEA Sloe SR Blue Lighter 60% AW

10. ot WU €35 AlEelal Bullets ofl WU L.

11. SIAULCL Picture dlHIRL ARAULSHL GARY, Aol ey oltey el 4], o sctRe{l oAl %52 L.
12.

W X N O UV R W DNPRE
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Microsoft Excel

MS Excel AA2@ 9?

>

>
>
>

Microsoft Excel ¥ Microsoft Suo{lq'i OLQldﬂ A Spread Sheet — Application Written l-llécj s Voy &,
Ul SR QLA A vjod o 9L AM Ui Aol AAle I Yel sl 1R Excel oll GUA0L cy YU B.
Aol Heel Data Analyses 531 AsLA B.

ExcelHi olollAd $LEA Workbook 1313 A AlHL LA B. 3L Workbook Ws $cll cLUllR Sheet ol tlalct
8l B. sheet oll UL WS Scll AUR Row Wal Column AU HAclledl au B.

How to Start MS Excel:

@
0’0

MS Wordal 213 s2cllell (At 2.l A B B (1A Yoy B.

A q

> Step-1 Al YUM Start tleet UR (Bets 5. el Start Menu WAL,

> Step-2 8 AHLl All Program Option @AS2 5 AML RICU Microsoft Office UR (SEts 5 vl 2§ AUot-
No WAL AL Ud-Aof HI R’A Microsoft Excel UR (565 s, 4l MS Excel WAAL.

Aet: R:

start Menu Hi&ll Run option UR (5ets 5 wlell Run SIAALDL GllsU WA, BUL Excel 218U 53] OK ¢leot UR

(sAs s3. {Windows Key + R --> Excel}

Adt: 3:

Desktop UR %1 MS Excel of icon YA 8lad dl Aotl UR SHUA (55 5, wLell MS Excel WA uA ol A Yosololl

MS Word oll 4u2l 25lel %l Ha.

MS Exceloll U3y
MS Excel Hl Total Column - XFD 3a\ Total Row - 10,48,576 JAA 9.
Create Marksheet

Roll No - 1 To 20

Student Name — Surname First name
Subject 1 — Marks Between O to 100
Subject 2 - Marks Between O to 100
Subject 3 - Marks Between O to 100
Subject 4 - Marks Between O to 100
Subject 5 - Marks Between O to 100

Total Marks - =SUM(Select Marks)
Minimum Marks - =MIN(Select Marks)
Maximum Marks - =MAX(Select Marks)
Average Marks - =AVERAGE (Select Marks)
Result - =IF(Average>35,“Pass”,“Fail”)
Grade - =IF(Average>95,“A”,IF(Average>75,“B”,IF(Average>55,“C”,IF (Average>35,“D",“F"))))

I Roll No _Student Name Gujarati Hindi English Maths Computer
1 Modi Narendra D. 98 75 89 95
2 Gandhi Rahul R. 78 89 85
3 Kejriwal Arvind B. 65 66 75
4 Patel Bhupendra V. 86 48 95
5 Gandhi Sonia R. 56 75 66
6 Benarji Mamta G. 40 75 64
7 Sinde Eknath D. 81 85 88
8 Rupani Vijay P. 91 76 72
9 Patel Nitin K. 87 96 48

10 Irani Smriti R. 86 84 82

11 Jardosh Darshna M. 48 67 55

12 Shangvi Harsh D. 86 75 80

13 Gadkari Nitin J. 68 71 58

14 Patel Anandiben A. 86 75 80

15 Patil Chandrakant R. 61 80 85

aalala(alala
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Home Tab:
Sheet oll AAWLBLell Editing, Alignment, Formating Ul ANl SHIeS VL TabHL UHLcLAUHL WA B. Home
Tabotl QU Ut $HLeS Microsoft Word Yool % & Bl doll gsHi MUl oIl A yorot WA B.

Font Format:
SheetMi AMIRL AL UL Aol s s Il % sl Yot %331 © Bl Formatting 58 & AML Font Type, Size,

Color, Style AR leCl 2sLA B. Excel Hi Home tab Hi AULACAL Font Tabell HEESL SheetHl R’ €35 Cellal
Formatting 531 alsla .
> Font Type: {Ctrl + Shift + F} %4l Optiono{l HEE | CellsHi 28 TextHl Font Style HEC 21U B. Bl ¥, Arial,
Times New Roman, Jokerman, Algerian .
Font Size: {Ctrl + Shift + P} 3l Optiono{l HE €& CellsHi ¥ Textoll UL cladl ¥ watsl asiau .
Increase Font Size: 3l Optioncﬂ HEE CellsHi R8A Textoll Font Size clul3] sl B.
Decrease Font Size: 3l OptionOﬂ HEE CellsHl R¥A Textoll Font Size LSl 2Ll ©.
B - Bold: 3l Optiono{l HEE S CellsHi 8 Text ULl WERHL EulL B.
| - Italic: ¥ Optione{l HE € CellsHi REE Text UL A3 EulLA B.
U - Underline: 3l Optione{l HE €&l CellsHi 23 Textoll o{lA cLESet €13 251U B. L Optionell Gl HL HUAGL
Down Arrow 2ol UR (s sl Underlinesil A Option %lcll HAL B.

i) Single Underline
ii) Double Underline.
> Borders: ¥l Optiono{l HE €| Select 53¢ UILHL Border UL 25t 8.

Alignments:
Alignment Group™l CellsHi G AWLBLe] Alignment, Indent, Orientation AR ALl SHLoS oll AHLAL Ul

Top Align: Select 5 AMIBL A Cellsell Top WA Set 52 B.
Middle Align: Select $3¢ AWMLl Cellsoll HELML Set 53 B.
Bottom Align: Select 53¢ AWMIBLA Celise{l Bottom ol Set 53 8. AHIA A Avugl udadl o
Bottom Align Set &l 8.
Align Left: Select $3 AWl & Cellsoll Slell 2% Set 53 B.
Align Center: Select 53¢ AUILRL o Cellso{l HEAML Set §2 B,
Align Right: Select 52 AW A Cellsoll ¥HR d2% $2 ®.
Orientation: L GroupHl Select 53¢ CellHl R¥C Valueal S1¢5 AlssH (ol 32A B. vl sl waR
Columne{l USLOUE AL A& B wWaUld Sl Alssl sl RUR Al [Ascusdl Gulol AAAY L .
Angle Counter Clockwise: Select $2 Cellsall AUllRlA eUlSalnell sielell GAZl (82l Hi Set 52 ®.
Angle Clockwise: Select $2C Cellsell ABllRlal elSalcetl sielell (R ounl ¥Ra B.
Vertical Text: Select 53¢ Cellsell AWIQA Gell cleSat Hi dlsa B.
Rotate Text Up: Select 53¢ Cellsoll AUIlRlal GURe(l % %29\
Rotate Text Down: Select $3C Cellsoll AWMIRLA o{lAc{l A% %29\
Format Cells Alignment: [Ascll Rcltzt %l AU sl 092 WAl Cellsall AMIRA dUcld Slad ol L
@Qscu UR (A5 scll WS SIRAAL ollel Open Y. AHL OrientationHl 2092 Degree Set $31 2513
Ul UL 60° Set 5319 RURGIE Undo $31al Original AW UR ULesl uLc{ly].
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> Decrease Indent: Select QA CellsHl 2¥E AWIGL Aol 6llER C{baﬁi Margin tal$ 8.
> Increase Indent: Select 5 CellsHl A AMIRL Wl 8 Ao} Margin AUR O,
> Wrap Text: UQlallR Cellsoll ETRB 5cll &G URL AR AMIQL AMAHL BUA RUR Cellsell i UM
dA2d o cdulRl Adl 1A B A Rclas] dwiel slal 9dl atell Bulld. A cuiel Bl 12 A Aaddl
Gucetedd 8. 1) Cellsell Width atllell. 2) Wrap Textell GULIL Sl
Merge & Center: Select $¢ Cells?l Merge $2¢cll, sl Ul AMIBIA Centerdl $¢ AH% Merge 3¢
Cellsal Unmerge $Rcll HIZ M [@Qscll w8l Guctou B.
Merge & Center: Select $C Cellsal W§ CellHl Joint 52 & Wal AUl A C'tU{lQ,la. Center AlignHl
ollsd 8.
Merge Across: Wl (@Qscu ML Left to Right (Zouni select UAA Cellsa\ o Merge 52 9.
Merge Cells: Select $3C Cellsal Merge 52 9.
Unmerge Cells: Merge $3C Cellsal Unmerge 52 9.

Number:
Worksheetoll CellsHi WA Valueoll oltdRal WEAI-MEAI UsLRall SLleHl L sHLoS g1l g2l asla ®.

» Number Format: Cells Value HI& AUl 2stcll - SIARo1o] List A8l lal 1A 8.
General: General Eﬁi[[éall-ll Cellso{l ValueHi &5 AssU Eﬁf{@.i)l .
Number: Number $IHRoLHL Cellsell ValueHl Ml YsiRe] SIS Apply 531 st 8. Axiel
Decimal Place ol 1000 olo1? Ulotl ololRal AUEAIL ULSCl Separator Set $31 sl D.
Currency: Wl af-ﬂgi)ll-ﬂ Cellso{l ValueHl Currency - Symbol adl sl ® wHLA [l Currency
SymbolHl $ RAse sl B.
Date: WAL WAL Si2 DateMi AUl 2sL2L.
Time: WAL WAL S TimeHl Ul atstal.
Percentage: Cell Value A % Symbol GA3l Percentage 3B olcdla?l. (%l Value 80 & ll 8000%
A3 olcladl.)

> Increase Decimal: Numbere{l UE90oll Decimal Place cltl3l sl B.

> Decrease Decimal: Numbers{l Ult90ell Decimal Place t2lsl AsLA B.

Style:
AUl I Usll (Qattl 5MleS tallRU Sheetoll Selected Cellsal AU ML Style Wl asta B.

> Conditional Formatting: Sl&§ AsSYU Criteria oll AMUR YHIAL Value MUl Textadl ol HUSAL sl
WAL Ul st B.
= Highlight Cells Rules:
i. Greater Than: Selected Cellso{l Value o155l 53 Value $cll AR 8l Al Aol wetol AHEawl
galaal.
. Less Than: Selected Cellse{l Value olssl 53 Value 5l ollo{l 8lat Al Aal wctdt SHEal
galaal.
. Between: Selected Cellse{l Value %1 o155| 53 Value <R 8lal Al Aol Aol AHEowul £2iadl.
. Equal To: Selected Cellso{l Value %\ o155l $3 Value HRLAR &l Al Aol ALl Highlight $29\.
. Duplicate Value: Selected Cells Range Hi 8l& value Repeat adl 83 Aal Highlight 529\
i. More Rules: olcll Condition 1,{l-l.l@ Formatting $2dl M2 ¥l Commandell GUaloL AU 8.
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=  Top/Bottom Rules:

i. Top 10 Items: Selected Cellse{l ValuesHi&ll GARcll SHHL 10 Cell Highlight 529\

ii. Bottom 10 Items: Selected Cellso{l ValuesHi&ll AScl $HHL 10 Cell Highlight $23\.

iii. Above Average: Selected Cellse{l ValuesHiell Average 50%GUR0{l Valueal Highlight 529\,

iv. Below Average: Selected Cellso{l ValuesHiell Average 50%o{lAc{l Valueal Highlight 529\,

Data Bar: Selected Cellso{l Valuesal Color clloll Data Bar 3% €2(A ® % cell o{l value cltul? 89

l Data Bar Hl Color Shade Gllcll 89\, AU Data Bar Hl Color Shade o{l cloltsS cell o{l Value

geld ®.

Color Scale: Select $c Cell oll Value ol JUAI WAL Color Scale gl €20 B.

Icon Sets: Cell Hi ¥ Value YHIBL €3 Value \ ¥oj3U Icon Set UAA lall HA B.

New Rules: UG Set 3¢ AHIH [@QsEA Hi BE Formatting oll Rule HEAAL AH% S¢S Rulestl

Formatting Ml YRl scll L [Ascusll Gudol Ul .

Clear Rule: ¥OUGB Select 5 Cell, Sheet, AH% Table Rules ol Sl2AH HI2 Clear 53| sl B.

Manage Rule: 3§ 2 Sheet Hl AUEAIL HUAIL Cell Range HlE UBUMUL Rules MUEA 8l AR %

Ruleal WEACIL ¥ Delete $cll HI2 AHY olcll Rule GARcl HIZ2 L [Ascusll Guol el .
Format As Table: Select $3¢L Cells Range A AseH 35U &l Format 5 B Wal Table Style ol Heeell
Tables Hl Convert $2 8.

Sort Smallest to Largest: Select $2CL Cell RangeHl 28G Number o\ Ascending Order Hi o06a &.

Sort Largest to Smallest: Select $2¢1 RangeHl Number ol Descending Order Ml oll6d .

Sort By Color: Select 52 Cells RangeHl Cellsoll S&2 UHIBL A &cll Fontell A YHIAL Sorting 31

asla 8.

Number Filter: Select $C¢ Cells RangeHl AOUG AHXA Conditional Formatting il Qs Apply 53l

asla 8.

Cell Styles: Select ¢ Cell Range AH% Single CellsHi URL WAIL AU Style Apply 531 st .

User Wcllo(l %33 YHIB New Style URL duR 531 23 BD. BU3-

Number - ‘General’ | Alignment - Horizontal - ‘Center’, Verticle - ‘Center’ | Text Control - ‘Wrap Text’ |
Font - ‘Times New Roman’ | Font Style — ‘Bold’ ‘Italic’ | Size — 14 | Under Line - Double | Color - Dark
Blue| Effect - Strikethrough | Border - Outline | Fill - Light Gray | Protection — Locked AR,

Cells:
olcll Cell, Row, Columnal Sheet GRRcIl Delete $2cll AHY Aol Format $cll HIoll dAHIH QsE

GroupHi Guced B.
> Insert: WorkbookHLl olcll Cell, Row, Columnal Sheet GRR4\.
= Insert Cells (Ctrl+Shift+=)
i. Shift Cells Right: Cellso{l Valueal %HR(l cllor WAL Aotl eULA ot Cell GRR B.
ii. Shift Cells Down: Cellse{l Valueal o{lAo{l ollogl WASL Asll U ol Cell GRR B.
iii. Entire Row: 8lct Ml %1 Cell Pointer ® Aol GURe{l wiiyA otcll Row GAR B,
iv. Entire Column: Cell Pointer o{l Sto{l O{Uiq’a atdl column GAR 8.
= Insert Sheet Rows: Cell Pointer o{l GURe{l ciigA otcll Row GAR ©.
= Insert Sheet Column: Cell Pointer o{l SL6{l silgA olcll Column GRR B.
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* |nsert Sheet: WorkbookHl acll Sheet GAR B.

alltl : %R olcll Row ¥ Column GRIIA &lA U Sheetoll A Row ¥ Column Hi S1&5 % At A otell. %1 A&l
8¢l Row ¥ Column Hi Data & U WUAL otcll Row ¥ Column GARAL %E59 R A oi(d GAR ¥u} decll Row 3
Columnell Datasl Shift $cll 12 5l&5 % ULt ol&l.

> Delete: Select 53¢ Cell, Row, Column AH% Sheetal Delete $cll Mol (AU Delete Hi GUAY B.
=  Delete Cells (Ctrl+-)
i. Shift Cell Left: Cellse{l Valueal Delete 531 dofl HRl cilogell olul Cellal Sloll ooy WA B.
ii. Shift Cells Up: Cellso{l Valueal Delete 531 doll o{lA B ctll Celld GURe{l ciiyA WA B.
iii. Entire Row: %l Cell Pointer & d Rowsl Delete $2 .
iv. Entire Column: %l Cell Pointer® A Columnal Delete 52 .
Delete Sheet Rows: %2l Cell Pointer & d Row Delete $29\.
Delete Sheet Column: %2l Cell Pointer & A Column Delete $29\.
Delete Sheet: Active Sheet Delete $2 8.

olltl : Sheet Delete AUl Ul Al Undo sHleS Ul ugdl Ancll astdl «1ell.

> Format: Rowsll Height, Columno{l Width. Sheet Organization, AH Sheetell Select AUSA Cell Range;t Hide
scll Al Protect 5cll HIZell (A5EQ FormatHi Gudou 8.
= Cell Size
i. Row Height: Select $3 Rowell Height a3 sl 8. Rowsll By Default Height 15 sl 8.
ii. Auto Fit Row Height: ilQ,ﬂCLR CellsHl Type 52 Fontoll Size AR A 8 R Rows{l Default
Height &Sl U3 ® Auto Fit Row Height (Ascuell ctuttalell size YHIBAL Rowsll Height Set AUl B.
. Column Width: Columne{l Width Set 3| 2lsl2 ®.
. Auto Fit Column Width: CellHl 3¢ AWIQ{l clolteS YUHIAl Automatic Width Set $cll HI2 AL
@scu GuA(l B.
. Default Width: Excel UWUHHL w2UG o155l UAA Column Width Apply $2 8. Default Column
Width 8.43 8.
Visibility
Hide & Unhide: Select 52C Row, Column AH% Sheetal Hide AH% Unhide 53l 2lslal ®.
Organize Sheet: Sheeto{l Copy $2¢cll, move $2cll AH% Rename $2cll H(2ell [Ascl ucsd B.
i. Rename: Sheetoj Default ollH Sheet - 1, Sheet - 2, Sheet - 3 ¥l YUHIQl % &lA B A olld GlEEC
ul [Aseu Gualo(l 8.
ii. Move or Copy Sheet: Sheeto{l Copy dallR $3| aslal ® AHY Aol sHo{l JRuiecll 53 s .
iii. Tab Color: Sheetell Lableoll Color Change $2¢cll Al [Ascu GUAL( B,
Protection
Protect Sheet: Sheet Hi 23l Ml 2092 User glRL [AotGUAD( YulRAal wesicll st B ul
sHLoSo{l HEE Sheetal Protect 531 sl B.

olltl : %2 Sheet Protect $3l 89 U Data Formattingell oLt Qs Disable U8 %3\, %\ Unauthorized user o\
Data (lEAcll &2 cll Aol Sheet Unprotect sl usal.

Editing:
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Bl Group oll SHloSo{l HEEl Worksheeto(l Select S Cell RangeHl WdLlloll Data ot 20Ul astaA &
Aol UL B Data S Replacement URL U A3 O, Data Sort AMY Filter UL 531 sl O.
> Auto Sum: Select 5 Cellsoll VAGUIHL Select $A CellsHi JA Valuesll RO Direct 531 WA O.
Sum Rlcllal UBL el §52letoll AHLAL AL BD.
Average: Cell Valueo(l Average U B,
Count Number: Select 5 Cell RangeHioll 32CL CellsHl Value ® a QLA A &, (ALAH
Cellso{l uulell ARG M, olld ¥ CellsHl ¥ Avuloll)
Max: Selected CellsHi R8¢ ValueHiell W HEl value 2013
Min: Selected CellsHl 2®E ValueHill Wl otiell value 20,
More Function: 3l $HleS UR (5As scllell ExcelHl dRLAZL HI2 A(A GUAA([ Al dAHIH §52Lot
oflall HNA BHL Financial, Logical, Text, Statistical cORall YHLA Ul B B WL Formula Tab Higll
HA B,
Fill: WS $cll AUl WA AUAAL CellsHl A5 U Pattern HUBAA Fill 53 & £l.dl. ASL vl cell ¥
Cellal Fill sRcll &l A 2A3Ulcloll ALl oloiRa Patternal B %l Yl AL Fill sall A UL Yl el
AWM
Down: Select $2 Cells Values{l o{l2sll Selected CellsHi A Value & S\Ul 83 B, {Ctrl + D}
Up: Select $3 Cells Valueo{l GURall Selected CellsHi A Value & 51Ul $2 &.
Right: Select 53 Cell Valuesil %HQH 0%l Selected CellHi Valueal 81Ul 52 ®. {Ctrl + R}
Left: Select 5 Cellsoll Valuesll SLoll tliogell Selected CellMi Valueal 51Ul 532 &,
Series: Select 5 Cell RangeHl Dataoll Series Fill 531 2sl2L ®.
Clear: Select $¢ CellHl @A MM Value AUl dl Selected Area Delete 8¢l Ml Clear Groupeil dlHIH
Qs GuaA(l B.
Clear All: Selected CellHi R¢A HIH Delete 529\
Clear Format: Select 53¢ CellMi ¥ AWMIBle] Formatting Clear 53 8 AWML €2 i@ 5.
Clear Content: Selected Cell Hi&l HI2t AMRL Clear 523 Formatting £2 oi(& 53.
Clear Comments: Selected Cell Hi&ll M2l Comment % & 59\
Sort & Filter: Dataal 20192 A ASASHML WA GARclsHHL oN6A B ALl asauR ugl Hildclle] Yeuswl
529 88 Al Al uy A3
Sort Smallest to largest: Datasl Ascending (UScllsH) OrderHl 2064 .
Sort Largest to Smallest: Dataol Descending (BARcllsH) OrderHl dl6a 8.
Custom Sort: %1 UG AUUR[L 3RAA YHIB HUAIN HUAIN SlAM UR Sorting 59 &lal 2l ll
sHLoS oll GUlloL 5319,
Filter: %212 Selected Cell RangeHl HEIL AL condition WU Datasl WA AlRA Sl AR
Filter oll GU29L 5319].
Clear: 3l $HloSoll GUADL scllel MM Filtering ol Sorting Clear WALl £ UG 2 B.
Reapply: 8l Select UACE Cell Range UR $3lcllR Sorting-Filter Apply $cll 3l ([Ascu Gulo(l B.
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> Find & Select: WorkbookHiell S1& AssU Textal AUl HIE AHY Aol el ARl 5l AGE oA
Replacement $2cll HIZ Al SHloS oll GUADL Al B. Al Rcu 518 AssA Formula, Comments,
Conditional Formatting, AH% Validation U? %€ sl 8.

Insert Tab:
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Microsoft PowerPoint

MS PowerPoint A2Q 9?
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