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I8 JRAIRda 6elhe ooy
Basics of Word Processing

q.€ . d@¢! (Indtroduction)

Word g@giaadl e gegisige 6aigial €igl QIal @671 0, reports, News
|etters, tables, form letters, brochure 4&° web pagesG2liQ @Q2lI2) | @ geaIge
6QIGINIR RLIQ @R Q641 pictures, tables IL° charts §&@ QF @RIEALER
6219 @A |

Q671 1 spelling (@QIR) 4e° grammar (U908 ARG FQUS *RCIRS |

(@ QI06Q 2651 word 2007 SRIRRQ] 96° Y2IQ feature (68618, tools(LR1°9)
JQ° Techniques (6916R) 9EQ MLIQ FAQ! | AL QAAER QU6 &
6090 @ package @ QUL @R ZERIGE 629 |

cn.9. REREY (Objective)

@ dIOF] dEQl J6Q, 671 Frdaleq AV 62IRIIRS |

*  Word 2007 @ 6548 g@aq 8l FQUé @QQ! |

*  Word 2007 Q g QIRRIQ EIQYE 2ISRIoR! @Qe! |
* QU Word @q46714 G2IR, 6186 Me° o8 Qe |

* @ Word @q46¢1e 4lig Ne° QFela 42 sl 699 |

*  Word @8 9Gaa JAsRRl ¥e° 6996aa (a8 @QQ! |
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9N.N Word 9298 s 6884 (Main features of word pro-
cessing)

oY 63TV gEe camI-

*  Builtin 4@ Customtemplaie @ QUQLIQ @& Q671 QATG PRUETL JEq.
2R QAR |

* QQQ 659 69URAT 699M GAUR AR 6N QAR, Index Q° cross-
reference 96@ 9@ @QIECILER ALREQ JARRR RAIRQ |

* Q671 NRRIS GQIENE FFRER YRRIRIS QI ARUIRS |

* Q60 ARIRIE G0 @A G0a ORIl (Iabel) 2R g G2R @& Mail
merge AI2INI6Q IR RS |

*  Auto correct 4@° Auto Format 6999 9@@, 6ndidia 9l QR 969
AU6Q I° Q671 2P%le Predefined shortcut \S° typing patterns @ YQQIR
@0 QPR PR ARIGURQ |

*  Print Zoom4@UIER GEQ URIRQ RlOIRER @RUECE @RUIRR e Q66!
RRIR JYIQ IR 601G RIFR6R Qad fala AIRS |

*  Nestedtable6SGUG 641G table REER ZUM table QFRIR R 60RAIN |

°* Q641 Q9IQ word @@Y6Iee PDF \I9° XPS @8 Format @ dOIR 980
QAR |

qM.¥ Word 2007 @ 6Q61€Y (Features of word 2007)

QAYR @QI6CE FI0Q @RRIQ MS-word 2007 68 QULRLIR 6T 6FFYY Q°

dard geaa S 28 | 628q) 606096 6BF8Y Q6 CRGE |

@691 MS-word QI Q2ULIRAR! 2G ALREQ MRLIR YB QIR Kald Yo
AL AR RATR @A U6 ALRER FAUR, AGRRE 6 6P
RQUIRe 9@l MSoffice @ 2Q0R MILIQRIRT 2SR FERIY LI FE6Q |
@ 28Qingd (Interface) Ribbon QAR U@ 2 QUKE HeLIa K61, JIRIQIRY
Qare 9ERq AINIR 699 NEE AR RIdY fE6Q A9 AURINY IS° YRR
P67 ERIER IR FLRIR MLLS 62IRAIN | G2 FRYAN HLLIRRIR
U2QIR 99 (Interface), 2Je °0I00 Q° RILSINT QINEQ LRIE IO QAR
60RAN, 69996 019 @AQl A9 266 |
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.'* H=2-w)- Documentd -
["_Homrti P O T gy
d Cut [Callhfllﬁoqﬂ[/_j [ -/[& X [_._:_'__.E' Sev| |5 x| (34] 0]
b Copy
S Pt flkis ||- LU e w, w -l"”g__a_-_J _____ == =|i=a- 5
____Clipboard i | Fort & Paragraph ]
@
Sa-M.¢

R.  QUIQ (Tab) 969 2R RITIOEY 6906@ Home, Insert, page, Layout |
9. g60YR QUIQ (Tab) G06Q 8 RURITIGES YQE6 621RaIN |

TN ARG 6249 69l0IA AQ F1I Fead QY KAl Fead GIRRI gade
AAQIQ IREe 621N |

@601, reports (890) QYR F0% @ALIG MS-word 2007 926 96N g9-
@90 template 6QIGIRAN | g AFQE Template RIR2IR @8 Q67 @ée
Qame Cover page, header 4Q° footer @ QI @QU6FIE 96 UeAde Qd
69090 6 YUOIR AYR ATY 69R U@ QU ETER RS RS
QORI I |

MS-word 2007 chart \4@° diagram €1l 62I6IQ 2N | 69RYFSR FRIER three
dimentiona shape, Transparency, drop shadows e*° 2 effects ?J@@i@ I GQ@@@
IR 655Y FER CATINAN | Y2 IR AFERITIRQ MEATR @QIELR 2Ie
QIR 9Q° QIRATR QFIER 22l 69Q F2UR FALIER ALY F6Q |

M S-word 2007 @ digital signature69484Q MLLIR @@ Q61 YRR authen-
ticity, integrity \4@° origin @ 8o @ACIRS | @RUECIdq U@ 2QeN digita signa-
ture6<Iel @& @7 Microsoft officesignatureline @@ @ AN&G QENeIR signature
Q@0 digital signature U8RI RINY RATIGS | 6ARUR AVEQ FUEALER MS-
word 2007 @ “Mark as final” 68994 RLIQ @A AT A2 LIS KA
goQ 99604a 67167 gRIR JeRNe 6Q1R AAULIRAIGES | “Mark as final”
Q6060 GQU6F4Q “read-only” @GN G typing, editingIe° proofing §6& ¢
JedleQIoN @2l | “Mark as final” & 4eSIRIQl 6368 26g' KIlg 6K6RI6IA
QY& Turning off mark find @Q 4@ @RUEAER A°6SRIE FRARQ |
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MSword 2007 ¢kl Q€1 @R46¢1de PDF (portable document format) @ XPS
(XML paper specification) 92100¢lQ ORI 6548 I° dard gea
6ol |

=~ MN.8. MSword 6diglfia 2 (Sarting M S-word program)

T g
GRQ IRIRER Q661 AP word 62iglIF! IR KRIRR | Y@ 9RIQ 629& start
6QIRIT NPR @R :

0. Sart6QIeln 59g |

9. QIR LYY @I@@IQAII program — Microsoft office— Microsoft
Office Word0 2007 QI29 | 6@6016 69ad€ IEQ @671 word 9@
IRGR6R 6FQ |

L& |
) Coran Privter Lnivetoee
D Trilrh Gk bod Cal) 380t Mty n Canon ¥

oe €M.9

Q641 ¢1:I Microsoft office shorcut Bar 6 2199 Microsoft word 9Q@
Q@A 69 MS. word 62lIglIF 2% @QIRR |
N.9. word 9@ a9 @@Ql (Word screen layout)
Word 9@l (window) 6Q 920 el @9 690 Tabs, Menus, sub menus,
short cut 3664l QGUIG Q@elN | 2lI6F Y0I6R word JRQIR GYIY 2eAIQ (§¢
Mn.¢) edel 9Q2S |
oeH 604 Gal




Documenl - Mioeall Word

G2 N.M : Q| IYIQ FRQ
qM.9.8. (Menus)

9@ @69 word @ 99 LRS! AT6Q IIAGES, @6¢1 word-2007 2R
00! AILER RN G0 QY RRRY AAY AR N2IQ 604 Ye° ZRRSAR |
word 2007 656460 920931 Tab Jode 62inalN, 6J9a& Home, insert
pagelayout, reference QAUIG | 96 GIRRIR ALY QUM S8 (G266 2RIQ)].
6QgQIq 26¢ Gdle QoA Gaeq FUe | ALREYQY F8 MN.¥ 6 2al
0RJeR @@Q 6¢19@ Collapsed form (8@ M.¥a) ° expanded form (&@
N.%¥ b)6Q gode |

D)

@ M.¥a: Collapled menu &@ N.¥b : Expanded menu
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Bottom Border

Short cut Menus
et TDE Border

[+ Left Border
Right Border

it No Border
All Borders
Qutgide Borders

Inside Borders

Inside Horizontal Border

|- Inside Wertical Border

Horizontal Line

Draw Table

View Gridlines

DEE N~

Borders and Shading...

oQ ¢M.8

@ 6599 9@@ 901 920 gRIQ word F644, CIRGI A9a SREYEE LR
Q9! Tie S1g YOIl QNG 6QReIN | 69% AAAER CIRRIT §2IAG 24, Q|
Q@0 9o Short-cut GIRGI ACINILQ Short-cut FEad GQE F1tl 9OGe 62IRIN |
@ 0IReIa a9 A9 §al G% 98IKIRAS QUMY 2RACR JRQRG 62IRAIN |
RI2Q¢ 9QU TabBar @ Home-tab @ Paragraph 9@194Q Border 8299 @17
@9l LI @AQI QIR IR Short-menu Y 6LIREIN |

Short-cut QIR JE9 LY QReIN, RIQE 6APR 698 Q8 Jeq
gade QaNe, 92l 92IdINYQl AUINIRER JEAIS RATIER NS 664 920
JEY IR SR8 1kIQ 0INRARIER FRIRNE FEQ |

MN.9.9. Tool-bars (Q2I°8 9&&)

MS word 2007 4@ Customized 4llg] Qeicl 98 @€ 6Q@aN 29gIde
ArEq 006 @R F69¢ JEAa AR Ie° §ig ARIGTL KA iR | Short-
CUt 6QIPINFER Fado @Q2Rl, 926 96N FaIE P &g \Ie° APREQ AEERIQ
4Q° ARRRS RGQIQ dE 2N | Yardd 2l JeIEa 99de 62IRalN,
Q2! I QAULIRAIN | 6215 ARSI, IGFRL @6QIQ ‘More commands’ SQ8Q
S0g 9B Qf 2RAIRG! 2QACA LIPER customized 92ITSI IR FIRYE

QIRPIER J9D 629 |
e P68 K8




|| vndo

Documentl - Microsoft Word

naBbCeDc | AaBbCcDi AaBDCi AaBbCe
TNormal | 7NoSpaci.  Headingl  Heading2 o Ehange

A A

8, Replace
s

Quick Print
Frint Freview
Speling & Grammar

I Redo
Direw Table

Eore cen;mm...
Shaw Below the Ribbon

Migimize the Ribbon

Popular

Display

Procfing

Save

Advanced
Femee—d

Add-Ins

Trust Center

Resources

@ Customize the Quick Access Toolbar and keyboard shortcuts.

Choose ¢ from: (1
| Papular Commands »
<Separators ~

Accept and Maove to Next
Borders and Shading...

Draw Table

Edit Footer

Edit Header

E-mail

Font..

Insert Hyperlink

Insert Page and Section Breaks
Insert Picture from File

New Re
New Comment

Open

Page Setup

Paragraph

Paste Spedial...

Print Preview

Quick Print

Redo

Reject and Move to Next
Save

Show all

P

O Al c@P S ilUCEN® > BULEDS

=

ow Quick Access Toolbar below the Ribbon

h

r =
| [

G ize Quick Access Toalbar

For all documents [default L |
e save

¥) Undo ’
U Redo
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qMN.9.M Rulers

Ruler 686 6 99 FI0 6Q¢IREIN QI2! 6Q4l 630TRQ 0RG! ¢ ARE!
QAIREIN | 660ER6R Q671 tab, margin @ Indents § 2641g set @A, 64
A6 9AITR 6R16IA Y RN | MS-word 2007 JRQIQ view tab § Q188
Ruler /Gridlines 49° 294 §2296q QIEQ 9e° @ QIZIR |

[@ B2-u - Documents Mirascﬂwi View'l"ab s
} Home  Inset  vagelayout __mmlvm ©

i Lllone fage
ﬂmm
grng Wigtn

i = Ew.-em k| [ e "an iment Map
7 ]
[lNCIﬂFDH

Eammm ) _E _'-__= [
= Ariange Al ] ‘
‘Bﬁﬂ' A4 wemdows~ | v

Hornzontal Scale

Vertical Scale

S mn.r

M.9.¥ Typing screen objects
Rulers \4@° Tool-bars @ 9R@IeEa 2el HIR PG 6RYel e 26e |
6Q0I6Q 6600 @ A2 73 K9l 6Rdl RIFIR S 2°6 2eE | 639ee 62
(@) Insertion point (1) Mousepointer \4@° (&) End-of-Document marker.
(@) Insertion point : @@ AR JAM 6228 GIRG Insertion point
Z6S, G2l geles 6ndll oo R9Q QIR 966 2N | 2! ¢t 6Rdl eRieA
Q@R
AT QdRaN | Q691 Qe Ye° 6UU8 6RYS U U 6QdIF o8
AIGR 96 AR YQ° 698 JIREQ 6T QAR | 6J606RER 6QIRINTR
ZIeQl 691019 Lol @841, AU ° OR 6PN MPLIR FAER, el
QOQl J0G 69800 QI6R 916 AR | 6J6REIER QES1 cursor @ 690
RS REER 29l 66RIEIT YREQ ST UR YR, 6AH VAR YRE FF
A0Q YR 692 YA6R A% g8 FRRIQ QdIaQ |

() Mousepointer : 6966696/ Q651 FIAY H6a905Q R4 RISIER &

e P68 K8




PQIRR, Y2IQ 2IRIQ I-Beam O& QB9 | Q661 696Q AR FEL9IREY
Menu-bar \4@° Tool-bar §96q 69, FIaq F66dad ¢1Q 62RTS |
Q661 FIaY FERINEY 6609 609l YR 66 aalZ 6 AIRd 59, Q67
692 QIR6Q insertion point 69 |

() End-of-Document marker : @@Y69da 6499 QUGEQ &l 6216
6RHIERAIOg End-of-Document menu Q2IAIN | 8@ 02 6R6066H
@RY601e ARQ Blel FSIRAIN |

M.9.8& Vertical and Horizontal Scroll-bars:

Scroll 6Q1G1F1 \96° G1Q 1) Vertical Scroll-bar Q01 6RSIFISITR QBEITIE
AR 62102 | 99 601G 910 RAR! QIR PRIETLS I AIG @& Scroll
62IRelN | 099 9@ G1Q 2719 JRRE! JFIQ AUR 2°9Y 6AREIN | RIAY 9N
918 G JRIFIR RUA 2°6g 69@2IN | @671 eI Vertical Scroll-bar @ 6211
QU OF 98 PRI ATQ N° OF GIF FARARQ |

6RHIYR FIRIGER Q! gar @& ANIBAUR Scroll-bar 26S' | JRRIQ
Q9 QIR 2SN AUTQ 6ATRIP QIFl B1Q 6B ALIQ FAILIN | TARIQ QU
AR 2! TR 6QYAIP QTS O1Q 6B LR RN | Q611 Pl AAUBRIR
Scroll 6Q10191Q 64lIAIR @RYEFLR QA H2l @FER 616 QAR |

Word 2007 6Q, 828969 6990@ @R46¢1d 69¢l 49° Zoom (ZIRIQ
aggell’?) Goaie agsa 21ede 28 deRaccess AIa |

~oE e - e C L PETE LT - =
% was Dmal Tagclowai Mdsans Ralige Rase sl
= . 1 T PR . = . =

Vertical Scale I—"

Haorizontal Scrolbar | fiews options I

9D)
1

3

2
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e. 0Q & Qmee?
(@) Short-cut QIR 6564 g&e word F6L99E] SRR 9 ae
QQLIQ Olg §14 access FQAUREIN |
(&) Collapsed QIRRIEQ, AL BG4 FF@ Yoo 629 |
(6) 206l IR Ruler 6QIRSI NS° REIAS! AR view - Ruler 366415
66 |
(2) Word @Q4604a 6ndll JIfa @@l Vertical 44 dd G 6R¢LIR
AP eS|
(@) Scroll-bar @QYECILER Margin 6991 QIRLIQ FQUAIN |
9.  Shortcut GIRRI 6QYIR, ZI6E! AIQNR @Q |
(@)  Mouse@ldel |
(8)  Mouse QR4 od |
Q)  gaen SRl Ie° N9l J6Q el @f8 & |

M. QSAP ClId ML LN iy 645, @R ;

(@) Margins
€)) Tabs
(9) Indents

(@) Q0Q A
¥. Start 691018 ORI @& Word 69igl! 2o @AQIa Geadd @&l ?
N.9 @QIere Q@ a! (Managing documents)

(."/_ 9™ s Doat
oy ©

I | Home l Insert Page Layout References

Office Button

Click here to open, save, or print,
{‘y | andto see everything else you can
u  i=—m—= | dowithyour document.

e P68 K8




diog @ QUaIF, @ Q2 @l LIRSl @QUEAE 6N, @QIEAIS
(adl, @R 980, IRRIA IECLER FIF ARR, @IEAE oS, FRIECIE
0Ie RAQ! Ie° 68IRl PRIEFILE word 6Q 8 KARIR Qe @GR | Word 6@
Qe @RUEIE GUR, GUR 62N PRUSAE 63Nl Ye° @QUEIE CI8e
AAQIq 920 96N Qdie I8 | FINYE] UL FRRIR AT 6B

(B2 ao6a 599 |

€N.9. Q2 @QUEFIE AR (Createa New Document)

QU @RECIE GUR FERIQ TN RUILYGR URANE KR ;

0. QIRRI Qg6 &I New @Q46¢14 6Ql0IAIQ 99 [ ] |

9. 6QI0I IFQ CTRL+N 610171 @QIg |

MN.9.9 QI 9RU6LR 64IRQ (Open an existing Document) | 9186 &
@RY6T4q CUNSIY AR QIFY 6RISI6Q AL Office 2007 6QIRING A,
S6Q 2l IR QY UQARE KOG ?

R. QIR Q8 Openfile6RIGIN GO | [

9. 6QIeIKI aGQ CTRL + 0 69101 53 |

N. QU8 966 adiel Open dialog 9If 624¢IRR, 98 Q1@ Open 6QIBI¢Y
g |

N.9.M QA /Q2eY @QUENLQ SI8e (Save a New / Existing Docu-
ment)

63liml elel Q2 /0EeQl @RI6TIE IEE ARl FFER el Y Qdlgl 2R

@ :

0. QR Q96Q &l Save6I0IN G9e | =

9. 6QI0I 9G6Q QI CTRL +S 6910161 903 |

99 9QENLTR QN GRIYIR JAQ G806 2N, N2 ALRER PRIETIETR G860

A9 | 2QY JF6Q UG 28 & IR QU @QUETE 6669 12| Saveasdidog @R

64IR 911G IS FAIRS | Save AIRAER R6¢1 6TINGQ Q1LY 6IR0IER AR

PRU6NE QYRR RLE IS° 2| J6Q OK 593 | 9661 Al 6Q10IFTRQ CTRL

+A QI8 21060 RUQ Save as didog ARY AN QT U GQUEAS GES

QQRQ |
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-

ALY

MN.9.% QIS @QU6FE QU] @IF @QQI (Working on multiple
Documents)

@l @auerid a@@ @ A6H CHRLIRAER, IS Q6N N@l)e Yaieriey

@ U6 6AYR @ EIRIS FAQ | AY 6HRISR PRuerIel Q@Q View tab

16 AeIKIRUIER |

Documentl - Microsoft Word

~ Mailings Review View
28 New Window

um-m [ [El

= ESPR

==

S
Wbldm' =

Tile all open program windows
side-by-side on the screen,

D)
1O
3
lge)
AVe)

8 P60d G8




N.9.8 @eierd 4ol (Protecting a Document)

Q651 951 @RYEFILA 6AE IS° AFRAER QHEEI FHE UGS FAI 1RIq 2Ry
QIR IRLINE AIMRLRE QB FRARS |

Protecting a document from accessing
Q691 93 QRUECLTR LY MILIRRINIR access Q) IRV 6QR1Q XL, 66069
Q1 2eI6Q password G | FRGE 6QIdIR 96R UL /Q |

0. 6T606RER Q2T 64IMI 28, GIReI @aQ Officebutton 0Save asF6&4l
QRg | Save as dialog @@d Q@%T@ 62@ | Save as dialog Q@4
ORJS QN dIFER &Il Toolstab @UQq Cursor {28 4e° 699 | e
RUGIAR 9286 629 (5@ M. N 69dY)

Save As mﬁ‘
Save n: ) My Documents v @ @A XL@A-
= Trusted |D)bapi-kalinga design i__ﬂ_]Famil‘f List of Sarojini Mayak
Templates | Carel User Files kM GPF Calculation Statement in Favor
(5 My Recent | [ =)Downloads ] Indicator
- Documents [T}
|JHP Photosmart Projects Jlr‘(rod.lctmn
@ Desktop jl‘ﬂy Music I___!_ﬂJan
|y pictures Bt 1, PARHI
|.i'__) B";:ume e | ™1y ideos ) MANFRIYA TRADING
(M BISWAL ) 1yame of the Instikubon
-j rgymmter |)0OneNote Motebooks I'__ﬁjNut with standing the different wa:
[ [T
9 My Network (CIPOF files ___]pk das
Places I ) SmartDraw "-E]pnm-z
B ANDHRA BANK  BRANCH NAME h_ﬁ]pre thesis mohanty
% Delete habu B RESUME of shabrata
N Fier peview =1 no
|t sie [EHE]
Map Netwark Drive...  |Kar s
i\SI RAILWAY BE]SUIATA RATH
{ILD IS AN ARTIST B]suiaTA RATH(Z)
3ave Options... 3
General Options... oct
Web Options... Word Dacument
Compress Pictures,.,
~
@ m.em

9. General optionsedeQ 598 | Save didog QIRKG 66IRS | Q671 QAG
QIR 628 | Password to open 4e° Password to modify.

M. Password toopen QIe6Q Password 62613 | (Password 6@ € 8 character
J48 case-senditive 28R, A8, RIS Y9° Symbol QIR | 690a
Q661 Password & 6RYELAS, Password 9@ character 6@l Sl asterisk
(*) 9990 Q6@ 1)

Qe 2694 G4




General Options

General Options

File encryption options For this document

Password to gpen: | |

File sharing options Far this document

Password to modify: | |

[ read-only recommended

Protect Document. ..

Macro security

Adjust the security level For opening files that might
contain macro viruses and specify the names of

trusted macro developers.

Se-Mn.e%
¥. OK &ag | Confirm password Q109 g9do 629 | (5@ M. ¥6Q aQl
savediaog @@Q e° confirm dialog @I1@d 69¢13) g@@ EmSieIl Pass-
word @ 226 6a¥g | Confirm dialog @ada OK &° YQIdeq Save
dialog @19 ¥e° Y2Id6Q Saveasdidog @@ OK R96Q 693 |

8. Q67 66066 AM AALER RIS 6HIRQ, 1@l QF1Q Password 6RYQIQ.
ISR (0@ 8.9  6049R) | FERAYR Q671 698 Q2GR Password Sq!
ceIRURe PR | 92l (il QRE I 69 Password 99 Case-sensitive
UeG: <l XYZ’ 9e° ‘xyz’ Q@G ZnGll Password 216G |

Protecting a document from accessing (Read only)

@ 6949 QIR Q661 QF1 @RY6T4R QG ATl 6ARUIRR | 6QEREIEH Q6¢)
F68 QFl PPEFLA ARRAEY QUCSINGIGS UGRRR QAR | QF FPEFLR
QICEIREE TReRR A2 UM MLRRIQT YLIQ access RARIQ 2661 YQS
6QRdIGS |

Protecting a document as Read only Document

Q661 98 Q671 PREFEY QUYINEE ARIRQY JRERRQ ARIRARIQ L],
P6R FULRIR! 6QIdIe JL LA @R |

e P68 K8




. 699 A6 QaF [ 7%

6HINYR, PN
@@ Officebutton -
Save as 6@ 4
Qe | Saveasdia-

General Options |

File encryption options For this document

Password to open:

File sharing options for this document

Password to modify:

[ read-only recommended

log @62 gade

. Macro security
S29 | Saveastidop || adus e csorsy i ooy s ot
QIG?\Q]Q O Q¢ trusted macro developers,
diglex gl Tool-tab
@ Cursor §g @
092 | ¥R QUeIRS!
gedo 629 |

[ OK I [ Cancel

9. Generd optionG9g |
Save a didog @@4
6¢RQ | Saveadiadog @RQQ 7 QIF 966 Read only recomended Cheek
QARG QE¢1 6Q3Q |

6@ Mm.e8

q.  Read only recomended check @1@9q FIIag Click @@ (V) @2 | Save
didlog Q1aQ 96° Saveasdidog QIR OK @ 699 |

QR AAINER, 6T6C6AER Q¢ R2Fq Password 69@ 6HIRQ, 2! 9AQ.
“Open as read only?” Message 9420 Q¢ QQIRQ | 98 Q66 QUSR0S
QRUEFIL6R UAER Q8 980 FRNIg SR 666e QAT 086 620 QR |
JoRoneR, 2! Q91q “Thisfile is read only” 67169R 6QHIRQ |

UG Q66 @QUEFLER IRARR 2@, Read-only QIRAER 6T 696 52 263,
QI9l Savedidog Q184 QE6Q Password to open Q199 066 2@ |

M odify a password given to protect a Document

99 Q691 AR FAQ 64 QF Password QY 608 RIGF YQ° QE¢ QIR
ooeae @@QI@ GL@':@, Savedialog QI@<eQ Password to open QI@<KeR QRAIFQ
Password 6mé! \4@° Password to modify @I@Q6Q @2l Password 69 @Q@Ig |
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Protect a document for track changes, comments& Forms

6REMERER Q661 AP 69 PRUEALER QI 6AYIR AR AL KA QF
QRUEOEE ARG QIRI AMAI 6291 AGG. | QF @RIErda ANTR I
23694Q @ IRIR 6960 TRa 768 TRAAR FAI FILY 60R ARES |
D U6Q L& Q6F1 ARl FRQ 69 JANRR YFR FARIR AR, Q6F1 629FF
P *QUIRAR |

@\ Ho- - = Documentl - Microsoft Word =IE
i —
=7 Home eet  Pogelmout  Refernces  Madings | Reew | View -«
? Ei Researen 4 \J - i-'__}, __3 23 Finai snowing Markup
Shesaurus B | o | 13 show Markup *

Speliing & Mew | ons
Grammar A3 Transiate 55 | comment “J | Changes<| - (] Reviewing Pane -

Lo T | Comments | [ 73 yrack Changes
i Livek e Change Traq

Track Changes (Ctri+5hift+E)

Track all changes made to the
document, induding insertions,
deletions, and formatting changes.

Change Use|

(G4 Press F1 for more help.

e Mm.e

Track changes: Review tab \49° Tracking - R0QIIQ @ §986Q QI8 ey
QRLIRRIN FIRE RIS JRLRR RARIQ 6erAN | @g ANY JRRRR
Q&9 highlight 882N, QIel TREQ Q66 Track JGQAR FAUIRS | 69Q
ACC6Q Track IGQRR IR @674 0TE 28, Q691 Track 9HQRR, 924l
A9l o0 eadRe QIR |

0.9.9 @QUEFE gFea 0Ie (Find Documents)

6U606Q6R Q671 QAR QI QR AIF, @3 Q67 @8 QINR @8 IR TERAdR,
Open didog QIR ISR @4 | YAR 698 FE] F8 JIR RIS 6TINGAQ
Qg QIR@l @Al device @ Word 66lIFQ | @QI20€I9Qd, 98¢ QF Qg QIa
‘Annual paper’ @6¢1 Annua type @QQIAR | Word 9@ Q8@ 0lf @Q@: @2
019N 2 6L F& UQARE F0Q :

e P68 K8




0. QIRRI 98 Qe Office button open H6REE QI8 | Open dialog @R
a9 699 |

9. Look in QRY6Q 6TIRGR Q88 A% 508, 6920I6a Q66 QF KIS
2R @Q8 | FileNameQIa<6Q @8 QI FRael 626016 290 6nde
QIR Q65 FERRY 2 (FERH 64 Q6¢F1 9% @9 6216 2IR ERYUIRS,
69620 2l 9P68I6 YD R6L) | UG ARSI 2VYE Q2
QIR gt 28R, FileName@R6Q 98 Qlft ZIATQ | 9QI6eIe 6SIRRIR
Open Gag |

N 99 Q67 File Name Q19268 96 F2Q AIFl 6249 9@, Open dialog
QARYR IR @FE AIER 2IRI Tool Tabs ARG Cursor &2 | FileName
QRAER RGN UFAYER 9L QF @8 R REOR 2°E AQ
A4, Open dialog @199 Name QIRQEQ 2R 98 A0 Q¢ 6l
280 A2 {42101 @2 e 9ade 629 | U6 Q6F QIRIER QFl @2 36
AR, QY A QIR QA AR T @A QY FIFR Y IQ°
2I96Q 3946 Q 695IRS! AR GI] Find dialog QIRA6& Open &4 |

o4

Open El[z_|
Logkin: | () New Folder v @-@ X -

5;::-;?:&;

D

(& Desktop

gt

Documents
" B4
Computer

HMY Metwork
Flaces

Fils name:

Fles of bype: :\I ‘Word Documents v

- Cancel

SeM.e9
0N.9.9 @Querd @ @QQ! (Close a document)

QIR @8Q Office button ® Close QI 6¢IRICIR PRUEAL QR AR @A

Qe 2694 G4




standard tool-bar 206& 696!l YR8l Closeicon &9

q. Printing Documents (Document 9&@@Q £1Q4)

66066 PQUCTEE 21TQ, Q671 Print didog QRA6Q FIRYE 98 Jea

e (6Q MN.e 69¢) |

. Printer @ QIF (29 Q0 M@RIS & alIN)

9. Properties6QIolf @IS, @liw 2IRIQ, Orientation, resolution RGYIG QLS |

Q1Y @RIETL AR 6R9R QAR 98l ARl FRE gal gad 9Q |

oy
¥. Draft copy {ad @9, 2l 98e JQd 29Iq 52 J6a fIGalN |
8

660 Copy 24 620 QUG |

Type page numbers andjor page

or plsi, pls2, pls3—pas3

Printer

Mame: £ ; HP Deskjet D2400 series || [ Properties ]
Status: Printing: 17 documents waiting Find Printer
Type: HP Deskjet D2400 series —

Where:  USBOD1 [ Print to file
Comment: [] Manual duplex
Page range Copies

@ al Murnber of copies: :1 5 |

() Current page 1 H

() Pages: | | 1= 1= collste

ranges separated by commas counting
from the start of the document or the
section, For example, type 1, 3, 5-12

P L
1 1

Print what: | Document v | Zoom
Print: !.C\II pages in range w Pages per sheet: ! 1 page b |
Scale to paper size: |N-:u Scaling v |
o (o ]
Seq.er

€N.I". € Leyera 21891 (Printing a Document)
Q@QUETE @Al 98l UIRCRl Al gEe SIdRIR 06R GRIKIRIS 6NINYER

29208 QQ |

0. 2029Iq el QUL 6§IRS |

e P68 K8




9. QIRel 98 QU6a ! Office button — print §66¢ @18 | Print dialog
QR 64INQ | QIRG e JE 699Q & 8l 99Q (Print range), Copy
Q @, Printer Q QI QUG | 69 64 94 2R IR Q° J4Q tray
6Q RIoR 22 |

M. OK&ag |

N.r.9 9 ANQ FAREQ Document g4l (Printing a Docu-
ment on different paper size)

Q691 62609 QRIS LRINR FNRER FRIECIE FIUR FRAL | AR IRIR

QI AR @A ARIRE GRS Gl 661G RIFRER IRkI@ JFl i Q671

S2aIR | Print didlog AIRLER 2191 Zoom 65984 LR @6 Q661 2l @RS |

R QU ZRI0R KIFIRER QF1 @RIETE IRBZIRIR @RRIQ FTI6Q QLIRS |

6QINYRR 2RARE @R | 94 Q661 IR ZQY ZIRIQ RISR6Q 9R6¢1d ITelR.

R0g | F6Q GUARAS 6AALFER 2220 Q! |

0. 29 62917 29l YRIECELET 6l |

9. QRS QE6a 2l Office button — print $664¢ QI | Print dialog Q1ed
CHIRQ | FRaYER 6KURR Print range, copy @ Q°l, Printer Q191 QaYIG
QIR | 69¥ 64 Printer & 2@ 2 4&° Printer tray 6Q @I61@ 212 |

M.  Print didlog QI8K6Q Zoom QE6Q &l Scale to paper 6@ 0K ZIRIQQ
Qo QIeg |

¥. OK&9g |

N.r.m 999 QN6 Il I @19Q! (Printing a document’s

multiple pages in a single sheet of paper)

@ @ Q0R6Q PRIEALR IRle 98l 2IHQIQ 9R, AR GRIIRAQI

6d0IRGER 2URARE KA |

0. 29 629Ig 2l @RYENE 6HIRS |

9. QAR 98 Officebutton— print 3624 QI8 | Print didog AR 6XRAS |
ORE QPe 6KJURE print range, copy @ Q°El Printer Q161 QYIS Q189 |
604 64 940G 2@ 2 Q° Printer tray 6@ @l9@ 9180 2@ |

M.  Print dialog QIRAEQ Zoom Q06 Pages per sheet 60 A0R ZIRIRER RIole
Qg |

¥. OK&ag |
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qN.¢. Word 62lgliel g2IR (EXIT WORD PROGRAM)

A0 Q2 9% @R Word 6@ 2F1Q RIY AGRITER, AT Q8 9 R, Q6¢
GRS 99 Office Button — Exit 86¢ QI8 word 6219I1Q 96 @& AIGQ |

M. o.KEYBOARD SHORT CUTS

Keyboard short cut, U9 QRIS §664 execute @RQIQ AAA 6 6Q10IA 9

Flrdq 9l QI /¢ K6 |

(@ Keyboard shortcut word & QIRe! 212 \e° §l1g) Asta Clial 191g AEiea dIsa

Wt |
Action

Openafile

Newfile

Closeafile

SaveAs

Save

Print Preview

Print

Show/Hide paragraph symbols
Spdlingand grammar

Help '

Find

Replace

Goto

Sdlect all - entiredocument
Select from cursor to beginning of line
Select from cursor to end of line
Gotobeginningof line
Gotoendof line

Goto beginning of document

Go to end of document

Key stroke
CTRL+O
CTRL+N
CTRL+W
F12
CTRL+Sor SHIFT+F12
CTRL+F2
CTRL+P
CTRL+*

F7

FI

CTRL+F
CTRL+H
CTRL+G
CTRL+A
SHIFT+Home
SHIFT+END
HOME

END
CTRL+Home
CTRL+ENd

e P68 K8




Cut

Copy
Paste

Undo
Redo
Format paintei

Leftdignment

Center dignment

Right dignment

Judtified

Delete previousword
Apply bulleted list

Indent

Page break

Font face

Fontsize

Bold

ltalics

Underline
Doubleunderline

Word underline

All caps

Changecase

Subscript

Superscript

Makeweb hyperlink
Gotonext cell
Gotopreviouscell
Gotobeginning of column
Highlight to beginning of column
Gotoend of column
Highlight toend of column
Goto beginning of row
Highlight tobeginning of row
Gotoend of row

Qe 2694 G4

CTRL+X
CTRL+C
CTRL+V
CTRL+Z
CTRL+Y
CTRL+SHIFT+C

CTRL+L
CTRL+E
CTRL+R
CTRL+J
CTRL+Backspace
CTRL+SHIFT +L
CTRL+M
CTRL+Enter
CTRL+SHIFT+F
CTRL+SHIFT+P
CTRL+B

CTRL+

CTRL+U
CTRL+SHIPT+D
CTRL+SHIFT+W
CTRL+SHIFT+A
SHIFT+F3
CTRL+=
CTRL+SHIFT +=
CTRL+K

Tab

SHIFT+Tab
ALT+PageUp

ALT+SHIFT+PageUp

ALT+PageDown

ALT+SHIFT+PageDown

ALT+Home

ALT+SHIPT+Home

ALT+End




Highlight to end of row ALT+SHIFT+End
Column break CTRL+SHIFT + Enter
Copyright © ALT+CTRL+C
Daefidd ALT+SHIFT+D
Gotofootnotes ALT+CTRL+F
Show/Hide CTRL+SH1FT+8
Thesaurus SHIFT+F7

Q°Fg 9o : +° 69 EIREIN 69 NI/ IER 61NN FR |

_ 4 dI0Yes g9

8. QU 9RUETE 61BN IF MRLIQ AR 6HURSI AN short cut ERIBIE)
Jee Q'8 ?

9. SaveRfelg ORI QU6R ol Fead @78 ?
(@) @ Q2 @2 (&) GUR 628l @8

9. Printdidog QR96Q 9R4604R GEQ ARIAR ATR6R SITRIQ 6L
Jee @8 |

r. O0QQ aQmee |
(@) 9AF 9Q6AL6R IRRIRIR QI @GQIQ Window SIS 0F1Q.
ARG 6Q@eIN |
(@)  UIEes 0IQ @8q Q8 RAQIUIR password 649! IRANR Q68

(6)  Protect 9246714 dialog @IRA6Q Tracked changes 5666 QIE6M
QY CIRG GRUEFIS JRea @89l g6is fsn FIP |

@ €. What you havel earnt (@641 @&l Sigim)

@ 106 MS-word @ 920961 63584 Q671 Jdien 6JdR& Create, Print,
format | Q661 QRFIR 6RSIYER IAYRQ 2R JQ 6RRUIAS e G8Q
Font \49° Character style 96216l @ACIAQ | 36 Fead LI @6 Q6¢ QF
@R46014a 48l QIR |

e P68 K8




9L % X 3 e e

v % X 3 e
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SN .M. FIOIYB g Q@ Feedback to Interct questions

qM.€ 9. Terminal Question (292 g4])

Word 62IgIF16Q Rulers @ Qa6 Q4921Q 6R4 | f
Mouse pointer @&l ? _ [
~ caen
End-of-document marker ¢ @ 61 ?

Document & QI 98QRRQ 6AITIR F6e edal o |

PRY6TLR AR QILIRQ R KRR 6AUR JeR @4 |
@R46014q ol GULIRAR! Password @ 49 QLIRS ?

696N QI RIPIRER PRIETLR YRR I YITAIR 6QITIR JE@ @76l ?

Print dialog 91R26Q 29l 56416 a8 6nd |

(@) Oe
() am
() Oe
(&) O«
(@) am

(@)  (9199e @848 I9)

(@) (deae)

Programs — Microsoft word

CTRL + N Keys

(@) File—> Saveas

(¢)  File—> Save

Zoom 6Q 8R! Scaleto paper size 6@ A0R AURQ RGP QG IQ° Q|

Jd6Q OK 599 |
(@) O
&) em
) em




