¥

Formating Documents
PRUEFIe ARIFQE

¥.€ @d@¢] (Indtroduction)

@ §99E g69d KRR, EIRIS FRAR, 6ndll 90 @RQI, @RUCALER
AR @ JI9Q QY 49q 699!, bullets Y9° Number @In@! 921, Style
QAR 6 geLia, Q¢ PRUETLR IRR FARLIY ARIR Y° YRR 0K
QU8 6F9Y 96 GYIQ @ReIN | @RIEFILQ QIRY 69620l YRR FQR F1d
Word @ 96889 266" | Word @ AR08 69684 Q1R I0Q PRUETE J[Q
6R4ll Q° heading 6RTIRI Ol 2RI @& PR FARIR ALAE QRN | QIRAQ.
Word @699 | Word 2007 @26 96 A2100¢IQ Sa8 6QR2IN: IRIRIA type
faces \4@° point size, 4L@ER YR style 6o 6LURE 641G (Bold), italic
(696Q2l), Normal (ARIQE), 9@ 98° QR HRYR, @RAIR, Subscript \NQ°
Superscript \{@° Paragraph 9@10Q8! 609G alignment, Spacing \e° identation

| M@ GUA6R Q661 M@ 659Y JEPRQ 6960@ Y00 629 |

¥.9 Q6@ (Objectives)

@ dIOG IO @QQ! J6Q P64 F6C]IB6R AV 62IRURAL |
* 6709 6ndl gEAIRRSR AR FQUE @QQ |

° QIR I9° YFRE 6598 gEFe @dRl @59l |

* 290 I8 e° UQERS Paragraph ARIGAS KGQ |
. Jal AFIRRE NLLIR FQQ! |

. Bulleted \49° Numbered QIR@| 02IQ @@ |
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¥.0N 6m¢ll 99e @14 (Working with Text)

Word 2007 QU92/Q @AQ! AAAEQ @6¢1 Menu flow, tips NQ° F6L€GaR
AIRgI FgRl @50, | QAR word 2007 6QIDIE MLLIR AR 6R19R KIQI 69
g6 @ QI056a 23 ARINS Word Q] tips FEREGES 9671 PSR! 90RIR |
Q661 660696M word 2007 6§IRQ, ARCRER FORYE CIRGI 998 629 |

n_!-, ol Ry Tt - ot bta Wy -
| e | T P i, Belirmeom | Plsllegy) . Swen . e L]

1 e e o - R (o] cnece: palm astbee K f:,--.: :

A T ] i ot (E I RE| 3 EEni [ tnana (o b e mesteg!  modngd TR -
. = e < himf

Eipia s 1 e o) (TPeT T
s Sisitaat Sasn S ]

0@ ¥.¢
¥.M.¢ 6qdl 6 (Typing text)

ERGll 96Q9 @RQIR, Al FINIER ERYR! ZId AR | Q6 IR ERYR
Cursor g g 620891 JR6Q 6RHIGER 2R YQ° QIFQ @J6IR 96 @R |
Type writer 9@ Q619 96 IFQ 6686 ENTER 6219161 Q@@I0Q! 2IQdia 621
QeINd, VR JER YOI NINER TRNA! AIF] AR | Word PR QU6
QF1 6REIIq 2IeR QAQ (JAQRT UG FR9E] QIS 699) 64 ddie 66
QU UQERR 2T @8 QR | FaeRR UGe QI QU UQPERR 2o KRR,
UR6RD 661960 ENTER 6Q101¢1 G9g |

¥.M.9. 6RHl @A%< (Inserting Text)

@ GUIR 62101 @RUELILER 6ad QARIR G6IR QLIRS 6ATRYE
UQARE AR
0. 6O UEQ B1Q 6RIPIF LIQ KR Cursor FERQ @A Q6¢1 69R0IER
6RYRIR G198 6AR0I6R FIRA QF IG° YLIQ QIR 61PN Sdl | FRYEAE
ERGll BO6Q 016 ALY F6R PN 62IRESI Short-cut Y@@ 71
ALY FQQ :
JIG 2lee  Home
G 6819 End
@Q46¢1¢ QIR CTRL + HOME
@@Y6C1E 6619 CTRL + END
9.  Q6F L2l RS RS |

el 2694 G4




¥ .. Space Bar and Tabs

Space Bar Q¢1 92 I9° Qa4 ARAIRAS! U Q6 PR Q| Al 6
C1IER 6A% 98! RISl 66 PRSI Space Bar HELIQ @Q 1D | “Spacing
across a line” Q¢ QSIS | Q661 9@ Space Bar §0@, Word 2Ie SIRQIe G2IQ
@00 <2l G671 261R91Q 489 | Space Bar 249218 @& column H2R @Q PR |
AR Q651 Tab 6QIGIF IQLIQ FAARS |

¥.MN.% 2Q6RQ G2IQ (Paragraph Markers 9 )

Q6E1 QFl PQUCLILER 6LERERER returns, spaces NQ° Tabs 6QYAIAR, Q671
6RYSI A2 699 | UG 9@ (Marks) 62 9099 @QIRIQ Standrad tool Bar
QJQQ Show /Hide 610171 6§98 | R@QIR 98 d6q 62 0dg |

¥ .M. & 6ndll Q@8 (LRIRG') Selecting (Highlighting) Text

6R163 6QIQ A 0RERR REQIQ, N2l ge6e! Highlight @AQIQ 629 | IRdQ
QIF1 6QIRIA QT A RFG EAS A6 CAIVR 6ndll QIRG @Al 6@El highlight
RRRIQ 61PN ATQ Shift 6QIRIF QITUR R 6P MRLIQ KRG | 6
@8 2rd Q129! QI 929 QIS Short-cut JER 2SS |

6.2.6 Seleviing Text

T cheng
’ ke roouse over the desied test wiale § b ot b ok P

> o the SH]!T Tey on the kevhoud whils 1ing ﬂre anow butons to h:gb]:uht !h
' feat. The shortouts for seleeting a portion of the text ae:

o ¥.9
(!) 9Ql a9 : 69 Q6 YRR O |
(§) 9ol AYERR : UQERD Qo6 65 Gd |

(9) 6REER AN @Rl AIF : 0 IR AWER 11 6AIAQ, Tl FIREURIE
QRLIQ ATYEQ Shift 61PN QIR Q! |

(Q) QAL PQU6NE : FINRINY QAR Edit — select All Fead Qlg @9l
CTRL+A 6919181 92 |
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(@) 93 Q6 @8l 2°8 QIR 696@18T RIFIeq FT 6mdll @l 2612l &4
6QIPI 96 QU YR P1Q QIR @I |

¥ .M. 6@dll AAAQRE (Deleting Text)

6ndl ARIRLIR 6QIRIA dGTQ Backspace @° Delete 6QI0I¢1 QUQRIQ @R |
Back space cursor @ @I¢1e \@° Delete @@@@ Rl ARIRS | 9! IRYS
6ndl ANIRLIR AUR AR MRLIQ @@ Highlight @R S° Delete 6QIIEY
QI |

¥.9.9 emcll dasglde @32 (Replacing text)

Word @09 J9Q Jeaaial 6nd Al ¥e° 698 J96R 2dl emdll @Iel
AR | AR 2dl emell MR 6w Rl 6T AZLAES! @

0. QQl 62919 ARl 6Adl RIQ odo Aqdieq QIR |

9. Qul 6ndll 6ngQl 2o @0Y | S @0g 64 QU 6RSIS Q@LIKIRQ
6ndl QU6 6RR2S |

Q661 6ndll QIE YQITER Delete 61 MRIRQ A ARIR YG° ILIUEQ
QelERs! 6Rd F1& RSl QARIR IR |

¥.0N. &9 99° 6@4¢l (Click and Type)

QaIa 696@16d Y6 6ndQg @ 63RWE 2QAE cRRalN | 6dR0IER
Q661 6n%ll RARIR LR, JAUQ 64 GIFY Cursor 82 | QRARQ O 8° RS
2ot 99 | 9QU6714Q HIR YFER IR NQ° 6RYQ! MR 621R2IN table,
chart \48° QY graphics Q! AR | Q671 6I6CERER 6RS AR, click and
type QI°29 QI6Q 6RHIQ ARIRQS @RI |

¥.0.¢ de1aé] (Formatting Text)

Formatting tool-bar Q21004 215 A2REQ A 2 AR @8 629 | Fe)
980 Tool-Bar & 0G| Q06Q 696 @626R, Home tab 603 | 960 GRS
50 21QQI6e Home tab @ 6@ Font ZR680 QORI 051 Q8! 2QIEA ARIRAE
60695q QRARS |
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Numbered and Increase/
bulleted lists Decrease
Font Menu Tlndent
Times Hew Raman ~ ~ 12~ | & f]‘"‘*‘i’;l R R HIH‘]
B Uk ¥ (WA EEEElE k-
Eged ra PEEsprEER el
Bold, Italics end Left, center,
Underline right
justification
oQ ¥.Mm

Font face - Font 65134 type face 2166 TG QF1 69 9oQ 9996 @GN |
Font 68616Q 28I 6K990% Times New Roman @9l Arial 9@ Font 686!
¥e° H6e gRlca 29a 9Fq @i | 928 IV Font 9G0Q QIR
6@8QIQ, Font ARRQE Q0RIY QAR 66Q Font RIF QIRAQ @Fd
SRER 009 | Q6 LSl 0R Font @ A3 98° AIRQ 86 QIe
QJeQ 69 weIq QIgg |

Font size (QIFQ 2IRIQ) - ¥ IO IR 6Q60 9 6Q4IIRIRR
Ql2l o @R8N | Font size pointer (10l 621R2IN (N inch @ €/99) |
Font size 9694 @AQIQ Font #1808 QLI QIRRIQ Font 2IRIQ Q!
A2R6Q AR 2E AUER UG @Al 2RI Font ZRIQ @@ 694
AR1RQE! Tool-Bar @ QIR @361 Q! 91098 608 | N2l R96Q 661G~
e 60 2RIQ @128 | €0 @ ¢ 9 ARAR Font AQERD 6ASI AN AR
66 |

Font Style (F@I9Q @&) - Font size 290 9@@ 9990 6201 AAA6Q
J0Q @9 gél Fa8 8RN | g& Font bold, italicize 49° underline Q69
godo 62IRIe |

Alignment (6§€198R6Q ARIAQAE) - 64l Y@ IR QIe1, QIS
@Al QISR PR QIER ARRAE 6QRACR @2 Q! 9] @ dI8y)
2RYQI8 Jus justify (QY9l AErQ) 6QRAAL |

Numbered and Bulleted List- 969 @ 9I06Q 9IR9I5 940 621a28 |
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° Increase / Decrease Indent- R GI{]@ IR @R UPELYR Indentation
J0eee AQ |

*  Outside Border- (9124 9@Q11)- 92! DRI 6n¢l GRS AR
6QIGQ! |

*  Highlight Color - 92I9IR2QI 6RHIQ JRUS O AR FEAIQ &
QP8 R AN | 6RIGINER 69YLIRSYR QFT 9] QIR
62IR2S! QT 266 | 24 QEf QIFFIQ 6AIGIA RUQR §Q AT UQRE!
Q1R & 699 |

*  Text Color- (6R¢ll Q&)- M@ Ga9 6RUQ Q& J6eae @& |
6QPIER 6RUINIRAR A, Yo @8l ARAS A 2T | 2R Qe
QRAIQ §2 69101 NG IR G1a I8 §ag |

Text Font Dialog Box

FQI8Q 626Q dialog QIRA Font dialog 9182 9519 Home—>font AR10QE QORI

QINRIQ ALRER 6AG ARRRE FAQIR RLP P ARIRRQE QIFAIQ ARG

69R2lN | 98 Q671 @ 0RP6R QYLLIR 95 6Rdl ARNRY FRURe Q@

6069 Font dialog QI8 §@8 LR @Q | Home —> font 2RI QIF 4&°

Font dialog box access (Q9IFlY) @699 RUQIKY QIR 0F 2J¢ CIdea OF

Q1R 61 QUEQ & |

[CImrgesnnags [ shadtigy 1) ot g
Clouie srinttengts [ csstien )&l o
[Jriupersaipt [ Embass [l gl
Clsupsmpt [ tngrave:
Fraanma
oy

Thist be e by Bhares Bt The sument dacurert therse defies abich Fonk willbe e

Cz e

D)
()
(4
(o4
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Format Pointer <f

Clipboard 294 QIRR! RE6Q Home tab @ Format painter 6Rdl AR1QQE]

dI 29 GQQ 6998 26T | RUILRIYQT TG Q691 2R68AR Heading § Font

face, size IQ° style 920 ARRQE @Q2L 9@° Q641 AR heading IRIIRIEQ

ARIARIQ LR 2 Heading @ 691G 661G @8 2AgER Q671 6091 Q0RIQ

QIR | 2! 00e6a HeRYE 6ACINYPR RS @8 Format painter Q4920

@

0. Cursor & 6R¢l 606Q Q9 IR ARRAIR 2691 *T REIG LY |

9.  Standard toolbar @ Format painter 6910161 90 | QFl H6290G QAFIQ 2|
Q@0 Paintbrush 2R 416 629 |

€N, 99 ARRE 6416 FRRIG XL 6RNIP FIRQ DG Highlight @R 4S°
A1eQ 61011 219 |

RIe 98l YIRSl 6ndl ARIRQE! 646l @QLIQ Format painter 611916

26Q UG96R QR 59, YLIT6Q Format painter & @IIYS Q89 69 Adie

IR 9 @QQIQ Q641 ESC 6Q101 @GdQ |

( 910499 g6 INTEXT QUESTIONS)

0. 6U606Q6R Q6¢ FANYE 6QRIAUG Short cut IQLIQ @A Cursor
@’8 629 ?
() HOME  (¢) END  (©) CTRL+HOME (&)CTRL+END

9. QIRQ JR ALR QAL JEe @4 |
(@) 99 gal e (&) 9ol 2QeeQ (9) 6960 g0 @2l 2IG
(&) 9ol @QY6rIe

N, 0@ 9 em 92 |

(@) Q69 22l 6%l JIFR 9! YIsq 2 gIe Jdis 66 adelq 920
JEN HIRYR QAR Y@ AR FUIA 26S |

() 6216 6ndl 98l ARIRRIR 2I6¢! Backspace 61017 RLIQ @QUIRQ! |

(9)  Ariel style 9IR@IQ Q161 26S' |

(9) Font 2IRIQ Points 6Q QLN |
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¥.¥ UAR68Q 4R19Q6] (Formating paragraphs)

Word 2007 69, Q682 6208 @8 Jada 6mdl, §2, Object (9%), @4
U @OE IRl 6596 AQERRD G22I | Enter 6910171 :dQI AR GaQ
Q680 62 g6Qd 62102 | 2R680Q ARIRRY JAGee AR 2R6aad
QI I9° Q691 RLYR ARRAST YELUTRR, YRR ARARE YR AYERLER
QIR ORI NI9° Q2 2QERAYER IS ARELAR AR Q2N | 2QE]R
02 d6 APERAR ARIRRE! I Q6Y | KT URELR G2 2T, UQPERQ

6RHIGES IR AQERR 24 62IRAQ |

Q691 Cursor @ ZQ682 QOER Q¢ N9° Home — Paragraph QRN PR QIR
4Q° QORI CIRRIR OF GF¢ AIHR O 618 &3 PR ARIRAS FAUIRS |

2| FORYE CIRRI 2Q68R ARNRAE QFIQ OF1Q JO9e QS |

Paragraph

Indents and Spacing | Line and Page Breaks |

General
Alignment:
Qutiine level: |Body Text w ‘
Indentation
Left: @ Special:
Right: - | | tnore) v
[ etirror indents
Spacing
gefare: ﬁ Lige spacing:
After Auto o | Single e

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

Preview

At
i.

o

Cancel

J
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—

ALY

hortzantal text
alignment for  Algnment: Fe— - | Sutlioe level:  [Body text =]
"‘::""9”:‘" Indentation seloct spocial
tance o Special; : ingants for first
taxt is indented Lot o | = | = ?2' = randing
m the loft o (o) -
A mi odges Righe! 0 £ franding indents
of the page
ABIANCe e B0 L ot Il'iw larve
it Enfore: oot © ] = Uos speco: A | for the axt
is from the + *
text above and Aftar; fo e = |5inate =31 =1
bolow the
paragraph
Pravinw
click to fat tab ———  Tabs.,, | | K ] Cancel I
stops for the
paragraph
~
50 ¥.9

¥.¥%.€ 2@ 62 (Line markers)
Q| 2QE8A6Q New line mark (Q2 I 62) @@QIq Shift + Enter 6Q1Q1¢

QI | 9@ QI 6RGIR JRRE Ige SAR 2N @Y G2 AR AR @)
@2 |

dRE29R Qd /AlaAla) @QQIR, Ruler, Formatting toolbar IQ° ZQ68% dialog
QR @Al Word @ 22680 42198 2% QA (short cut key) 6R1BIF] NQLIQ
@0g | B 20GRISER G8Q 08P 2QEER AR 946 62RE |

¥.%.9 ¢k, @34 6461 QIRAE I° ¢ 6§81 PRRQE
(Centering, Right Alignment & Left Alignment)

P8R QU6 Word @ 6R¢l QIFl 68¢I1 RRRAE @8 @ 6541 IBRRS FY
940 U8 JA9Re FAIKIR JRS |

¥.%.M 6n¢ll @806 @< (Indenting text)
2R6289 9300 FAQ! 2R EAHIOIR 12IR Q6aR 2 |

*  QU°RY QI6R URERQ Indent @RI ANIBAIR Ruler 6Q &S| GG6RISI
Indent $2Q R 2RI @FEQ AFE YPR 6AAR |

|elm—

° (@ Tab Indent LR @7 FAIRRIR, AR 2 QL6Q US| ARIRS
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@9l QARSI Indent 6Q1GIF QILLIR AR | =&

* gl Indent G¥R QAR (LI ARLELYR
deIf MIgR 216 ZQY ACQ G Indent RER
) QIS Ruler @ Q0R 2ol SReide) [ LM -1 1
Indent marker @ QIf1 90Q P80 YR 6AAR
aog |

¥.¥.¥. Tab Stops

QA FIOGR OIQ) 0.8 inch Q0GR Tab-stop YE8ILR QLN | Tab QOQ @QIRS
&9 @FIRSIQ Home — Paragraphs QIQIdY QIRG Q188 \Me° 219689 AOIRG!
gade @0QIQ o 84 6RISR OF 010 QTR 593 | YRR Tab AU GIRG!
gode QAQIq on QlF Q1569 2l Tab 6Q10IA GAg | Tab dialog @19
g@é@ 629 | Tab dialog QIR Tab stop YIF6Q Tab Q& Inches 6@ EM |
OK §02 | 9a7IIR 2968960 Tab 62107 30! QI0l RAQ! YR IR Tab
stop @ IGRAR |

@ 548 QIF6A tab stop set RARIR Q6FT AFIFQUIR Ruler £ QIR @AAIRS
@Al Cursor @ AAIBQAUR Ruler @ 9@ 09 69 7109 G0 QI 6@¢ll UGS

tab stop @ 9AQRE 2 |

Tab stop posttion: Deefauk bab stops:

| 05 S

T shops ko be cleared:

nilgrm:*ri;
() Loft O Gorker O Right
O pecind O
Lol
@it 02 O3
R
,
[ K J[ Cancel ]

oY 60d Ga




Tab stop set @RI :
0. QLD QLY 6UNUER Q671 620 Bl QYIS AU IANRL FAQIQ LB |

9. Tab 6961904 FFIQE GAl 9AGRAE @QQIQ , Tab _
Alignment 6Q1Q1€1Q AAUBAIR Ruler @ Q1€ JEC' click i S

QQ%GQCI@@ el (oI tab Alignment Q621G

0@ QIEQ Tab QIR 59 :

L] Q6 6561904 tab stops

:_'1 ¢1¢T tab stops

4 056 6861904 tab stops

|a| Decimal (Q4I5R) tab stops

Tab stops G0@0QIQ, tab 2q QIF 2Ig 2l YFQ AR | Tab stops AL
ARQIQ tab G929 6AITIA Ruler Q 261 |

AR1RQS GIARIA tabs FELER MRLIQ @G 1l Q6F tab stop TR 6EOR AIE
696 @QUIQQ (Tab Dialog 99 6@ 6Q¢]) |

QR tab stop FRIER YAQ UARER FALRUGR, @ 1l 60eR AIIIRF2R!
@RY604R JRIe JRIRR | 92! @RQIR, 6md @A Default tab stops QIRAER
Q691 Q2SI QM tab stop FRIER G I &*° tab dialog IR Q OK 6RISIF]
od |

¥.¥.8 e @ (Line spacing)

2R6RREQ UG 2GR eRlq dIE Tie FQUE 82N | @R IGRAER (Y@
MG i) Font 2F0Q ZIRIQ RU6Q F9Q 964 | 615G I Tie daeae
@09 Aew 62IRaIN |

Home — Paragraphs Q00IRQI Q1Y 912 1e° 29620 AF1RQS AUIRAIG.
gade RAIRRIQ R 94 62164 2SI OF F1Q G0 | 2REaQ dialog IR
g@%ﬁ@ 629Q | QLEILER AP IQ° QISR TR Indents and spacing tab Q6L
dialog @24 Line spacaing 06% 6QlIGN drop-down 692N | g@@@é@ gl@@
99, 698 I6° QR JIF JIRYIRR 2IRATS JRINg 9990 QAN | Y9 SIRgIR
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-~ - 1 . . ~
R 9- point dI SRS @QIREI | 1 5 2@ EIRgER €T point 19° @R &I

SRS 9 % -point QRQR 6L |

Pasagraph
Indenits and Spacing | Line and Page Breaks |
Geaprsral
mgmerr:  ENTEEHMENS v
Qutine level: | Body Text v
indentakion
LefL: o i | Special: Byi
oghe: o= {trone) = | -
[C] tarror indents
Specireg
Enfore: ey — Line spacing: £t
After: aste 2] Singlke v | =)
[T Dont add space bebwesn paragraphs of the same style
Presien
B ol i= St Vi S s  faw & = S BTl
s Tim s T ey T s Tew e Tew T T e e s S
Labs, . | pefaur... | | OF, ] | cancel |
Qe ¥.I

2R62Q dialog QIRLR Line spacing QIR@Iq 09 Sa89lg 129Q G ¢IRYIR
SR FAULIRER |

Q641 6L6PER6R 1@ P9 QIR QUQLIRQ @A Word graphics, subscript \@°
Q@ @9l 6816 gRIR ZINIR IR Jod 88 |

¥.%.9 29689 SR Y (Paragraph Spacing)
do 296899 IRIRE %@Q Q° J6Q 691 a8l @Q2Rl HRYIR 69918 word
ﬂﬁﬂ@ 6QR2IN | HIRYL point (pt), inches (in), centimeters (cm) @I lines (1i)
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6Q 696 62IRTER | body 6REl AIRN Heading @ 2R SIRAYS Q0RIQ 621R2IN |

ARIRES GQ 99° &G captions IR G6¢1 ZAGI S I9° IR HAYR 2O

@edQ |

Q6¢1 Ol style Q 2°EQER IRIR HIRGYE 690 QF 9RUErde ALRER QIR

QP FRIQ |

Home — Paragraph 299Id4 GIRG1 9123 Ne° 299210 A2IRRs RUSIRG!

gadio @691 0 A& 6RIEER 2l OR O1R FUY | FRERQ dialog QIR

gadic 6291 29689 YRR 696 RGQIQ 2QER9R Spacing AIER Before

Q° after 6@ 9RQ AR drop-down QUGIARI ISR @R |

2AF62Q FERE MILIQ FARIQ RARR FFR 62l

0. 2PERQ YL L IR HINIR 9F 6AIA point ARIQ IRRER KRN |

9. QAQ ARG IR 9671 FEQ SRR ANLIQ NP FRARS |

N 0 6l ARG CRIEA YRR 6991 G6¢ precise adjustments @ATIRS |
RI20EYQD Heading \IQ° body 6Rdl RIER A4 YOR @ARI Q60
Q629 HIRYIR RLIQ @RAIR Ql

¥, 90 2962890 AR &9 9@ JReRe @69, Y2IQ spacing F1dl Q|
AP0 JINAN | 2QERRT TR SIR I 215 QeI |

8. Q67 6ndl ARIRAE MRLIQ FAYS| 6RER YT QEC! AURERDA style 6Q
SRR @2, word 2R AR1RQE D0 HIRYR 699 FR2UN | YR SR
AIG 64161 @AQIQ 9G RN |

¥.¥.9 QaId 9e° QI (Borders and Shading)

U620 66T AR Q6¢1 border 626! RRAIRR, I° Q61 IS shading
699 RQUIAR | ARIQE R, QLR table @ Cell 4G° Frame @ @641 (12l
Border \49° shading 69QIQ@ | Border and shading Q00IRaI 4080 @6QIQ
Home — Paragraph Q9@IdY QIR @128 6° 69107 a9 | Border 4Q°
Shading dialog Q10Q 99@6 629 | Border 1891 Borders tab QI8 ARSI 960
O@ Border @< Q22 | Applyto Q Paragraph Q@129 : Ong %@&QI QUeING,
OK @O@&I 6L Shade Q@QI@, Border & Shading dialog @I@QQ Shading
tab RUVEQ G99, Fill Q A0 Shade PI18F, 4S° Apply to @ Paragraph QIg:
drop-down Q9RIdY, OK &0g |
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Harders and Shading

‘ Setting: !Elq; . Firmimy
= | ——I2 M o dhgro o o we
E Ba . S J fr.
S 0 =
Shadow L — =
@_ a =2 B —
Clan:
[!‘ H Aoty v
— ke %) I 1)
Bl B3 .
i el docusment e
{rvome) >
| Jptkans
o || coemt |

{ dIoYes 99

-

Y. QUG Gl 92w 691017 :
(@) ENTER
(8) SHIFT+ENTER
(9) ALT+ENTER
8. QR QUGRLER, Tab stop 646" 6L |
(@) ©o.Minches YOQYER
(¢)) ©.% inches QRQER
(6) ©.8 inches QRQER
9. 0@ @ Qn 2 |
(@) 99 U@ FRYL °I point Z6E |

(&) Standard YRGS QLR K], P61 IR RELR ¥ Columns VS
AR |
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ALY

(9) Standard 92 Q€Q Format painter 6Q1Q1¢1 style J6AIo! 5] QL
6o |

(?) Heading © Defaultstyle 266G |
¥ .8 Bulleted And Numbered List

022%! PR 98 2R FARIQ Bulleted GIRGI 99° Numbered QIR@I 2Q
84 Point QIEQ MLLE 2 |

¥.8.Q Creating a Bulleted and Numbered Lists

Bulleted @7 Numbered QIR G2IQ @QQIQ word QI QKR QIR
6598 9@a 2QAd @a | Y@ dIOea @641 Bulleted 48° Numbered QIR&|
@R G2UR I° ARIRQE! 6291Q JA FQQ |

. Bulleted 0IR@ 6QI0IF i= 50Q @9l ARRQE I29E AUQRQ Numbered
CIRRI 6QRIA i= Gag |

9. gelerl 6mell 6MEIg 49° ENTER 692 | (2| 4@ Q2 Bullet 52IQ 8Q@
&9 90QR1 IF6Q Number. 9661 9 294 4@ Bullet @9 Number 6216
@ @@ Q2 AP 2UeR Q@AY 98, ENTER @9IRQ! A7196Q SHIFT
691010 R &d |

N, 6ndl QA R Qe 9° ENTER QR0IQ 6038 69606965 Q641 6nd
699 @R OINR 6996Q L Q |

@ 2Ue ORRl A9Q dIfe G2 @AQIR Indent PPN IE G
Indent @CIRQ! F= 6101 IRLIQ AQ |

Q641 Ol YAEE! 6ndll 6RYUIRR, 2°aTN LRARIRG. PR IL° Bullets @R KAQ
699 @RQIQ Bulleted 9IR@| @R Numbered QIR@| 610101 @12 |

¥.8.9 QIRR QO6Q QINR g9e (Creating Nested Lists)

QINRI QP6Q PINRl GUR FARIR, 6K90@ Numbered GIn@! Bulleted QIR&|
@06Q, PN 6AURIGR ALARE @R :

. OIRRI 6998 I9° goeRs din @GSl Indent 691010 6T 6ANIYER.
QQIZ gl OINGI Q6 NG IR KRS |
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s Ligls o Lists
a Bulletad and Mumbersd Lists 11 -7 s
o Masted Lists 2
o Formattng Lists S i
v Tables s Tahlss
o Crestea Tahle s Cremeg Takls

9. 909 itemsq highlight @Q \° formatting toolbar @ GFAE LIANNG' AR
Q° AR1RQE 99 @€Q Numbered list 610161 G4 |

¥.8.M Bullet 99° Numbered @IR@ AR19QE (Formatting
Bulleted and Numbered Lists)

Bullets and Numbering dialog Q@4 QUQLIQ @Q Bullet 99 4Q° Numbering
ARIPQE JRRER LIRUIAL |

®. Bullets @ Numbers @8I 6916&2! Bullet 96909 @891 2@ Gosa
Cursor ¢ A0Y QAR 2IRAIRG AR AR Q! |

9. €84 Tab @9Q Home — Paragraph 299194 0IRQ! @& dialog QIaQ
Access @0 @9 QIR ke 988 D Y° QAR 2QACR AR
QIRQIQ Bullets @8 Numbering 3664l Q12 |

| — | — o

[i= v iz v fimr [ 4E EE |‘EJII|1[|
NE: *

i
il
Il

Paraaraoh i
o@ ¥.eo0
o )  Style @28Q 661G QIg, §2 QY icon QIR G

6910161 9 | Numbered IR Style @I@Q1Q Numbered tab &d |
Y. 69606967 A0S OK od |

¥.9 6ndl goRd, oaf 6 @I5Ql1 (Copying Text B3y And Moving
(cutting) Text [} )

QP PR dGRT copying @R Moving 9 QORIRSI 6R¢l dioq
Endll A°CARIR YRR IR 2°8 26T | QFl @RIENLER YSl 26Q @ 6RYLIR
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Q661 Copy NQ° Cut F66¢ QI2IQ @RUIRe | M@ 2rad gonRd adeisa
Clipboard @ QIQLIQ @R QREIE GEEQ @Al 2RY @RIECIE FERER ERYARR

~ e

¥.9.€ Clipboard 4Q2IQ @& 6msll 9omd 9Q° 6R¢l 99 QORI
(IS §

Q661 6K60696R YN @A 6l IR, 6AHIE A& Clipboard RIFIR
JIRER 62@ I9° @RUICTLER @ AN @RIEANYER I8l RAIIRUIRS | 6819
¢ 9G JOd @Al @SIKIRAIR! 2°8 Word Clipboard 68 Q@UIRQ | QIRG! Q9
Home — Clipboard 20134 QIR0 5664 Q13 @671 Clipboard @ QIR 96
6Q3AI0R |

g6 QIR Q6R ARl 6ndIYen 6Qdlq

_ligboard (2 of 12)

98 QUIRIR RU6Q 7R 1R Q% N9 | iy Fraste Al BB

QAIQI? AUEQ Gd 2R 6RHINER. ‘—\ I—

@RU604R 629 | AL AL Yo -

RI26Q @RUEINER 6KI5QIQ Paste All

002 | @QU60dQ RUURYLR 2FIRRIG.

Clear Clipboard €QI|¢1 @O% (Clipboard

0@ QIR ‘X icon).

¥.9.9 6RdIge 96eae (RIGQI) (Moving (cutting) Text 3

6Q¢l YRIBQ 2l QRARS! ERASIR 6916 YR 201R (RIF) 9Q° 2I] AURY

AR6Q AR QAR | Q¢ YIS FARIQ FIAYE 6ATIRYEY 2QURS K

0. QIfIe 629Iq 2l 6adl QIg |

9. QIRel 9€Q Home — Clipboard 20@Id4 0IRQ1 8666 QI8, @l standard
92 Q€9Q Cut 691017 69, @2 CTRL + X 6910161 @212l | 2l 6ndla
Clipboard @ IRI8Q @QQ |

N, Q6 6Adl 2RI R, 969 6ndl JRISQ FARIQ L8R Ieq
Cursor 2 98° GIRQI @8 Home — Clipboard RUSITY QIRQ! H6&4
@d, Standard 99 Q€A Paste 6QIBICT 3 @A CTRL +V 610161 Q12 |

28 6nEIg 89 99Q YIRI8R @AQI], drag and drop (6614 IR QLT

§1g 62IRTIEQ | Q671 YRISQ FARIR RLUF AR 2AAIRG AR, VLIRS

AeGQ Fleg 98e 9, 1e° Q2 Ieq 6aI8IR 6 (IR 6910l fIGEY |
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¥.9.M 6nsll gERT (Copying Text |Eay )

goRE 2 O 6Rdia IAeRR 28R, 98l RIS 6AYIR JERT @8 2Ry e
JF6Q QAR | JORT 2AQIq 6% GRS 6AURYER URIRE AQ |

R. {2 629l gl emdl QI |

9. QIRel 9€Q Home — Clipboard RULIY QIRel 5664 @I @4 Standard
2RQ8Q Cut 6QI0161 Gd @Al CTRL + X 6910171 9d | 92| 6RdIGe
Clipboard @ gIRI8Q @QQ |

9. QAR @8Q Home — Clipboard RUAIY 69107 5644 @12, Standard
292 Q@8Q Copy 6910161 ©9 @A Clipboard @ 6mdll JORTD @QQIQ CTRL+
C @QIdQ |

¥.9 Q@le 99° M€l (Spelling and grammar)

ARIR YQ° QUIRAS FURIRIN FRIR QM AR IR A MIRAIRNE ARG
PRI Q6Q | 9AI9 QA 29l 40 06R AR CaF IB MIF Yode 629 |
QRS AR JFR 06n AGT CARIS MIF NG 629 | @ TI0FTR QF
2RU6T4A QAR IS MIRAS F6aE ALNEA UNEE FAULIRR |

60043 Q6¢1 @ 659HT 9 RARI2, Word Q61 6RYLUR! 6RHIQ QIR
9 QRS YrRY Q6L OR 286 FIf JaISl 909, 99IF AR 9Fe QIR
OREIQ 62IRCIN | RS AR YF@ AL 6 FIQ QI AEIAREIN |
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o0 ¥.ee

QRIR 9° QRAS I eLIQ FRQIY, 1@ 6AURYEFY 2QANE &Q |
R.  ¢J8lf tab QER 6QIGIF ST QAU 6QIGIF ATQ F7 6111 QR |

9. QY eierida gals @jﬁ@ Spelling and grammer dialog @@46Q 416
Q° @M QIR 906 QIR LIRNIRG 699 |
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a.

9G 9a0Q @RI 09 &N, Ignore 6P §4 @Al Ignore All 6Q1Q1E1 G¢
B 900 YARIF JQ GIEALER TG &N |

Spelling and Grammar: English (U.5.)

Capitdi:etim:_ _ :
national it |
it
o0 ¥.€9
Y. 99 de0Q @m 99I9 2N, Suggestions PRAR Y@ dIIGe @RIQ QIR

Q.

JQ° Change 6919161 G0 @9l @QIEFLR JAAIQR dngea 0K @tQlq
Change All 69 | 93 0@ Q@RIRG 92180 621a @2, OR 9RI9Q Not in
Dictionary QI@Q6Q g694 @QI2l \49° Change 6219161 &4 |

A5 ¢80 0@ 9QIe 28 19° Q6F 6RYAS! 920 JF §QY6AE Jode
629 (6900& Q¢ QIf), 906Q Dictionary 6Q 64I6l @QQIQ Add
6QI0IF 4 Ligl Qlal 92! 9RIe QR 98 08 99de 626 AP |

69 adua Spelling and Grammar @U@KLEQ Check Grammar QIGP\Q@ ar 2g,
Word @919 920 @qI6r4a MRS AFRGe, 96 Q6 MARE Al S8
Q2R | 9B QIRAQ A 52 2017 | 2QY IF6Q IFQS O 269l din FIRE
6QIUIR 959 UQARE QX

A3 990 URRE QM I, Y2 IR RE6Q ARIR AR A YoIo
620 | QR JF@ dIgR Qe CRHIER Yade 629 |
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9. Suggestions QAR PLEYEI IR GAULIRAIER | 629FRE OacIa
QI@ I9° Change 99 |

N 99 616 OR FALIR ISR @ T6@ (Word @M &lIN) Ignor 6LIBIEY
o |

¥.[ 92 98199 (PAGE FORMATTING)

@ QI06Q), QF 2IREIaal QAR Al ARIRQE @GRl dYQ | 69AGR Page

setup @08 K9] 99l ZIRIQ Y9° g4l Orientation RAYIE@ ARIQEIGE Q1 QIR 66!

SN QA Q2 RIEIE 66lin 2T *RR! AFLER, @REAQ Page layout tab
6Q 29J0 Ie° G ZIQHNRG! 2QAER 6 6ICRISIA ATEER TRARL 62IRCICR |

Aot D st - Ml Rviel . AR
e £ L S R Qg SO B | ke : g : w
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¥.[.€ Page Margins

206 SIRT QI Q6F1 QFl PRIETLQ Margin IRQRR @AAIGR: (@) Ruler

NP2l @Q (H) Setup dialog FRY IR @R |
(@) Ruler Y921 @Q

R. @l Ruler @ Gray (9Q) &l gadq Alaq Gag |
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9. 6960696 Cursor & QRIS PR 621D, AR AEG Gd NQ° AR,
020q 6AIAR K80 YIeg F2 |

N CIRFR 696 62RICER 71 817 |
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(&) Using Page set up dialog box (Page setup @29 QUQ2IQ @&)

AI@Q @@ Page setup dialog QIR QIELIQ 9F AR FAIARIAS:

R.

==l

oS4

Page Layout Tab QI8 (9° QIR@l QgQ G66¢ &€ 4e° Page Setup
QRIS Margin 6910171 Qg Margin Dialog Q10< gode @aQIq |

Qf QIR Office 2003 6@ QBVIG HT IS ARIYS @I 28 Qell, Normal,
Narrow, Moderate, Wide, Mirrored @6¢1 ~42J¢12Q 2IQaa 2l 60l6%!
QBTG @Al FIGR IR, AR, R, QI Y& A& AIRAER QY.
Customised Margin 691011 Q06Q §TQ | Preview Window 6 Q@R
JGe JOTRG 629 |

98 @QY69186Q Headers \NQ° | @ Footer g8l Q0 6R¢! o086
62910 9Q 9AAR 62IRIER |

Apply to list ARQ 6Q &2l Drop Down 206Q 6@ 9ALERTR el
QRIEFILER YEAIT @R Ne° K8 @I gedie 92 9ol 9Rierdq Sae
JeeRe @Q |

AR 96Q OK 9 |
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¥.[.9 Page Size and Orientation (?;]QI 2RI 9Q° Orientation)
Page Setup Dialog Q199 €66Q 9EIQ Orientation 0AQRELR G4 |

©. Main Tab Q9@ Page Layout — Size 5664 QI8 (e° 2@ 2QAI6R

Letter, Lagal @Al A4 2RI didaQ @Ie | Size QARIY QR4 gl § Gaan
Qg CLgQl @9@ QQ&G@ More Paper Size o |

oQ ¥.e9

9. Drop-down QIR0IQ Y& QIGR 2R QL |

R — Bama

1 MWF

oQ ¥.€9

M. €64 Tab Q& Page Layout 6 Orientation QURITIR 2R 6T
QI@ Portrait @R Landscape Orientation IR /9 |

(Zoom in to the page) 98I 99 Q1 AR @R QTR
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R. ¢ Tab @& View Tab — Zoom QLRI 39 Zoom Dialog @04 do@I6Q
ga4e 6291 Zoom Dialog QRA6Q Zoom §GQ Many Page Q1@ QI* 62
@Q | OK &4 |

9. Q6¢ 699, AL UER @l @aUerid IRlYe Yl gado 629 |

Loom ko
O 200% () Page width O Many pages:
(*) 100% (O Text width |
O 15% O whole pags

Percent: 100%%G :4
Preview . |

—r AaB:}CcE; 2 x 3 Pages
AaBbCcDdEeRrYydz
AaBoCcDdEeXxYyZz
_— AaBbCcDdEeXxYyZz
| o« ][ caxe |
o ¥.ed

M.  File - Page Setup QI8 NS° Paper Size Tab 2U6Q 99 | NLITEQ QE¢

2SR KRS 98I IR JHIGER AR Orientation 908 S0 (Landscape
@9 Portrait)

Y. Q229! 6RHIYUA Droup down QIRAR Apply to QI | AR 6@ OK &4 |
¥.l .M. Headers and Footer

Header 6208 @ 6n¢ll Qg gE9al QUQ FIRERER 646 621ReIN,
6900% @6 Title @7 ORI @R QG4 I8° Footer 62@& 6 IR
6419 621R2IQ1 U@ 6Sll | @RUETIEQ Headers \9@° Footers § 64161 @6l
LEHRIE 2RI FIRYS AR JER ARANE AQ
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o@ ¥.90

®.  ¢J&N Tab QEQ Insert — Header U9° Footer 2@l GIRRI QI | QeNe
2QA6Q Header @Al Footer 2U6Q 6 (6@ ¥.9 €)

9. Header 398 QIZ6R | Header I90€ godo 620 1e° g8l R0Q Q4
299080 0 2RAIRG 629 (6@ 4.22)

M. Header QIRQ6Q Heading 6R¢ | Q6¢1 Standard 2SI AR1RQE FRF
699Q& Font face, Size, Bold, Italics Q4@ QLI @RS |

ORI - WSS VD
T X

S o |
» ‘h"r

Qe 2604 Q4 85
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oQ ¥.99

6296 QUNER Q671 Footer Tl G2l LIRSl FEREYER QFARS €e°
ISR 2QAER Customized QAL |

i

BTl 0 %

o@ ¥.9M
¥.[.%. Q4 Gj?‘l‘&? Q°cl4l (Page Number)

@Q46014Q 99 QY ¢ 6UIERAIY FIRYE F6adgee 29 AR |

i_& ek Pode R by

0@ ¥.9%

©. ¢4 Tab Q€Q Insert — Page Numbers QI8 9° SRS Dialog 91a<
godie 629 |

9. Position Drop down @Iﬁ@l@ Top of Page @9l Buttom of page Q< ade
Qo gIe QIR |

N. AR 96Q OK 99 |
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Changing Start Value of Page Numbers in a Document or in a

Particular Section of a Document (@QU67146Q QA QAP I

20aq @Rl 9@ G6e 2°ag 96eee 24!)

PRUEALQ 2t g4I, afe AW, 98 KEIg AR QTR JFR

QA8 @ | |

. QQU6TE 9II6Q Cursor @ | (IQ QF QUL QR @Al IR 2°EER
08, 9691 2°9Q 2R 98l afie AW 9RAeee PRI 698 Haa
2°616Q Cursor ¢ IR 1)

9. Q&Y Tab @ Insert Page Number Q0@I94 Q189 99° 98l Q°6l Dialog
QR 990 629 |

qN.  gan geIe AW Qi gede dre 62 2c1’ e g8l Qfa A
Dialog QI@96Q Format @6 &4 | Q| @d@ QY Dialog Box Q@ﬁ@
699 (6@ ¥.99)

o 60d G
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ALY
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(7] irehude chaprer purrber

ek mr]e PP o

e el
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-

Page rumbering
L=} Continue From previous section
Osacg: | &

| o [ conce |

o0 ¥.99

¥. 99 Qe Q9 196l Dialog QIRAQ 96X, Start at F@E ARA6Q Gl
9e° gl efe QY QIR @Al @AllRl 84 Start QIRAER A 64 |

8. 99 ¢l R4 Dialog QIR @0 @GQIQ OK G0 Ne° IQIJ6Q 94l
@@ A Dialog QRd 9@ @QRIQ OK &d |

¥.[.8. Inserting a Page Break (92 Break @QQ)

6J606Q6R Q67 YUIER 6RYR M@° Word @RU6C4Q JFI 6R QIGER 2*Q,
99l Break (981 6618) Qo°@c! €169 Q0Ee | 991 2IRIe Ia 9619 69 62Q0I6R
Qor@a Q6o gul 689 AIde | 95 Q6¢1 98 QT 6T PRRIQ BQ Te°
ARIRE V6L G8I AR FIQ 2R @ 9 2R AR, 967 JRE 9IIQ
3919 Q0AIQ ENTER 6910F @0iael 901 Q@ | 2l 9098 59 d9e
6QICIRQ MRE YR8 @Q :

0. 69906 Y86 AAQ, 698 UFER VPR | §Q Qd | PIRRI 9€Q Insert —
Break §6&4l QI8 | Break Dialog @192 god6 62 (6@ ¥.99) Break
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Dialog Q@46 Break d@lQ@ Page Break @ dI* @Q @Q | Page Break

LIy OK @d |
ﬂﬁ_} DeaEedt - RACHIT i d - = =
By Aome | paer | s umwd | S Al R o 3 _ it b ]
Y S Bagga g :,ﬂ Tk Nt Homge ik -y e fi A | ety B Do g ¢ | JE Sqemus o
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e ek =Sy i o | < et mawe BEOMC T 0N
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S SO SRR
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|
-~
5@ ¥.99

9. 69R06Q gIIF AR, 692 UFER VES §Q Q¥ | Page Break QIR
CTRL+ENTER &9 |

¥.[.9 ]I Break 26'1@@ (Deleting a Page Break)

99| Break 2010919 A2 QIS 6208 @QY6FLEq &l 9]l Break 5QQ
64lIe @0IRQI | 921 @QRIQ Normal View @ QIZ, 94l Break @010Q1q 4l
Break GllQ 206 @0 \49° DELETE 6919161 QQI2) |

‘INTEXT QUESTIONS (QIoY@ 94])

-

©. Bullets 49° Numbering Dialog @I9< 6l @G99 IR Q€a
F6a46 QIR0 621RAIN |

. 6ndl gORIAQs Y9° 6Rd 9N Q06Q g6 @48l ?

¢. Clipboard @ QQIQIQ 6@ 69¢IR, G6F QIR Q&
F6a9 QB9 |

eo. 0R @9 Qm QI8 |

(!) QIR Q€A Edit > Copy $6&¢ QI8al @ CTRL + C 69l0lc §dQl
2ael Iy 2163 |

(§) Q661 8R 291RRIE Custom Dictionary 249210 @ACIRS A |

(@) QT4 & QIR Q691 AR PR FRQ Synonyms QUSRS |
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(QA) 6910 IR F7 6910101 §F 90le 99° Yaed dF @89l QIgygel
QIR |

.¢ Q601 @6 &ig6@ (What you have Learnt)

@ QI06Q Q651 6REl ARIRASR GRQ 654X FIA6R JYR | FRAIR Q6
6nd | 9@ 9109 QY 9Iee JIRIBQ @RdIRe 9e° S99 Font 4&° 2QQ Style
dedicl QRIRQ | @691 ¢kl Word @ QYRG! NQ° @RIe dF @RI 6QFaY
degiel @QdIRQ |

8.0 @dl® d9| (Terminal Questions)

0. 6@l Title Case @ UGQRR @GR GIRRI Q€6Q @8 H6ad 213 |
9. Symbol @0QIQ 6ATRYFR Q€A @R ?

Font face @’8l ? 66@16Id QQG Font dQQIQ 6n4 |

Q661 IRERRER AIG T @AR 696 R |

oy

¥

8. 6Rdl LAIRER (IR 64 |
9. JoRde 6AURYLR 6Rd |

©

Word 6Q Auto Correct 6Q9&YQ IQLIQ @& 26E' |

¥.€ ¢ Q9&d gga 2aQ

0. (@) Ve dea
(@) doa 6ad
(@) VLR AR
(Q) QIR 6419
9. (@) WordQ06Q QRea 64 |

(8) Q6”2 ©e6a M ax &d |
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(Q) 499 U6 1R VR A 1R 6QBIF MIRLIQ KRR ATAER
SHIFT 610141 @I I |

()  QIRS 9EQ Edit — Select All 36adl QI8 @A CTRL+ A 6910161
QI |

(@) R (1) OR (9) QR (@) 0]
(¢) (SHIFT + ENTER 6<I21¢1)

(&) 0.8 inch IR

(@) em (¢) Oe, () 0= (&) em

Format — Bullets and Mumbering

9 b % X3

JGRA 2 98l RSS! AR JERT @8Rl e NRIQ 2R @ YRR
QERl, 9P 6RdIQ JAREe @ @f, 6Adl LIRS 2d @8l ARAR
6ndIa Y9 JI9Q 201a9l Ne° 2IQ 2R J96R @9 |

¢.  View — Toolbars — Clipboard
Ro. (@) am (¢) Q| (o) Oa. (a) Oa,
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