IT 102 : Digital Documentation (Word Processing : Elementary )

UNIT -2
Digital Documentation (Word Processing : Elementary )

Q1 Microsoft Word /T § ? S0l features FT TAT & Fuiq AT 1

Microsoft word Ter word processing software %’ THHT T computer f ez 7 At
TFT *F documents fer@d & %I'Q' IERISIGH % S letters, manuscripts,
reports %?TI'%I EFU%T T qgﬁ RF FTT typewriter 7 "AeT F BT ST@T 91 I
Typewiter @I F FT W ATEFR THT TET AT JAT THH A A7 documents F edit
%ﬂTWWW@T?’@documentsFﬁﬂﬁm%ﬁ?savemmwmI

MS word F AT I word processing softwares TH THhIX % I
Notepad , Wordpad, Wordstar, Word Perfect, Professional Writer etc.

MS-Word #I features TH THIT % I

1. Easy to use : MS word WYSIWYG (what you see is what you get) g o w1
FAT & I THH TH STANT FIAT AT F T S7 ' g1

2. FormattingTools : MS word ¥ document Wl attractive @™ & TFI
fafisr w#¥ ¥ character T paragraph formatting tools & Ry % S

B-Bold, I-Italic, U-Underline, Font, Font-Size, Font Color,
margins, indents, alignment etc.

3. Grammar aur Spell checking : MS Word ¥ users YT document I
grammar AT spellings T ﬁ TAfaat S T gRdr % I

4. Save and Edit tools : MS Word H user U9 document &I ST § ITANT
Eh“@f%ﬁ*l"‘{saveﬂW%HﬂTBﬂﬁWﬂWdocumentsTﬁ'-‘?ﬁﬂ_ﬂ@(
AT FFAT 8 I

5. Insert Tool : MS Word ¥ user ¥4 document ¥ fBf9¥s v & objects

F insert FHT FHAT % S table, picture, clip art, shapes,
wordart etc.

6. Password: MS Word ¥ user ¥99 document #FI 3T users FIX ﬁw‘q ST AT
AT FEAME@l AT deletion & @AY F password I HEZ & {4 T@ dHAT &
T

7. Print option: MS Word ¥ user ¥UY document FHI hardcopy create T
TEdaT 8 1

Q2. MS word Fl open FE F steps &l Ui ﬁﬁl’q I
MS word I open FLA F steps TH THIT % :

Step 1. Start button F click Eﬁ'%l"'{ I

Step 2. All Programs > MS Office 2013 Ea) ﬁ”ﬁ'l'{ I

Step 3. Word 2013 ﬁaﬁ‘q I

1i’\clT FIA YT MS word software e STUIT dIT gH new document dialog

window ¥ blank document option #r Fq T FIT document create &HX LED] %
I
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Q3. MS-Word software ¥ close HH & steps T Fuig KT T
MS-Word &I fAufraf&a steps T close AT ST &aT 2 -
Step 1: Office button 9T fF® fifvmw 1

Step 2: & T options ¥ ¥ Exit word option Eal ﬁ”ﬁ'q I

MS Word & Titlebar ® f@T T exit button |i?’"Ja?r Tar #< | g BT oS
THRAT ¥, TAH AMINSE Alt+F4 shortcut key & ZT Wi MS word software &l
close AT ST @A & I

Q4:MS Word & fafsr=r components &l 8T ¥ quiv fifNg 1

MS Word # fafers components {9 Y&IY % I

Title Bar : 399 open ﬁh‘Q’ T document =T AH AT ST % ISTg gH MS
Word ® #IE 7AT document create #HLd % d  MS Word FWT TH document @l
’Documentl’WﬁﬂTﬁﬁT%Iﬁ@titlebarﬁé@ﬂﬁ%lﬁﬁ'@gﬁ
Document & save &teh FAT AH d % TAT ATH title bar ¥ fg@rE zar % I
Quick Access Toolbar : THH gH 39 tools F @ HEhd % ﬁl% gH dm diY
IIANT F4d % SEI save, undo, redo, new, open E?QTI'% I ?.R:l'ﬁ R I EER LRI SIES
tools & add 9 remove HT LET % I

Window Controls : dg 3 buttons &l group % I

F¢ GTF F button FI minimize button ﬁﬁ' %’ TAY document window I
temporarily close FLF taskbar ® minimize FX AT STaT % I

# T button restore T maximize button Hgerdl % I 39 W s w3 &
document window ‘1’& SR BT ol % I T maximize position ﬁﬁ' % I =9
button 9T YA: % F¥T T window HUA TAT HIT § M ST % TH restore
position ﬁﬁ' % I

MM GTF % button & close button ﬁﬁ' % TAH document window & close
T Smar g 1

Menu tabs / Ribbon tabs : 7§ MS word g 7T fafdrs tools #I collection
gIsﬁ%tools#tabs#m#WWgroupsﬁEﬂ?TWéI
74: Home tab # document formating dY%7 editing #F tools TG TT 57' 5’?# aig
insert tab # document ¥ insert l%‘? FT gFT Fre & objects FT TGT TAT
gIBasictabs#H@T7§'I

Office Button : IH button & A& A W '*'Q"Hﬁ AT file operation ¥
31,% ﬁﬁ'_ﬂ menu STlﬁ' % ?@r : New, open, save, save as, print ?@ZITI__;«r I

Help Button : 39 button IR EE T T M rY gﬂﬁ AT help window ‘g?fl’cﬁ % I
s‘aﬁngs word@fﬂ%%{:ﬁﬁﬁtool%aﬁﬁWsearchﬂﬂﬁgI
Rulers : MS word ¥ horizontal @IT verticle rulers &l T % I 39 rulers
H 3 A7 ¥ g9 w0 SUANT fRAT T % I Horizontal ruler & SYAN left
9 right margins , tabs dIT indents #¥ position e FA H %’I'Q ERIE I %’

I verticle ruler ¥ header, footer £ position d¥IT top,bottom margins

T Fe FFaT oar g 1

Tab selector : T button F IUIN fafs=r tabs T9T indents position
¥z w4 % forw R Smar § 1
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Status bar : 3?7’# document ¥ st“r EIEEESIGEIER] ?{9ﬁ'§ EIK % S : current
page no, total pages, word count, language TeATle

View buttons: ¥ buttons document %I 5 HAT HAT views 7 Wl ?‘ I

Print Layout View: I8 view Fertar % #T document F print FT 9T IR @&
THRT FT RO T .

Full Screen Reading View: 30 view ® document &I full ShiM § IAMT S@T & I 29

view & ITINT document Fl ATH F(TH d<le o Ted & forw pam smar € 1

Web Layout View: 7§ view Fortar % #T web browser ¥ open A 9T document T
wEq | g #w e oo

Outline View: I8 view document #T outline Ferrar % I THH document & layout
set ®A H Wag fAedt 8§ 1

Draft View: T layout & 39IRT document &I edit &Td THF AT ST@T 8 I

Quick Access Toolbar Ribbon Tabs Title Bar Window Controls

_— e sa——
Documentl = Microsoft Word —‘;@ [

Home | Insert  Pagelayout  References  Mailings  Review  View ©

" =-=-mmE 0] T #Find -
- - s CENIRPERIPE 0 | PN | S
-l & @) (= = - e s ] enceoa| asmbcend AaBbe A |
E 8
T Normal | TNo Spacing Headingl = Change
Styles ~

Font & Paragraph g Styles i Editing

¢ Select ~

Tab

-2 -l-lel 1 o - e 4-1-5 c6-1 718 c9 -1 -10-0 -11- 0 -12 13 1 -14- 1 15 1 -16 - A
Selector ﬁ

I
Ribbon Horizontal Ruler

Vertical
Scroll
=14

Browse
Buttons

Page:1of 1 Words: 0 I English (United States) i’

Document Information

Q5. MS word ¥ 7T document create FH # steps T FuIT Tﬁﬁ'Q' I

MS word software @&l open FA UL 99T document AT ST open ‘@ SITd % I
TAF AMA T MS word ® document & fAfssr T0Ff ¥ create T ST HFaT %,

Step 1 : Office button ¥ faa® #ifow I

Step 2 : & e options H T New option T ﬁ’ﬁ'q I

Step 3 : General tabs ¥ Blank Document &l ?{ﬁ"l' qT  STELIHAT AT ﬁ’q
templates ¥ ¥ document T design T{ﬁ'q I

AT TUFT : ctrl+n shortcut key & TART T

SIS EA I A 0 Quick Access toolbar ¥ new document icon O FT click

QIS L
Q6. MS word ¥ document Fl save FXA F steps =T uiw fiffT 1
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MS word ® document F save FA & steps TH YH(L % :

Step 1 File menu T ﬂ”ﬁ"l’ I

Step 2: save menu @I ﬂ”ﬁ"’{ I

Step 3: save dialog box T document file &I save FLA FHT M, file =T
|, file &7 <=9 ﬂ”ﬁ"’{ I By Default file?ﬁ'My Documents ® save f&aT STav
% dqI=Hhltype word document @‘cﬁ % fSE#T  extension .docx % IT MS
office2003 TAT THH Ugd & HMS #T.doc
extension & WTT save [FAT STAT AT I

versions word documents

TEHFATAOT document &I ctrl+s shortcut key dIT save iconE ¥ ft save
o ST mear 1

Q6 save M save as options H T AT % ?

save ¥ save as 3Id @Ml options &T ERDIE 'pagesetup

document #H save FA & forw fRar STam % I =4

options ¥ {&T AA¥ TH AL § I

Margins
1. save option ¥ file & ¥ 19, location @l Top: - s ¥ gottom
type FA UgAl I Y& ST ¥, A% save o 5] aiont
Gutter: |0

as optionﬁﬂgwmwtﬁﬁ@lﬁ%
I

2. save option T file #H Faod Tsh copy
create # ST FHAT %, Safh save as ¥ Gl
IEGE Tﬂ%’ IAAT copies create F TEHRA % I

Orientation

Portrait

>

Landscape

Marmal ﬂ

Pages
Multiple pages:
qre: Teh 199X 1 document #¥ Teh dTH #q type |
Eﬁ%ﬁ@@copycreateaﬁmﬂﬁv_vﬁﬁl
Duplicate copy create FLA h f%'l'r{ file name,
location AT type ¥ o Fh Teh ¥ gaEerd FweAm
gfeard grar g 1

Q9. PageSetup ¥ T T HHJT g ? Y eI fafww || e [whete document _[~]

Preview

I—él Gutter position:

L (G [

] [ Cancel

options & ®HY ® FUH HfT I Set As Default [ o«

EEl setup ms-word G Yald T T menu %, EGE] i LE] options #; AT T
eH d99 document H IS formatting T ﬂ?ﬁ EIER settings %Y LET] 5"{ I MS
word ¥ U setup EOER IR EER options &I ERRIUER I %’ I

Step 1 Page Layout menu F click ffw 1

Step 2 Page layout standard toolbar T AFeTHAT JJATT tool HAST
settings FrforT S

Marginﬁﬁaﬁra%'w@m%?ﬁ'document%ﬂ'@ﬂWﬁ%’@ﬁ%%‘QWﬁ
H@: AT STAT I margin document Eal symmetry T&Id HLdl % , E'H'chor 4 values
_@?ﬁ % : Left,Right, Top,Bottom. pagesetup sl gH EIRES predefined
margins SH: Wide TATE &l 9 LET] % Bl
custom EWT T margin # values WIIA FT Thd % I
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IT 102 : Digital Documentation (Word Processing : Elementary )

Orientation option F BT page #H fafq &@e &t ST %, qg A THT AT % :
Portrait #¥Landscape.

Size optiona? S page &l size AT STl %, MS word ¥ fafesr w=we &t page
size options % ECE Letter, A4, A5, B5, Executive,Envelope etc. '{Fﬁ?
AT custom option BT user ATATALIRAT F AJHLsize set &L Al % I

Columns option & ITANT T U ¥ coulmns # T&AT F A & & fouw AT
ST 8 I

Indents FT ITIN fFHT paragraph #T margin set A & forw fFar smar & 1

Spacing option@r paragraph Ed ‘Eﬁ' AT ar H oA ATl space ar set T STaT
g1
Q10. Text alignment & FAT AW & 2 7g Fhaw w&r it Tt & 2

Text alignment ©hT ERDIDERET:1) paragraph ¥ forag T text F left 3T right
indent ¥ ST 9T symmerical way T arrange F T % I Text alignment 4

Waﬁ'é

Iﬂtﬂ;rl and give result back to user. (Left alignment)
Right

Computer is an electronic device that take input from user, process it

=

Computer is an electronic device that take input from user, process it

Left=== = = <= Justify and give result back to user. (Right alignment)

(ctri+) it (ctrh) _ . . . :
e Computer is an electronic device that take input from user, process it
feiitic) and give result back to user. (Center alighment)

Computer is an electronic device that take input from user, process it
and give result back to user. (Justify alignment)

Left alignment ﬁparagraph #F adf AT left indent # A= _"@_cﬁ % I

Right alignment ) paragraph 7 adr T right indent 9T @dH '@‘cﬁ % I

Center alignment H paragraph 7 Tt AT left X right indent F T H
¥ BIAT & 3T Ml indents F AT FET F&dl & 1

Justify alignment ) paragraph #osfaw AT AT TIEAT G AT left
indent ¥ ¥ AT ¥ 3f¥ right indent T¥&H grdlg I AfdHATEH left indent ¥

& BT § ST o Fedr § I

Ql1l. Indent & FT STINT § 2 Ig fha™ YK #1 gar § 2

Indent &1 3oamr Y

paragraph 3T object S
picture, textbox, table

Wﬁ?ﬂ'margin set FA *
foro o smar € 1

indent 4 J&IX FgNd 3:

First Line indent & paragraph Eal ‘JEFﬁ' AT @lleft
margin set T Srar % I

Hanging indent =) qi?'ﬁ AT F FIEFT AT CEl ﬂ%‘*ﬁ
Fleft margin ¥ BT STAT % I

Left indent ﬁparagraph F adr T FT left margin
T T Srar g 1

Right indent T paragraph F adt = right
margin Tz T STar % I
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First line indent

'>< -~

Hanging indent | Right indent
Left indent

Ql12. Character formatting 15§ paragraph formatting =T Fuiq fivm 1

Character formattingﬁ AMITT select fFU MUcharacters #1 AT tools it
weT ¥ T ATIF attractive aAM & % I MS word ¥ faf¥¥ W& ¥ character
formatting tools f@U Tw % IEEEEE:] T e

g FontATfont-face ¥ g0 {F character®t
i ey appearence #lset Fd & A :
Cl : T
| decrease ) ange o . F2Y, Computer, COMPUTER  computer<eaTis 1
Font Eont Size Size Formatting
| | case. Font size ¥ characters T &HL A
T STar 21
Mangal (Body +[11 ~| A" A Aa~ A& Bold ¥ characters & Hie gl ¥ for@m
B I U -abex, X [ -~ a_*‘/v_&v STTdT % ST computer, CPU. o
| | | | | Italic ¥ characters & fa@® e &
Text ‘ frar st % S : computer, CPU.
Bold talic 5“'?;:“”&’ effect | O™ color Underline ¥ g9 characters & A9 ®TeA
SCr .
Underline i Highlight TS % EEH computer, CPU
strikethrough text

Strikethrough ¥ characters & HeT H ARA WL &= & FHleT SATav %’ ST
computer, SR+

Sub/SuperScript ¥ characters @& subscript AT superscript ¥ forar Smar
g1

ECE subscript:- H,0,H,SO, superscript:- xzy, e
Increase/decrease size ¥ character & &HL 2 points TaerT @7 F¥]9 T
ST 8 I

Change casedl characters # alphabetic case ¥® d&aTd RIS % S
computer (lowercase), COMPUTER (uppercase) E?QTI'&{I

Text effectsd characters @®lattractive aATH & %’I'Q IEIECERETRS a?special
effects @MU ST % S

computer, computersc I

Highlight text ¥ select ﬁh“'{ T  characters & fFHT color SH:
Red, Green,Blue &I highlight o Srar %’ I

Font color ¥ character # color ¥ Red, Green,Blue gIX RO ERIESIG! %’
I

Clear formattinggl{lcharacters Ylapply #f: = Baw formattings T gl
foar Srar 8 1

i
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Paragraph formattingffformatting operation @ paragraph 9Y¥ apply @'
SIS %’, formatting operation @& JIIRT FA &F T q%ﬁ cursor @l
paragraph 7 T oft a1z T o« ST ST %’ IAF AT paragraph formatting
operationﬁ AT SITdT % I Paragraph formatting tools TH T&HIX % I

Increase/  ghow/hide
s IDZ‘“E:SE hidden formatt Alignment tools®l STAT (3l
S e symbols paragraph ® @ 7T text # left 3T
Bullets Multilevel Sorting
| list | right indent F YT IT symmerical
i g gl ) way W® arrange @A ¥H % I
F— o I — v O— = 3= = .
S T i 0 ‘l T alignment 4 EETES Eq)
Left — === Ig, My . Left,Right,Center, Justify.
alignment
| | | Line/Paragraph spacingl
Center s .
S J'-l‘“'f'l’ Shading paragraph #I @TeAl d9T & paragraphs
i t
= Border ¥ T space YW FWH ¥ foU Rrm STar
RI.Eht Line %’ I
alignment ¥
Spacing
Shading® gWT T paragraph & fFHT 899 color & background e fFaT
ST § I

Border tool @& IUAMN paragraph Fr fafr 9% F borders IH
left, right, top,bottom,outside,all border %?Q'I'Pf{ I

Bullets,Numbering, Multilevel liststools =T ITANT unordered list (ﬁl‘rl’ﬁ
FEGA FT Fe FAIT FH T ), ordered list (FWH aeqeiiwr #:e @9 ##7 2n),
multilevel list (SAHaEgei® a7 Y& o g) F create #FF & forw fFar Smar
g1

Increase/Decrease indent tools & IUAN left indent # value FI1/2 A
JE™ T FH FA F forg AT Smar €1

Sortingtool F g paragraphs £l alphabetic %H (a-z) F AU UL FHAS
ERIE G

Show/Hide hidden formatting symbols tool T ITART hidden formatting
symbols S enter, space,line break, page break F FATH AT ?gtrﬁf ED %I'Q'
ERIE G

Q13. Wordart =T % ? MS word ¥ wordart insert LT * steps &1 Fuig fifcm
I

Wordart Uesh Y& <l graphical object % I E'H'cﬁ e o gH B text W@
fAf=sTFT F effects IH: Shadow, Reflection, 3D-rotation, Skew BRI
TFd & I TR ITANT ATIFAT documents & title forad @wT fFar smam 8 1

MS word document ¥ wordart insert FIA F steps

TH OIFIT B I 4
Step 1: Menubar ¥ insert menu &l ﬂiﬁﬂ I
Step 2 : RRWT tools # & wordart &l ﬁ”ﬁ"l’ I 5
Step 3 : EIEE designs T ¥ qUAr UEe & design A
N\

af 1
Your text here

Step 4
24
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box H AT text T 3T enter key =FETEU I
wordart U¥format menu T g adr T fafas gwe %ﬁstyle, £fill, outline
TATeffects tools & ITAN forAT ST &FaT € I

Q14 MS word ® clipart 9 picture insert FE F steps &l FuiT aﬁﬁrq I
MS worddocument ¥ gH clipart dIT picture objects F inserts FX THhd %
I 98 #1d [uffEd steps W1 T ST #%Far § 1
Step 1 : menubar HH insert menu &l gﬁ'q I
Step 2 : & TS options ) picture option £l a”f%rq I
Step 3 : Insert Picture dialog box # TweT picture file # location X
SR #qT picture file F select

BRI Len
Step 4 : Insert button F click Eﬁﬁl"‘{ I
Insert #f Mg picture 9T format menu #: weg T BT tools &1 Iwamr
ST "ERAT g S
effects,picture effects,picture border, layout,crop TATR I

brightness/contrast correction, artistic

Q15 MS word ®bullets Sﬁ'(numbering FrEoA aﬁﬁnz I

Bullets ¥ numbering tools &l ITIT  unordered 3% orderedsiT
multilevel lists & create #¥d & f%'l'Q' ER IS % I TAHT SYAN FA
document # readability F&dT % I

Bullet tool #I #&g ¥ UHI lists create @l STl % S8 items # & oW
Ex) T-I_pr @?ﬂ I E’% unordered list ot ﬁﬁ' % I Bullets &l TATH %I'Q' EIGES
designs ® ¥ Y9I THE F design AT ST FehdT % I

Numbering tool # W Q’%ﬁ' lists create #I STdT % S items &1 3o
Ex) _"@_dT % I 3% ordered lists ﬁﬁ' % I list #T numbering Ed ﬁ'l'Q'

digits,alphabets, roman numbers T IoAET AT ST oEeRar % I

Multilevel listtool & ﬁ?ﬁ lists create #H STl % S items F =T 9T
gd & I IA lists ¥ bullets @l

numb
LIST OF SUBIJECTS ers DATE SHEET OF EXAM e Primary Memory
. 1. RAM

e Maths aE 1. Maths

) 2. ROM
e Science ST é’r 2. Science

) e Secondary Memory

e English ERRIRI 3. English 1. Hard disk
e Computer Science eI 4. Computer Science 5 D
° S5t St > 55t 3. PenDrive
e  Sanckrit % I 6. Sanskrit

Unordered List

Ordered List

25
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Ql16. Header dFooter HT %" ? MS worddocument ¥ header,footer dpage no

%H'Winsertﬁ?qﬁlﬁg?

Header dfooter & SUART T document® ﬂ?ﬁ EIRIA G EAR E AN A T G i

T fRr Smar % I 3%_953[91': top marginﬂbottomarginﬁﬁ'@'lml mﬁa‘g
STy ot STt § ST T document AT SEE FRET WTT F ATT SET Fr oS

chapter name, publisher name, date, page no,letter

IMSERT

DESIGM

b [
D D ? [E] I-E‘ Eiy Previous[¥] Different First Page i+ Header from Top:  |0.5" 3
Heddar Eoob p @ Eﬁ m Eip Mext [] Different Odd & Even Pages '_'r Footer from Bottom: |0.5" 2
COUCE e ORIEL ane Date & Document Pictures Goto : ) T
- - umber = . - ; LINK o ow LIoCumen NEE Ignment 13
Nurnb Time  Info Foater & Linkto P[¥] Show D t Text [2] Insert Alignment Tab
Header & Footer Insert Mavigation Options Pasition
head etc.
MS word # header 3T footer # fAWfIfEd steps WT insert AT ST % I
Step 1: Menubar ¥ insert menu FHI ﬂiﬁﬂ I
Step 2: T T optionsﬁ Header & Footer tool ¥ ATARIHATIHTL header AT
footer option T ﬂ”ﬁ"l’ I
Step 3: @ ¢ blank header AT blank footer option T ﬁ”ﬁ'q I
Step 4:[ Type here ] ¥ header AT footer ® Wafda ‘@%f AT SATAHTET T type
T AT enter key AT I
5
Page
Mumber =
header 3T footer design options #f 2T T gH header 9 | [@ TopofPage b
footer ¥ I FET FME FX TFd § ¥ header/footer ¥ date & @ Bottom of Page b
time, author name, chapter name,picture TJ < insert AT B Page Margins "
I header #¥ footer ¥ WMT I 9gd U& AT @9 & fwwm Uit = EE e >
Lurren OEIon
FAT AAT header/ footer WEH FLAT I header & footer @i
B r 5
position =TT Wﬁ I |:E| Eormat Page Mumbers...
B'( Bemove Page Numbers

et document ﬁ'page no # insert FA & fAufafem steps %"
I

Step 1: Menubar ¥ insert menu FHI ﬂiﬁﬂ I

Step 2: Ell TS optionsﬁ Header & Footer tool ¥ page number

Step 3: Page number ¥ & TS options ¥ o9 page no Eal

option £l

position

(top,bottom, page margin AT current position) dATpage no T

format (1,2,3,...,a,b,¢,....1,1i,1ii TATML AT ) T

formatpage number® & TS options T gH page nofl value # set AT S
HehdT %’ TAT TEH chapterwise page nos. St we BFT ST g %’ 9 1-1,1-2,1-
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IT 102 : Digital Documentation (Word Processing : Elementary )

MS word ¥® paragraph &%l border #qT shading F OHTAT H highlight ERIEEIE
2 TOY TOH readability @&dl g I
Border & ITINT paragraph £ left, right, top,bottom ATallsides ¥ lines

W%WWW%IBordertool@(aﬁﬁ"éﬁborderwﬁ?ﬂmm
% I MS word ¥ borders %ag-cr@r styles W%Wﬁfﬁﬁﬁﬁﬁwidth

¥ I7ART AT ST o"Ear § I

border tool & SUART FIA H steps TH Y&IX % I

Step 1

g1

Step 2: Menubar HHome menu &l ﬂﬁ"‘{ I

Step 3 : ﬁ'q T tools ¥ ¥ border tool & click ®IOT 3f¥ list ® EQTTT{
TT borders H ¥ SAAFFATIHAN border MU T

Step 4 border = U:lfr AT properties S style,color,width dIT 99 border
F T border and shading option Eal ﬁﬁ"‘{ I

Bottom Border
Top Border

Left Border
Right Border
Mo Border

All Borders
Cutside Borders
Inside Borders

Inzide Horizontal Border

Inside Vertical Border

Diagonal Down Border

Diagonal Up Border
4= Haorizontal Line

E‘f Draw Table

[ View Gridlines

[1 Borders and Shading...

cursor H 3T paragraph 9Y o ST20 SS9 9% AT border EITAT ?IE%T

2

Borders and Shading
| Page Border | Shading |
ing: Style: Preview
El Click on diagram below or
None use buttons to apply baorders
| E Gans ||| zomeseseescss: I S 5 S e——
Shadow JE
|§| e | =
I .. 3D
o Automatic
Width
H E—
.$ Custom ¥ pt e
PRy To:
|F‘aragraph El
[ OK ] [ Cancel ]
..' = = = I I m =

Shading tool &7 I Y paragraph Eal Teh o g #7 background
color W& &4 & %’I'Q IER ISR % I 1Q'H'I' FA A d% paragraph document T

highlight B ST@T g I

MS word ¥® shading option F ITTNET FLA F steps TH Th1X % I

27



IT 102 : Digital Documentation (Word Processing : Elementary )

Step 1 : Cursor F IT paragraph 9Y o Srzu 59 9w e My -
hadi tool® SUART FIAT ATEA & I
shading too % Theme Colors

Step 2: Menubar HHome menu & FMT T i EEE C R
Step 3 : ﬁ'q T tools ) shading tool F click =IO
T list H FMU T colors H & A@IAFATAT color MU T i IIIIIIII

de : 98 FA border and shading tool & 1 o ST oHwar Standard Colors

g1 L EEEEN

. Mo Color
Q18. MS word ®§ Format Painter tool FT JUA Eﬁﬁmj I

vy More Colors..

Format painter tool T ITINT document & THHAT ATT

Qlapply & T formattingaﬁ' document F TFET 77 9T T
apply%—{ﬁ%f?ﬁ'qﬁw_ﬂw%l@ﬁformattingﬁmwwffmﬁ:@'
STar %’ I MS word ¥ format painter &7 STANT FA * steps TH &1L %’ I

Step 1: Mouse ATkeyboard F UTEAH ¥ document T dg WM select Fiforo
SEdt formatting ®T T copy FIAT ATgd & I

Step 2: Home menu T ﬂ”ﬁ"’{ SR ﬁ'q T tools ¥ ¥ format painter
\‘ .
tool Fu:urmatF'amterEﬁ. ﬂ’ﬁﬂl T

Step 3: Mouse Pointer # AT ¥ document F IA WM F select FIoT &I
AT formatting apply =HIAT ?ﬂgﬁ' % I Mouse release '@%f @

formattingsapply '@' ST T
Q19. MS word ¥ Find 3 Replace Text & AU VT I

Find option T ITINT document H Tt specific text Eﬁ'g'gﬂﬁ' Ed %l"'{ . STar
%IWoptionﬁEﬁﬁtextﬁaﬁWﬁéﬁmgI

MS word ¥ find option & fAwffed steps T IR fFAT ST @FaT BI
Step 1: Menubar HHome menu &l ﬂ”ﬁ"’{ I
, . _ . #Find ~
Step 2: T optlonsﬁ ¥ find option £l ﬂ”ﬁ'q IqT  ctrl+f
shortcut key F AU I
Step 3: Find dialog box ¥ find 0 S T text @1 fofem 1

Find and Replace [ 2 ﬁl

Find Replace | GoTo

Find what: |computer |Z|

Reading Highlight* | [ Findin- | [ FindNett | [ cancel
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UHT # T¢ document H W@l 7 98 text Aedr & S®¥ fier &7 & highlight #X
T STa % I user find next button & TATHL document HI IT TIH 9T ST
HehdT % Grg”r T text # AT position @‘cﬁ % I

Replace option # ITANM fFHAT text #T geaw I AT 7T text ¥ FEAT F
T smar 8 1 =99 20 document ® UF & #AfgF SWg g2 TAQAl w UH
GIRECIE I AR

MS word ¥ replace option #1 FafetaT steps &Y ITAET AT ST gear %I

Step 1: Menubar HHome menu &l ﬂ”ﬁ"’{ I

‘ a
Step 2: El T optionsfr L replace option *3¢ Replace T gﬁ'r\r I

Step 3: Find and replace dialog box ¥ find U S a™ text AT
replace (T ST 9T text®l fofgw 1

Find and Replace I P ||
Replace | GoTo
Find what: |compter |z|
Replace with: |c0mputer |z|
[ Replace ] [ Replace All l [ Find Next ] [ Cancel l

replace button ¥ gH WAad text ?l%)r tex£ @( FJIA  TqHA % I Replace all
buttonaﬁ'clickmq'{@documentﬁaﬁgﬁwzﬁﬁ@'@@@aﬁﬁ
IF F HAHRA B I

020. MS word ¥ Spelling U4 Grammar errors #r 9 Y9 check X remove
T STaT § 2

MS word ¥ U# internal dictionary @’cﬁ % st off gd ms word ¥ FT word
type FT % SIREGED comparison dictionary ¥ ﬁ‘q T words F Aq1T @?ﬂ % I
Comparisonfail @ﬁﬁ fordt & 39 word & 1 ot &1 H UF @ e STt % ST
spelling mistake F FITTAT %’ I THT THE THE grammar mistakes w1 ft e
I T Srar %, Grammar errors &I Hi«l KIEG) F EWT AT STAT % I MS word
¥ Grammar ¥ spelling errors F remove FIA F ﬁfl’Q’ tool fe=m =T %, EX)
toolﬁwqﬁ%stepsmwgl

Step 1 : Menubar ¥ review menu &l ﬂ”ﬁ"l’ I

Step 2: T T options ey Spelling & Grammar option Ea) aﬁ‘q I

or

shortcut key F7 F AU I Spe“ing
Step 3 :Spellingdialog box H spelling mistakes &I

LS FA Ok i%rq suggestion STSITUNT T Suggest f: T
spelling F AT document H apply FLA Ok %I'Q'

Lect
| Ignore | ‘ Ignore All ‘ ‘ Add ‘

change button F click Eﬁ'ﬁrﬂ'{, change all button Let
£l ﬂ_rl%f 9T document ¥ FHT HAMI T B UEEINEIED @' Left
STt § I Ignore button & T4 U TAdT & 98 T @ Lest
far smar 2 s 3|s At S WS At Ared A ger faar Eent

Lex
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SIE| % I add button ¥ gH 39 QIss # dictionary ® add #¥ =d % I

ﬁWgrammarﬁaﬁ'ﬁﬂﬂﬁﬁﬁﬁﬁzﬁﬁﬂTWW%

©21. MS word ® table create FH & steps T g fifse 1 = aRkfs

table & \_{L@' [EIEE a'a':inserting rows and columns,
andmerging columns T ft g899 & quiw fifvT 1

splitting rows

MS word ¥ table ¥ IudMdata F rows AT columns & ®F F TAH & ﬁ'l'q BRI
STar % I MS word ¥ table #Flcreate A , modify FLA AT formatting FA
% U agd & tools W W & T 3T tools & VA TARTIAN FIA F steps IH

THT T I
Table create T & steps
MS word W table @l 3 G%E ¥ create AT ST |HaT & I

Method 1 : Cellgrid ¥ table & &FFE FAFT I Tg table
create FA FT HIH AHME TR g1 TAF steps TH THE &8 I

Step 1 menubar ¥ insert menu Wl ﬁ”ﬁ"‘{ I
Step 2 %Q T tools ¥ ¥ table tool &I a”f%rq I
Step 3 Cell grid Y¥mouse Eﬁ'drag oo quT SIEERRIRGIEN

table ® rows ¥ columns #T HEAT ﬁ”ﬁ'q I Mouse
release &d _"pr table 99 T create '*'QPI' SITUIT I
Method 2 : Insert tableoption F START ¥ Ooff gH table
ﬁcreate%mglﬁwm%stepswwgl
Step 1 menubar ¥ insert menu Wl ﬁ”ﬁ'l'{ I
Step 2 ﬁ:q T tools ¥ ¥ table tool &I ﬂ”ﬁ'q I

Step 3 : QMU tools ® ¥ insert table option Eal ﬁ”ﬁ'q
I

insert table dialog box ¥ rows ¥ columns

# values ET%I'Q I

Method 3 Draw table option F START T Y table #T

createwmwglﬁmm%stepsmwg
I

Step 4

Step 1 menubar ¥ insert menu Wl ﬁ”ﬁ'l'{ I

Step 2 ﬁ:q T tools ¥ ¥ table tool &I ﬂ”ﬁ'q I

Step 3 ﬁ'QTI"I tools ¥ ¥ draw table option Eal ﬂ”ﬁ'q I
Step 4 : pen tool #; A T ATATHATIHT table &T design
create Eﬁﬁl"‘{ I

Table T design create FA H dre AT eH

IafEEdTd T HEd 2§ o9 rows s |3 Cut
coulmns & insert ¥ delete AT, ®® Copy

Paste Options:
cells Eﬁ'merge AT split AT I Fg T O Faste Uptions

o

ffafeafad steps awT T STar % I 0

Table # columns / rows Hlinsert A F Inzert

steps Delete Cells..,

Step 1: table® IH coulmn & FWUREEF [ Spit Cells.

left AT right @RS H T AT FiAH Border Styles
Uﬁ Text Direction...
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Mew Comment

K B

Table
Bd Table
CICIE0]
CICIEC]
00
L0
I O
(N [
Insert Table I. el x| )
Table size
Number of columns: 5| Ii|
MNumber of rows:
AutoFit behaviar
@) Fixed column width: |Auto Ii|
7 AutaFit to contents
"3 AutoFit to window
El Remember dimensions for new tables
[ 0.4 ] [ Cancel
€8 Insert Columns to the Left
E3 Insert Columnsto the Right
Q Insert Rows Above
5l Insert Rows Below
E‘I' Insert Cells..,
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insert FAT AT g dIT 3T 9T right click HMT I

Step 2: T T options ¥ ¥ insert option T T@”ﬁ'q qIT insert option ¥
TS options #® H ATIIHATIATY  insert columns to the left IT insert
columns to the right T{ﬁ'q I

THT gwe g fRET table ® SMAIFAHNT AT rows # ¥
insertﬂﬂ?ﬁ%I

. ( P |l
Table ¥ columns / rows ¥l delete FXA & steps Hrihda
() Shift cells left
Step 1: table¥ 39 coulmn I ﬁﬁ"l’ S a7 delete AT Shiftcellshp
Fed § 97 39 9T right click ST T © Delete entire row
Step 2: Ell TS options ¥ ¥ deletecells option Eal ﬂﬁ"‘{ i@ iDelete entire column
I Delete cells ¥ & % options ¥ ¥ delete entire
. ‘[ OK ] [ Cancel
column option & 7{%‘1’ I

THT TEHT Gl R T table® rows TUT cells & delete &Y

a%d g I

Table¥ cells @&l merge FA H steps

Cells Flmerge Fd # JIUd Ig AMIH H SEd & & SH 2 AT AWF cells &l

merge Fh UH cell FATAT ST THaT g I Tg &4 AAfafad steps gwT R o
qFAT 8 I

Step 1: table® 39 cells & JHT [ oMT merge AT Agd § TAT right

click #ifSmw 1

Step 2: El T options T merge cells option Eal ﬁﬁ'q I

Cellsﬁsplitmﬁﬁﬁﬁcells%gﬁqﬂﬁ'ﬁgIWmﬁﬁ%ﬁsteps
T T ST oEwar § I

Step 1: Table® I cell & AWMU BF T split FAT ARd & TAT right

click fifSw 1
Step 2: El T options T split cells option Eal ﬁﬁ'q I
Step 3: Split Cell box¥® columns 3T rows H FHEAT TIOW TAT ok

db Cut
Bz Copy

Paste Options:
il f==2 =

il;“r‘ s LA E Define

Dh

WV VTS P 1
Tnsert b s Split Cells B
@ﬁ Tranzlate
Delete Cells... 5 N tatice o coi B =
@l Search with Bing moins B kb =
E Merge Cells Mumber of rows: 1 =
Inzert k
El:nrder St:,f|E5. k Delete Cells... IMerge cells before split
JIfi Text Direction... i Split Cells.. ok | [ cance
E‘E Table Properties.., Border Styles (I
(A Mew Comment JIft Text Direction...

Cell merge Cell split
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buttongdTd T

Q22. MS word ¥ table Wauto format

. . Border Styles k
property FEAT | AT ?ﬁﬁl"l' I e d
AutoFit P RS AutoFit to Contents
table YWY autoformat property =T Fr =
ITANT Fh gHSHHIrows dIT columns [Iff TextDirection... B AutoFit to Window
Eal length 3T width ¥ Inzert Caption... | B Fixed Column Width

automatically d&A™E FX TFd § I
TH property &l fafrarfea steps &l
START T SmaTr € 1
Step 1: Table 9¥ right click
ERIE LU
Step 2: El T options T ¥ autofit option 9T click Eﬁﬁl"‘{ I
Step 3: e 3T table F columns Eﬁ?ﬁ?l_i? IH forg T FT F AU I HE
HTAT ?ﬂgﬁ % qlautofit to content option ﬁ”ﬁ"l’l
fd ST table FAETE U H AISEH FAM T FAT ATed g dlautofit
to window option ﬂﬁ"‘{I
IfT o7 table ¥ columns F=ETE & e value YIM AT AEd g df

fixed column width option ﬁ”ﬁ"l’l
Q23 Mail mergeﬂQ]T% ?ﬁWW%stapsWﬂhﬁﬁ"{I
Mail merge ms word ¥ e ﬁ\?ﬁ feature % et 72z @ gH ﬁ\'ﬁ documents
T offEar § T F GFd § FET content TH SHT BraT g UTeq WTHEAT ST
‘@ﬁ % I S interview call letter, Invitation letter, Notifications,
Greetings etc. Mail merge #; weT A eH R Tﬂ%’ Iqq ITHERATA H Th 91T
I A F TR § I
2?I_Q’Eh"l'é?f3 stagesﬁwwgl

1. & document H TAX FAT I

2. uTEEArEr it AT GAT FAT T

3. H¥¥ document AT BIGETIEI] Fﬁﬁ T ATH H merge FIAT I

Table Properties...

e

Mew Comment

T stages & FUA TH TFRE T I

Step 1 : Menubar T mailings menu Eal ﬁ”ﬁ"’{ I

o & = o
Step 2 : & WE options ® H start mail merge I E & A
qMT  qAT  AETFATEAR  document I THRIK WU oy cfartMail - Select Edit

Merge ~ Recipients = Recipient List

letter, Email message, envelope T T I Start Mail Merae

Step 3 : A4 ms word ) eI document Eal type Hifsm
i
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Step 4 3_'{: mailing 'New.&ddressljst

PRI X

menu Eﬁ- —-{ﬁ-q . Rkl Type recipient information in the table. To add more entries, click New Entry.

select recipients Title w | First Name w | Last Name w | Company Mame vIAcIdress Line 1 vI
option Edl __%,ﬁ.q RIS [ Mr Rajeev Sharma G555 Ghanagu... Tehsil Arki
dI9  recipients FT [|_|Mrs Vandana i VPO Batal Tehsil Arki

aft wewr & am Az a2

use an existing

list FMAT F=AT type |

a new list @&l ﬁ”ﬁ"l’ |

dIT newentry button

F click *FF UF UHF |

Fh recipients Ea) I < | T | 3
T H add T ZHF || [ Newenty | | Find... ]

Iuidok button FT [QeleteEntry] l Customize Columns... ] oK ] [ Cancel )

click #%h gHT AT

save Eﬁﬁ'q I

Step 5 TEF I

write and insert ¥ & LE] options ;T WeET T

HeT document ¥  address block, greeting
lines dIT AT merge fieg #T AT 1

Step 6 : T H mailings menu T & T [

finish and merge option Ea) gﬁq I 5
K

T %@'q FA F start mail merge option B
o TS optionstep by step mail merge
wizard ®t @graar & A AT ST ogwar § 1

024. MS word ¥ document I print FE F
steps &l Ui ?ﬁﬁn;r I

MS word ¥ document @&l print FLH I
hardcopy generate ;AT TR % I MS word ¥
document T print FLA H steps TH THIT % I
Step 1 : 3" document £l open Eﬁﬁi‘q IEEEIRE R
printout AT ?ﬂgﬁ' % I

Step 2 : menubar ¥ file menu &I ﬂﬁ"l’ JAT IqF
IUT & TS options A print option T ﬂ”ﬁ'q
I

Step 3 : print dialog box ¥ ATTRIHRATTHTL
settings Eﬁﬁi‘q S

Printer option T printer Eal ﬁ”ﬁ"‘{ I

Settings options:

1. print all pages, current page, selection
TATR options & document T 9g AEHEA GEXI
%i%@r AT print ST ?ﬂgﬁ' % I

2. pages option T gH 39 pages a?page numbers
%Wgﬁ%gﬁprintw?ﬂgﬁgl
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Print

Printer
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y
m Ready

Printer Properties

Settings
Ir Print All Pages
D The whole thing
Pages: i

E Print One Sided
Only print on one side of th..
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3. printone sided, print both sides options = gH page Ed Teh dI% AT
AT qvw BT &3 &1 99 99q 8 1

4. collated T IYIN document HT T EEEIEED copies create F TT AT
STar % g option pages ﬁprint FLA T option T % S 1,2,3 1,2,3
1,2,3 31 1,1,1 2,2,2, 3,3,3 %H option T document I arrange FT T
ez et 8 1

5. Orientation option # gH U ®lvertical (portrait) AT horizontal
(landscape) position ¥ 9T Fd % I

6. Page size option T gH page Hl size S A4, letter, A3, Executive,
Legal E?QTI'&{ ﬂ'ﬂ%r % I

7. Margin option T gH page margin set FLT % S : normal, narrow,
wide TAMR I

8. Pages per sheet option T gd UF page 9¥ print @ef T document *
pages?ﬁﬁwaﬁ'setmgéﬁ :1,2,4 TAMR I

Printer Properties d¥IT Page Setup options T printing T ﬂ?ﬁ AT F2
options Fset AT ST &FaT 8 I

Q25 Print Preview ¥ FT qUeud g2 T g TR STANT T ST @%Far 8 2
Print preview T ATIIT document &I print FA A q%ﬁ printout F TEET HI
é’@%@f%I@Tmﬁﬁﬁwwmgﬁprint%ﬁpagesﬁ?ﬂTQ‘Tr?»ﬁT
IAHRT TET FAT @TIT I Print preview ¥ toolbar ¥ print 99T LKl setup #¥
options #f & '@’cﬁ % St 75 & gH document N print F TR % RIfcLED
layout ® TEATd FT Tad & I

MS WORD & SUINT g areil faf¥=r SHORTCUT KEYS

DOCUMENT & Tj%‘ shortcut keys

1. 94T document create FIA F [FU CTRL + N
2. Document open F4 & fFU CTRL + O
3. Document save FTd & [HU CTRL+S

4. Document #I &% Fa *® CTRL+W
5. MS Word &I &% &ed & f&hU ALT+F4
Document ¥ search dAATJump = \_jé shortcut keys

1. B text F search #+A F ﬁl"’{ CTRL + F
2. Y text # replace FLA F ﬁ'l"'{ CTRL+ H
3. BT O T ugEe ¥ form CTRL + G
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Character formatting T Tj:‘f shortcut keys

1. Characters & Bold & & i%rq CTRL + B

2. Characters ®Italic &T & ﬁfl’Q’ CTRL + I

3. Characters #lUnderline #<d & ﬁl"’{ CTRL + U

4. Characters Ehlrsubscript ¥ foreq ﬁ'l"'{ CTRL + =

5. Characters Eﬁ'superscript ¥ forea & ﬁfl’Q’ CTRL + +

6. Fontsize increase #¢d & foQ CTRL + SHIFT + ]
7. Fontsize decrease #id & foU CTRL + SHIFT + [
8. Font dgaq & foU CTRL + SHIFT + F
9. Fontsize a&@d & fow CTRL + SHIFT + P
10. Characters & case @A & ﬁl"‘{ SHIFT + F3

Paragraph formatting T 31—5‘3( shortcut keys

ParagraphﬁCenter alignment Yald FA F %’I'Q CTRL + E
ParagraphEﬁLeft alignment Yald FLA F ﬁ*l"'{ CTRL + L
ParagraphﬁRight alignment Yald FLA & f%’l"'{ CTRL + R
Paragraphaﬁ'Justify alignment 9aIq FLA %I'Q' CTRL + J

Paragraph # lines ® single-line spacing T F f%l"'{ CTRL + 1
Paragraph # lines ¥ 1.5 line spacing ™ F %I'Q' CTRL + 5
Paragraph # lines ¥ double-line spacing T F ﬁ'l"'{ CTRL + 2
Paragraph # lines ® one-line space F add/remove T & ﬁm
CTRL + O

paragraph ¥ formattings Eal remove FLA Ed %’I'Q
CTRL + Q

© N O U kA~ WwN

©

Characters @l edit, move FA F ﬁl"‘{

Left side ¥ Ush character Flremove FIA F ﬁ'l"'{ BACKSPACE
Right side T TU% character F remove FIA & ﬁfl’Q’ DELETE
Left side ¥ U&F word #l delete &+ % foIT CTRL + BACKSPACE
Right side ¥ TU&F word & delete #<d % T CTRL + DELETE
Text Fl cut #4 & T CTRL + X

Text T copy FA F %I'Q' CTRL + C

Text I paste FIA H %I'Q CTRL + P

. fo=sr #1F %1 unDo A F U CTRL + 2

. fige #& #1 REDO F4 F T CTRL + Y

10. e =1 =& repeat FIA F ﬁ'l"'{ F4

11. Text Fmove FA & ﬁ'l"'{ F2

Breaks ¥ Trl\éi shortcut keys

© o N U A WwN

1. Line break insert #¥4 ¥ ffT SHIFT + ENTER
2. Column break insert #&d & {0 CTRL + SHIFT + BREAK
3. Page break insert #4 & {0 CTRL + ENTER
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