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Introduction to Word Processing Application

'Processi

The stadent will be able to:

* [dentify Word Processing
packages.

* Create and save & document
using the Word Processor.

* Format a Word document
using formatting toals.
Demonstrate the ability to
perform collaborative
editing.

* Insert tables in a Word
Processing document,

* Insert symbols and pictures
in Word Processing
documents.

*  Use layout techniques in
document creation,

* [Inserting headers and
footers.

*  Print documnents using the
various print options.

g Teac’h‘lng and

Ward Processing Packagts and Their Uses
Creating a Document Using a Word Processor
Saving a-Document Using the “Save As’
command

Editing a Word Document Using Common
Editing

Tools: Copy/cut, paste, Undo and redo, find,
replace, clipboard

Creating a Document with More Sub-Headings
and Paragraphs

Text correction, Wrapping options, Text
orientation

Formatting and saving a Word document using
the formatting tools: font (style, size, color,
etc.), bold, underline, italic, superseript,
subseript, shadow, strikeout, font color
Paragraph Editing: alignment, bullet &
numbering, indent, line spacing, table border
Collaborative Editing: Using the highlighting
option to track changes in a document, accepting
or rejecting changes

Insert: Adding text comments, Inserting Tables
in a Word

Document and inserting Symbaols and Pictures in
a Word Document. Header, footer, page
nurmber, drop cap, word art

Page Design; watermark, page border

Layout: Page setup/print

Learning Approach
Cl&Esroom

Lectures, Lab, and
Hands-on

Practice
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Introduction to Word Processing Application

(S7ME erIPR “fabTe)

9.2. Word Processing Packages and Their Uses
Word Processing 7109 (19T SPIGEITE TG 74T TOfF, FT=H{[Wl, AL '@ QoI S

o0 T T afir | off SiEemEnae wiyfie ¢ Sge Aemad, 919 WO TRt e
tof 8 HAffass = 91w |

TN SRR HFC ST 7
Word Processor 3(F1 4S50 ST HEo W o @A, v, [, 5, o~ 6e,
(i tefa, fou Jeaad Swifer Jf¥ur omr |

TAIEE :
»  Microsoft Word
» Google Docs
o LibreOffice Writer
o  WPS Office Writer
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1\ S e, SyIfETeIe “iffbfe | b
| e e Reatfrs 3
coreit P =, 51, efsravm, sw, er Teilfi cer |
TR (Editing) Tt e, as@rfcﬂﬁ, o7, fi -1 B |
 fagmr (Formatting) T, Te, AT, AR Pﬁ'{, B, T Fenfi e
four e AT B, B T AT
5T vof 2 '@ i oy AT Borgret At
A oA | et oo @ e o e g e e
EEyen—— fer® w1 a1 PDE fRzeicr s1carsvel <o |

o FEE 8 O T A a9

o T T G @ TN T4 AT
o ow g Gfm & at Ay
o WGl (T8 7 FFaicad Ayl 4T
o (AR TG, (REIA-Fo17, IHeH Cefaa qrel WiweH o |
JRACE
i TG, Sitawe, Resfe
T ST, FoAE 4ot
AT | wrsiifes, Mot mE, I20Ea 479
At ¢ RMawer
Hr -
e S G T4 I

o SCBRITET ¢ f&f5e iy
o ZGH CPAD HEFHT T A
o AGE TAgH @ oz g
ﬂtﬂw:
. 18 BT 8o Foqe!
o fygye 9t Gifgs FeEm e 96 S0 @S A
o FEACTR TR A AT R Bl |
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v w7 8 AP 29 b SRt

AT

¥, 5 Twalb ey @i

>, GHIE AT FETe B A2
. 2 G 4, Tt el ST @ A
s, THRTAD Jrefée q. fefte T

&, Fea iAfo ouie AR Febeniay
F, NEIGFHEs e 4, THEM
st @sieT (I ¥, Tire [ ceae

o, FtoT o ware sieifre-ag ey T
¥, I G =S = 4, ffbe ofEfoe s
o, OO 3% 4 ¥, B (TS At

8. S AR THBCHIT JIRET FA4 Py
F. IO 3 T4 I o, (FIEE B T T A
. OO BIETIC T = g, faure <9 e o = I

€, CHIC AP THPGWT (@ Eoa TP ewia?
7, BT AEbemE <, S AFeewy
o, ZEEWE T, e
e ). G TG B/ 4 |

<. 7 *= (Fill in the blanks) :

3. U ST AT FPEHITET AR F1Lr 2O, TS, FAFT S .. Fata alfdmm

B%Y : gi+{ig Cowir

3, 67l el ARbeEE e 9F b ......... PG A TR, FeelveT, e Sepf s
T | Tay SR

0 T ............. AT T T, e, A TG TeIIT 6% 47 I |
ew : R
8, ST A« fod I A% TF F99 FI00F T oo |
Gen : oo goaad
@, T 8 ST HGF FHT T UG AT FFLGANR AT ..o .
B&T 1 O (BF
. Matching (FEea) : _ B
Foa-A (stfete)  E-B (M) B
>, T teid T, B4, Bi6 97 &1F I% F
2, S ¥, @l AfGaw, F/CPG, Bio oA
w, T st. ¢¥F 169 @ AT (5% &4
8. foa @z . e, i, effrav Serifer
. I AR 5. %, e, LW, FHRTE =i Rt B

TEEET : 39, 39, 98, 87, ¢—7
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| SIS &R wifaTaTe AR o

v, ufbef3re ey -

b, TG e Ay
3. B6 U o FobemITas I @ |
©. Google Docs 31 40T AEPEHTA?
8. Microsoft Word (F X307 HHCSTIR?

B, Wﬂﬁ.
>. A TG I & (P ol TR 257
0, FIZF TFHT FACS T I ARS ALY
8. Word Processing-a% =0 a5z =odr |

B. m—w&ﬁ :

5, T FEACH TG GIEPGIET Fi-wioa ¢ Rt i wfefmmeT AR Ims o9 @ER-geE
AfSHIT AR, 71 GB et -wwd, e ST Bold/ltalic, W (0¥ 8% (rawr wioy
- TR AHIE FE
&: NG YTPIA UT FIEGT PO T~ B o/fe (F0-Fawiiie, HIZe, @uH-
FOI, CRRNR 6%, % G I8 TR TIT W |

2. 3 AfSBE doot aifffa AN-Ber-mi-ewate &6 I ©6 eIl wie ¥R wEMTGT
et aferem Taderreny tofk, RST v go A e w1, uwe oF BrS/Pfees ware
TR |
oY: GUY APPIER Mail Merge @fime T30 Gwre®, wor owf e, aref e e,
ST/ afes,; aae TR WCEF-HiTtet Gt P T III—TCHCT @RS |

B 4rt/eferareEe o
S, O GAT YTIRTR FEE9WE 99T 0 @12 tefE @ WO gIelete et |

&, [ ey -
>, SUIE TR I0E B @RI 47 R 8 Faaae! STt ! |

3. GEIE e, TR et of5 ZafiEr @t @ |
o, B cFem eaie el T _E TN ST
&, SIS T, FHLCHT Fera Wi A eefore weEe Ty SriggeiTg T ST |
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9.R. Creating and editing Document (Wm lﬂ?{ﬂ“ﬂﬂ)

Microsoft Word-4 ﬂwmﬁﬁﬂ%
Aqfo->: METEFFTEE SAC C4iTe
. FPEBBIT (ATF Microsoft Word 57 31 27 |
X. (IR 9 Blank Document (¥ &3TarG) o= el 29 |
0, G ETATAIY &3F T4 AT |
8. (1T (*1F =, File — Save As @ Tiea AT W wtail Fease Far 27 1,

AGfS-3: *Hle T+
S, (THBT I TSI (I IO Right 5+ Click F97 24 |
3. New — Microsoft Word Document 416 @1 =37 |
T qFB Word FIZeT Cofs A TH |
8, T GIF-37F 63 (AT TH GIR T F41 07 |

AGTG-0: PG =BG Mg (I Word Tt (T8, (et i)
e Word 519 %G Ctrl+N 51T & 7 $191 SHOT6 (o1 TF |

©.2.5 MS Word-@ GFT¥S 7wl (Editing a Word Document)

2. Copy YR Cut

F, Cupy(ﬁﬁ)
o et 3 e cn1+cwmﬂaﬁrmmﬁwwmwﬁmnml

41 |

i3y i ’*&1"‘*

P ebaf'out';'}@ Rafgﬁhms _: Malimgs Review  View Add “Ins

.mnn;;a e wAEE

Gy copy
Paste
B ¥ Format Painter

-

= el = el )

CErias s e oore DR TIETCE:E

.
=

i) oy SRR __”FC’E___ . 'i'_w_____; . Paragraph
4, Cut (¥/6): '
e erar a0 =¥ Crl + X Bt 916 203 | 1 @Eelt e Ay @@t =
R, Paste

Wit S5 A1 6 A ET/E Cul + V ST (o190 0T |

G (2196 Taf Weld, (T BT Irdee o | @it e s ooFb 2=, o 1|
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ST SIRTR SR AR b

v, Undo 992 Redo

¥, Undo (*gR )

QA g W08 (o I @65 TR0 Crl + Z BT ST SR3E (FdS W |

only go tdocx - Waord

sertii - Design . Layout. References Mailings ~ Rewiew  View

EE . L R : 7. . AaBbCcDd |
% e \ lih.'
Paste ” B 1' H -‘7.'-:_. X, xz ! EE:E! = ﬂ‘?-. w.A‘- g = | %l ‘ ﬂ- i ‘i Nﬂ'ﬂal _JI

— e s | = 3=
| % |Calibri (Rydy; <[11 ~| & "‘Ti'ﬁ‘“"‘%’| = =" | EE ||
oii3 @ = = E IE -
Clipbuurd. M ' pnt r & __ Paragraph &
4, Redo (%731 F30):

Undo 31 & IR Rty SIMee Cirl + ¥ 5iote =3 |

8. Find (cde)

TS R i A g o Ctrl + F Soite & |
I #0 GH6 Navigation Pane ST, MWWWWWWI

Find and Replace 4 X
! Fing [ R&E@ac-g_! GoTo | ‘ SO
! Find what: ]| ‘ B

i More #—:»_ W 5

¢. Replace (eifSgr#=)
2 I */ == *=% Aty afegiaT 990 Cirl + H 51@ 24 |
Find what J03 2[TaIAT **F ©9e Replace with J03 7 *1% 04 Replace 1 Replace All 59

P00 Y |
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b 7 YT @ AP &gfes b o
Find and Replace 7 X |

Fnd | Replece | gGoTo |

¥, Clipboard (F™It16) .
Clipboard 20T SR ST GG S0 2t Fi5 a1 erat/ef e 91 |
MS Word-4 Home — Clipboard (¥ (¥T% Clipboard T CIT=TT A0 |
Wsﬂﬂrﬁﬁmﬁwmﬂrﬁww AR STATSTITST ¢T3 A |

9.R.R Creating a Document with More Sub-Headings and
Paragraphs

Microsoft Word-9 &6 F0ro (off Faw s fRAfey A9-2fer a2 wrEw (Paragraphs)
Wwﬁ@wﬁnmﬁmﬂﬁmwmﬂﬁmmqﬁan
5. TPLTT UF Tl
TG LofE A A it 3T =T ot Bfow | P AT 7% T @9 @i
(Bold) 1A 7l W | ARG #1F I fRaaag & &4 24 |
2. MR- A |
A1~ C2fR, TR T T S T T R 2l e AT GRITAT T |
LLIESC R R
o St
» 35 SCEAIGAT
o GoPTRR TR |
o, SR Tl AT
afefs AR-cafty 7 s &b @b wrew T32F T3 BFw | GFBET TT @ AT 6
LI T | O TG 1T CHITT TG SLoan UF FACT 14T #IGre WIS S T9T 2H |

8. WP (List) DA
I GFE 4T O GFANY A T, OF SIS W @l ©E 7 | @
» Copy
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SHIE 2R SRt «fifefe 9

Cut
Paste
Undo

Redo ZoH |
T A0 T AT VLA TR @ A I 472 GAA o7 |
¢, B8 R ge ot

THAUT HiEe FFHE F90e B9 9 GRE g9 w4\ W) 9t w9 Si[@e HEsie
T A W |

R UG
3% T TFeas cofad ww FRTAT, TE-2fle, S, i, 2T e GRe gam Far
W | T T AR DO R AT T TS O (T T 7

9.9, MS Word-4 Text Correction, Wrapping Options, Y9 Text Orientation

Microsoft Word-< WWGWWWWWWW@IW@WW
BUeT TR ORI T |

0.9,3. Text Correction (Cﬁ‘ﬂ‘ ALHTHA)

Spell Check (FI1% qB1Z): Word FHLEFACNT I G *HIE 02 #127 A06d =iz Wi
M | ,

Grammar Check (J1F qI51R): TIFTeTS, G I AT 9T TR NS5 1T |
AutoCorrect (FFfFT Feriree): % A4 BI3FR T @ “teh” & “the” TAEFTEIT w

L | .

Spelling and Grammar:: Lné_lish {U.K.)

Not in Dictionary:
A paire|of shoes * |L_Ignors once }
= | Ignore Al |

g % [ adde Dmarﬂ

Sdggestions:

T ! I Change 1

pairs l Change All }

pare

payer - [ Autocomrect |

DicHonary language: lEnglish (UiK) VJ

[V] Check grammar

e | o]
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b wolf @ @iTErt ey b omef
TR
TR IR ST S A AT ASIAET =T 41 |
i 15 357 0T Word T o o7 |

©.9.%. Wrapping Options (G0 R 3t wagiw i)

Purpose: B 1 6T AT @1 THASII FIoT FA0C Wrapping TJIZA 27 |

Square Tigh't'

Wi g mnuwmmmmmmmmuu.mm o o n-l-itﬂ- 1o ek g Ve i
TP 4 By 1) B8 b . pusre: 70 8 rrerees 19 e ch e fes
u-u-ummpuw
o, YRS fad, boer, sovar i, drd i, Waed pidirr Fot L
Worsglerant tn clben ||Ammm|m.plrmm A N e, T G 4
mubuhirg oo ekt IR ST EIgE, N, a0 ; SH, OB EorTY b Chem
e wnd 1o g Wraim e dhirtinl i phawes Mo L 8T i
ot it ThasTtd 15 (Tylis A R (B woms s ocimmene
tmardnited. Whin oL [ el s )
ey e poer P TR, T AT L h DL MR
" O DO popichirdge e et your wir ey, Wi
e il b, AL A o apdp AT, e Esn g Lty I
Ermilihyse Al S I el PrTL
Ay e bt e o) betiery thil e upribare
oo thaw, T ghuge: the' sy pT e E B T
ra bntora Bk o vy, ik 1 20012 Bz o S M IR LIS E.
L ek w8 TN (e by ™
Uyt o joma e b, ik wbaron o s | s Fow " ol s B
iy and Tenri, b phe A iVt g " M il
e LT d s 1 1Y B - o AR

R Y B P ikt

Eﬁ"ﬁﬂﬁ ¢ www.techrepublic.com
Main Options:
In Line with Text: =¥ 37 I AeRer g wi8oas Soey 4 |
Square: T B SR IR Gl 3 |
Tight: =Tl 2f¥ STt TeitT Gt 90T |
Through: 774t 27 Frat Wt fice &R =
Top and Bottom: (F14T S4WId 249 Tt ¢ e oIt |

122 Word  Dccument 4 - Saved to:OneDrive v

Layout -

File Home Insert References Review View Help

IS I R B
5% e
ﬁ'mck Transtate |  New Defete e 0 Show
Countv | Accessibility | v | Comiment « Comments

| i oy
B ¥ Hide Suggestions A L N ........... WO
A e it 101 2 e

/& editor - -

{0y Editor Settings...

Albc  Text Predictions...
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SN gt wpfate e ffsfe b

EIEEAGE
%f30@ {#F — Layout Options/Wrap Text — *TWATS! Wrapping FT6 Far =7 |

5 T 4

" Text | Align Group Rotate

Wrapping ~| * -
@ In Line with Text
¥y | Square,
BE | Tight :
B | Behind Text :
3¢ | In Front of Text l
(] | Top and Bottom :
BE | Through |
4] | Edit wrap Points

More Layout Options...

L
= P e it

©.9,9, Text Orientation (T WfST)

Purpose: (1< &F¥ (Vertical) 91 Wigg & (Horizontal) 77 &) 99 o7 |
Options: _

Horizontal (Default): TSI T4 N (ATF TITT |

Vertical: (F4T &9 (20 15 |

Rotate 90° 31 270°: ¢ IR0 0= <A |

EISEGE
@4t fndifos =4t |
Layout/Page Layout — Text Direction (2TF &TASHIT Orientation <6 %=1 27

E] (_.) Y ':J - P:Boaks - Wared | Theawend Taals 3l

File Home  Insert  Design Layout  References Mailings  Review  View ! o

2) 2 Ay b et 5T
S EEEE 2R
Shapes | I?l - Quick = e ] hrrange  Size
N i ) £ Styles » o - @0 (reate Link -
Insert Shapes Shape Styles = WordArt Styles & Text
Lol ' H l 1 i 2 sl 3 i 1 i 5 L] 1 i L i ¥

Visit Our Website: all.talukdaracademy.com.bd


https://all.talukdaracademy.com.bd
https://all.talukdaracademy.com.bd
https://all.talukdaracademy.com.bd

Visit Our Website: all.talukdaracademy.com.bd

»0 wyf '8 AT e b S

SR

3. 76T Twaft el @
5, SN Bl A SAYT TG FIHT GO0 YIS T RIS =50 TG TP
3. Ctrl+N 3, Ctrl+P . Chrl+8 q, Ctrl+X
3, TS AR 2 Jere @ BT ST =
T, CtrHF 4, Cirl+P A, Chrl+8 9. Co+X
o, I T T A G GG (I SASIAET (AT
%, A o, e o, ¥ q, =W
8, JIFAIE T LA SAIE (T FIGHERT (rifay
T, o, T It I Sf, TN q, e
BEEE s b, WA T, N 8.4
< ¥UEF = (Fill in the blanks) :
5. TG TP Ol FAE NELGFPTRG GG G 2 cvvorsernans fordioa @ &4 |
BT : T THET
3. GHCAT AT FICO File — Save As @ T ............. WS T
TS A
©, T FaE o e et 3t g e 927 o, BI9ITS 7 |
®%T: cul+C
8. “4AE e TR & GEOS Tl FIEF &9 ... SIeITE & |
TeT: Cul+2
¢. SHETE WS =% I 9] &9 ............. FIITS o |
©eq : Cirl + F
. Matching (F{Fae)
IAT-A (=) : FAI-B (T
5. Copy %. T4 T FI6 Fat T/ R T T (Cal + V) |
3. Cut ¥, Undo 347 % S<HF Faf (Redo) T (Ctrl + Y) |
| ©, Paste +f, 1o corei At = S w0 =W (Cl + C) |
8. Undo 9. S49EH @I (Undo) ZF (Cirl + Z) | _
¢. Redo ®. 415w (o141 31 =¥ HI6T T (Crrl + X) | F5 147 =01 27 |
T : Y, 18, 9—F, 8T, ¢—4
v, Sfens e :
5. Copy ®?
3. Cut ¥
®, Paste T - *HiG Fi2
8. TR 612 T (Spelling Check) F-@IE =G5 Frp
@. Clipboard Card
b, (@I fog doe @ FF (Find) *B9i F9e @ |
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SATE R i em «fffe EH)

B, e ey

. TETTEETES GAITE TG CFOT0 (o1 7i6 *afeq A @ |
F-@AE =GFG qs-wq P g P (A 5T TS @ |
Copy '€ Cut-&1g 37Xy ey )7

Undo '8 Redo FHTET FG A7

Replace FWIET LT ol T4 27

TICIT A9~ az/d Tl Gl @7

Text Wrapping-4% 9o & 04 |

@12 Orientation (WEAY) AR a2l Btz whe |

T. W-Wﬂ'ﬁ

S, TR FEE G HPTETTS FrTe T o7 NEERTEs eud U $ol Pt v
ot wer AT | TR CoTE FEA @l A e stearwet |
: QU (I YI1TAT ST TR ZCACE] TICAD (O W (I “[af6 JRae F41 (47

3, 7w ol oS B | +ita oite Reg S BRITED € (10, S SR < $9 SR @R
O AT W 4T A0S T | (T F-U995, FiB, Undo—Redo, Find—-Replace 75 3937 307
a5l e st |
2: amaﬁwwﬁmwmmnngmumﬁmmwa@ﬁﬁwﬁv

o, E R eelid el ware | foft R 9w w06 Fem, ool Raam o we-cefe
JIEF FAEH, mwmﬁwmﬁm g <y G5 GRe I fEhRgRe«w 1% w6 Em
& wmwm-aawmmnﬁmwm :ﬂaﬁrwmﬁww farorT = T

%, foafefes g -
s, Toues < va 16 W vl e Rt wear |

ToERBGe LY,

5. {e/eferEe em
3. MS Word-¢ T S0 cofes fafq »maf® semsar =
3. MS Word-9 I+ (Spelling) @ I (Grammar) THIZ St *5fe. avf1 T |

¥, T oy ;.

. Copy, Cut, Paste, Undo 132, Redo-¥l 4/42]q BRIZaeE T T4l |

Find €3¢ Replace FWITST 167 @102t 9q2, 9 IJRZT 1S |

EFTCB Clipboard-42 SRt SITAG F6T |

(B SPCTB WIS AIGHE &+ Sub-heading, Paragraph, List, Picture €92 Table TIEET
w3y AT AT |

Text Wrapping 7 «7 s 4o Saigaer g o=t ot |

. Text Orientation 9 (7117 wEqy AR Ty ¢ IJ35% YT T4t |

mG,:crtf

¢ =
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LI Wﬂﬂmrﬁm‘@ﬂw

9,9.8 Spellmg and grammer Tools (I e Wﬁ‘lﬁﬁﬁ@ﬁ)
Spelling and Grammar Tools Rk

Spelling and Grammar Tools T @XF G2 6, A1 NECGHPEE wiicss TS €76 @i

FEOSTIE TG0 T A 8 [aTS Go7 4061 &7 0 TegHaer &y | Aft em wg
TIREATR TIES, (P TR e TS Csfe F90e A |

F B R IS TR e
| W Bt ARTHTGAT

| Spelling Mistake realy really

\-Gmmnmr Mistake He go to school. He goes to school.

'; Punctuation Error Hello how are you Hello, how are-you?

Spelling and Grammar Tools TIE T2 4177 (MS Word ETIT&T)
IETCNE 53 TS |
. wmww*&mﬁm&aﬁﬁw
o G TFIC T AT R YRR O AT/ A o AT
o WA =T FE5 o e et Fereiiyred @ st
ﬂﬁﬁwwmﬁﬁﬂwmm| .

SF"!I['rlg and Grammar; E“?’Eﬁwm PR e M
Not in Dictionary; N 3 :

| Ig-prul

- [asdr ﬂcﬁw‘f_
\i'E‘F'CfﬂaJEI- M_-'

Crange Ml _

Dictionary language: | English (United Kingdom) o
[¥] Chedk grammar
I Qnm J { Uni& _____ _] L Cancel _j
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T, AT Tealt dew Et:
S, T =0 R85 T At 9 27
F. (0 99 T o, TRCTaE St St o, wi%er R g7 9, g 4
. ST AT @ TR A TS T AT &7
¥, &5 - - o, {3 B s, ZeI1G By T, TR (T
e, e Al I o Sy
=, teh 9, the s, AfdF A v, TEiHe
GO : ). TR T O N 8. % ’
<, *77g[ 7 (Fill in the blanks) :
5. Spelling and Grammar Tools AT 436 e, T ............. ¢ FFHT G & @F I
TR T 9R© &F | BT ¢ T ' '
3, G AT FIA W AR WIHADNS QA ... /7@ wivet o7t 7 | e : e
©, TSI TR T G M ... (9 FACT LAY SFTPH ST |
Te : 9125 I
8. A BIEfR T I “reh” (F “the” B T T a9 FHEREE e T |
®%T : AutoCorrect
¢, T (ST T oIy T R T e, | €T : Grammar Settings
i1 Matcbingﬁﬁﬁ‘ﬂ !
- FE-A (FiEeE) T-B (TN .
3. Spelling ] @, (5% A ol (JneE/Ruafen) Fae <=t T
3. Grammar o, TR S13Pe g Tferreid 59 @ o
. AutoCorrect ST, AETNTS Go #1% Fa0® Ne/519% @13 (Y |
8. Set Proofing Language | 9. M G 1% T 77 WGIFETR M0 744 |
¢. (Grammar Settings &. WMWWWWI

TEaaml : 5% 8, 99, 8T, ¢—8
v, wiewefird e :

5, Spelling & Grammar Tool Ll

2, AulnCurre::t'@"

w, A ol TSI B PO (7 (T AT
8, e ey

5. FATTS G MS Word Freita Hoi= sy

2. Spelling & Grammar Tool B/ F4ME 4+ @t |

©, (G A0GT Ao (I <R G e

b, qrfefemree e -

5. MS Word-4 e ACHIATT 4=t 1437 Fear |
', I e
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©,8 Formatting Document (S5 R It FaTalie)

Formatting <9108 GHINTG fort, Syoew, fo@, (6fer Zonifoe e weer e a1 fove #arce
AR | 7 STy Z0ETl- TITTTE T, NI € (oI Sorgrel=ary S (o |

PO 45
TR YT 1B &l -
LEL] [t
Character Formatting wa q feles @t offedT (@wE: 5, ﬁ"é, E<R)
. | Paragraph Formatting TR T HARaee (@ i, Wﬁ'ﬂtﬂ%)
Character Formatting (SrFafefés [{a)
Font Style CEM';I Y99 (AT Times New Roman, Calibri 9%
Font Size TR e fedae
Bold /Ttalic /Underline Tt A1p, A= I s Wi oRE
Font Color | CoTTE e et
Highlighting WWHWWWWW ’
Change Case | C.ipitﬁju 7 small letter #faaeq
Paragraph Formatting (ﬂm )
b Silsi))
Alignment (19T <1, ©fF, (g 91 T AT TN A
Line Spacing FNZLd T FI FILT
Indentation 7 TR TS 1 AT
Bullets & Numbering wifere! tofd Far (o at et firewr)
Borders & Shading O BTAPHTe et @ i T A
%, erarantg Tt e vt 27 |

<, Format ¥ Home BI1td %! GEet=l 095 03 TG Tamt 41 2T |
o, eCTe a7, 6, WG, CHHE Syengacs R wat @
q. (BfRe, g% 1 ali e Gt R 8 AR 4 2 |

6. RUITEId eawe @ erate oG e wat 2 |
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Character Formatting @?
Character Formatting XU SFCNH (141 (WA, % 1 AFY) OF GEA1, 78, FIF, o Sy
SRS afiFm | T Tt we gitewe, B @ wdsf T 6w |
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Underline ceTE T Wt BT o = [Underlmed)
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Highlight | TR RS Fe fary ot wiEm v (e T
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" | CASE)
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Character Formatting STATHE iy

o (A e weATE et S oadical
o TETEFTT @ o 7 WAl w0 @RI
o T fofare qe ar TR oA

o TGl 3 e e et
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e
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q, Italic
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©, T e Wil G e e, [IZE T EF | ©FF ¢ Underline -
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s TrEtE 915w 9 =W | B9 « Font Color
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Font Color . T ITEE s o o AT S oA &9 |
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. Highlight . (T T8 ~ATAIET 31 2 (=T, e, FG) |
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S, T 47 ~AETS TFAE B A7
2, TR TS wiv G (AT B Ay
O, (LI A I (TS B AT
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Character Formatting I910% B (QRITY

WG Character Formatting (387 @0t |

Font Style €3% Font Size-&% Y047 “I4T =104 |

Bold @92 Italic 42T BT 7,

Highlighting ¥17 aft (S q9%® =7

Superscript WJE Subscript “F vﬁw O (ol CRCT |
Change Case SIS (FT0IITT ot B2

Strikethrough IZEAT GTATE 2 (PoAy

T o0 EF AR TG LV

e« cre—

B e -

[ EEE
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__Paragraph_ G

O E 9 - 4§ : |
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L12
i

ant Stylcl 1 vy

Font Size o

Bold oo

| Italic ' L

Underline |

Font Color

Highlight o Y

Change Case _ I

Strikethrough . :

Supersoript _ |

Subscript £

B, T ey
5. Character Formatting J¢T0% 1 (J1Q1a? &= Laf¥E7 70 641 |
2. @ G @ #tidapiTet IS Character Formatting ST e gfire A1 33 o e T |

w, 69 IWBIS Character Formatl:mg AT FTE AT 0T R (A T s et vy o
7Tt Fat -
education makes a person wise and responsible

8. «afb Mwifeas aferame @i 7 (F @I Character Formatting 575 9217 T30 27 G (397

&. Superscript @ Subscript-&7 WTHT =¥ T AT 49 TATE Tz vits |
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9,8.% Paragraph Formatting (Wﬁﬁf%ﬁﬁ A7)

Paragraph Formatting 7

Paragraph Formatting 20T SFONCs @6 A1 Gifees smmemes fazena Aear a1 s s=r
effesr | e o w@gE, c=ifR, & R9ied (indentation) €3k SRR (list) ITZFT TFGE
AT |

Paragraph Formatting-<9% i+ ¢qf¥{By

o ' ' et

Alignment T 9, G, (9 9] GF 1 AN FE (Left, Right, Center,
~ : Justify) :

Line Spacing MWWW(W 3.0, b.¢, .0)

Paragraph Spacing | 76 =i=reamva STat Fiwst St Wdizer (Before/After spacing)
Indentation eUHRDTY S WME 7 ®9 g (Left/Right Indent, First line

| indent)

Bullets & wmmﬁrﬁrﬁﬁhﬁr (e Bullets / 1. Numbering)
Numbering :

?ﬁ;i?“ and wﬁwﬁmm (Border) € J1I6 76 (Shading) &Tamet

ing !

Paragraph Formatting (5 &THAG=?
o CFTRIE NIV GAGIHN T '
o siErret e w@ ¢
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o Sl SRR ST O T T |
. wmﬁﬁwmmﬁmnaqﬁww
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Alignn| .

e ‘ More Colors..
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Y TAREAT :
6 WIRATE Justify alignment, 1.5 line spacing 99 First line indent e % e T
TS ' ATty

Farxpraph 7 by |Paragraph ? b4
Foees a0 SRROND - L% BN Fape Drevs mﬁm”m Lhumdgpqeﬁ'eﬂ
1
P rz— Pagnation
PR 19 i i convol
Qating ook | Body Teod [~ P peios
A— ' ' () Kewp lnes together
. Page bresk before
Left: L Specel s Opage b
g [ [ I R i s
O rerbvis. ‘ () supovess ine numbers
() Bon't hyphenate T
Spating e 5 Textbox options
pere:  0p [ " Ue spacg: Tight . :
- B EoECm| |
[7] pan's »éd spage betwaen paragraghs of the same stle ' s e e s s
Breview
Freviaw
w!m“1Fm’wawrn‘Murppw.-ﬁ‘--..--—..-.'-
Vot Tk R, i g Tt Y M B S e T T Y o S xw,(. .:::ﬁxwfmw’m!ﬁ.ﬂmh‘“_ﬂ'#w
T BT U L Tree? B Vo Mhmh“‘“lﬂl”lﬂimﬁ
LTI M ik g e b T
Dk el | [ ] o Tebs.. Defout.. . Cf ok | Canel

T, 3w Teals dreny comet :
" 3. Paragraph Formatting 39S ¥ (IRI? .
T, THATSEE FACALE ¥, GG ATHF
o, SRR AT AAfeE . &f¥ afes ==t
& "Alignment" firsizaa ore &2 |
%, (T 76 SRS <, TN oHE |
o, STURR BRI At st w4 V. (T A, T I I A
©, "Indentation” &% & F7.
%, SRR I B O 4, IR G SR
. SRR SAFTS I AT 9. W% Affed
8. SRR IIBTS 76 SICHie T -
. Shading <. Bold
. Change ¥, Striket

Cammt: 5, o o, T 0, M 8, W |
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4. g *R (Fill in the blanks) :

5. RS R A Cre b 3 IR S REESiE A 4 .. ... S e
Tew : Fw

2. FET i AR SWIEE A - b0, 3.8, e |
Beq: 2.0

o, SR SEEre RS WWWWH ............. p
%% : indentation _

8. wiffl tofd F0a ooy Ty ae FF G DI AR Lo
'B&T : Bullets / Numbering

¢, S fora ATt @3 Fiwees e AT FaE S TRT F4 W ..o |
©& : Borders and Shading

s, Matching (fF%Fa) :

FIT-A (R | FET-B (04

>. Alignment __ | %. viG wremmE St e wlt e
3, Line Spacing ¥, ST CHABIHT FE Fa00 SlfFal cofd |
. Paragraph Spacing | . BTG 91, ©f=, (% a1 GO 20 TSI AL |

8. Indentation’ g, WIREe SPTS (MMB AT i g e |

¢. Bullets’'Numbering | ©. erf%%aﬁmﬂmwmﬂﬁ(tﬂm: 3.0, 0.4, &.0) fadme

T : 3, 38, 9T, 8T, ¢

¥, wiowefRrg oy :
3. Paragraph-§3 -Gl FAIT FAICE T M7
2. Paragraph-&d I A= F 46T Pl 917
O, SR AT FIFTH P 9012
8. afefb AR IRATHT FIeee St 907
. SR e A | 9.

©. FefPE oy :

. Paragraph Formatting &7

Alignment-47 5afG «=+ ot |

. Line Spacing F91C® ' (127

. Indentation-a9 %G Twtzme wire |

. Paragraph Spacing-9% AG-ITS1?

. Bullets 932 Numbering-a% {11 CRTCAT |

B, A e
. Paragraph Formatting T B @ARTE? SwiEmesE I T
. Alignment '@ Indentation-&9 =4y AT coall |
. (@14 TAGIAl B PACE Paragraph Formatting-97 St fRrager a1 |
. e SETEMGTe (IR (P19 Paragraph Formatling @G 2t 41 f qrtyt @t |
“Digital literacy is an essential skill in the modern <=z, Every student should know the basics of

word processing and document formatting.”
. Paragraph Formatting-a% #iiof5 taf¥iBy il e =L a2l ol |

¢ RO LY

mfj,n‘.rv
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Page Numbering o6l +[BT TSI T A J
Columms e e I S Tl (CTH: AR ) |
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LmeNumbers elfefs #EEm A 793 oA (R o0 9 af4ee g9ge)
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o P s WY e R ([
. e B T ARvEA W
o IFIEF PBREE ot yARIETS
W w COMFIDEMTIAL 1 COMFIDEMNTIAL 2 DO MNOT COPY 1
gTs Freie T T CWZ@_&WW DO NOTCOPY2 B - -
feted Set Page Formatting (T ST qrg: | D | custom warermark..
. (% | Remove watermark
* Page Slz?: Ad B | Save Selection to Watermark Galléry.-
« QOrientation; Portrait
+ ‘Margins: 1 inch S&McP
o Header; ufRmIREE «Ia
+ Footer: "1 5 78 T
¢ Watermark: Draft
L Ceie]
¥, Hi¥s Taafb e et
5. Fieee e <t o o ey
%. Columns 9. Page Orientation . Line Spacing q., Margins
X, “BICE G Siv At T (I FRPbITaR Wty
. Columns ¥, Border 5. Line Numbers ¥. Subscript
o, Fea @ =D Seives St T
F. A4 ¥, Legal of. Letter ¥, Iumlae
Taaaiit: 5. % 2. T 0. 9|
4, *Frg[e “# (Fill in the blanks) :
3. Page Formatting 108 (XA b SHEICHT ............. fendfar atar aifemam |
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&, BT S R O Page Size TART T T | G ¢ cooevverrens |
% : A4, Legal, Letter
o, bt e fordime wonw .............. T T T, A SN A GG 2T A |
Ty - Page Orientation
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®ET : Header / Footer .
&. o TFREITES SPUSiE et 91 6% (@ sHBHEAE) FomE 0 ..o TR T W

BT : Watermark
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@. “[OT TR SPred EE $ @ |
b, Footer & :

I
¥

6. TS ey §
I
Page Formatting JI? i
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:"-’.ff’?'?"?{"!-"
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©,¢ Paragraph Edttmg (‘ﬂw 'ﬂ'"“lT'FlT)

MS Word-4 Paragraph Editing-99 TGy crdt :‘TF‘EI‘W g e 9 g9 ﬂmw
T 1 6 CFCTDTE WG ST R Fw DA (SIT |

0.¢.5, Paragraph Alignment (SHTREIAH WIEH)
Paragraph Alignment F(E @41 At W S<9ZF @RIFT 1 Word-4 FAHETS BF 60w

Alignment Y1CF:

¥. Left Alignment (/% FETH)
o (YT #TOIF 9% e &F 27 |
s Word-9 359 Left Alignment 9Tt |
e Shortcut: Ctrl + L

Left alignmem

Center alignment .
I;ight alignment
i "Y%” E-OZE slo0
; B == 1=. & .5
' | Paragraph_ o
]-uitilfied

2. Center Alignment ((FHES)
o (T BT TR SIZH I |
o FaIre P AT (RIS AT O S T |
o Shortcut: Cirl + E

©, Right Alignment (G5 GT%)
o (T ATSH G W S=LEH 0 |
. mmwnﬂlﬁﬁmﬁaﬂmﬁrﬂmwww'
s Shortcut: Ctrl + R

Visit Our Website: all.talukdaracademy.com.bd


https://all.talukdaracademy.com.bd
https://all.talukdaracademy.com.bd
https://all.talukdaracademy.com.bd

Visit Our Website: all.talukdaracademy.com.bd

9IS STAPT WO i 0%

Tell me whal yeu went to do

tv:.‘lub‘hnn Warneng: Tho Aocument was creaTdiwih Spira. Do for JMET.

Main Fuscfions ——»= Conter-aligned

Spure Dae for NET u a tatally wdependent NET Word elass ibrary which daein't
|r|:qmr: Micrasaft Oflice wnatelled on pyatem, Microsoft Offfice Avtomation (o proved
1o be unsiable, slow and not scalable o produce MS Word decuments. Spore Doc

: ‘for NET a8 many tmes faster than Microsoft Word Aviemation aod with much befler
Lenaallgn-n d |:|3blll!:,' and ltﬂ]:!hllT}'

By using Spure Doe far NET, vsers can save Word Doc/Docx (0 stream, save 34 wieh
reapoaee and canven Word DecDacx o XML, RTF, EME, TXT, XPS, EPUE,
HIML. 5VG, ODT and vice versa. SpueDoc for NET alao suppors 1o conven Word

DuocDocx o POF and HTML w0 image,, Right-aligned

I A common ust of Spue.Doc for MET b 1o oreate Word document dypamecally from !
seraich. Almiost all Werd document elemends are sopporied, inclnding page, sechons, |
| neaders, footers, digital signanere. footmotes, paragraphs, lists, wbles, text, fields,
 byperlinks, beokmaiks, comments, fmages, sfyles, backgroupd semngs, prmlml
| featores, dpeument semings and protecuon Furthermore, drawmg objects wehadng
| shapes, texiboxes, images, OLE objects, Latex Math Symbols, MatiML Code and
| controls ate suppated as well, l

Justified

8, Justify Alignment (eI @)
o Y T AP (ATF TS YT T |

o AT GFE TROCT 9EE 2 |
e Shortcut: Ctrl +1]

©.¢. Bullet & Numbering (316 3. 7HIRR)

MS Word-¢ Bullet €92 Numbering TI%® 34 Paragraph-& SISl Sieita e orw | oft
fore RS #0 TR @ W FE (ST |

5. Bullets (IC716)
Bullet A (2T (26 5% (@7 o, o, m) T ©iffa! (Sfd Fare T95e =7
FtEIE unordered list At 1S ® 77 @+ SifwE T T9Te =7 |
RIEEIEE
NG IRCEITE i

2. Home — Paragraph — Bullets q = =

o, Sl afiele #1E Joeic avf¥e 7 |

CArga:

o HiC7E

o FEL

o T TN |

TG 44t

AT AT O e SIS ST B0 e I JEoTRe O aiRte 279 | eI
(4T (@ 4Tt v PieeTs 9l g GHRey 016 T | (9T
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S0 | oY g P efyfE b ompt

Vigw Add-Ins

|i . — |l = li]

th : i il 20 AaBhCeDdl AaB| "
| '.fi! H.t&l:lltlr Used Eulluflﬂ ] o
‘e ||e@|| @ | @

ke | Bull_i.ﬂ: Library

None ® O | ‘ ul*. ‘ ":" ‘

3. Numbering (F191f5)
Numbering Z0E AT A1 %7 LA I SiferaT (7 72T |
AT ordered list I AT LT 47 v Sy I9%© 2 |

EIEEIEE
S, Tt Rt w4t |

2. Home — Paragraph — Numbering & fae =)
o, T el MRT T et ewie 77 |

Numbering Library *
‘IR 1)
|2 2)
H| 3. — 13
1 A | a)
Il §1B.- «1 | BYe
. C, e C)-
a—- i
b. ii.
ic INNIR
: _ -
“== | Change List Leve| : *
Define New Mumber Format..
3 | Set Mumbering Value

Bt

5. FHET 95T — A (AT S
2, T bOT — IR A
O, HIE &ol — /T 9T
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i 9F g2
IR G ©F fAeea ©iew war 96 e s aifionres s anffe @)
mﬁﬁmﬁwmﬁﬁvwmmmmlmﬂﬂ-

Recently Used Number Formats “

1.
2.
a

Mumbering Library

o =
b2

Mone

_Document Number Formats
| | I - |

©. Advanced Options (Bq% F%®)

Bullet 41 Numbering-&7 47 #Afaee it 373 |

Home — Paragraph — Bullets/Numbering — Define New Bullet/Number Format T/<=4
% fom ar wrelt FGWES F41 A7 |

Multilevel List: ®ifersia gy Toi-wiferst tef Fat 41y |

TRCECA :

Bullets: 5-%Ff3& wifersta oy 94519 |

Numbering: 3 3l 4Tl 4ite SIS &7 G994 |

SIfETF! IR FACH GPOIG FE 3 TS AGH TN 2 |

9.¢.9 Indent (270GT)

MS Word-9 Indent 92/ FH Paragraph I Weentd I 1 i fre Fwwar apw o 4fe
TEHABLF HS TAT '8 AT I |

>. First Line Indent (2 #&T ZRCSF0Y)
Paragraph-<9 @ FET Gy F1H0 B (O 41 24 |
YIS WG SRR O PR T GG G |

Visit Our Website: all.talukdaracademy.com.bd


https://all.talukdaracademy.com.bd
https://all.talukdaracademy.com.bd
https://all.talukdaracademy.com.bd

Visit Our Website: all.talukdaracademy.com.bd

MR

EIELEH
TR A |

TR0 GRS

Home — Paragraph — Increase Indent — First Line forfroeT |

R T QU AIRCAT WA | IR FAET I A0 A

2. Hanging Indent (TR TT0ET)

mmmﬂﬁmwwwﬁwwl
YT IR0 Wmmww|

I
S WHT5 |

Hinme —» Paragraph — Indent — Hangmg ﬁ"fl'ﬁ I

* Indents and Spacing ' Line and Page Bl_'ealts

. Preview

. Genergl - - st
Algrment: ST - |
. Dutline level: Eaad-,v'rm Fl
. Indentation - -— - — |
Left: = ' Special: ) By:
Rightz ’_‘I-!anging ig_g_l_..-l__j
[] Mirror indents : .
* spadig — ——— ——————— B
Bafora: Line spacing:
AFter

|:| Don't add spage between paragmphs of the same 5:er

[ o= |

| Befoutt..

. oA

@Rl FER foraf 1TE A oI,

AifE w3eral g AT AF |
®, Left Indent (¥ WS

AT SELHEATE A e HaleAr 24 |

JIE:

Home — Paragraph — Increase/Decrease Indent — Left Indent
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8. Right Indent (T &)

x

{7l SRS BI TP PRIl 2 |
TR
Home — Paragraph — Increase/Decrease Indent — Right Indent
Page Setup - | 4
Margins  Popar
Sectlon
Sacllon Mgt New pogn ___E
|| Suppress endnoles
Headers and footers
[ pifferent pdd and even
"[C] vifarent first page
) Headuar: E“____ i H:
R
Page - .

TEECT

First Line Indent: S¥ie <3 =[/81= & |

Hanging Indent: 295 =130 91209 I TR S |
Left/Right Indent: #J7aT S0y 09 9 ©fF Weas 1 |
Indent TVILH FCA GFLAD SIAE ST @ &re=iaier (A= 4R |

¥, 7o% Tl ey @t
3. I SIEIRACACeT *oF(0 F17
F. Ctrl+1J 4 Ctl+EB
3, (P oD By
T - o e
. "Editing" *ioa o $7
. Hegwe &, AL
8. ‘Justify’ *t%d &g By
¥, Center ¥, Right
T : 5. 9 2 650,98, |

. g 73 (Fill in the blanks) :

S, Word-4 @l #IIa T fortes @ S0 Ol T &0 oo,

G : Left Alignment (I SZw)

3. CTAT #[BIT TR WAZI 0T OIS Fe o

%97 : Center Alignment (FHrgs)

®@¥ : Right Alignment (G Feqw)

SR

f, Ctrl + L
. ==
5. o= Pl

. Justify

------------------------

H Cul+R

9, 76 T4l

. Left

8. CeT AT T FIP G (S FACS AT TG SO ST FACT T T T L evneennnns
%9 : First Line Indent (@95 #I{E0-4 206F5R)
¢, *[Car SgeeEA A Al Gl TATE FATAT T .ovveresreeresennenns TILE 4 T |
Taq : Lef/Right Indent (I A7 ©F W)
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»8 ] @ P egfE b ot

=== Sab A ] — —
7. Matching 153(91315'31‘1) 8

A () - () ]
>, Lefl Alignment | %, o =it wit it orrger g, s oifed af o @y |

3. Center Alignment | 4. C“T‘-TIT gjﬂﬁFﬂ ‘HHHIFT Y W, TS fafzarTTar 4t CElG AT & |
©, Right Alignment A, @R AR A o o !, fewi i |

—

8. Bullets T, TR T 4ITe AT SRR Sy e A1 S T 41 & |
@. Nuubering . A-THT SRR & J16 9ZE 40 2 |
TeiEl - v, 3, 9T, 86— 8, ¢— T
|, Siewere &y : |

5. Word-9 T650Sq (F9 Alignment AF?
%, G Alignment fAT8 (F141 TRMNTCT STEH 047
©. Justify Alignm:ent-iﬂﬁ *Bai6 key CFICAT |
8. =15 9?7 ' -
®, T g
5. Paragraph (SURW) Wl TACS F (FRTH?
2, MS Word-4 e&=t Srroen- a9 Sgf= (FHFb?
o, T @3 TERe-a7 T4 Arfar Hg
8. Ffie 3aES ARETE (FIT TI5S 27
¢. ﬁﬁ*ﬁaﬁﬁﬁm @4l (FRIGS (Center Allgnment} S0 qW?

F.m@ﬂ‘ﬂ'ﬂc. . :
(i) Feva e wrresers. Foretes =i ot

il
—= | A
il
il
=

i
i
£

I ptit——
i ——

Paragrapgh =

:-Jﬁ%‘smﬁmmmﬁwwml
& AR e -

S, SR WEEE YT WA bl Sl |

>, quab @ wifae Breig tef v wiuy SrrEeT SIEEA] W |
. F0GG (Indent)-a7 efel4Ten @ aglA <1 @l |

8. 0aAB @ siifae weGuEer wara form Qg e |
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9.¢.8 Line Spacing (F11&F C=ifoR)

Line Spacing &l Paragraph 31 SR A& Mo T« et sar smafe | «ft egerees
ASTRIS IR T (TS IR LA |

3. Line Spacing Options
MS Word-« HTKRE FTIF0 Line Spacing ST AT

Single (49F):
v &fel MEAT W0 TSRT = |
¢ Default R &l 519 SHOICE TI%© &7 |

Paragraph 7 X

Indents and Spacing | Line and Page Breaks

General -
—
Qutline level: |Body Text [~}
i IlfldEI'ltﬂﬂtlrl

|l pas ] Spedil: By:
Richt: angng || o2 f5

[ Mirror indents

Epaﬁng . -
Before: . | Line spacing: At:

st ErTa— O -

[] bon't add spage between paragraphs of the same style

Preview - —

TR TG T T @ T T AR TR e T SRR T S
I fcagezen Sreoseoygerth S an TEg A Poy e Meay fah S R

AT g kel i |
oA W0 LT B R TR P R e R PSR e TR
ol mmhhegeral Beopapn o Tooow L AR T G e i
MW M TLTAR e N YR DT R T TSR IS T

e Lard As o . = G

Tabs... Default... . QK Cancel

L.5 Lines (1.5 71&):
o EC vy RhT R E |
o “IGl HRd o |
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S5 S 8 I @Y P e
Spacing :
Before: .U pt *3"*“ .
aer: ot [
] pon't add space between paragraphs 15 “"E_S
E . Double
o At least
Preview | Exactly
... .|Muttiple
el gt | 'I.
E Tabs... ! | gefault. 5 -' 0K oo I | C?TE_!E
Double (fa):
o TR T fowd I |

o TS RCA A SITEEeeE W Ll

Multiple/ At least/Exactly/Fixed:

o IP5N Ry R S ET

s Advanced Dptiuns — Custom spacing
X. Paragraph Spacing (SRR T €H)

o Before: WWWW1

o After SR AE FH G

s Line Spacing €9 Paragraph Spacing Q&AL mﬂﬁ GFOIG HAS ‘-“_IFW il
©, A AafS

¢ Paragraph fdmwT |

* Home — Paragraph — Line and Paragraph Spacing @ & 1 -

o emreE e e T

w ' L

» Line Spacing fata fordt 572 @ W A AT At 4y |

» Single, 1.5, Double A Custom LA B Paragraph-47 Fag e <31 ¥ |

o Paragraph Spacing 01 SRCBEE AICAT SIS W) st anar qiy |
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SN et g vrf?f%f% 339
3. fde Tl Ao et
>. Line Spacing ik
T, WA R e <, AT g A4 e
o, ol TRE A T, X QoS i fdae
3, (IR iR oG ey @ Trage T
E Ny ¥, Double
. Single 9, Multiple
. Paragraph Spacing 0% $ (@RIT? ' |
-, SR FIRCAH T _ o, SRR ey #IE G
o, ST T . v, oz erarem
TG TR PR A R
3, g 5@ (Fill in the blanks) : | ,
3. Line Spacing T Paragraph 3T TR S T ............. (GRS 41 4% |
Beq : I .
2. Wﬁrﬁaﬁﬁwmmmw...; ......... mﬁ%ﬁmwww|
%7 : Single (9FF)
o, foghl @R I T WS .o e CifHe IEE T |
TEw: e ' :
8. LG AT ATTHATATE FAHAD ... TG O J9ES 2 |
%% : Double (fee) : A
. TR AT AT A F G W I e, T Affier TR FAZT
BwT : Before ; _ 0
st, Matching (Freae) : :
FAM-A (“tfEe) : FT-B (TN |
5. Single <, F1EE Woey e g, ARES [ a1 sraweeie I35 2 | |
3. 1.5 Lines <, WWGWWWW TEAT WAS FHA '8 I |
A | |
©. Double st elfell =3 T e TEy; mmwmm‘swwl

. I‘ambraph ”:-pamn[, ®, mmﬁﬁ;fﬂﬁ“m Wﬁﬁﬂml
TG : 5—%l, 38, ©—, §—u piad

-
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y3b oy 8 (il efE b s

V. wfeers e :

>, RS 3t Arasettoiv (i mnigT CvifR I9ge 2@y

3. Default RO &I 54 TFONG TIG© 27 (FI =12 A2
0. 1.5 7ET =i @7 5 T [

8. Single R (B «z *HFE F1E

¢, B FiET PR 9 <0Sh IS Fiy

5. AR R 70 F @RIy

3. o0 7137 =i 7@ e

®. 1.5 FIZA R @7 T97© @7

8. ©IE I T @i @ gege @
. Paragraph Spacing-4% %fb a7 2

5. qrtafirmfeles o -

5. MS Word-4 FiEw C=ifFre ffdrmer urtewm 36w w0 |

T, FAE o -

S, FARS =PI dPIaUen S e |

3. Paragraph Spacing (SFIBE0RE TCyT Fi) By TwizaerTs =4t T |

®. FIET (e 6 Paragraph Spacing YWY &S Tl B FfAYT ANSHT T2
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©.v Collaborative Editing (VWJNT'?IT VF’H"T'IT)

MS Word-9 4@ TJRZFFHA 9FE CHECH GFATY & FA09 A | Collaborative Editing-
O SIGTN TRl SREATG, W G, ARG JIT I AT |

3. Highlighting Option (Z&Me Soi)
Freemefin fiea fordt It wois g I Afiedt o fofrs et a1 |

CIEEIEH

ity Sa0e vrewf ot e |

Home — Font — Text Highlight Color (4T3 g M6 o |

TS S JIZFTAIET FLLGE, (AT AN @ W A9 91 «Fp (il R |

Documant] - Word

Pinmed
Pim falders you want to easily find later, Click the pin icon that appears when

Today

' Documents
2 OneDrive - Percongl » Dacuments

Qlder
@2 Copy Lnk 7 Documents
"-.:-1---"1'-=:=- h ‘ Paliav Pathak's OneDrive
. Otnerfocabions: ;" IR GRS TR
[ Thispc

2. Track Changes (*1&R¥ G +4t) .
Track Changes B1&] F205 GIGALE AT ARTET (FFC o |
@ PR I AT FraE O 2w vl 17 |

TRA: _
Review — Track Changes — Track Changes BIF] 94T |
RS FaeT foral 7fEw a1 SIS (TR =W |

®, Accepting 97 Rejecting Changes (Aff&7 s 4t egryie)
Track Changes-<9 NI4T T4 79 =< dzot 3t qifesr wat 719
Accept a Change: "R SHLATT HHIGSITT A4l & |
Reject a Change: #Iff@ew aifer or wivsia w2y g & |

I
Review — ,\ceepu Reject — Next < 55 o #fFa<aete Tes o4 |
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530 wUf @ AT e gfE b it
TATEHATST Accept I Reject 1 2 |
— ~
Share "Collaboration.docx" . g X
& Add aname, group, or email P v l
r:a ] 1ﬁdd a message ]
i
Anyone ﬁ'iih thelink canedit.
& [—3 anyllnk 1 :
8. T
Highlighting: &F@= sieet 3t Afedsy e )
Track Changes: SFCoA 39 ARTET G F41 |

Accept/Reject: ARTSTGAT TUi@SIcT arge T Aifeer =t |
Collaborative Editing-99 Wgwsl 43ifee mﬁaﬁr GFATY LT a2 FmEeg 16
FCT HAITT |

F’lﬁ'@wmm
3. QEAEbe-ug Tiw 7 |
%, fou wiieAt ¥, (5 & =
st, Tt 9t et fofere w, T Ul teof
3, QRMED TIWT FAT (P (VLT (T T
F. & ¥, Home — Font
o, Zil6 g, f4feE — =8
o, ZEAMRE T | Fkql aay
3, =% qE A 4, s weut (IR FEE T
. BT AF T 9, @ 25 W
oo PRI R
4, *F0g[ #& (Fill in the blanks) :
S, OFIET TILETE 9FE TICACT IFANY IS FHG AEE T MS Word-9 ..cooceeerenns [
EEIEVE

®%% : Colleborative Editing
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GE AT, WP e 52
3, forir wwpepf et 2 AR w e T RS TS [T T |
%7 : Highlighting Option (Z/8mafe)
. TFOICD 7 ARIET GRG IA0e AR (@I LA B ARRET IR S FRS ............ B
TS T |
B ¢ Track Changes (Sifaes Gite ) :
8. GPTAC0 T4 IRAET OIS TS A A TS ..., TE TG

57 : Accept/Reject Changes
2. WWW&WW&WWWWM ....... w7 Afefazera

IR :

Ted : WS

i, Matching(ﬁ"l‘ﬁ“l)‘

A (R | ' | FAT-B (M)
-1 nghhghmg P, W"ﬁ‘ﬂi‘!ﬂ AfdaSTTa oy 2226 Fat |
3. Track Changes | . *ffaaw e aca wiol g fefacs o 0
o. Accepta Change | . o7 FoweI o7 T TH | |
B
@,

i (-

. Reject a Change | WWWWWW@I
R | ﬁ?ﬁﬁfﬂﬁﬂﬂﬁmwfiﬁﬁﬁ?ﬁl
TERRT : 38, 3T, x:a—ﬁf 84, e—F

T Uy | |
5. Wwwﬁaﬁmﬁwﬁﬂqw :
. WWWWWWWWWW’
o, ﬁwﬂﬁﬂﬁﬁ%@ﬁf@ﬁﬁmm
8. TIAID 1Y ¥

o, Tefipe o
S, TR F==wAT (Collaborative Ed:tmg} TS F @RI
2. mimi"m (Highlighting) @ F1& 97
. Track Changes 519 Satel r?rmn
8: Accept Change STt 917
@. Reject Change TG @17

o, Tefertaere ol :
5. Collaborative Editing-a% CARBT A7ty STt |
2. Highlighting-99 9% #I%% GATga«Hg, SWTHAGA ST |
©. Track Changes 17 @71 JfAUIGTET (BI0AT | Accept '8 Reject-a JRER e+ HET |

ol CESSERC, SIS SR
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323 T 8 AT 2R b

©.9 Insert WW{WWW C‘“"TW)

_____ —_—

MS Word-9 Insert B9 <2a S Q¥ oered /i30T CPEes @ist o=t ar7r ) e 99 aq
I SHRGTET (AT ZCEAT:

e

FRCEEOE -.
‘L”\ |/ i § " . i
Home | Insert | Page Layout References  Mailings Review =~ View  Add-Inz
iy I EI I | 4 i 1' E-m I_E‘I‘:i 'k_ '\-.:_ I-'_I i " = e r:l
= lj =l E 3 e Gy L m W o =
Cover Blank Page l Tab'le :' Picture  Clip shapes Smartart Chart .. Hyperlink Bookmark Cross- rﬁfc-nerrpf
Page - Page - Break Ei Art ’ ;! , .
| Pages | Tables ! ustratons . links .
El% % . % ‘ 4 ,@_ L@ SlgnEture Line ~ ' Q
A p T e et . m— r_% Date B-'. Time
eader Footer Page || Text Quick wurdm Drup - Symbal
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s Page |
« © 2025

A

¥, o Twf dron o
5. CERI IS B R
. i foieoe e ¥, SEACET AL
o, #o Borem e «=me 9. Wi v
X, GO ARG (I A7 |
. TECATH TS 4. ol < e
. BT et . AiEre
o, o feea il Qe ity
=, wifay o, (BfE
o, SR |, *fbt TR
T e 5, A 60, ¥ |

9, "Eﬂ'!l'-?’jfﬂ‘*f (Fill in the blanks) :
5. Header A GS00od affefb ek .............. e efnfife war |
&g : Bee

8. :erl%émww GILATHT AT SYRAD .o sreanrnn - T8 0T |
Ty : (zEE
¢, of4alE6 =16 Figiade .........00r0r,. 8 T T |

Bww : 7o
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| TG e SifEetTg wfifefe 599
7. Matching (fera) :
| FE-A (AR AR ()
. Header (ZOR) - ¥, ETE AN
3. Footer (‘fﬁ‘lﬂ] 9, "ﬁ"nﬁ (G T
o, b1 7 | o, TS T A
8, afS¥ia =g ¥, afsf e Seitaw we emfife g
¢. #4125 5 8. efSft sreta Fuva wg sfe garr
TERIE : 307, 38, 0%, BT, 6T
q, ‘ﬂﬁ’ﬁm@fﬂ,
. Header 77
3. Footer 17
©, BT T (AR CRT T2
8. SlSHITAA AT (TS (FRIT 77
. H?aadcr‘ﬁ Footer-CHI7 BT <4it?
6, e e -

5 T-l{eadéa"ﬁFmter S < @RI

X, Header YRS (FRIT SGH SH7?

©. Footer € 1 470 O AT (LS T2

8. Header ' Footer-4 FHfEHNT o7 799 Sreid 76 &4 T2
¢. SIS i A AT 23

5. foafee o
s, #ﬁw%mmmmﬁ%wt

&, qet/elfEE o -
5. Header '8 Footer HAGTA-4*IZ CFTT |
3. Footer-4 BT 799 & B4 7@ I & Ceea |

&, I e
3. Header '@ Footer-4% &g 147 9T |
3. ¥ qiEfiee RiTeils 1o WH Header '@ Footer-4 S 9t wdy it Soigw of it 1 |
~©. Header '8 Footer-<d TG T FIed I TCIALTE AT @ CPPITRERC Sorgre a0
717, fasad % |
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©.9.9 Insert Page Number (@WW}

Page Number 317
Page Number 20T SgUaro7 el Ao wmefermeig anfie wim wedt, a1 Ao ofef b
IS TS TRITS! F0A | GfF TS Header I Footer WL AN 201 24 |

Page Number (PF AT T
Top of the Page (Header) TR I/ TR
Bottom of the Page (Footer) | CERICIE RIS R
Page Margins _ e aite
Current Position ' T LR AR

Insert Page Number 319 4% (MS Word I
S, Inset MR G T 291 |
3. Page Number S#=+ {5+ $40® 29 |
0, TG SeTEr g 4157 &7 (Top, Bottom, Margin, Current Position)
8. TSI BT 79 T MK
¢. Close Header and Footer-4 %W@WWWW l

N mfh et R T e
x s

Tm:t ﬂmr:t; Wm’d

2r ¥| Box - ParI:E * T
) I Top of Pagé N
ER Bottom of Page b
Page Margins i ol

Currént Position 3

#* | Format Page Numbgﬁg.,.

o [ age Numibers
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9T et ST <R Yo
Page Number-« Sfefae fmat
— Format Page Numbers J19%® S G eyt (i, i, ii6) <1 AT 72T (5, 3, o) Flor =t

L
= Start at ST ST “B1T T > (AT UF A I S TN (ACF GF A7 AN |
= Different First Page T9%17 0 ST BT <51 T I T (CT3 : TS 9[B)

Page Number TIZTAR &THISTS!
« THFCTT AYLE 9 TS AT
o SN qUH (STS TEH
» T8 8 et e
o T, AEAT I ST Cofire e |

R TR

{5 RFRT 9 SRS
I CoIUer *jBT 99 AT A
oo i, ii, il TR

o AT S, 2, ¢ (ATF SF T

3, A% Teafd <o et
. b T YRS IR ST 2
F, Wi <, T A FoIA
sf, (Bftem Toar ., P30 A A
3, FER A0S YRE F AT A
T, FEET <f, (ETITHT T
T 2R q, *Bi ¥
©, *BT T GPIT GATTH COIT?
%, &40 o, SfifFEy
o, AR Bedwi v, fefoa
8, bt g YR AT
F, FHET T I o, Su U (TS & =T
of, ' TadETeg 07 ¥, GECAT AL o
TomEr s, 6 3 N, M 8.9 |
9. g 7= (Fill in the blanks) :
5. Equation T nEfes 7 ............ weot eigifers i wieiE |
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e i e b o
%, TIRACE AT LB TT AU <..ooorrereen BT B TS ’
B&T : Insert '
©. ST AT A T3, WA, e 7 fftar @iae 3ma .. SR

¥EY : Object (TRCHY ALAEH)
8, FfH THT JATHY 1ofd A0S “ Crente Nwe” nﬂmﬁﬁmﬁtﬁﬁﬁwm Create from .

By Tae =)
ST : File '
@. TR RACH AT T coverenrrinreencennes 139 SAUSE R g% w4t A |
T : AT
s, Matching (R&el) : = .
| <am-A (i) . B ()
. Equation 7, W(WW@)WWWI ]
. Excel Worksheet 4. A S TIZ© S | '
©, PDFFile 1. (TR e TS T9%E | _
" | 8, PowerPoint Slide | W WWW#WWWW|
¢. Audio/Video e, meﬁwwﬁwml

TEEL : 35—, 31—, 0T, 8—, ¢—F

q, Sfendwd g5 :
3, Page]‘-{umbe:ﬁ?
2. Page Number SoM (T IR U037
©. 0T T R AT A2
8. WMWW%W?

©. TefEra oy
5. Page Number (T IACAT T7?
%. Insert Page Number- 4% Eﬂ'ﬂﬁ‘ﬂ @R |
©. Different First Page SoTe 157 $17
8. Page Number format #fRSt=a gref ot |

. AfEE e .
5. Insert Page Number a4 4 J04IT =T | .
5. b7 T I FA At F I Refie e
®, STERAT 0% Page Number F1SIY [T st & of Swregesg @ |
8. 6 WIAECGETD Page Number T9%59 3909 Ficg &dy WMWW@H AHie oot |
. Insert Page Number 93¢ Header/Footer-9% =iRr=ifags s It ot |
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©.4. Insert Equations and Objects (T3 '8 A& HLAE)
Insert Equation (FT<aer J7eA1ET)

ST (Equation) 7

Equation T Aifafss 31 taeafae weet awife «wft wfefes, a1 Word It &« ©HCIro BIEA
P TIZH A |

SR :

Insert Equation S99 417 (MS Word Saaiil)
3. Insert BIIX f3r T o
2. Equation ¥ 5o e T
©, (S T ATEF @rE
I 31 "Insert New
Equation" s < feter
BiZer = A |

Object ? X

Create New  Create from File

Adobe Adrobat Document: i
Adobe Acrobat PDFXML Document 1
Adobe Acrobat Security Settings Document '
Microsoft Equaton 3.0

Microsoft Graph Chart

. |Micosoft Office Excel-97-2003 Workshest

Microsoft Office Excel Binary Worksheat

Microsoft Office Excel Chart | Ooisplay asicon

Result

Insérts a new Adobe Acrobat Document object
™ u nto your document.

" 0K Cancel

8. ATATEITST fraction, root, superscript, subscript, integrals; symbols ZoTife T Tar 4T |
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8 w8 Q@A e b ot g
Equatmn Ed:tnrntﬂﬁ"ﬁ’ﬁ"ﬁmﬁw
Insert Object (SUHY FALAEH) i

Object 7
Object TWE SIWTT ALLIA (Wit P8,
e, e, fifvaw, awE BB,
P, 3 Rt auee (suge) F9e @RI IR
Insert Object FAT 4 | e
S, Insen TR fFr s @ Malrix
. Object WP FT TS T |

©, aFfF TEH ATHS Cofd FA0C “ Create New' ,Wﬁ%’ﬂﬁ‘ﬂ‘ﬁﬁ‘i@‘ﬁﬂﬁ “Create from File”
s

8. AT 139 §%F 63 OK 7% Tare 7

 Object 7 X

[ iaction

Lxponcnt

[rm———r— __..,,

""%Eﬂ?‘*’
g ] Browse

(O Link to file

(O] Display as ican
Recult

Inserts the contents of the file into your i
DE document so that vou can edit it later using the
application which created the source file,

Cancel
% SAES AT T4 -
Excel Worksheet 5!"17113 W
CPDF File A AT pe i R
_P_U;'}LI:E’{HI‘][ Slide - il E‘E'KEM.'U“M Y E\E' Eina]
Audmmd;m i rufg {\1- AL
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389
- IR wFe
Gl FUeE siififes/iaei~e TliTad e Saigen
ST (P GTHEA/5T6 TS T4l
Sl @RI T3 & 541
Rl [l wfte/ffee waiee w4t
¥, Tow TRt Lo et - |
3. “Equation” e S (@RITE?
T, 430 B o, G A
o, G @AFEH ¥, G (BfRE
2, TELACE Fieae HCAIGH 19 O (I BIICY (0T 7
«, & ¥ (ErEETHN
o, Insert ¥, fomiEe
©, TREe BIRer 41T 0 I e g e
¥, Insert Nwe Equation 4. Page Number
Ff. e T/ Y, @S
8. e oFlt aofb s Sewre
%, Screens 9. subscript
oI, ‘Insert Decision ¥, Page Margins
Teawet: 3. % o, e, 8. |
9, ﬂ'{l‘i”.[ﬁ‘f (Fill in the blanks) :
. Drop Cap T T TR ...ooev v eevene. T4 98 WG FIERH F
Tag : oug
3, Drop Cap 19 FE0S Z0AT Insert (TG CATH .vvreeereesrenens o Tae oW |
Ted Drop Cap
- @, Drop Cap I |.......ccoemureuens A ARDITE CHETT @ o T |
Bam : Wi, sedivvig
8. WordArt T «3f5 fary GG Farafbe frora, o1 e 4Rt BB ... IR S

g.

FA T

e : difes

WordArt T4 ............. 91 (F5HE, TSI7 coie Teiifare 0993 o0 40
B ; AT (Heading)
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388 | Uy ¢ AT o b ouEn |
of. Matching () : -
-4 (Rer) ' B (IT) :

>. Drop/Cap - . SR SR e T e |
a, Drnpi:cd 3, CPDE, FOR (e, PR a7 WREer=i 4rag« a0 &7 | N
. Tn mdrgin of, TR el S I S I AR e (I |
8. WordArt T, GEbre Sy, 2feT ¢ il ot S ot | R
| @. WordArt TIRE CFG | '8, A TURIAA (TS0 P AT A | =1

BaauiEt 5=, 38, 95T, 8T, ¢—Y
!

q, W oy -

3. Equatli:in gf"'

2 Equnnc:n CRIT BICT A7
©. Object 7

8. Object St/ (I “IMeTT TF?
¢. Equation 97 e 12

. Wﬁé{ : _
5. Insert Equaﬁon O3 BT 2

¥t aﬂ%mwﬁ I o T ﬁ‘-rrzzmv
. Tquation Editor-4 Matrix SI%7d 9% 31 T07

8. nlsmbbjecmaﬂmﬁmmwmﬁﬂﬂ@wwm
e. Createﬁ-omme o F Sl Gage @7

5. h‘f"‘rfaﬁ:ﬁ{ﬁ?ﬁﬁ

3. Word GFTACE FISTA Excel Worksheet «5as 4t Ty aret IO | 1
3. mmnbbjwmwmwpmﬁmﬁ‘qr@WWWW1

u*{ﬁ:ﬂwﬁ

». Insert Equ.aucrn @ Insert Object-<= ﬂ'ﬁ]’ “Ady (AT |
%, %0 CIEelT FCeitS Equation T<Ee $919 &7y fTemEet 01 |
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ST e i Ao 8¢

¥,9.5 Drop Cap (¥2 1)

MS Word-4 Drop Cap T <6 warafie fble, QT G SFSeme 99 SFqs 1
WA AR GFIEE A e A =) Al e ferdice ol @ rmEena Sy
T G RS

3, Drop Cap SIT 3% F0a-
o WAEGAS GYN WHG NGRS (GHDG (G GG TG L |
o IC R ATYEETS R I SUSIEE AT T G ATF |
o A6 TTNTEE, TG I AP TFEIs @ o7t T |

HOW TO USE DROP CAP IN
MICROSOFT WDRD TUTORIAL

u;m; Drop Cap in
Microsoft Word 2016 .

L L L

.
u--'--q-u N‘r’"ilHM"-q Pipps

/ v,
ey iri"qn . <t
v g0 b6 Luk i
/ ot e
I hemwhﬁhm—hﬁumunh&ﬂmmh g B b

B (NI s e

: @ Honsansn Lol RBLIs bt 1y 1 DR OR peiona. s« e 30 chosras i mared

im!m&nhl‘.wum _mn—mwml- v i e il e
il ddl bt d i e,

2. Drop Cap I927 F917 *&f®

@7 U™ Drop Cap Tie =3, WWWE&H
Insert — Drop Cap & (0¥ (A | :

"" % & Signature Line ~

ot wetety cﬁwmcar- =—=| Nene
None (%) : Drop Cap 9% 9#07 | ——
Dropped: S0 SRS (e feebs face G & 1 A= Dropped
In margin: STEA0 SqUREME 210 T et =09 | =
Drop Cap Options (¥ ¥, AT AL 43 ¥IF (spacing) | p = _
= | = Inmargin
©. Drop Cap-49 J3%4 e ;Efnp Cap VOpﬁnrlxs,‘_.

o T FEAT § GIBTHT TG |
o SRA A SNLIHT BFCS AICH qiE AT T G |
o (AT 3 el GPeAS (Ol PACS |

8. ACwTA
» Drop Cap SIGT ZCAT SO 22T TS TG NP0 T 40 |
o Inseri — Drop Cap TIT S0 AZLHE J& F41 T |
o 6 CHTTHTE WA, JE e elrEFRIE I |
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9.4.30 WordArt (SIEH)

WnrdArt'-’&ﬁTMSWmd O3 @3 Rery 36 wacafbe fror, @ facy ferdt 3 Gobee Sy
M @R PR (stylish) T A TR | ARG GHOTE Afrw BIIE FAST TH wy
WordArt 4% 2 |

. WordArt®?
>. WordArt Wi fraiies S, i, e, afes At feea S/ A 4 |
2. 9ft ¥7T® PRI (Heading), (iP5, Wc%mqumﬁww
L

8. WordArt g9 917 419
>. MS Woerd 809« 940@ 20 |
2. Insert — WordArt 4 C‘Eﬁm P
: ", ﬁ. I Signature Line = ‘ﬁ Q

T m Date &‘hme

||.I1l. X
| Drop:

: 'ﬂﬂhj!d quuahun Sfmtml
. v i Cap-
v
: W~
ww‘m,mwma .
W

{ Mozt WordAut Wordt 915r3212 Wordn

-7 mahibvel

*bm W : WordArt 'l'lm" }:I.rt ‘Nﬂrdﬁ!ﬂ t' \1‘
Wardet ii'urdﬁn Basidt ﬂm gl o

o, wﬁﬁﬁmﬁ@mﬁaﬁﬂrm:

.m-.-_ sepRasd -
F

B
A
el

[T T x
i Jgnl. Y
(e e . . b :1 "y

Your Text Here

8. (5 29 WG, TN (ST ALFS o] BiRe 0% 20 |
@. STATTT 1l Resize, Rotate, Color Change Bwrifv <1 104
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®, WordArt-9% (af8y
Stylish Text: fritts Ry e o |
Customizable: T8, JRT, i+ Brogawet ~if=ee w1 7 |
Decorative Purpose: o7 FHeiwia 3t Ry @i w1 &7 |

8, TIWa =
o CIFBTR, FOR (TS, SINE |
o FRToIIT 21 Sres M |
o FrsRE @ e S Sy Gue i

%, Afe Tl Ao e ;. N '- y
3. “Drop Cap” W% J (1A '
3 Ay A L wﬂww :
o oS T 4, wl%ﬁra
3, Drop Cap YT (IUE TFE? _
=, s wy _ C o, SR
o S ST : w0, of e W
9, mmwmmﬁ%ﬁtﬁrm '
3. afes o _ - 4, (ge g
5, AefF .. W%ﬂﬂltﬂﬁﬁﬁiﬁﬁﬁ
8, wwwwmﬁﬁrmw
7. e v, e
o, WypeIEE @ e | _ . SRS
€, SHCHE [IEE AT AT F WO LA
¥, 275 M e 2| <, (6f¥e vl Fare =@
5t, Insert — WordArt @ (308 3[4 q, % (TS F909 T

e b XL T 0. G 8, @, o |

9. ®FUE *= (Fill in the blanks) : |
. Page Design 21 MS Word-a% «f ewy<f Wed, il Sxomsy 45t Wi, 78, TOH, ¥,
..... rrienens ST ARG SR T |

8. Watermark T GIEICET (O TR (faded) wvvevvvvecrre TR AL RNRY SN AT 9T

A TECE TR I |
e : (536
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O Moyl —
0. Watermark G]T'F‘l TS MS Word — Design Tab (91 Page Layuut Tab) ............ 9 {5 Frw T,
T8T : Watermark
8. Page Border WWHW ﬁﬂ%ﬁ} "I'é'l'ﬁ BrAT .. ... ST fEn1E |
©87 : TH A
@. Page Border-Q FOIT AT 17 ST (R €7, F6, SFFD AT covvrrsronarren AT 0 A
T+ Rore Tt (g, =iz, wipe Terif) |
#. Matching (o) . -
TA-A (AR) - Tz (T )
3. Themes (&%) o %, SELRRLAT S0 8 A i met fdraer s
‘3. Page Color (81 7®). 4. TFACHT &fefb b e T A T

©. Page Border (8T A=) | of, B ARRISTS Fe T B G5 T AW
8, Watermark (STBREE) wmﬁwwﬁﬁﬁfﬁﬁmﬂ f,[ﬂm‘
| e i
!1' Paragraph Spacing (‘aacw B, WWW% ?ﬁﬂﬁﬁﬂ'xﬂw sfgae =
1F) ._ |° T
TEAA : 38, 307, 0%, 859, ¢ F

. Wi oy -
5. ST Jy
8. G o BRI
°. Wmmwmmwmﬂwww
8, ﬁmﬂa@m@mwm| .

©. RS o

s, g w e @R -
B (@ CRE R s T

AR R ) i WG G B el Tl

B+ s forlb Spemiees = oot |

G I G FACE IO B AT 2w

. WordArt 75 2 FLANE SrS TEHAT T9?
WordArt % FA9 419 04T | '
WordArt FYRe® (SRT T35S 41 TH?-

. WordArt-« vfG Caf¥(Er T |

5. I oy -

5. G 119 IS Pl 0T ©F AR |
5. B A AL $7Y S Tl |
©. WordAr-«z tafey <@ sl |

8. WordArt-@9 9=5® ¢ Seival ﬁ;“tﬂf I

_m*ﬁﬁu-

v &
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©.50 Page Design ("Iﬁ‘]‘ )

e e

Page Design 201 MS Word-93 «@fi wargsd oe, WW‘W 51 S, e, IO, ﬁm
TIRTE R ~3=RET T4 AR | OF TTT SPEHLP e wwﬁ%rmﬂ*tmmﬂm

¥. Page Design I 1 OGS Fa- ‘
MS Word-¢ Page Design BT TS FIoa wemmate Uirs:
5. Themes ()
TR SFCH &G T, ﬁ;mﬁﬁﬁwmw@mw.
Ageys fTmen RS @R 3 I |

3, Cnlnrs (%e)
O RS A MWiﬁsﬁa‘rﬁﬁTﬂm

. Fonts (F%5) -
Wﬁﬁ%ﬁmwwwf

8. Paragraph Spacing (STs"E ‘-ﬂi‘.‘}

: WWemwmwwwl

¢. PageColor (?5TR8) .
Ww%wmﬁﬁmww;

Y, Page Borders (j‘é‘l‘m :
WWWHWWWWJ

4, Watermark (eqforar$)
EFACHA B Zer! cﬁ-‘aﬁ‘fﬁﬁwmﬂm ‘Confidential’ af Draﬂ) |

4. Page Setup WM (Layout (F  [roese L
TES) * ,“"’“ o e
Page Design-4% “Miii™ Page Layout - |~ sewen [E=m
— Page Setup (41F8 ﬁz wFget ,EMET::W ;
ARG w1 A ooy
Margins: 9@ FRACS PR @R ey e
fadradt | " * : L
IECH - . T
Orientation:  Portrait . (B&¥) At | weewwmefw ]
Landscape (STerify) +ot fdise |
Size: Feitea Wity 5T (A4, Letter, ey p—
Legal Zo5®) | \ —
Columns: c‘ﬂ'ﬁm T I St -
-0
Ay bes iwmkdmmluri. -\l | Una frbars. | Bl
| o | T
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3¢o YT 3 AT e b wait

R —— SR : gl e e —

o faTeis & SR fmiE sae |
o WIEYAT, CAIFBIR M FO (oG LS BT |
o (PR SR GTG 11 fATET O ERE IS |

©.50.5 Watermark (STGENF)

Watermark 201 SSELBT (RN ZFR (faded) GHG ;A BN, A T ferdrr e W @
TS P o | 9t 33??@ featerat, asﬁlenﬁ‘ A CFACTT I (Draﬂ Confidenti:
Teriiv) @RS TR T |

3. ‘Watermark €3 315 _ _
o GSEG ‘Confidential’, ‘Draft’, ‘Sample’ e7ifw o= (wam 7137 1
. WW@WWWi -
--ﬁMW@WWWWWWWI

2. Watermark (I m"fﬁﬁ' _
« MS Word — Design Tab (31 Page
Layout Tab) @ (TS =A | . .
« Watermark @ e sa0e a1 . 18
e g&ePe Watermark (I9=- Draft,
" Confidential, Sample 3e3ifi 2 ez fire
T oA CORRTRT T Be e
« B2 Custom Watermark ?IFTEFI L B
fereg GG 21 @M =30s =4 |
- o Text Watermark : ﬁﬁﬂwmfﬁr
TR | -
» Picture Watermark: WWEﬁ'aT CeTIesT a n:::ﬁ::m

| Bemove atermark

& 0O TA| | i ~
G| IR e b e |

®. Watermark a9 (af8y -
o TS 4579 '8 XS (semi-transparent) T 4ITEF |
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