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***** First Class *****
Word Processor:


†h mg¯— Software-Gi gva¨‡g Word-†K Process Kiv nq †m mg¯— Software-‡K Word Processor ejv nq| MS Wor d, MS  Power Point, WordPad, QuarkXPress, Illustrator BZ¨vw` Software-¸‡jv Word Processor wnmv‡e e¨cK Rbwcªq| gyjZ †W·Uc msµvš— Kvh©vejx m¤cv`‡bi Rb¨ Word Processor Software-¸‡jv e¨envi Kiv nq|
Application or Advantages of W ord Processor:
wPwVcÎ †jLv, `wjj `¯Zv‡e‡Ri KvR I cÖKvkbv msµvšZ hveZxq KvRK‡g©i Rb¨ IqvW© cÖ‡mmi †cÖvMÖvg¸‡jv e¨envi Kiv nq| †W·Uc cvewjwks‡qi mxgvbv Qvwo‡q †cÖvMÖvg¸‡jv BwZg‡a¨ B›Uvi‡b‡U Web Publishing-Gi wewfbœ KvR-K‡g©I e¨eüZ n‡PQ| †cÖvMÖvg¸‡jvi bgbxq wdPvimg~n Kw¤cDUvi e¨enviKvix‡`i Kv‡Q e¨vcK RbwcÖqZv AR©b Ki‡Z m¶g n‡q‡Q| eZ©gv‡b †W·Uc cvewjwks Kvh©vejx m¤cv`b Kivi Rb¨ MS Word, Illustrator, QuarkXPress, Illustrator-‡K ev` w`‡q wPšZvB Kiv hvqbv| MÖvwdK¨vj B›Uvi‡dm wfwËK G †cÖvMÖvg¸‡jvi my`„k¨ wdPvi I DBRvW©mg~n e¨envi K‡i Abvqv‡mB cQ›`gZ †W·Uc Kvh©vejx m¤cv`b Kiv hvq|
Name of Some Word Processor:
· Word Star

· Word Perfect

· MS Word

· Adobe Page Maker

· Adobe Illustrator

· QuarkXPress

· Borno

· Proshika
What is DTP (Desktop Publication)? or †W¯‹Uc cvewjwks wK?

†W¯‹Uc cvewjwks ev DTP Gi gyjbxwZ ej‡Z eySvq kã (words) Ges Qwe (Image / Graphics) †K GK‡Î Dc¯’vcb Kiv| A‡bK eQi a‡i Avgiv cut ev  paste c×wZ‡Z G mg¯Z KvR K‡i AvmwQ| wKšZz G KvR¸‡jv †hgb mgq mv‡c¶ †Zgwb gû cÖwµqv (stage) AwZµg Ki‡Z nq| Zvi c‡iI KvR¸‡jv DPP KvwiMix gvb m¤cbœ nq bv ev MÖvn‡Ki (Client) Pvwn`v m¤c~b©fv‡e c~iY Kiv hvq bv| G c×wZ‡Z me‡P‡q eo Amyweav nj cÖ¯‘ZK…Z KvRwU A‡bK mgq mn‡R cwieZ©b Kiv hvq bv ev cieZ©x RwUjZi cÖwµqv AbymiY bv K‡i Dbœqb NUv‡bv hvq bv| hv‡Z g‡b nq KvRwU cÖ_g †_‡K ïi~ Ki‡j fv‡jv nZ|


DTP nj Ggb GK c¨v‡KR †cÖvMÖvg hv KvU GÛ †có cÖwµqv‡K B‡jw±ªK¨vwj e¨envi K‡i Kw¤cDUv‡ii c`©vUvB †j-AvDU c„ôv wnmv‡e e¨envi nq| G c„®Vvq Avcwb mn‡R †U·U ms‡hvRb, wewfbœ d›U, mvBR BZ¨vw` cwieZ©b Ki‡Z m¶g n‡eb| 

†U·U Gi cvkvcvwk Avcwb Avcbvi cÖ‡qvRb Abyhvqx MÖvwdK&m ms‡hvRb, cwieZ©b, Lay out Grid e¨envi BZ¨vw` Ki‡Z cvi‡eb| hZ¶b ch©š— Avcbvi cQ›` bv n‡PQ ev Avcwb wcÖ›U bv wb‡PQb, ZZ¶b ch©š— †U·U I B‡gR‡K cwieZ©b, c„ôv Ry‡o mgvš—ivjfv‡e Wv‡b ev‡g ev Dj¤^ eivei Dc‡i wb‡P ¯’vbvš—i ev gyf Ki‡Z cvi‡eb|
Microsoft Word:


Microsoft Word is a Word Processing Software (Package Program of Microsoft Office). It is developed by MICROSOFT CORPORATION of U.S.A. We can operate MS Word with the help of Self Sufficient Software Package named Windows. It Provides to Program Word Processing and Print, Compose, Drawing, Art etc.
Application or Advantages of Microsoft Word XP:
· †h †Kvb ai‡bi wPwVcÎ,`wjj-`¯Zv‡eR, cÖKvkbv ev †W·Uc msµvš— Kvh©vejx m¤cv`b Kiv hvq|
· wewfbœ ai‡bi cÖ‡R± dvBj ˆZix Kiv hvq|
· To create project file.
· †Kvb WKz‡g‡›Ui my`„k¨ di‡gwUs ˆZix Kiv|
· GKB mgq GKvwaK WKz‡g‡›U KvR Kiv hvq|
· Work with many document 
· Ab¨vb¨ IqvW© cÖ‡mwms †cÖvMÖv‡gi WKz‡g›U e¨envi Kiv hvq|
· Other word processing document is used into ms word.
· IqvW© WKz‡g›U Ab¨ †cÖvMÖv‡g e¨envi Dc‡hvMx Kiv hvq|
· Word document is used into other word processing document. 
· I‡qe †cR ev B›Uvi‡bU e¨envi Dc‡hvMx HTML di‡g‡U WKz‡g›U ˆZix Kiv hvq|
· B›Uvi‡bU †_‡K †Kvb WKz‡g›U msi¶b Kiv hvq|
· DBRvW© e¨envi K‡i wPwVcÎ, d¨v·, wi‡cvU©, †g‡gv, †bvU, `wjj BZ¨vw` ˆZix Kiv hvq|
· wewfbœ ai‡bi MÖvwd· h_v- gvB‡µvmd&U MÖvd, wK¬c AvU©, IqvW© AvU©, Ab¨ †h †Kvb †cÖvMÖv‡gi MÖvwd· e¨envi Kiv|
· †Kvb WKz‡g‡›U e¨vKMÖvDÛ wba©vib Kivi Rb¨ †h †Kvb iO, †UKPvi, c¨vUvb© wKsev MÖvwd· e¨envi Kiv hvq|
· wewfbœ ai‡bi WªBs Kiv Ges w_ª-wW wfD‡Z Dc¯’vcb Kiv hvq|
· †Uwej I wdì e¨envi K‡i Iqv‡W© †WUv‡em ˆZix Kiv hvq| wewfbœ ai‡bi MvwYwZK mgxKib m¤cv`b Kiv‡bv hvq|
· Office Assistant e¨envi K‡i cÖ‡qvRbxq †¶‡Î mnvqZv †bqv hvq|
System Requirement to Run Microsoft Word:
Hardware Requirement:

· 100% IBM or IBM Compatible Computer or Higher Computer

· At Least 486 Processor

· At Least 165 MB Hard disk Free Space

· At Least 16 MB Ram
· VGA or AGP Card

· One Color Monitor

· One Mouse

· One Keyboard

· Sound Card

· Sound Box

· Printer (Optional)

Software Requirement: 
· Windows 95 or 98 or 2000 or ME or XP

· Office XP-2002. (version--10.2)

To Run Microsoft Word:

· Click Start Menu

· Point to Programs

· Click Microsoft Word

Short Discussion of MS Word 2003 Layout Window:
[image: image11.png]4|

Bl Edt Vew Iwet Fomat ook Table Window Help

DEHBISRTE SRR S0 ¢ 8 4 am

SIS | B <R SIS E G

At rems - Teestowron < 2 < B 2 U [E]E = =

New Toolbar

Tookar name:

My Toolbar

Make tookbar avaible to

N Normal dot

Draw= L5 | Auroshapes- \ N\ 1O ] 3 (8 1| & - Z- A

==

Tookars

Type a question for help

D Control Toolbox
Database

Coisaram

Drawing

[orawing Canvas
Emal

[CJExtended Formatting
Forms

CFrames

[T Function Key Display
Japanese Greetings

D Merge

en.

(o)

Keyboard.

x

“«o

Page 1 Sec i 11| A 1" ni Col i |[Rec TRk [EXT] OVR]

Tean = [ i

~ [Geworomipoc M | 1 ocumenti -Microsor... || Merssoft WordHelp.

SSE




Cursor Movement:
	Shortcut Key
	Description Cursor Moving
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Shift +
	Select up One line
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Shift +
	Select Down One line
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Shift +
	Select right one Character
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Shift +
	Select Left one Character
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Ctrl +
	Move One word right
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Ctrl +
	Move One word left

	Ctrl + A
	Select All Document

	Page Up
	One screen (Page) Move (up)

	Page Down
	One screen (Page) Move (down)

	Backspace
	Delete left Character

	Delete
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	Ctrl + Page Down
	Move One page Down

	Ctrl + Page Up
	Move One page Up

	Ctrl + Delete Key
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	Home
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	Move cursor first page & First line
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Ctrl + End / Enter + 
	Move cursor last page & Last line
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	Go Up Line

	Ctrl + Z
	Command Canceling

	Block & Ctrl + I
	Italic

	Block & Ctrl + Shift + D
	Double Underline

	Block & Ctrl + U
	Underline

	Block & Ctrl + B
	Bold

	Block & Ctrl + L
	Align Left

	Block & Ctrl + E
	Center

	Block & Ctrl + R
	Align Right

	Block & Ctrl + J
	Justify

	CTRL+N 
	Create a new document 

	CTRL+O 
	Open dialog box

	CTRL+W 
	Close a document

	CTRL+S 
	Save a document

	ESC 
	Cancel an action

	CTRL+Z 
	Undo an action

	CTRL+Y 
	Redo or repeat an action

	CTRL+F12 
	Display the Open dialog box

	F12 
	Display the Save As dialog box

	F10 or ALT
	Select the menu bar

	SHIFT+F10
	Display the shortcut menu for the selected item

	CTRL+SHIFT+< or CTRL+[
	Decrease font size

	CTRL+SHIFT+> or CTRL+]
	Increase font size

	ALT+CTRL+P 
	Switch to print layout view

	ALT+CTRL+O 
	Switch to outline view

	ALT+CTRL+N 
	Switch to normal view

	CTRL+P 
	Print a document

	ALT+CTRL+I 
	Switch in or out of print preview

	PAGE UP or PAGE DOWN 
	Move by one preview page when zoomed out

	CTRL+HOME 
	Move to the first preview page when zoomed out

	CTRL+END 
	Move to the last preview page when zoomed out

	ALT+CTRL+M
	Insert a comment

	ALT+CTRL+F
	Insert a footnote

	ALT+CTRL+D
	Insert an endnote

	SHIFT+ENTER 
	A line break

	CTRL+ENTER 
	A page break

	CTRL+SHIFT+ENTER 
	A column break

	ALT+CTRL+C 
	The copyright symbol

	ALT+CTRL+R 
	The registered trademark symbol

	ALT+CTRL+T 
	The trademark symbol

	ALT+CTRL+period 
	An ellipsis

	TAB 
	Next cell in a row

	SHIFT+TAB 
	Previous cell in a row

	ALT+HOME 
	First cell in a row

	ALT+END 
	Last cell in a row

	ALT+PAGE UP 
	First cell in a column

	ALT+PAGE DOWN 
	Last cell in a column

	UP ARROW 
	Previous row

	DOWN ARROW 
	Next row

	CTRL+SHIFT+F 
	Change the font

	CTRL+SHIFT+P 
	Change the font size

	CTRL+D 
	Change the formatting of characters

	SHIFT+F3 
	Change the case of letters

	CTRL+SHIFT+A 
	Format letters as all capitals

	CTRL+SHIFT+W 
	Underline words but not spaces

	CTRL+SHIFT+D 
	Double-underline text

	CTRL+SHIFT+H 
	Apply hidden text formatting

	CTRL+SHIFT+K 
	Format letters as small capitals

	CTRL+EQUAL SIGN 
	Apply subscript formatting (automatic spacing)

	CTRL+SHIFT+PLUS SIGN 
	Apply superscript formatting (automatic spacing)

	CTRL+1
	Single-space lines

	CTRL+2 
	Double-space lines

	CTRL+5
	Set 1.5-line spacing

	CTRL+0 (zero)
	Add or remove one line space preceding a paragraph

	CTRL+E 
	Center a paragraph

	CTRL+J 
	Justify a paragraph

	CTRL+L 
	Left align a paragraph

	CTRL+R 
	Right align a paragraph

	CTRL+M 
	Indent a paragraph from the left

	CTRL+SHIFT+M 
	Remove a paragraph indent from the left

	ALT+U
	choose AutoShape on the Drawing toolbar

	F1 
	Get Help or the Office Assistant

	F2 
	Move text or graphics

	F3 
	Insert an AutoText entry (after Microsoft Word displays the entry)

	F4 
	Repeat the last action

	F5
	Choose the Go To command (Edit menu)

	F6
	Go to the next pane or frame

	F7
	Choose the Spelling command (Tools menu)

	F8
	Extend a selection

	F9
	Update selected fields

	F10
	Activate the menu bar

	F11
	Go to the next field

	F12
	Choose the Save As command (File menu)


***** Second Class *****
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To Create a New Document:
· Click File Menu
· Click New

· [image: image24.wmf]Click Blank Document from ‘Task Pane’

· Shortcut [Ctrl + N]

To Save a Document:

· Click File Menu 
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Click Save

· Select Location from ‘Save in: box’

· Type Name into ‘File Name: box’

· Click Save

· Shortcut [Ctrl + S, Select Location, Type Name, Press Enter]
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To Save As a Document:

· Click File Menu 
· Click Save As…

· Select Location from ‘Save in: box’

· Type Name into ‘File Name: box’

· Click Save

· Shortcut [Alt + F, A, Select Location, Type Name, Press Enter]
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To Save as Web page:

· Click File menu

· Click Save as Web page…

· Select Location from ‘Save in’ box

· Type File Name into ‘File name’ box

· Click Save

· Shortcut [Alt + F, G, Select Location, Type Name, Enter]
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To Print Preview:
· Click File menu

· Click Print Preview
· Then Close

· Shortcut [Alt + F, V]
To Web Page Preview:

· Click File Menu

· Click Web Page Preview

· Shortcut [Alt + F, B]
To Close a Document:

· Click File Menu

· Click Close

· Shortcut [Ctrl + W]

To Open an Existing Document:

· Click File Menu

· Click Open

· Select Location from ‘Look in: box’
· Select Document

· Click Open

· Shortcut [Ctrl + O, Select Location, Select Document, Enter]

To Set Password: 
· Open a Document

· Click Save As…

· Click Tools

· Click Security Options…

· Type Password into ‘Password to open: box’

· Click Ok

· Again Type Same Password into ‘Reenter password to open: box’
· Click Ok

· Click Save

· Then Close Document

· Shortcut [Alt + F, A, Alt + L, C, Enter, Type password, Enter, Type password, Enter, Enter]
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To Open Password Document:

· Click File Menu

· Click Open

· [image: image30.bmp]Select Password File

· Click Open

· Then Type Password (Enter password to open file)

· Click Ok
· Shortcut [Ctrl + O, Select File, Press Enter, Type Password, Enter]
To Change Password:

· Active/Open Password File

· Click File Menu

· Click Save as....

· Click Tools

· Click Security Options…
· Type Password into ‘Password to open : box’
· Click Ok

· Again type same Password into ‘Reenter password to open :box)

· Click Ok

· Click Save

· Then Close File

· Shortcut [Alt + F, A, Alt + L, C, Enter, Type Password, Enter, Type Password, Enter, Enter)

To Remove/Delete Password:

· Active Password File

· Click File Menu

· Click Save As…
· Click Tools

· Click Security Options…
· Press Delete or Backspace Key

· Click Ok

· Click Save
· Shortcut [Alt + F, A, Alt + L, C, Enter, Press Delete or Backspace key, Enter, Enter]
To Print Preview

To Cut ‘Text or Object’:

· Select Text or Object
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Click Edit menu

· Click Cut

Or

· Select Text or Object

· Right Click on the Text or Object

· Click Cut

· Shortcut [Select Text, Ctrl + X]

To Copy ‘Text or Object’:

· Select Text or Object

· Click Edit menu

· Click Copy

Or
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Select Text or Object

· Right Click on the Text or Object

· Click Copy

· Shortcut [Select Text or Object, Ctrl + C]
To Past Special:

· After Cut or Copy, Text or Object

· Set Cursor or Set Position

· Click Edit menu

· Click Past Special 
· Select Option as your Choice (As: Picture)

· Click Ok
· Shortcut [Set Cursor, Alt + E, S, Select Format by Up/Down Arrow, Enter]
Undo:

This command use for reverses the last command or delete the last entry you typed. The command name changes to Can’t Undo if you can’t reverse the last action.
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To Undo:

· Click Edit menu

· Click Undo
· Shortcut [Ctrl + Z]

[To reverse more than one action at a time, click the arrow next the Undo button (Standard toolbar) and then click the actions you want to undo.]

Redo:

When you use the Undo command to reverse an action the Repeat command changes to Redo. The Redo command reverses the action of the Undo command.
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To Redo:

· Click Edit menu

· Click Redo
· Shortcut [Ctrl + Y]

[To repeat more than one action at a time, click the arrow next the Redo button (Standard toolbar) and then click the actions you want to undo.]
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To Go to Certain Page, Line, Section etc.:
· Click Edit Menu

· Click Go To

· Select Page/Line from ‘Go to what: box’

· Type Page/Line Number ‘Enter page number: box’

· Click Go To

· Click Close

· Shortcut [Ctrl + G, Type Page/Line Number, Alt + T, Esc]

***** Third Class *****
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To Find Text:

· Type Text
· Click Edit
· Click Find
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Type Find Word [which word you like to find] into ‘Find what: box’
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Click Find Next

· Click Close Button
· Shortcut [Ctrl + F or Press F5, Type Word, Enter]

To Find All Text:

· Type Text
· Click Edit
· Click Find
· Type Find Word [which word you like to find] into ‘Find what: box’

· Click or Tick Mark ‘Highlight all items found in: Check box’
· Click Find All
· Click Close Button
· Shortcut [Ctrl + F or Press F5, Type Word, Alt + T, Enter]
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To Replace Text: 
· Type Text
· Click Edit
· Click Find

· Type Find Word into [which word you like to find] ‘Find what: box’
· Type Replace Word into [which word you like to replace] ‘Replace with: box’
· Click Find Next

· Click Replace

· Click Close Button

· Shortcut [Ctrl + H, Type Find Word, Tab, Type Replace Word, Enter, Alt + R]

To Replace All Text:
· Type Text 

· Click Edit 

· Click Find

· Type Find Word into ‘Find what: box’
· Type Replace Word into ‘Replace with: box’
· Click Find Next

· Click Replace All

· Click Close Button

· Shortcut [Ctrl + H, Type Find Word, Tab, Type Replace Word, Alt + A]

To Find Text with ‘Match Case’:
· Type Text 



· Click Edit 





· Click Find





· Type Find Word into ‘Find what : box’
· Click More Button

· Click or Tick Mark ‘Match case: Check box’
· Click Find Next

· Click Close Button 

· Shortcut [Ctrl + F, Type Find Word, Alt + M, Alt + H, Enter]

To Replace Text with ‘Match Case’:
· Type Text 

· Click Edit 

· Click Find

· Type Find Word into ‘Find what: box’
· Type Replace Word into ‘Replace with: box’
· Click or Tick Mark ‘Match case: Check box’
· Click Find Next

· Click Replace

· Click Close Button

· Shortcut [Ctrl + H, Type Find Word, Tab, Type Replace Word, Alt + H, Alt + R]

To Find Text with ‘Find Whole Word Only’:
· Type Text
· Click Edit
· Click Find
· Type Find Word into ‘Find what: box’
· Click or Tick ‘Mark find whole word only: Check box’
· Click Find Next

· Click Close Button
· Shortcut [Ctrl + F, Type Find Word, Alt + Y, Enter]
To Replace Text with ‘Find Whole Word Only’:
· Type Text

· Click Edit 

· Click Find

· Type Find Word (in find what: box)

· Type Replace Word (in replace with: box)

· Click or Tick Mark Find Whole Word Only Check box

· Click Find Next

· Click Replace

· Click Close Button

· Shortcut [Ctrl + H, Type Find Word, Tab, Type Replace Word, Alt + Y, Alt + R]
[image: image40.wmf]To Normal Layout:
· Click View Menu

· Click Normal

· Shortcut [Alt, V, N]
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To Web Layout:

· Click View Menu

· Click Web Layout

· Shortcut [Alt, V, W]

To Reading Layout:

· Click View Menu

· Click Reading Layout

· Shortcut [Alt, V, R]
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To Print Layout:

· Click Print Layout

· Click View Menu

· Shortcut [Alt, V, P]

To Zoom Window:

· Click View Menu
· Click Zoom

· Then Select Choice

· Click Ok

· Shortcut [Alt, V, Z, Select Choice by Arrow Key, Enter]

To Full Screen Window:

· Click View Menu

· Click Full Screen

· Shortcut [Alt, U]

To Exit Full Screen:

· Click Close Button

· Shortcut [Esc]

To Show / Hide Task Pane:
· Click View Menu

· Click Task Pane

· Shortcut [Alt, V, K]
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To Show / Hide Toolbar: 
· Click View Menu

· Point to Toolbars

· Click Toolbar as you Choice
· Shortcut [Alt, V, T, Down/Up Arrow, Enter]
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To Make Custom Toolbar:
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Click View Menu

· Click Customize…

· Click Toolbars
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Click New…

· Type a Name into ‘Toolbar name: box’ 
· Click Ok

[You will view a toolbar on window.]

· Shortcut [Alt, V, T, C, Alt + N, Type Name, Enter]
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To Add Button to the Toolbar:

After Create a Toolbar 
· Click the Commands Tab

· Click a Category in the Categories Box [as – File, Edit]

· Drag the Command [as – New, Undo] you want from the Command Box to the Displayed Toolbar

· Click Close

· Shortcut [C, Alt + R, Down Arrow, Tab, Select Toolbar by Down Arrow, Enter, Alt + A, Select a Category in the Categories Box [as – File, Edit] by Down/Up Arrow, Tab, Select the Command [as – New, Undo] by Down/Up Arrow, Enter, Esc, Esc]
To Show / Hide Ruler:
· Click View Menu

· Click Ruler

· Shortcut [Alt, V, L]

To Thumbnails:
· Click View Menu

· Click Thumbnails

· Shortcut [Alt, V, B]

***** Fourth Class *****
Header and Footer: 
Headers and footers are areas in the top and bottom margins of each page in a document. We can insert text or graphics in headers and footers — for example, page numbers, the date, a company logo, the document's title or file name, or the author's name — that are printed at the top or bottom of each page in a document. 
To Insert Header & Footer (Auto Text):
· Click View Menu
· Click Header & Footer

· Click Insert Auto Text
· Click/Select as you Choice
· Click Switch between Header & Footer from ‘Header & Footer Toolbar’
· Click Insert Auto Text
· Click/Select as you Choice
· Click Close from ‘Header & Footer Toolbar’
· Shortcut [Alt, V, H, Alt + S, Select a Text, Page Down, Page Down, Alt + S, Select a Text, Alt + C]
To Insert Header & Footer (Custom Text):
· Click View Menu
· Click Header & Footer

· Then Type Header as you Choice
· Click Switch between Header & Footer from ‘Header & Footer Toolbar’
· Then Type Footer

· Click Close from ‘Header & Footer Toolbar’
· Shortcut [Alt, V, H, Type Header, Page Down, Page Down, Type Footer, Alt + C]
To Insert Date & Time:
· Set Cursor as you Choice

· Click Insert Menu
· Click Date & Time

· Then Select Any Formats

· Click Ok

· Shortcut [Alt, I, T, Select a Format with Down/Up Arrow, Enter]
To Insert Date & Time (Update Automatically):
· Set Cursor as you Choice

· Click Insert Menu
· Click Date & Time

· Then Select Any Formats

· Click Update Automatically

· Click Ok
Footnote and Endnote: 

Footnotes and endnotes are used in printed documents to explain, comment on, or provide references for text in a document. 
( Footnotes are used bottom of page or below text.
( Endnotes are used end of section or end of document.
To Create Footnote:
· Select Text or Word

· Click Insert Menu

· Point to Reference



· Click Footnote…

· Change Options as you Choice

· Click Insert


· Then Type Reference as you Choice
· Click Outside of Footnote
 Area
To Create Endnote:
· Select Text or Word 

· Click Insert Menu
· Point to Reference
· Click Footnote…
· Select Endnote
· Change Options as you Choice
· Click Insert
· Then Type Reference as you Choice
· Click Outside of Endnote Area
To Insert Page Numbers:
· Click Insert Menu
· Click Page Numbers…
· Select Position from ‘Position: box’
· Select Alignment from ‘Alignment: box’
· Click Format…
· Change Options as you Choice
· Click Ok

· Click Ok
To Insert Page Break:
· Set Cursor End of Text


· Click Insert Menu
· Click Break…
· Click Page Break

· Click Ok
· Shortcut [Set Cursor End of Text, Ctrl +Enter]
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To Insert Symbol:
· Set Cursor your Choice
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Click Insert

· Click Symbol

· Select any Font from ‘Font: box’
· (Wingdings, Wingdings 2, Wingdings 3)

· Select or Click any One

· Click Insert

· Click Close
To Edit Header and Footer:

· Click View Menu

· Click Header and Footer

· Then Edit Header or Footer

***** Fifth Class *****
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To Insert ClipArt:

· Click Insert menu
· Point to Picture

· [image: image51.png]Document2 - Microsoft Word
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Click Clipart  

· Click Clip Organizer...... (From Task Pane)

· Click (+) of Office Collections

· Click any Collections folder (Academic, Agriculture) 
· [image: image52.png]& Document2 - Microsoft Word
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Point to any Picture

· Click Picture ‘Drop down arrow’
· Click Copy

· Click Close Button

· Click Yes

· Set Cursor your Choice

· Click Edit

· Click Paste
Or

· Click Insert menu
· Point to Picture

· Click Clipart…
· Click Clip Organizer...... (From Task Pane)

· Click (+) of Office Collections

· Click any Collections folder (Academic, Agriculture) 

· Drag & Drop a Picture on the Page
To Insert Picture from File:

· Click Insert menu

· Point to Picture

· Click From File…

· Select Location

· Select Picture

· Click Insert

To Insert WordArt:

· Click Insert menu

· Point to Picture

· Click WordArt…

· Select any WordArt

· Click Ok

· Type your Text

· Click Ok



To Format WordArt:

· At First Insert WordArt

· Click Right button on the WordArt

· Click Format WordArt

· Then Change Options as you Choice (Color, Line & Other Options)

· Click Ok


To Edit WordArt Text:
· Select the WordArt

· Click Edit Text from ‘WordArt Toolbar’

· Delete Old Text
· Type New Text

· Click Ok

To Change WordArt Design:
· Select the WordArt

· Click WordArt Gallery from ‘WordArt Toolbar’

· Select a Design

· Click Ok

To Change WordArt Shape:

· Select the WordArt

· Click WordArt Shape from ‘WordArt Toolbar’

· Select a Shape

To Square to WordArt:
· At First Type Some Text without Enter (16 Lines)

· Set Cursor into the Middle of Paragraph 

· Insert a WordArt

· Select the WordArt 

· Click Text Wrapping from ‘WordArt Toolbar’

· Click Square
To In Front of Text to WordArt:

· At First Type a Paragraph without Enter (as – 16 Lines)

· Set Cursor into the Middle of Paragraph 

· Insert a WordArt

· Select the WordArt 

· Click Text Wrapping from ‘WordArt Toolbar’

· Click In Front of Text
To Insert Diagram:
· Click Insert Menu

· Click Diagram…

· Click Ok
· Then you will get Diagram Area

· Click ‘Click to Add Text

· And Type Diagram Text


[image: image1]
To Delete a Branch of Diagram:

· Select a Branch

· Press Delete from Keyboard

To Add a Branch:
· Select a Branch

· Click Insert Shape Arrow

· Select Any One

To Change Diagram Layout:

· Select Diagram Head / Level

· Click Layout Arrow

· Select Any One

To Change Diagram Style:

· Select the Diagram

· Click AutoFormat from ‘Organization Chart’ Toolbar

· Select a Diagram Style

· Click Apply

To Insert File:
· Click Insert Menu

· Click File…
· Select a File (MS Word File)

· Click Insert

To Insert Equation:

· Click Insert Menu
· Click Object…

· Select Microsoft Equation 3.0 from ‘Object type: box’

· Click Ok

· Then you will get Equation Editor Toolbar
· Then Insert your Necessary Equation from Equation Editor Toolbar

***** Sixth Class *****
To Insert AutoShapes:
· Click Insert Menu

· Point to Picture 
· Click AutoShapes…

· Then you will Get AutoShapes Toolbar

· Click a Category you want
· Then Click the Shape you want
· Click or Drag where you want to insert the AutoShape


To Format AutoShape:
· Right Click on the AutoShape

· Click Format AutoShape…

· Click Fill Color ‘Drop down Arrow’ & Choice a Color

· Click Line Color ‘Drop down Arrow & Choice a Color

· Then Change Options as you Choice [as – Line Style, Size etc.]
· Click Ok

To Insert Text Box: 
· Click Insert Menu

· Click Text Box
· Click the Place where you want to Insert the Text Box
· Then Type your Text

To Format Text Box:
· At First Insert Text Box

· Right Click on Text Box Border
· Click Format Text Box…
· Click Fill Color ‘Drop down Arrow’ & Choice a Color

· Click Line Color ‘Drop down Arrow & Choice a Color

· Then Change Options as you Choice [as – Line Style, Weight, Size etc.]

· Click Ok
To Change Text Direction of Text Box:
· At First Insert a Text Box

· Type Text
· Select Text Box

· Click Format Menu

· Click Text Direction…

· Select anyone as you Choice
· Click Ok

To Wrapping (Text Box, AutoShape, and Picture etc.):
· At First Type 10 or More Line without Enter
· Insert a Text Box / AutoShape / Picture

· Set the Text Box or Picture on Middle of Text
· Double Click on the Text Box Border or Picture

· Click Layout

· Select Square or as you Choice

· Select Center or as you Choice 
· Click Ok

Recognition of Bangladesh as an emerging Silicon Delta is the vision of all of us. We believe we can all bring our aspirations to fruition by pulling together, as one. With that vision held aloft, our primary objective for Bangladesh Information Technology (IT) group mail list would be to exchange ideas, share articles, present the current trends, and introduce futuristic vision directly related to the real development of the IT sector in Bangladesh. The idea is to create awareness among budding Bangladeshi entrepreneurs and IT architects. This IT forum, dedicated to the Non Resident Bangladeshi (NRB) and RB IT professionals and students, will make a difference in the years to come. IT professionals and students from all over the world are cordially invited to join this group to get an overview of the cutting edge, state-of-the–art technology and future job trends.
To Watermark (Picture Watermark):

· Click Format Menu

· Point to Background

· Click Printed Watermark…

· Select Picture Watermark
· Click Select Picture…
· Select Location

· Select Picture

· Click Insert

· [Change Options as you Choice]

· Click Ok 

To Watermark (Text Watermark):
· Click Format Menu

· Point to Background

· Click Printed Watermark…

· Select Text Watermark

· Type Text into Text Box

· [Change Options as you Choice]

· Click Ok 

To Remove Watermark:
· Click Format Manu

· Point to Background

· Click Printed Watermark…
· Select No Watermark

To Change Background Color:
· Click Format Menu

· Point to Background Color

· Select a Color

To More Background Color:

· Click Format Menu

· Point to Background Color

· Click More Colors…

· Select a Color

· Click Ok

***** Seventh Class *****

To Change Font, Style, Size, and Color:

· Type Text 
· [A Quick Brown Fox Jumps over the Lazy Dog.]

· Select the Text

· Click Format Menu

· Click Font…

· Then Change as you Choice

· (To Change Font – Select any Font

· To Change Style – Select any Style

·  To Change Size – Select any Size

· To Change Color – Select any Color

· To Change Effects – Select any Effect)

· Click Ok
Bullets and Numbering

To Insert Bullet and Number:
· Set Cursor

· Click Format menu

· Click Bullets and Numbering…

· Click Bulleted Tab (if you want Bullet)

· Click Numbered Tab (if you want Number)

· Select any One

· Click Ok 
· Then Type

· Press Enter

· Type




To Get More Bullets:

· Select Text
· Click Format Menu

· Click Bullets and Numbering…

· Click Bulleted

· Select a Bullet

· Click Customize… Button

· Click Picture or Character
· Select Anyone

· Click Ok

· Click Ok

· Click Ok

To Reset Bullet List:
· Click Format Menu
· Click Bullets and Numbering…

· Select or Click Bulleted

· Select Bullet List which is changed

· Click Reset Button
To Remove Bullet:

· Select Text which is used Bullet

· Click Format Menu
· Click Bullets and Numbering…

· Click Bulleted Tab
· Select None

· Click Ok

To Continue Previous Number:

· Click Format Menu

· Click Bullets and Numbering…

· Click Numbered Tab

· Select or Click Number List which have to continue

· Click or Select Continue previous list

· Click Ok 
Border and Shading

To Set Text Border:
· Select Text 
· Click Format Menu

· Click Border and Shading…

· Click Borders Tab
· Select Box, Shadow or 3-D
· Select Style, Color, and Width
· Select Apply to: Text
· Click Ok
To Remove Text Border:

· Select Text 
· Click Format Menu

· Click Border and Shading…

· Click Borders Tab

· Select None
· Select Apply to: Text

· Click Ok

To Set Paragraph Border:
· Select Text 
· Click Format Menu

· Click Border and Shading…

· Click Borders Tab

· Select Box, Shadow or 3-D
· Select Style, Color, and Width as you choice

· Select Apply to: Paragraph

· Click Ok
To Remove Text Border:

· Select Text 
· Click Format Menu

· Click Border and Shading…

· Click Borders Tab

· Select None

· Select Apply to: Paragraph

· Click Ok

To Set Page Border: 
· Click Format Menu

· Click Border and Shading…

· Click Page Border Tab

· Select Box, Shadow or 3-D
· Select Style, Color, and Width as you choice

· Select Apply to: Whole document

· Click Ok
To Remove Page Border:

· Select Text 
· Click Format Menu

· Click Border and Shading…

· Click Page Border Tab

· Select None

· Select Apply to: Whole document
· Click Ok

To Set Text Shading:

· Select Text 
· Click Format Menu
· Click Border and Shading

· Click Shading Tab

· Select a Color

· Select Apply to: Text

· Click Ok

To Remove Text Shading:

· Select Text 
· Click Format Menu

· Click Border and Shading

· Click Shading Tab

· Click or Select No Fill

· Select Apply to: Text

· Click Ok

To Set Paragraph Shading:

· Select Text 
· Click Format Menu

· Click Border and Shading

· Click Shading Tab

· Select a Color

· Select Apply to: Paragraph

· Click Ok

To Remove Paragraph Shading:

· Select Text 
· Click Format Menu

· Click Border and Shading

· Click Shading Tab

· Click or Select No Fill

· Select Apply to: Paragraph
· Click Ok

Newspaper Column

To Create Column:

· Click Format Manu

· Click Columns…

· Type 3 or as you wish into ‘Number of columns:’ box

· [Change Width and spacing – optional]

· Click Ok

· Then Type

· Shortcut [Alt, O, C, Set Column Number, Enter]
To Go to One Column to Another:

· Click Insert Menu

· Click Break…

· Select Column break

· Click Ok

· Then Type

· Shortcut [Ctrl + Shift + Enter or Alt, I, B, C, Enter]
To Section Break:

· Set Cursor

· Click Break…

· Select Continuous

· Click Ok

To Remove or Delete Column Break and Section Break:

· Click View Menu

· Click Normal

· Click on Column Break or Section Break

· Press Delete

· After Delete Click View Menu
· Click Print Layout

***** Eighth Class *****
Working with Paragraph Dialog box


With Paragraph dialog box we can change ‘Text Align’, Text Indent’, ‘Paragraph Space, ‘Line Space’ etc.
To Center Alignment:

· Type 2 or 3 Paragraph
· Select the Paragraphs
· Click Format Menu
· Click Paragraph

· Click Alignment ‘Drop down Arrow’

· Select Centered
· Click Ok

· Shortcut [Select Paragraph, Ctrl + E]

To Right Alignment:

· Type 2 or 3 Paragraph
· Select the Paragraphs
· Click Format Menu

· Click Paragraph

· Click Alignment ‘Drop down Arrow’

· Select Right

· Click Ok

· Shortcut [Select Paragraph, Ctrl + R]

To Left Alignment:

· Type 2 or 3 Paragraph 

· Select the Paragraphs
· Click Format Menu

· Click Paragraph

· Click Alignment ‘Drop down Arrow’

· Select Left

· Click Ok

· Shortcut [Select Paragraph, Ctrl + L]

To Left Indentation:

· Type 2 or 3 Paragraph 

· Select the Paragraphs
· Click Format Menu

· Click Paragraph

· Set or Type Indentation Left: 0.5 
· Click Ok

· Shortcut [Select Paragraph, Ctrl + M]
To Remove Left Indentation:

· Type 2 or 3 Paragraph
· Select the Paragraphs
· Click Format Menu

· Click Paragraph

· Set or Type Indentation Left: 0

· Click Ok

· Shortcut [Select Paragraph, Ctrl + Shift + M]
To Right Indentation:

· Type 2 or 3 Paragraph
· Select the Paragraphs
· Click Format Menu

· Click Paragraph

· Set or Type Indentation Right: 0.5 

· Click Ok

To Remove Right Indentation:

· Type 2 or 3 Paragraph
· Select the Paragraphs
· Click Format Menu

· Click Paragraph

· Set or Type Indentation Right: 0 

· Click Ok

To Set First Line Indentation:

· Type 2 or 3 Paragraph
· Select the Paragraphs
· Click Format Menu

· Click Paragraph

· Click Special ‘Drop down Arrow’
· Select First Line

· Click Ok

To Remove First Line Indentation:

· Type 2 or 3 Paragraph
· Select the Paragraphs
· Click Format Menu

· Click Paragraph

· Click Special ‘Drop down Arrow’

· Select None

· Click Ok

To Set Hanging Indentation:

· Type 2 or 3 Paragraph
· Select the Paragraphs
· Click Format Menu

· Click Paragraphs
· Click Special ‘Drop down Arrow’

· Select Hanging

· Click Ok

· Shortcut [Select Paragraph, Ctrl + T]

To Remove Hanging Indentation:

· Type 2 or 3 Paragraph
· Select the Paragraphs
· Click Format Menu

· Click Paragraph

· Click Special ‘Drop down Arrow’

· Select None

· Click Ok

· Shortcut [Select Paragraph, Ctrl + Shift + T]

To Paragraph Spacing [Before or After]:

· Type 2 or 3 Paragraph
· Select the Paragraphs
· Click Format Menu

· Click Paragraph

· Set or Type Spacing Before: 6 pt or as you choice
· Click Ok

· Shortcut [Select Paragraph, Ctrl + 0 for Before: 12 pt]
To Remove Paragraph Spacing [Before or After]:

· Type 2 or 3 Paragraph
· Select the Paragraphs
· Click Format Menu

· Click Paragraph

· Set or Type Spacing Before: 0 pt or as you choice

· Click Ok

· Shortcut [Select Paragraph, Ctrl + 0]
To Set Line Spacing:

· Type 2 or 3 Paragraph
· Select the Paragraphs
· Click Format Menu

· Click Paragraph

· Click Line Spacing ‘Drop down Arrow’

· Select 1.5 lines or as you choice  

· Click Ok

· Shortcut [Select Paragraph, Ctrl + 5 for 1.5 line, Ctrl + 2 for Double]
To Remove Line Spacing:

· Type 2 or 3 Paragraph
· Select the Paragraphs
· Click Format Menu

· Click Paragraph

· Click Line Spacing ‘Drop down Arrow’

· Select Single  

· Click Ok

· Shortcut [Select Paragraph, Ctrl + 1 for Single]

Drop Cap


Drop Cap is used to a large dropped initial capital letter.

To Drop Cap:
· Type 5 Lines or More
· Select First Character of Paragraph

· Click Format Menu
· Click Drop Cap

· Select Dropped or In margin
· [Change other options as you choice or not]

· Click Ok
To Drop Cap:

· Type 5 Lines or More

· Select First Word of Paragraph

· Click Format Menu

· Click Drop Cap

· Select Dropped or In margin

· [Change other options as you choice or not]

· Click Ok

To Change Text Direction of Drop Cap:

· After Apply Drop Cap

· Click Format Menu

· Click Text Direction

· Select a Orientation
· Click Ok

Change Case


Change Case option is used to change of case. With Change Case option we can change Upper Case to Lower Case, Lower Case to Upper Case, Sentence Case to Title Case, and Title Case to Upper Case etc. 
To Change Case:

· Select Text

· Click Format Menu
· Click Change Case
· Select as you choice [Upper Case / Title Case]

· Click Ok

· Shortcut [Select Text, Shift + F3]
About AutoCorrect Options
To automatically detect and correct typos, misspelled words, and incorrect capitalization, you can use AutoCorrect. 
For example, if you type teh plus a space, then AutoCorrect replaces what you have typed with "the." Or if you type This is theh ouse plus a space, AutoCorrect replaces what you have typed with "This is the house."

You can also use AutoCorrect to quickly insert symbols that are included in the built-in list of AutoCorrect entries. For example, type (c) to insert ©.

If the list of built-in entries doesn't contain the corrections that you want, you can add entries.

Note: Text included in hyperlinks is not automatically corrected.


To AutoCorrect Option (1):

· Click Tools Menu

· Click AutoCorrect Options …

· Type ‘th’ into Replace: box
· Type ‘the’ into With: box

· Click Add

· Click Ok

· Then type ‘th’ and plus a Space

To AutoCorrect Options (2):

· Click Tools Menu

· Click AutoCorrect Options …

· Type ‘te’ into Replace: box

· Type ‘the’ into With: box

· Click Add

· Click Ok

· Then type ‘te’ and plus a Space

To AutoCorrect Options (3):

· Click Tools Menu

· Click AutoCorrect Options …

· Type ‘bcl’ into Replace: box

· Type ‘Bhuiyan Computers Limited’ into With: box

· Click Add

· Click Ok

· Then type ‘bcl’ and plus a Space

About Automatic Formatting
By using AutoFormat, you can quickly apply formatting such as headings, bulleted and numbered lists, borders, numbers, symbols, and fractions to your text. Microsoft Word can also:

· Automatically format Internet, network, and e-mail addresses as hyperlinks. 

· Apply bold or italic character formatting to text surrounded by asterisks (*) or underscores (_). 

· Replace two hyphens (--) with an em dash (— ). 

You can automatically format a document either as you type or after you've written it. In both cases, you can control which automatic changes Word makes. You can also turn off automatic formatting.

Word analyzes each paragraph to see how it's used in the document— for example, as a heading or as an item in a numbered list— and then applies a style that's appropriate for that item.


Formatting as you type
:
When you set options on the AutoFormat As You Type tab (Tools menu, AutoCorrect Options command), Word can automatically format text as you're typing your document. For example, if you type a number followed by a period or hyphen, followed by a space or tab, followed by text, Word makes the text a numbered list. 

When Word applies automatic formatting, you can use the AutoCorrect Options button [image: image3]to undo the action or change AutoFormat settings. Depending on the situation, the entire button may appear or the button may first appear as a small, blue box that changes to a button icon when you point to it.


Formatting after you type
:
When you use the AutoFormat dialog box (Format menu, AutoFormat command), Word can format text in one pass, enabling you to review all the changes Word makes and accept or reject each one. 

Notes
· In addition to using AutoFormat, you can use the Styles and Formatting task pane to help format your document quickly. 

· The AutoCorrect Options button [image: image5]is not available when you run AutoFormat after you type. You can, however, review AutoFormat results and determine whether or not to accept a change. 
Automatic formatting results
This topic describes how Microsoft Word automatically formats various elements in your document.

Quotation marks 

Changes straight quotation marks (' and ") to smart (curly) quotes (  and  ).

En dash ( – ) 

Changes text, a space, one or more hyphens ( - ), one or no spaces, and more text, such as pages 3 - 10, to text with an en-dash, such as pages 3–10. 

Em dash (— ) 
Changes two hyphens immediately preceded by text, such as "pines--ponderosa, for example--grow" to text and an em-dash (— ), such as "pines— ponderosa, for example— grow." 

Bold formatting 

Applies bold formatting to text that's surrounded by asterisks (*): 

Example: *solar system* becomes solar system
This option is on by default only when using Word as your e-mail editor. 

You can customize the format result of bold text— for example, make it larger and bold— by changing the Strong character styles that Word applies.

Italic formatting 

Applies italic formatting to text that's surrounded by underlines ( _ ): 

Example: _solar system_ becomes solar system
This option is on by default only when using Word as your e-mail editor. 

You can customize the format result of italic text— for example, make it larger and italic— by changing the Emphasis character styles that Word applies.

Hyperlinks 

An Internet, network, or e-mail address becomes a hyperlink. 

Example: http://example.microsoft.com/ 

Borders 

Applies a border above a paragraph as you type three or more of the following characters: 

· Hyphens or underscores for a single line

· Equal signs for a double line 

· Asterisks for a dotted line 

· Tildes (~) for a single wavy line 

· Number signs (#) for a decorative line 

Note:  Automatic borders can only be applied as you type (AutoFormat As You Type tab).

Numbered lists 

Applies numbered list formatting when you type a number followed by a period, hyphen, closing parenthesis, or greater-than sign (>), and then a space or tab and text. 

Note:  To end the list, press ENTER twice.

Bulleted lists 

Applies bullets to any of the following that occur before a space or tab and text: 

· An asterisk

· One or two hyphens

· A greater-than sign (>)

· An arrow created with a greater-than sign and a hyphen or equal sign (-> or =>)

Note:  To end the list, press ENTER twice.

Lists with decorative bullets 

Applies decorative bullets— where the symbol or picture is followed by two or more spaces and then text. 

The symbols must be inserted with the Symbol command (Insert menu), or an inline picture (must be within 1.5 times the height of the line). 

Lead-in lists 

Repeats the same formatting to the lead-in text of the next list item when you type a bullet, asterisk, or similar character, followed by a space, followed by bold, italic, or underlined text, followed by a period, colon, hyphen, em dash, question mark, exclamation point, or similar character, and then a space or tab, and then plain text. 

· Paul: Catch the ball. 

· George: I refuse! 

Note: Lead-in lists can only be applied as you type (AutoFormat As You Type tab).

Ordinal numbers 

Formats an ordinal number with superscript text; for example, 1st becomes. 

Fractions 

Formats a fraction as a single character; for example, 1/4, 1/2, or 3/4 becomes ¼, ½, or ¾. 

Tables 

Inserts a table when you type a plus sign, a series of hyphens, another plus sign, and so on (ending the series with a plus sign), and then press ENTER: 

+---+----------+----------------+

Note: Tables can only be applied as you type (AutoFormat As You Type tab).

***** Ninth Class *****
Check spelling and grammar

Some of the content in this topic may not be applicable to some languages.

By default, Microsoft Word checks spelling and grammar automatically as you type, using wavy red underlines to indicate possible spelling problems and wavy green underlines to indicate possible grammatical problems.

You can also check spelling and grammar all at once.
Check Spelling and Grammar automatically as you type: 

· Make sure automatic spelling and grammar checking are turned on. 

How?
1. On the Tools menu, click Options, and then click the Spelling & Grammar tab. 

2. Select the Check spelling as you type and Check grammar as you type check boxes. 

· Type in the document. 

· Right-click a word with a wavy red or green underline, and then select the command or the spelling alternative you want. 

Ignore Once: ‘Ignore Once’ command is used to avoid or ignore a wrong word at the time of check spelling.

Ignore All: ‘Ignore All’ command is used to avoid or ignore more than one same wrong word at a time at the time of check spelling.

Add to Dictionary: ‘Add to Dictionary’ command is used to add unknown word into dictionary.
Change: ‘Change’ command used to change wrong word with the alternative word at the time of check spelling.

Change All: ‘Change All’ command is used to change more than one same wrong word at a time at the time of check spelling.

AutoCorrect: ‘AutoCorrect’ command is to used automatically correct to a wrong word.
About tables

A table is made up of rows and columns of cells that you can fill with text and graphics. Tables are often used to organize and present information. You can also use tables to create interesting page layouts, or to create text, graphics and nested tables (nested table: a table inserted within a table cell) on a Web page.

To Insert Table:

· Set Cursor on the Page

· Click Table Menu

· Point to Insert
· Click Table

· Set ‘Number of Columns’ and ‘Number of Rows’ as you choice

· Click Ok

To Insert Column:

· Select or Set Cursor into a Column

· Click Table Menu

· Point to Insert 

· Click ‘Column to the Left’ or ‘Column tot the Right’

To Insert Row:

· Select or Set Cursor into a Row

· Click Table Menu

· Point to Insert 

· Click ‘Rows Above’ or ‘Rows Below’

To Insert Cell:

· Select or Set Cursor into a Cell

· Click Table Menu

· Point to Insert 

· Click ‘Cell’

· Select as you Choice

· Click Ok

To Select Table:

· Set Cursor into any Table Cell

· Click Table Menu

· Point to Select

· Click Table

To Select Column:

· Set Cursor into the Column

· Click Table Menu

· Point to Select

· Click Column

To Select Row:

· Set Cursor into the Row

· Click Table Menu

· Point to Select

· Click Row

To Select Cell:

· Set Cursor into the Cell

· Click Table Menu

· Point to Select

· Click Cell

To Delete Cell:

· Set Cursor into the Cell

· Click Table Menu

· Point to Delete

· Click Cell

· Select as you Choice

· Click Ok

To Delete Column:

· Set Cursor into the Column

· Click Table Menu

· Point to Delete

· Click Column

To Delete Row:

· Set Cursor into the Row

· Click Table Menu

· Point to Delete

· Click Row

To Delete Table:

· Set Cursor into any Cell

· Click Table Menu

· Point to Delete

· Click Table

To Marge Cells:

· Select Two or More Cells

· Click Table Menu

· Click Marge Cells
To Split Cells:

· Click in the Cell which you want to Split
· Click Table Menu

· Click Split Cells…
· Set Row and Column

· Click Ok

To Split Table:

· Click in the Table Cell where you want to Split
· Click Table Menu

· Click Split Table

To Auto Format Table:

· Select the Table

· Click Table Menu

· Click Table AutoFormat…

· Select a Format

· Click Apply
To AutoFit Table:

· Select Table

· Click Table Menu

· Point to AutoFit
· Click as you Choice

To Convert Table to Text:
· Select Table

· Click Table Menu

· Point to Convert

· Click Table to Text

· Select Options as you Choice

· Click Ok

To Convert Text to Table

· Select Text

· Click Table Menu

· Point to Convert

· Click Text to Table
· Select Options as you Choice

· Click Ok

To Sort Column:

· Select Column

· Click Table Menu

· Click Sort…
· Change Options as you Choice

[Select Column Name, Select Ascending or Descending]

· Click Ok

To Use Formula:

· Insert a Table (Column: 2 and Row: 7)

· Type First Field Name – ‘Employee Name’

· Type Second Field Name – ‘Employee Salary’
· Then Fill up 5 Record for ‘Employee Name & Salary’
· After that Set your Cursor below Cell of ‘Employee Salary’

· Click Table Menu

· Click Formula

· Click Ok
To Change Table Properties:
· Select Table, Column, Row or Cell

· Click Table Menu
· Click Properties

· Change Properties as you choice

· Click Ok

To Set Heading Rows Repeat:

When you work with a very long table, it must be divided where a page break occurs. You can make adjustments to the table to make sure than the information appears as you want it to when the table spans multiple pages.

Repeated table headings are visible only in print layout view or when you print the document.

1. Select the heading row or rows. The selection must include the first row of the table. 

2. On the Table menu, click Heading Rows Repeat. 

Note: Microsoft Word automatically repeats table headings on new pages that result from automatic page breaks. Word does not repeat a heading if you insert a manual page break within a table.

***** Tenth Class *****
Enjoy with Mail Merge Wizard
Mail Merge:


Use the Mail Merge task pane to create form letters, mailing 

labels, envelopes, directories, and mass e-mail and fax distributions.
To Create Mail Merge:

· Create a New Document

· Click Tools Menu

· Point to Letters and Mailings

· Click Mail Merge…

· Click ‘Next: Starting document’ from ‘Task Pane’
· Click ‘Next: Select Recipients’ from ‘Task Pane’
· Select ‘Type a New List’ from ‘Task Pane’
· Click ‘Create…’ from ‘Task Pane'
· Click Customize… Button

· We have to delete fields to create our own fields. If you don’t change fields name so don’t click customize… button. 
· Click Delete [Field name ‘Title’ is selected]
· Click Yes
· Click Delete

· Click Yes

· Apply the Process until Delete All Fields

· After Delete All Fields…
· Click Add… Button

· Type – ‘Title’ as Field Name
· Click Ok 

· Type – ‘Name’ as Field Name

· Click Ok

· Type – ‘Company Name’ as Field Name

· Click Ok

· Type – ‘Address’ as Field Name
· Click Ok

· Type – ‘City’ as Field Name

· Click Ok

· Type – ‘District’ as Field Name
· Click Ok

· You can add any different Field Name  

· Click Ok
· Fill up First Form 

· Click New Entry… Button

· Again Fill up Second Form

· Apply the Process up to Fill up Five Form or More.
· Click Close… Button

· Type File Name

· Click Save

· Click ‘Insert Merge Fields’ Button from Mail Merge Toolbar
· Click Insert from the Dialog box [Title Field is Selected]
· Select Name Field
· Click Insert

· Click Company Name Field

· Click Insert

· Apply the Process until add all fields

· Close the Dialog box or Form
· Break the Fields

· Set Cursor under the Fields
· Click ‘Next: Type your letter’ from ‘Task Pane’
· Then Type your Letter

· Click ‘Next: Preview your letters’ from ‘Task Pane’
· Click ‘Next: Complete the merge’ from ‘Task Pane’
· Click ‘Edit individual letters’ from ‘Task Pane’

· Click Ok for All Merge Records

· Then View your Mail Merge Document 


Enjoy with Letter Wizard
Letter Wizard:

You can create different type of letter format easily by Letter Wizard.

To Letter Wizard:

· Create a New Document

· Click Tools Menu
· Point to Letters and Mailings
· Click Letter Wizard

· ON Check Mark of Data line:

· Choose a page design:

· Choose a letter style: 
· Click Recipient Info Tab
· Type Recipient’s name:
· Delivery address

· Select Formal

· Click Other Elements Tab

· Select Subject

· Click Sender Info Tab

· Type Sender name:

· Type Return Address:

· Select Complimentary closing:
· Type Job title:

· Type Company:
· Type Writer/typist initials:

· Select Enclosures: or Not

· Click Ok 


***** Tenth Class *****
To Page Setup:

· Click File Menu

· Click Page Setup…

· Change Margins as you choice

· Select Orientation as you choice

· Click Paper Tab

· Select Paper Size as you choice

· Click Ok
To Default Peg Setup:

· Click File Menu
· Change Page Setup

· Click Default..

· Click Yes



To Print Document:

· Click File Menu

· Click Print 
To Print all Pages in Range
· Select Page range: All
· Select Print: All pages in range

· Click Ok

To Print all Odd Pages

· Select Page range: All
· Select Print: Odd pages

· Click Ok

To Print all Even Pages

· Select Page range: All

· Select Print: Even pages

· Click Ok
To Print Current Page
· Select Page range: Current page
· Click Ok

To Print Pages
· Select Pages

· Type Page Number into ‘Pages: box’

· Click Ok

· To Print Ok
To Print 5 Copies of Current Page

· Select Current Page
· Set Number of copies: 5

· Click Ok


Save: Saves the active files with its current file name, location and file format.
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Save as: Saves the active file with a different file name, location or file format. We can also use this command to save a file with a password or to protect a file so that others cannot change its contents.





Save as Web page: Saves the file in HTML format (a Web page) so that it can be viewed in a web browser and sets other options such as the Web page title and location where the file will be saved





Print preview: Shows how a file will look when we print it.





Find: Searches for the specified text or formatting.





Replace: Searches for and replaces the specified text and formatting.





Go To: In Microsoft Word moves the insertion point to the item you want to go to. You can move to a page number, comment, footnote, bookmark or other location.





Normal: Switches to normal view, which is the default document view for most word-processing tasks, such as typing, editing and formatting.





Web Layout: Switches the active document to Web layout view, which is an editing view that displays your document as it will appear in a Web browser.





Print Layout: Switches the active document to print layout view, which is an editing view that displays your document as it will print. Print layout view uses more system memory, so scrolling may be slower, especially if your document contains many pictures or complex formatting.





Toolbar: A bar with buttons and options that you use to carry out commands. If a Toolbar (as – Formatting) is marked that means it is showed on window, if you click marked Toolbar then it will be hide.
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To Get WordArt Toolbar:


    [If Toolbar is Hidden]


Click View menu


Point to Toolbars


Click WordArt 





You can move WordArt with ‘Drag’ after In Front of Text.
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To Get More Bullets:


Click Customize… Button





Background Color is used for Web Layout not for Print Layout or Normal Layout.








Information Technology





To add a Circle or a Square, click Oval         or Rectangle        on the Drawing Toolbar.
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