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How to open MS-Word?

jr ]
Step 1: Press Ll/[»J + R

Step 2:
P I Run >

= Typethe name of a program, folder, document, or Internet
resource, and Windows will cpen it for you,

[

Open: | WinWord v

/ Cancel Browse...

Write here WinWord

then press Enter from keyboard
—
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Miﬂlﬂsott Word Interface

Window Controls
Title Bar
Office Button Rlbbon Tabs ’

} |
T
@_ ___________________ Becuments M|crosof‘tWord/ L— _|:|_ _)(_ 1
As:.g
W |
= | Home | Insert Page Layout References Mailings Review View De\reluperl

4 Cut

! ibri el o 1= . i . .= aE|A
I =5 Cony Calibri (Body) n A |._ iz AT [EE | |AaBchD(| AaBbCeDe AaBbCi AaBbCc AaB 4aBbCc. -
1 TNormal | TMoSpaci.. Heading1 Heading 2 Title Subtitle g;il‘ﬂge
&5
W cmens _ 6L _ e _ 5 _Pmem_ _ _ 8 _ s ¥ 5 J

View Buttons

Document Information
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How to save a document in MS-Word?

Step 1: click on Office button as shown in the picture.

Save f the d t
Mew a copy of [ocumen
Il:" Word Document
Save the document in the default file
Open format.

E;‘ Word Template

Save the document as a template that can
be used to format future documents.

= @ Word 97-2003 Document
H Save As | b Save a copy of the document that is fully
[+

Save

compatible with Word 97-2003,

Print » PDF or XPs
- g Publish a copy of the document as a PDF or
XPS file,

Step 2: Then go to Save As then click on Word Document

Step 3: @_] Save As b4
« « A [ » ThisPC » Documents v D Search Documents yel
Organize v Mew folder = - 0
S
& ) ~
@ OneDrive Narne ) ) _ T:.pe
] Adebe PageMaker is a discontinued desk... Micras
[ This PC 159] B0 DATA Micros
[ Desktop E"‘_] COMPUTER.CAMPUS Micros
[ Documents i) Decimal Tab 2 Micros
i8] Decimal Tab Micras
<& Downloads
. E"‘_] DEEP MALLICK Micros
b Music E"‘_] FORMAT For Submissin of Information Micros
=] Pictures @_] Format for submission of information for... Micros
B videos ] India 22, Micros ¥
FILFS 71 S H . .
Finally, click on
File name: | STANDARD FORM -
here to save the
Save as type: | Word Document
Authors: Windows User Tags: Add atag document
[ Save Thumbnail
. Hide Folders Tools ~ Cancel

First, write here any name

you like
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How to open an existing document?

Step1: Click on Office button and then click on Open as shown in the picture.

/ Bpen

Step2: Now select the document you like to open

Organize -

=

&1 Open

4 |"::'| » This PC » Dofuments »

tf'] Documents

Pictures

Final

Kundan Bhowm
Screenshots

test html

[iw Microsoft Office ¥
@ Onelrive

= Thiz PC
[ Desktop

tf'] Documents

o SR [P

Ll

W

Mew folder

<

MName

My Data SoNrces

&) abhay creation

&1] Adobe PageMaker is a discontinued desk...

1] BIO DATA

&1 COMPUTER.CAMPUS

1] Decimal Tab 2
1] Decimal Tab

£ DEEP MALLICK
1] FORMAT For Submissin of Information

1] Format for submission of information for...

1] India

&) STANDARD FORM

File names: | BIO DATA

Search Documents

== w

Date modified

neonA- 3071 n7-ne
08-04-2021 07:05 ...

21-09-2021 05:46 ...
g

-
I

R e T e h o
10-12-202 a

21-04-2021 11:12 ...

i | All Word Documents

Tools

-

P

QeI+

(LR s

o
o @

Type

File fol
Micros
Micros
Micros
Micros
Micros

Micros

9.. Micros

Micros
Micros
Micros
Micros w
>

Cancel

Ll

Click here
to open
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Page Setup

Page Orientation

There are two Page Orientation in MS-word; Portrait and Landscape. To select whatever
orientation you like follow the step. Remember Portrait is the default page orientation in MS-
Word.

Step: Page Layout = Orientation—> Portrait/Landscape.

Insert FPage Layout

J _'y Orientation '|P,=::|' B

L
Jins _.| Paortrait
. = H

= Landscape

Click on either Portrait or
Landscape

Size

MS- Word provides various page size formats. To use them, follow the steps.

Insert Page Layout Refereg|
I Orientation ~ ¥=, Breaks

13 Size - £ Line Nun|
argins
Letter i

_J 8.5 x 117
E
Tabloid l
17 %17 3
1

|

Legal
_J B.5" x 14"

Statement
55" X85

You may choose any of the Page size
(Letter, Tabloid, Legal, etc.). I’'m going
to choose Legal paper size

Executive
7.25"x 1057

A3
11.69" x 16.54°

A4
827" x 11.697

A5
5.83"x 8.27"

[

B4 (JI5)
10,127 x 14,35

B5 (JI5)
FAT x 1002

Maore Paper Sizes...
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Margins

Step: Page Layout - Margins

me Insert Page Layout References
Py Orientation = *= Breaks ~
[ Size - £ Line Numbers -
Margins| __ a
- =E Columns = be Hyphenation =
Last Custom Setting I
P Top: 0.75 Bottom: 1° m
Il left: 1" Right: 1"
= | | |
Mormal |
Top: 1 Bottom: 1° o
Left: il Right: 1 ~
L |
Marrow s
Top: 0.5" Bottom: 0.5 |
Left: 0.5 Right: 0.5 [
Moderate
Top: 1" Bottom: 1°
Left: 0.75° Right: 0.75% I
Wide
Top: 1 Bottom: 1°
Left: 2 Right: 2"
L
Mirrored
Top: 1 Bottom: 1° =
Inside:  1.25° Cutside: 1° -
Office 2003 Default
Top: T Bottom: 1°
Left: 1.25° Right: 1.25%
Custom Margins...

You may choose any of them.

I’m going to choose Wide

Margins. To do so, click on it.

Try the others as well.

These are some pre
formatted margins in MS-
Word. To give margin
setting as per your need,
you many click n Custom
Margins.
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Font

Bold Text
Step1l: Select any text

Step 2: Now under Home tab, click on B

Italic Text

Step 1: Select any text

Step 2: Now under Home tab, click on /

Underline Text

Step 1: Select any text

Step 2: Now under Home tab, click on U

_EE’J Insert

-+ Calibri [Body) 111 - A a7
==

FPage Layout Referenc

Paste j—ﬁ B | J U ~abe » > Aa-|/3*~ 4
Clipboard ™ Font
) - 3§ ] 0~ AS- o =

Document Recd Bold (Crl<B) -

Word has recowt  pigke the selected text bold.
files. Sawve the ; I .I

keep.

.-"-_--\.
i +% .
_./ll Insert

Page Layout References
J - Calibri [Body) 14 - | A ﬁ'||£ﬂ,
S=1
Paste 2 ||B 2T - abe 3, ° Aa-||%” - A -|
Clipboard ™ Faont F]

-0 T = I

Italic (Ctrl+1) 1

Italicize the selected text.

l

(0

=~

Insert Page Layout References
J - Calibri [Body) ~|14 | A ﬁ'.|iﬂ,
==

Paste j |B I U - ahe x x Aa-| 307 - &"’I
Clipboard = Font P
el AT~ 2= A =

Underline {Ctrl+ L)

. Underline the selected text.

| »
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Insert Page Layout References Mailing

Calibri (Body) - |12 v”ﬁ[u;[] 3=~
[Bl[ u Uh|x,|x'|Aa*”aV*|ﬁ'l IE'E

Font F]

Strikethrough

Step 1: Select any text

Step 2: Now under Home tab, click on abe —

Strikethrough

Draw a line through the middle of
the selected text.

Superscript

Step 1: Here | have typed 52
and | select 2 using

mouse.

Step 2: Now under Home tab, click on X?

[

Page Layout References Mailings Rel

Calibri (Body) - |14 -|[,{|[] i~ = - '3

EE]
mftf 7 [n.:.g v ahe X, X° Aa*”aE?TIA"] EE.E.E
Clipboard = Font F} Paral

Superscript (Ctrl+5Shift++)

Create small letters above the line
of text.

To create a footnote, click Insert
Footnote on the References tab.

1

52

(Result)
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Subscript

Step 1:

Here | have typed
H20 and | select 2

H20

using mouse.

Step 2: Now under Home tab, click on X,

Insert

J Calibri (Body)
_.Ié
Clipboard =

5] e

—

Paste e B & U - abe x, | xX° hv..a'j,?v&v. =

-0 0 T- A

Page Layout References Mailings

MY SN | -l I ESRaE S

Font ]

H20

P
| Subscript (Ctrl+=)
Create small letters below the text
|I::uase|ir1e. g.l.

(Result)
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Change case

Step 1: Select a text

Step 2: Click on Home tab and then click on Aa now choose any of the list item as per your need.

l

Insert Page Layout eferences kailings
j ' calibri (Body) 14 <[ A AT|[E] |2 =
=l
Faste ¥ B 7 U - abe x, g*ﬁaua'}?v&ﬂ = = =
Clipboard M= Font v Sentence case.
) - 1 _’I T - Ev lﬂ 3 lowercase
E 10 00 ] UPPERCASE
i
Capitalize Each Word
1OGGLE cASE
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Font Color

Step 1: Select a text

Step 2: Click on Home tab and then click on A now choose any color you want.

Document? - Microsoft W

BRI

-

Insert Page Layout References Mailings Review View
B Calibri (Body) e A A'I|”/| i= - = - 5| |[EE |44 T {
Poste 5 B I U - abe x. X Aa'llal’-?'ﬁ'l == = =5/i=|&-
Clipboard ™ Font B Automatic [ )
Theme Colors

(o]

—

Standard Colors
HE EEEEN

+%  Mare Colars...

Grow Font

Step 1: Select a text.

Step 2: Click on Home tab and then clicking on A to grow the size of selected font.

/

I.f" o Document2

Insert Page Layout References Mailings Review ig

= Calibri (Body) 14 - |ATA | 3= - = - | |EE -1-_—||

Paste  |[B 7 U - she x, X' Aa-uai’?'&-l == ==5(i=&
Clipboard ™ Font F Paragraph

ER' R A

>

o

Lo ! | Grow Font (Ctrl+=)

Increase the font size.

-

—

11
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Shrink Font
Step 1: Select a text.

Step 2: Click on Home tab and then clicking on A to shrink the size of selected font.

Insert Page Layout References Mailin
= Calibri (Body) -8 -||A A& =
=
Paste 5 B 1 U ~abe x, X Aa~||% - A~ |E|Z
Clipboard M= Font ]
90 ) TM-A- 4 s
[]|" g B 2 !
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Clear Formatting

Step 1: Write any text with formatting. An example is given below.

I love India.

Step 2: Select the above text. and do as follows.

Go to Home Tab and then click here

P m—

AN

Calibri [Body)

* |11

@ Insert Page Layout RefereNges Mailings Review

- |

Change Font

Step 1: Select the text.

Step 2: Go to Home Tab and then click here
N

Paste -
-

Clipboard ™=

-

L

— 2,
I_-‘J i libri

-8 37

Insert

Page N References

-

Maili

14 - | AD a7 ||=EL] |E=

Theme Fonts
Cambria
Calibri
Miangal
Miangal

H Werdana

T Arial

Recently Used Fonts

Hr Monotype Cormiva

(Headings)
(Bady)

- AaBbCcDi|| A
=
¥ /B I U-aex X Aa|W-A-|EEZ=ZE|=|S- E-| | TNomal |11
ard Font P Faragraph ]
B AONM-£2 4+
1'5: Clear Formatting A :
PE | Clear all the formatting from the
_J)' H f:gdmnr leaving only the plain b areries Mailini
=1 & @) =
J " | (@) Press F1 for more help. WIS
-3
Pim ok s . - e skw — |
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Step 3: A list of fonts will be shown. To choose any one from them click on it. Here | have
selected “ Arial”.

Change Font Size

Step 1: Select the text.

Step 2: Go to Home Tab and then click here

j - Calibri (Body) 14 |=

==l
Faste f B I U - abe x, g
Clipboard M Font | 10
h!j - u j Ttv Ev H = 11
(L] 10 14 H

Lid
&
i

e |
. Pl
1

Step 2: Now select the size by clicking on any of them.
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Text highlight Color

If you want to give highlighting color to your text, this option is used.

Step 1: Select any text.

Step 2: Go to Home Tab and then click on

= PAS-
2 i
Insert Page Layout References Mailings R
j - Calibri [(Body) 14 - & ﬁ"|£ib| [:= = ;E -5
SH=]
Paste g |B Z U- abe %, 3 Aa~||BH A - |[E = =

Clipboard T« Font .

9- 0 ) - AR -

[u] TR

Mo Color

Step 3: Now you need to select color. Here | have selected yellow.
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Clipboard

Copy

This is used when you want to copy a text or an object.
Step 1: Select some texts.

Step 2: In Home tab, click on here to copy the selected text.

A

i

,

4]

Insert Page Layout

Calibri (Body) 114 -
F'ﬂftE ¥ (B I U -~ abe x, x Aa~
Clipboard ™ Font
9.0 0 - s

(L] Copy (Ctrl+C)

Copy the selection and put it on
the Clipboard.

Cut

Step 1: Select some texts.

Step 2: In Home tab, click on here to cut the selected text. Remember: Cut removes

P —— the selected data from
| sz
- Insert Page Layout its original position while

copy creates a duplicate

L

I_-‘J o5 Calibri (Body) 14 o o
EE) of the original content.
Paste f B I T - abe x, x* As

Clipboard ™= Font
- 5 ) T~ AS- o =

El | Cut (Crl+X)

Cut the selection from the
document and put it on the
Clipboard.
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Paste
It is used to paste the text either coppied or cut.

Step 1: In Home tab, click on here to paste the coppied or cut text.

Insert Page Layq

j - Calibri [Body) -
S[=
Paste j B I U ~ abe 3
Clipboard ™= Font
9-6 T2 4 -

Paste (Cirl+V)

Paste the contents of the
Clipboard.

Format Painter

Format Painter copies the format of one text or objects which can be used to apply with other texts or
objects.

Stepl: Select the text whose format you want to copy.

—
Insert Page Layout R
11

. Calibri (Bodyj - -
_ |
Faste ¥ B &£ U ~ abe ™, M Aa~|

Step: 2:

Clipboard ™ Font
o) - ] T - 25- | =

Format Painter (Ctrl+5hift+C)

Copy formatting from one place
and apply it to another.

Double-click this button to apply
the same formatting to multiple
places in the document.

&) Press F1 for more help.

- 1
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Step 3: Now apply it on the texts you want by clicking the right button of mouse near the text and select

the text using mouse and remove it.

Paragraph

Text Alignment

There are four Text Alignment in MS- Word.

>

Y V VYV

Align Left: It aligns the text to the left.

Align Right: It aligns the text to the right.

Align Center: It aligns the text to the center.

Align Justify: It aligns text to both left and right margins, adding extra space between words as
necessary.

Remember: Left Alignment is the default alignment in MS-Word.

Step 1: Select a paragraph.

Step 2: Now click on any of the Text Alignment option to get result.

v

v ¥

\ 4
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Line Spacing

Line Spacing is used to increase or decrease the spaces between texts.

Step 1. Select the paragraph.
Step 2. Click on Home Tab

You can choose
any Line Spacing
option.

Now click here and
select Line Spacing
Options

Home @ Page Layout References Mailings

] i - e | e | P e
. Calibri (Body) n AN E-E-E AaBbCcDe | AaBbCcDe AaBbCi AaBhCc
F 7 |B I U ~abe x, % Aa~||~ é‘l == TMormal |7 Mo Spac.,/ Heading1  Heading 2
ard M= Font IFi Styles
B 3 TC-AS- g s v || 115
1.5
1 0 | 1 | 2 1 “ s 1 3 oy
2.5
3.0
o : Line Spacing Options... .
Onthe Inserttab, the galleries include ite with the overall look of
¥
your document. You can use these galler] =  #dd Space Before Paragraph lists, cover pages, and
otherdocument building blocks. Wheny( # = Remove Space After Paragraph s, they also coordinate
with your current document look.
You can easily change the formatting of selected textin the document text by choosing a look for the

selected text from the Quick Styles gallery on the Home tab. You can also formattext directly by using
the other controls on the Home tab. Most controls offera choice of using the look from the current

theme orusing a format that you specify directly.

To change the overalllook of your document, choose new Theme elements on the Page Layouttab. To
change the looks available in the Quick Style gallery, use the Change Current Quick Style Set command.
Both the Themes gallery and the Quick Styles gallery provide reset commands so that you can always
restore the look of your document to the original contained in your current template.
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Sort

It is used to arrange text in (A-Z) or (Z-A) order or arrange numbers in asending or decending

order.
Step 1. Select the following texts using mouse.
Prakash
Bijit
Sujit
Arun
Zabed
Step 2. Click in the Home Tab. Then, Click here
(D) MS- word Notes 2022 - Mfcrosoft Word
. - Insert Page Layout References Mailings Review View
_3 z Calibri (Body) T -] EE e AaBbCcDe || AaBbCeDe
Pavste ¥ [B £ U ~abe x x Aa~||B-A-||E=E = T Normal | T Mo Spaci...
Clipboard T Font IF] 9
EREE AN
1"""'5"""'1"'1'3 ! Sort
Alphabetize the selected text or
sort numerical data.
i@ Press F1 for more help.
Step 3. Sort Text ? x
Sort by You can choose
Paragraphs w | Type: |Text @ Ascending jo__— order either
O Descending Ascending or
Then by Descending
Type: [Text Ascending
Descending
Then by
Type: [Text Ascending
Descending
My list has
(C) Header row  (®) No header row
Options. .. Cancel
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Bullets & Numbering

Bullets

Step 1. Select the list items.

Mango
Banana

Apple

Step 2. Click in the Home Tab.

/

E;ﬁ Document3 - Microsoft Word
i
@ Insert Page Layout References Mailin Review WView

uj % cation (Boy 2 A &S] =S - [ EE EE2N T | asebcepe] ass

Paste . (B Z U - abe x, X' Aa-|[7- A -| | Recently Used Bullets

7

Clipboard ™= Font

2 r !
0-GAN-2= - ml

| one ® ! n * 0:0 L

> v

Document Bullets

-

Define New Bullet...

Click on any of these

Bullet design
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Numbering

22

Step 1. Select the list items.

Mango
Banana

Apple

Step 2. Click in the Home Tab.

3 * Calibri (Body)
— EE|

Clipboard ™ Font

Paste g |B L U~ aex x Aa-|[B7 - A - |I=

P}

@)
- Home Insert Page Layout References Mailings

-z A& K[ |[E - ST E
Recently Used Number Formats

9 -0 AN-£ 4 -

You can
choose any
Number
Format

Cly

1)
2)
3)

a)
b)
c)

1.
2.
3.

4

IR

-

Document3 - Microsoft Word

Review View

Step 1. Step 1.
Step 2. Step 2.
Step 3. Step 3.

MNumbering Library

Step 1. 1.
MNone Step 2. .

Step 3. 3

| Al

Il B.

il C.

a.

b.

C.

Document Number Formats

i Step 1.
ii. Step 2.
iii. Step 3.

Change List Level
Define New Mumber Format...

Set Mumbering Value..,

| »

o S5pd
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Using find, you can find any word or letters appearing in the paragraph.

Step 1. Select the following document.

On the Insert tab, the galleries include items that are designed to coordinate with the overall look of your
document. You can use these galleries to insert tables, headers, footers, lists, cover pages, and other
document building blocks. When you create pictures, charts, or diagrams, they also coordinate with your
current document look.

Write here
the text
which your
want to

Click here then
click on Find

Step 2. Click on Home Tab

Document3 - Microsoft Word - X

nsert Page Layout References Mailings Review View '9)

= ; T El e = |3 Find)~
] ., | Celior (Body T2 A ) == S| E T aambeepe asBbcene AaBbC AaBbCe % rer—
£ - Find..
Paste ¥ /B I U -aex, X Aa|¥~ A'I = = E\HE'“& TNormal  THoSpaci.. Heading! Heading? — g‘ﬁ”ge e
- s ™ GoTo...
Clipboard Font {Fi Paragraph ] Styles {Fi Editing

Onthe Insert tab, the galleries include items that are designed to coordinate with the overall look of your
document. You can use these galleries to insert tables, headers, footers, lists, cover pages, and other
document building blocks. When you create pictures, charts, or diagrams, they also coordinate with your
current document look.

Find and Replace ? >

Find Replace GoTo

Find what: insert v

Options: Search Down
Click here and then
P click on Highlight All
More == Reading Highlight = Findin + Find Mext Close

Highlight All
Clear Highlighting
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[llustrations

Picture

Step 1: Insert = Picture

-

F
IE‘
! &

%-'.
_./‘l Home Page L

&] Cover Page ~ | [
| v
_] Blank Page #

Table Picture

*,:::: Page Break -
Pages Tables
Step 2:
] |nsert Picture X
y i « Pictures » Screenshots » v 0 Search Screenshots o
Crganize = Mew folder = + [N o
test html ~ Screenshot (42) Screenshot (43) Screenshot (44) A Click any

picture to

[iw Microsoft Office v

¢@ OneDrive I l I I I l

insert

I This PC Screenshot (45) Screenshot (46) Screenshot (47) ‘/
[ Desktop : = - |
&= Documents I l I l I l
& Downloads
. Screenshot (48) Screenshot (49) Screenshot (50)
J’a Music
&=| Pictures B ; ] | " : i L |
CIE [l B B O G
i P Screenshot (31) Screenshot (52) Screenshot (33) ]
File name: | Screenshot (53) v | | A pictures v
Tools Insert |v Cancel

Now click

on Insert
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Clip Art

Step 1: Insert = Clip Art

| Cover Page -

PN
!,c!g \
_// Home @ Page Layout Referen
ElE
Fial| | ]

=

word Noteg

Mailings Rey

% Hype

] Blank Page A& Book|
= Table Picture | Clip |Shapes SmartArt Chart
+=, Page Break - Art - '] Crosy
Pages Tables Illustrations Li
-5 ] - 25 (g =
Lo A Clip Art

Insert Clip Art into the document,
including drawings, maovies,
sounds, or stock photography to
illustrate a specific concept,

Step 2: | :

Clip Art -
Search for:

EDIUCATION
Search in:

Selected collections -
Results should be:

Selected media file types t

[&] organize dips... €—
5}‘, Clip art on Office Online
&) Tips for finding dips

Click here
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Step 3:

Step 4:

26

(8] Favorites - Microsoft Clip Organizer

! File Edit View Tools

Help

T_",'l Search... ﬁ Collection List...

— O x
Type a question for help -

= [

2 Clips Online  _

Collection List

lelo)

w

ﬁ Web Collections

You may click any of the collection
lists. Here, I’'m going to click on
Office Collections

0 ltems

Collection List

E-4%5 My Collections

-4Z% Favorites

2% Unclassified Clips
-5 Office Collections
2% Academic

425 Agriculture
EEI"@ Animals

i

-2 AutoShapes
--Z% Backgrounds

#4225 Business

-425 Character Collectio
[ Communication
-.i%% Concepts

Eg--ﬁ Decorative Element
-+Z% Emotions

2% Fantasy

-.4Z% Food

EEI--@ Government
s Healbthears

.
2y Buildings/

You may click any of the collection
lists. Here, I’'m going to click on
Business.
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Step 5 [8] Business - Microsoft Clip Organizer — [m} >
! File Edit View Tools Help Type a question fer help -
: ¥ Search... | Collection List.. | B3 [ X |2 &

 Clips Online -
: Collection List - -
' ]
r | % 6 O
=] ﬁ My Collections ~ "

434 Favorites

ﬁ Unclassified Clips
[—jﬁ Office Collections
3% Academic

& Agriculture

[-42§ Animals (
& Arts
[-%§ AutaShapes Telephone

-.43% Backgrounds
ﬁ EBuildings
145§ Business
& Concepts

5 Supplies
4% Character Collectio
[#-#%§ Communication

435 Concepts
[j--ﬁ Decorative Element
-+%% Emotions
ﬁ Fantasy
Ay Ernd
< >
12 ltems

Now click on any
of the Clip Art
and dragiton
the page.
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Shapes

Step 1: Insert = Shapes

= Docurment]
| D"I
N A
- Home Page Layout References Mailings Review Vig
[£] Cover Page ~ E ElEl @ % Hyperli
] Blank Page HET gl iy = % Bookmark
= Table Picture Clip |Shapes|S Chart
h—= Page Break - Art - 't Cross-reference
Fages Tables Il Recently Used Shapes
-
9 B N-E E~xNOOOALLLG

CORTAS

Lines

SNSNTLTLL Y LG G
Basic Shapes
BEOOUSCO® AMNO OO
CEHO0O0O0@AY D
C ™o 0 1L >

Block Arrows
DAL S LrR ST
E dvnDD D]
Boa

Flowchart

OO0 OO0 DNGeoay

OD@P%ﬁ%#P?GD
QB iWC ar. Lecision

Callouts

L1 D €3 0.0 AT 3 L A A i

Stars and Banners
NERE 4 oy & 6 8 G LR IR )
1T I RI

43 Mew Drawing Canvas

| ol

Click here to
view list of
Shapes

Now Press

and then Click
on any

Shapes you
like
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Table

Insert Table

Step 1: Insert = Table—> Insert Table

&)
, Home Page Layout Reference;
|] Cover Page - G _ Ellal I_rj)
FMDD Zz

__] Blank Page
Table Picture Clip Shapes Smart]
- J!,'rt -

Pages Insert Table |

9-v ) n- | 0000000000
m | |
| |
| |
| |
| |
| |

',Z::: Page Break

Insert Table... A

Draw Table

Excel Spreadsheet

El &l v, E

- DDDDDDDDDD!

CQuick Tables P

Inzert Table 7

Table size

I Mumber of columns: 4

Mumber of rows:

Click on
OK to
accept

AutoFit behavior
(®) Fixed column width: | Auto
() AutoFit to contents

() AutoFit to window
Mer dimengions for new tables

R

Write here the number

of columns you want

Write here the number
of rows you want
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Extend rows of a Table:

You can extend rows of an existing table in the following ways.

P 4
Step 1: Click on the row or select the row as shown above. m

Step 2: Layout = Insert Below

D“ﬂ Document? - Microsoft Word Table Toals
HY)
_-/ Home Insert Page Layout References Mailings Review View Dresign
lg Select - % DE' § Insert Below || | 23 Merge Cells -IIJ 0.23° : :E =HEE A= ,.ru'gl
[ View Gridlines ot sert Left {EER Split Cells =283 B IIEEE w o S‘Zrt
. elete e e o
& Properties - Insert Right | — SplitTable || [ AutoFit - =l =l = pirection Margins
Table IF] Merge Cell Size (] Alignment
-0 (] M- 25 [H
1 ‘| Insert Rows Below {":'*'3"'""4"""'5""&"

selected row.

Then click @

Add a new row directly below the |

The number of times you click on Insert Below will create that amount of new
rows. You can also click on Insert Above if you need rows above.
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Extend column of a Table:

You can extend column of an existing table in the following ways.

In the following picture we want a column called Age to the left of the column Father’s name. So

we will do as follows.

I@ Documentl - Microsoft Word Table Tools
T i)
- Home Insert Page Layout References Mailings Review View Design Layout

¥ Header Row |¥| First Column

[ Total Row [ Last Column

| Banded Rows || Banded Columns
Table Style Options Table Styles

9- B N-= -

Name Father's Name Mother’'s Mame

AN

™~

Step 1: Click on the column or select the column as shown above.

Step 2: Layout = Insert left

I@ Document] - Microsoft Word Table To \

&= Home Insert Page Layout References Mailings Review Wiew Design Layout >
lg Select ~ IE T E Insert Below || A3 Merge Cells -E‘U - EI = == A= E
i View Gridlines [ insert Lett| || [EH Spiit Cells =iaes mIEEE —

Delete Insert Text d

[ Properties o Above msert Right || E=3 Split Table i AutoFit ~ =l =l = pirection ma
Table | Rows olumns | Merge Cell Size T Alignment
M- ) -2 <

[c] /1-""'InseriCqumnstotheleﬂ RS O S - S R B
Add a new column directly to the

left of the selected column.

Then click on
Insert Left

MName Father’'s Name Mother's Name
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Delete rows of a table:

You can delete any rows of a table. To do that you need to select the rows you want to delete.

Step 1: Select the rows as shown in the picture.

Marme Age \

Rahul 12 \
Ankita 12
Bipyl 14
Al 16

1%, click on

3" click on Layout

2" click on
Layout

Step 2:
Eh_"ﬁ Document? - Microsoft Word Table Tools
fﬁ/} Home Insert 'age Layout References MaAlings Review View Design Layout
g Select~ DEI Ed Insert Below || [ hfrge Cells éJ 031" s :E HEE A=
[ View Gridlines - et HH Insert Left Split Cells zaz B IEEE W E
— e nse e
[ Properties o Above G InsertRight /== Split Table || G5 AutoFit ~ =l = [= pirection Ma
Table S | Delete Cells... Merge Cell Size [F} Alignment
)~ ] L= 4 W Delete Columns
= Delete Rows 1 | 3 | 1 -4 I 5
A Delete Table
n —
Ed
Name Age
. Aahyl 12
Ankita 12
Bipul 14
Ali 16
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Delete column of a table:

Name Age Roll no
If we want to delete the column named “Age” from the - - -
table as shown in the picture, we will perform the following
steps. Pinki 13 22
Arun 14 20

Step: Layout = Delete - Delete Columns

3" click here

2" click here

.6’1\ Documentl - Microsoft Wo, Table Tools
LS|
_./’ Home Insert Page Layout References Mailings Review View Design
L Select ~ ﬁ B Insert Below Merge Cells || 3] T HE BEEE = |:
[ View Gridlines H Insert Left g Split Cells 14 s EEE —
_ Insert — Ly Text Cel
77 Properties Above Ik Insert Ri =3 Split Table || F5 AutoFit ~ =l = = pirection Marg

Table

¥ - & ] JL - 4 Delete Columns ¥
= Delete Rows .|...1.%l...;....{_\g.g.......43......5.
B

Delete Table

Delete Cells... [F] Merge Cell Size F] Alignment

) Name Age Roll no
i Ravi 14 26
: Pinki 13 22
: Arun 14 20
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Pages

Insert Blank Page

To insert a blank page in your document, do the following:

Step 1: Keep the cursor before the first line of a sentence D_g @

(if you want a blank page before that page) or keep the =/ Home Page Lay

cursor after the last line of a sentence (if you want a blank M) Coves Pape - B -
L | L] Blank Page -

page after the sentence. Table || Picture

b,:::: Page Break -
Pages Tables
Step 2: Insert = Blank Page @

-0 ) -AE- ] s

Blank Page

Insert a new blank page at the
cursor position.

-ga; Press F1 for more help.

Page break

It inserts a new page after the current position of the cursor.

Steps: Insert—> Page Break (D)
;é/ Home Page |

] Cover Page ~ j

Y
_] Blank Page
= Table Picture
y = Page Break -

Pages Tables

Page Break (Ctrl+Return)

Start the next page at the current
position.

-t_w Press F1 for more help.
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Cover Page
You can insert cover page at the beginning of your document.

Steps: Insert > Cover Page

Click here to see list of
available cover pages

Page Layout References

ol EEl [Fo) S,

Mailings

] Cover Page

You may select any one
Built-In )
from the list of cover

pages.

Alphabet Annual

[Type the docament tikle)
rreoes v
s [Py T e———re
Vo e e e

[Year]

Conservative Contrast Cubicles

_:.\ Remove Current Cover Page

3

= | L%
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Header and Footer

Header: Header will appear at the beginning of every page. In Header, you may write topics
name, author name, and page number or any other text.

Steps: Insert > Header

!'/D-_g@
- Home

Document] - Microsoft Word

SL Remove Header
1

=

Page Layout References Mailings Review View
|£] Cover Page ~ - ElE @ a % Hyperlink =] Quick Parts ~ |2 Signature Line ~ | T}
i =
] Blank Page G A Bookmark Al wordart ~ ,%Date&Time 1Y
= Table Picture Clip Shapes SmartArt Chart Text N )
*—, Page Break - rt - "t Cross-reference Mumber ~ Box~ =—= Drop Cap bge| Object -
Pages Tables llustrations Links Built-In Y
[ B2 = Blank
[Type tex]
_ Blank (Three Columns)
[Type teeei] [Type test] [Type tess]
Choose any one
- Alphabet
- [Type the document title]
- Annual
. |Type the document title] | [Year]
B
5| Edit Header

36

HOJAI COMPUTER ACADEMY @ 6001544188 www.hojaicomputeracdemy.in




Finally,
Click here

@ Document - Microsgft Word | Header & Footer Tools | — *
ki3 Home Insert Page Layout Referenc Mailings Review View || Design [ @
. @ . El j‘ |_=_l'_T': Previous Section Different First Page 3+ Header from Top: 0.49° - |¥|
|ET"; Mext Section Different Odd & Even Pages Qt Footer from Bottom: | 0.49" z
Header Footer Page Date Quick Picture i Goto Goto Close Header
- - Mumber~ | & Time Parts~™ Art Header Footer ‘%;Llnkto Previous Show Document Text ﬂ Insert Alignment Tab and Footer
Header & Footer Insert Mavigation Options Position Close
Y-V T-2E s /

Footer: Footer can be used like header but it appears at the bottom of the page.

Steps: Insert = Footer

pd

Document? - Microsoft Word - s
Home Insert Page Layout References Mailings Review View @

. Cover Page ~ El @ ﬂ 9, Hyperlink 2| Quick Parts ~ | Signature Line =TT Equation ~
- ; 1] A=
|} Blank Page i = 4 Bookmark A wordart - [}, Date & Time {2 Symbol -
ble Picture Clip Shapes SmartAt Chart - Header Page Text Az )
i,E| Page Break - Art - | Cross-reference - Number~ || Boxr == Drop Cap - *gd Object -
Pages Tables lllustrations Links Hei  Built-In
n -8 TW-E s Blank
[Typetea]
Blank (Three Columns)
Choose any one - N e

Alnkhahat

N

Close Header
I#| [Type text] [Type text] [Type text] andcrooter
J ose J
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Insert Page Number

You can insert page number in the top of the page or the bottom of the page.

Steps: Insert > Page Number

Document3 - Microsoft Word
Luﬂ . .
Home! Inser‘t Page Layout References Mailings Review View

. Cover Page '

=| Quick Partg

E. @ ‘ ﬁ & Hyperlink L. Bk
|_] Blank Page =n ‘ 4 Bookmark ==
Table Picture Clip Shapes SmartArt Chart Header Footer
»,E| Page Break - t - L@ Cross-reference - Box~ AS prop Cap
Pages Tables Simple [ @ Top of Page »
S 0 ] T 2= | = |Plain Number 1 [# = Bottom of Page »
. =[] Page Margins 3
1 | |41 | Current Position 3
& Format Page Numben...
Plain Number 2 & Remove Page Mumbe

Plain Number 3 \

Choose any one

Page X
Accent Bar 1

1|Page

f‘h Save Selection as Page Number (Top)

Click here to close

Documentd - Microsoft Word | Header & Footer Tools | - X
Home Insert Page Layout References Mailings Review View || Design l @
b @ ElE j‘ |_=_l'_T': Previous Section || [ Different First Page =3+ Header from Top: | 0.49" s |*)7|
= K3 =
= Be o |_=.l'_T"; MNext Section | Different Odd & Even Pages t Footer from Bottom: |0.49" : .
Header Footer Page Date Quick Picture Clip Goto Goto - . X Close Header
- *  MNumber~ || &Time Parts~ Art Header Footer ‘%;;Llnkto Previous | Show Document Text E Insert Alignment Tab and Footer
Header & Footer J Insert J Navigation Options J Fosition J Close

96 T-E -
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Text

Textbox

Step 1: Insert = Textbox

I@ Daocuments - Microsoft Word
G —
- Home | Insert Page Layout References Mailings

-
Review Wiew

[#] Cover Page ~ E . Elgl @ ﬁ &, Hyperlink = Ej 2 Qflick Parts ~ |2 Signature Line > | TT Equation ~

|_'| Blank Page L _E A& Bookmark = — = WordArt ~ EDate&ﬂme £2 Symbal =

= Table Ficture Clip Shapes SmartArt Chart Header Footer Page Text = . i

+—= Page Break - Art - ' Cross-reference - +  Number~ ||| Box~ | = Drop Cap *§e Object ~

Pages Tables lllustrations Links Header &F  Built-In -

9-F M- d -
N T

Simple Text Box

Simple Text | Simple text box with the default Iphabet Sidebar
formatting

Choose any one

Annual Quote
Draw Text Box

Save Select

Annual sidebar Austere Quote b4

m

Step 2:
Type the texts you want
and click outside the
= * box using mouse after
i |[Type a quote from the document or .
the summary of an interesting point. typmg
‘fou can position the text box i
anywhere in the document. Use the .
Text Box Toolks tab to change the
formatting of the pull guote text
bow ]
5] ]
39
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WordArt

Step 1: Insert>WordArt

P WY Y o= . _
(B H9- T MS- word Notes 2022 - Microsoft Word X

¥
——/ Home Page Layout References Mailings Review View

|£] Cover Page ~ j \ﬁ‘ jﬂ] [‘j) 25 ﬁh %Hyperlink El:_ 3 ﬁ M & Quick Partgl~ | Signature Line = | [ Equation ~

mllu

_] Blank Page A4 Bookmark Al wordart - _.%Date & Time €2 Symbol -
= Table Picture Clip Shapes SmartArt Chart Header Footer Page Text Az . .
= Page Break v Art - #] Cross-reference v v  MNumber~ | Box+ == Drop v bgd Object ~

Pages Tables lllustrations Links Header & Footer Text Symbals

"1'"1'"E"'l'"2"'3'"4'"5'"5"'-'-""5'"5"'1:""“"'12"'-WordArt 15
! ! ! \ ! ! ! ' !

Insert decorative text in your
document,

(@) Press F1 for more help.

i3

/ 3" Type any Text
— > /

Word
= Edit WordArt Text 7 b
7]
Font: Size:
j A 2| Quick Parts ~ |2 Signature Line ~ | J[ Equation + Ty Times New Roman lwlvlmll 1
# .
- _ | wordart~| 5] Date & Time {2 Symbol - _—

| it yordA™ woraar, Wordagt Woraar Your Text Here

Worelilzt | WordArt| WordArt worazs: Wordliet
, YW
w wardar' WordArt WordArt ¢

Wordart WarGAve Mordt Wiy wouriil!

e g B e

SEEETTETE ST TET T

APivy ~cEheeR

;

2™ Select any one

from this window.
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You may select Font Size
You may select Font

You may select font

as either bold or
Italics or the both

Edit WordArt Text \ j X
Font: Size: /

Fr Times New Roman ~ 136 B 7

~
Text: 18

Hojai Computer :
' Academy

1% Click on the
text then click on

Format

pocument2 - Microsoft Word WordArﬁ#uols

eferences Mailings Review View Format

[ . - &q i = @ E| T Bringto
)L':url})?mm Colors By send to

. . I . el P e et wra
Hojai Computer Academy; =—liiliie—=

Arrange

Standard Colors
HE EEEEN
Mo Fill

1) More Fill Colors...

Now Click on it. You will E peure..
|] Gradient »
see many color option. G Texture 5

Pattern...

Choose on the color you
need. The color of the
text will be changed.

Hojai Computer Academy
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Date and Time

Step 1: Insert—>Date & Time

Page Layout

{E@
~ - Home @ References
TR

. Table
>§ Page Break .

) Cover Page ~
] Blank Page

At v

Pages lustrations

Tables

Picture Clip Shapes SmartArt Chart

MS- word Notes 2022 - Microsoft Word

Mailings Review View
%Hyperlink

A Bookmark

(e

il

[=Ii]

Header Footer
'#] Cross-reference - -

Links

Page
Number ~
Header & Footer |

Box~

5] Quick Parts = |2 Signatufe Line -
4W0rdArt' |,% Date & Time |
Y4 Object ~

Text |

TC Equation ~

{1 Symbal -
g Drop Cap

Symbals

9-0 3N &

E TR

' & 1 Insert Date and Time

Insert the current date or time into
the current document,

Step 2:

Date and Time

Available formats:

Language:

9/23/2021

Thursday, September 23, 2021
September 23, 2021

9/23/21

2021-03-23

23-5ep-21

9,23,2021

23 September 2021
September 21

Sep-21

9/23/2021 2:05 AM
9/23/2021 2:05:06 AM

/

S

English {United States)

Calendar type:
Western

Select any one

2:05 AM
2:05:06 AM
02:05
02:05:08
[J update automatically
Default... Cancel
42
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Drop Cap

Step 1: Select a paragraph as shown bellow.

Onthe Insert tab, the galleries include items that are designed to coordinate with
the overall look of your document. You can use these galleries to insert tables,
headers, footers, lists, cover pages, and other document building blocks. When
you create pictures, charts, or diagrams, they also coordinate with your current
document look.

Step 2: Insert = Drop Cap = Dropped

Egn\ MS- word Notes 2022 - Microsoft Word
i
_/’ Home Page Layout References Mailings Review View Developer

=] ElE ) j Q 19 j j j A= 2% Signature Line ~
um b ; = @l f} J B G E ==
j j I af gey = nl coBNE =y = =5 E = = 5] Date &Time
Cover EBlank Page Table Picture Clip Shapes SmartArt Chart | Hyperlink Bookmark Cross-reference || Header Footer  Page Text  Quick WardArt| Dro K )
Page~ Page Break - Art - - *  Number~ || Box~ Pats® - | Cap~ |'dg Object ~
Fages Tables Ilustrations Links Header & Footer e
: - ——| Mone 1
d9-0 YN-= — |
S A R SR R A A R SRR B AR SN BN -SP R R =
E - T : T : ; : A_— Dropped
AE In margin
% Drop Cap Options...
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Symbol

Equation

Mathematical equations can be inserted using this option.

Step 1: Insert = Equation

@

2 Signature Line - TE Q

E)Date & Time

ho |Equation|Symbol
"ge] Object ~ = S

—1 2
(1+:c)’°:‘l+%+"(?1 5 )x + e

Fourier Series

nmx nx
Flx) =ag+ Z(an cos—— +b, sinT)
=

Pythagorean Theorem

a?+br=c?

|| Quadratic Formula

—b +vb?—dac
2a

x=

Taylor Expansion
[ 2 3 o

O Insert New Equation

Symbol

Step 1: Insert = Symbol

Equation [Symbol

D o« > € |
+ x|y ® R
a @ 0O
“m@“

L2  More Symbaols...

Click on any symbol to
insert. If the symbol you

want to insert is not

available, you may click on

More Symbols... to find it.
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Page Background

Watermark

Step 1: Page Layout = Watermark

Ta) MS- wofd Notes 2022 - Microsoft Wq
&
_,/I Home Insert Page Layout References Mailings Reyiew View

4 Orientation ~ ¥= Breaks ~ 4] Watermark Indent Sg

[ Size - Y3 Line Numbers = || <3| Page Color = || £ Left 0" |5

Margins __ — o | s

- == Columns ~ b&~ Hyphenation - Q] Page Borders | £% Right: 0 - [ Al

Themes Page Setup = || Page Background Paragrapl

9 0 JM-Ed s

Fud

Step 2:

It Page Layout References Mailings Review View

| .y Orientation ~ >,f:| Breaks ~ Al Watermark ~| | Indent Spacing

Ij Size ~ §_1 Line Mumbers ~ Confidential el B

EE Columns = b Hyphenation ~
Page Setup F}

COMNFIDENTIAL 1 CONFIDENTIAL 2 DO NOT COPY 1
DO NOT COPY 2 -
A Custom Watermark... X

A
&% Remove Watermark
.18
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Step 3:

1%, Select
Text

2" Type here any
name

Printed Watermark

() Mo watermark
() Picture watermark

Scale:

Auto

(®) Text watermark

Language:

Text:

English (United States)
ASAP

Calibri
Auto

Apply

L

L

(®) Diagonal () Horizontal

Washout

Semitransparent

Cancel

Finally, click here
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Page Color

Step 1: Page Layout > Page Color

M5- word Ngles 2022 - Microsoft Word

References Mailings Review,

n' = Orientaton ~ r,f:| Breaks ~ A Watermark ~
§fj Line Numbers ~ @Page Color
b~ Hyphenation = Q] Page Borders || £% Right: |0

Spacing
x: Before: 0 pf
Y= after 104

4 F 4F

5 || Page Background Paragraph
' ? B '_!| Page Color
. S ——— Choose a color for the background
_ of the page.

Step 2:
Document? - Microsoft Word
References Mailings Review View
| : :
E Breaks ~ & Watermark ~ || Indent Spacing
H Line Numbers = |||<34) Page Color~| || 25 Left: |0 2| 8= Before: (0 pt Click on any
" Hyphenation ~ | | Theme Colors SV 4= after: 10pt

color to select

£ H EEENENR Paragraph

-

O I I I I I I I I I.Orange, Accent &, Lighter 80% "

Standard Colors
L ] EEEER

Mo Color

More Colors...

Eill Effects...
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Page border
It is used to give border to a page.

Step 1: Page Layout > Page Borders

M5- word
Home Insert Page Layout References Mailings Review View Developer
[— —=l
n Colors By t—, Breaks - Indey
0 E A B0
F::unts'

£ Line Numbers -

.-/J-_-.\.
il o
i

i=|
Themes Margins Orientation 5Size Columns a Watermark Page | Page .
- EffEI:.‘tS - - - - - bl:_ H}'phEr‘IEtlUr‘l - - CUIUFT Enrders 5‘! F
Themes Fage Setup F]

FPage Backgroun

W2-0|F M- =

Step 2:

Borders and Shading

Borders Page Border | Shading

Setting: Style:

-
Mone

S 1 <«

Preview

Click on diagram below or use
buttons to appl

You can choose any
color.
W /‘

Color: /
3D
- Automatic ~

Choose any style

Shadow

Automatic means border

]| @ || O

Width: color will be in black
Custom wpt —— |
Apply to:
Art: Whole document ~
none
(none) \" Options...
Horizontal Line. .. Cancel

. . L Choose any width
Click on this option if you

want a simple border

Finally, click here to finish
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