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» 3.1 MS WORD : INTRODUCTION TO WORD PROCESSOR
MS Word

Microsoft Word is application software developed by Microsoft Inc. Microsoft
1s an American multinational technology company. It is word processing

(10th) | 51]




software. Microsoft Word is used to create and edit professional-looking
documents such as applications, forms, templates, business cards, letters, paper,
reports, and booklets by using Microsoft Word.

Word Processing Tools : The purpose of this tool is to produce
documents. MS-Word, Word Pad, Notepad are the examples of word
processing. Word processing software 1is the program which helps in typing,
saving, printing, editing and formatting the document such as lettery reports,

etc.
Some common Word Processing Softwares :
(1) Word Pad (it) MS-Word
(i17) Word Star (iv) Notepad.

Usage of M.S. Word
Microsoft Word can be used for following purposes :

(i) To create business documents having various graphics including
pictures, charts and diagrams.

(i7) To store and reuse readymade content and formatted elements such as

cover pages.
(ii7) To create letters and letterheads for personal and business purpose.
(iv) To design different documents such as resumes.

Template in M.S. Word : Word 2010 allows to apply built it template
from a wide selection of popular word templates including resume, agenda,
business card and faxes.

Creating a resume with M.S. Word template.

(i) Click on New in File tab.

(i) Click the Print command to print a document.
(iii) Click the Print button to print our document.

(iv) This dropdown shows the currently selected printer. Clicking the
dropdown will display other available printers.
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(v) These dropdown menus show currently selected settings. Rather than
just showing us the name of the feature, these dropdown menus show us what
the status of a feature is and describe it. This can help us figure if we want to
change the setting from what we have.
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Word processing :

Any type of Typing work on the computer is known as word processing.
Word processing deals with typing, editing and formatting of textual
information. Any type of letter, notes, application can be proessed as per your
requirement on the computer.

Usage of Word Processing :
1. It helps in typing of text.
2. It helps in editing and deletion of text.

3. It helps i in formatting of text bold, italics, underline, foreground colours,
background colours shading etc.

4. It also help us to present our information in the form of tables. The
tabular information is easy to understand, manage and manipulate.

5. It contains on-line help by reading which you can learn MS word.
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6. It supports large number of printers that are attached to your computer
system like laser printers, ink jet printers, dot matrix printer etc.

7. It has the object linking facility using which we can insert sound, movie,
pictures, photograph, sheets in your document.

8. It has email transfer facility using which we can send document on the
internet. "

[,

9. It provide us facilities like finding a word (s), replacing it, spelling checks,
new spelling additions, grammar checking, shortcuts, book marks, auto correct,
auto text etc. '

10. It has the facility to merge two or more files written in MS word or in
other softwares.

g 3.2 CREATING, SAVING, OPENING AND PRINT & PRINT
PREVIEW
3.2.1 Creating :
To create resume with MS Word Template perform the following steps :

(i) Click on Office button.
(ii) Click on New in File tab.
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(#ii) In office.com templates, select Resumes and Cover Letters.

(lu) MS-Word will download the selected template from office.com
templates.

(v) Here various styles are available for Resumes and Cover Letters. Select
anyone according to the requirements and click Download.

(vi) Resume with selected template will appear.

Blank and recent

New from existing...

Featured

Announcements

| Arc Design Set

Avery
Blank and General

Books

| Brochures

Business Cards

|
‘} Business : :
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|

| Cards ¢ . RN }

. | Certificates

Children

Christmas

| Designsets i i e ! ~ || Createnew: @ Document ©) Template
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(vit) Now we can edit it and can make the necessary changes in resume.

(viii) After filling all the required information in the resume, save it.
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Saving °
ving .

To save a file in MS Word, perform the following steps :

1. Click on Office button.

2. Click on File tab.

‘3. Pull down menu will be displayed. -
4. Select the Save option.

5. Dialogue box will be appear on the screen.

6. Type the file name.

7. Click on Save button.

- Documentl - Micre
\ Recent Documents ;
He‘\ﬁ«: |
o 1 BT B e v 1 =
‘. 2 B B #Or o =
y Open :
4 Fom 7R B B = i

int Preview
Ing a file

To open a new file, follow the following steps :

1. Click the Office Button and choose the Open command from the menu.
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2. Click a document’s name with the mouse.

3. The Open dialog box contains a list of documents previously saved to
disk. Your job is to find the one you want to open.

4. Click the Open button.
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5. Word 2007 opens the highlighted file, carefully lifting it from your disk
drive and slapping it down on the screen.

3.2.4 Print Command :
The print tab is the place to go to make sure we are printing what we want.
(i) Click the File tab.

(#i) Click the Print command to print a document.
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(1i7) Then Click on Print Option from Preview an Print the document tag.

(tv) This dropdown shows

Preview and print the document

ik Print

other printing options before printing.

£ 2 Quick Print
WHIW  Send the document directly to the defauit
printer without making changes

% Print Preyiew
4, Preview and make changes to pages before
printing.

-3 Word Options | ' X Exit wior

d

the currently selected printer. Clicking the
dropdown will display other available printers.

(v) These dropdown menus show currently selected Settings. Rather than
just showing us the name of a feature, these dropdown menus show us what
the status of a feature is and describes it.

(vt) Using the above steps, we can change the setting as we desire.
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3.25 Print Preview :
Print Preview automatically displays when we click on the Print tab.
When we make a change to a print-related settmg, the preview is

automatically updated.
To print preview of our document follow these steps :

() Click the File tab, and then click Print. To go back to our document

Click the File tab.
i 4 prnt
‘ Selest & printer, number of copies, and
] @ Qpen stiver printing aptisns before printing.
Quack Prnt
H Sove Send the document directy ts the default
] printer aithout making changes.
N Print Preyiew
‘ ﬂ Smeds ¥ Previes and make dhanges to pages before
printing,
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(iit) A preview of our document automatically appears. To view each page,
click the arrows of vertical ruler.
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} 3.3 CLOSING OF DOCUMENT

Perform the following steps to Close a Document in MS Word :
1. Click on File

2. Click on Close button. Or

Press Alt + F4

3. The document will close.
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} 3.4 INSERTING WORD ART, CLIP ART AND PICTURE

3.4.1 Word Art

Word Art changes the text into a Drawing Items. Word Art contains
designs to write Text. These designs are present in Word Art Gallery. The
steps are as follows :

1. Click on 4 (WordArt) option from Text ribbon. -
ﬁi ﬂ B 0 G Dotumentl - Microseft Ward = L
o i i ;
~ - Home Insert Page Layout References Mailings Review Wigw i
=] Cover Page - S— ) ’_,ﬁ jShapes e X 3 Header j Qu«(\ Pam @ K Equation
_} Blank Page ‘—J s S P’ Smantart o Footer - "”““ ﬂwmum ¥ 53 Q Sumbm
3 Table Picture Chp Links
»= Page Break . gl chant J ‘: w
Pages Tables lélusha‘tmns Wardét w Worda,, M Wordard 2
- i . A
-
— T W
WordAnt Wordhrt w22 Wallet £
Wi i w WordArt Wo: At YOI
fdgfsdff S s %
wordict rthnt Hoddtt Ml el i
.

I"iz. Method to open WordArt Gallery
9. Word art gallery will be open. Select desired design from the gallery.
3.4.2 Clip Art

You can insert or copy pictures into a document using the clip art option
using different ways.

Steps to Insert Clip Art : Do the following steps :
(i) On the Insert tab, in the Illustrations group, cllck Clip Art.

(ii) A Clip Art task pane will appear on the right of your screen, in the
Search for box, type a word or phrase that describes the clip art that you want.

(iii) Click Go.
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(tv) In the list of results, double cli

ck on the clip art to insert it into your
document.

Insert | Page Layout

References Mailings

Review  View
n Hyperink

- AP Bookmark
Shapes SmanAr: Chart Screenshot ..

s = {*%] Cross-reference

IHustrations

Fig. Clip Art

Page
g Number
Header & Footer

Header Footer

Tables

Links

3.4.3 Inserting Picture

Picture from file which is saved in your com

puter can be inserted by follow-
ing steps :

(®) Click where you want to insert the picture in your document.

(22) On the Insert tab, in the Illustrations group, click Picture option.

Insert | Page Layout References Mailings Review  View
M EE o em B T & Hyperink z:?é-}.
] - |
| H& = (el A Bookmark 3—“‘—'—’
Table = Pictur Clip Shapes SmartArt Chart Screenshot B c p Header Footer Page
i Art b A (%) Cross-reference = v . Dambae o
Tables lllustrations Links Header & Footer

(27) Locate the picture that you want to insert.
a picture file located in My Documents.

2

For example, you might have

Liijm!m
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e Pictures
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£
W Computer -

-

File risrrie Al Pictures -
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Fig: Insert Picture dialog box
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(iv) Double-click the picture that you want to insert and it will appear in
your document.

’ 3.5 PAGE SETTING, SUPER SCRIPT AND SUB SCRIPT

3 5.1 Page setting

Page layout tab have a variety of page layout and formatting options that
affect the appearance of content on the page. You can select the page
orientation, paper size, and page margins depending on how you want your
document to appear.

Click on Page Layout — Margins

Gi B9-0ls Documentl - Microsoft Word Picture Tools
- Home Inset  Pagelayout  References Mailings  Review Vi oy

ew . j
BE- (16 0 aDx

‘Fj% Breaks *

e -
.
|

Fonts* £ Line Numbers * : ;
Themes Margins Orientation Size Columns . e Watermark Page Page 2
- @ Effects ~ - - - v be Hyphenahon y B Color~ Borders t! R
Page Background

Themes Page Setup 'u

L - Margins

eSS 4

Select the margin sizes for the
entire document ot the current
section.

| Press F1 formore help.

i"io. Selecting Margins

1. Margins : Page margins are the blank space around the edges of the page.
Normally, you insert text and graphics in the printable area between the
margins. You can specify the position some items in the margins — e.g. headers,
footers, and page numbers. In Margin option various predefined margin sizes
are available.

Following are the steps to format page margins:
(i) Select the Page Layout tab.
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(@) Click the Margins command. A menu of [ -

options will appear. Normal is selected by .

default.

(itt) Click the predefined margin size you
want.

Click on Page Layout - Margin

Steps to use custom margins:

(t) Using the Page Layout tab, click Margins
and select Custom Margins. This will take you
to the Page Setup dialog box.

Bottom: g
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(ii) Adjust the margin sizes for each side of the page, and then click OK.
2. Orientation :

Orientation decides the Landscape or portrait format. Landscape format
means the page is oriented horizontally, while portrait format means it is

oriented vertically.
Steps to change page orientation are given below : i
(i) Select the Page Layout tab.
(ii) Click the Orientation command in the Page Setup group.
WA .;& - 2
s - Documentl - Microsoft Word

Home Insert = Page Layout = References  Mailings  Review
[T _—. Y N y fize “

A H EE — Breaks v Qg Watermark ~
Pet-| I

1 B T

3 ?A\' » Line Numbers ~ \fﬁ age Color ~
Themes —  Margins : : 3 e
: e < == Hyphenation ¥ U Page Borders
Themes Page Background
; “::,' et i W,W“;z::j";uﬁ S -~ : ‘
el IR N BRNR RRE
== = i .

['ig. Orientation option
(iii) Click either Portrait or Landscape to change the page orientation.
. Size : Selecting size of paper :
This option provides various paper sizes for the current section.
Steps to change page size are as follows :
(i) Select the Page Layout tab.

(it) Click the Size command, and a drop-down menu will appear. The current
page size is highlighted.

(iii) Click the size option you want. The page size of the document will
change. (Fig. 1)
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Columns : This option splits the text into two or more columns. (Fig. 2)
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* Da( Kground

You can add a background when you want the some graphical elements, such
as a watermark, to appear on more than one page. Water mark is a very light
text or symbol to be printed on the background of the paper.

1. Water Mark

Watermarks are text or pictures that appear behind document text. They
often identify the document status, such as marking a document as g Draft or
Confidential. So you can add text watermarks, such as Draft or Confidential,
to your document. Word provides galleries of ready-made watermarks, or you
can create your own custom watermark, such as any logo. You can also add a
background color or picture to your document. You can insert a predesigned
watermark from a gallery of watermark text, or can insert a watermark with
custom text.

Steps to add a text watermark to document :

(t) On the Page Layout tab, in the Page Background group, click Watermark.
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(ii) Do one of the following :

(a) Click a predesigned watermark, such as Confidential or Do not copy, in

the gallery of watermarks.
(b) Click Custom Watermark, click Text watermark and then select or type

the text that you want. You can also format the text.

2,
-

.
Documentl - Microsoft Word
Mailings  Review  View
_Q Watermark" Indent Spacing >3
Confidential e
CONFIDENTIAL 1 CONFIDENTIAL 2 DO NOT COPY 1 v
Enable Content Updates from Qffice.com..
;‘Q Custom Watermark.
A Remove Watermark

Fig. Watermark

Adding color to the page :
Page Color : You can apply different ¢

document.
|‘6’8‘ “ (10th)
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Steps to add a background color or texture :

(1) On the Page Layout tab, in the Page Background group, click Page Color.

Home Insert Page Lavout References Mailings Review View
4 o

{ A u' = __:  Urientation = ’5‘—?‘) greaks v __\.] Watermark ¥  Indent
|am -;a 1 TR Cina & A~ . QS D y - .
=% | A~ [L) Size ~ & A Line Numbers ~ M Page Color ~ ¥ left O
Themes | Margins 8- :

v Dl & §§ Columns »  p¢ Hyphenation *  Theme Colors

@ EEETEEE

M Iy T
nes aGe et

i

LT

r Standard Colors

; L ] B o EnEm
A

NO COlo

More Colors.

Fill Effects.
¥ . \
Fig. Page Color

]

Do any of the following :
(?) Click the color that you want under Theme Colors or Standard Colors.

(@) Click Fill Effects to change or add special effects, such as gradients,
textures, or patterns.

| Texture | Pattern  Picture |
5 Colors |
| @ one calor Color 4. : !
() Iwo colors | o~

>

! Transparency
i From:
Ta:

| Shading styles
{2 Horigontal

- L) Yertical

) Disgonal yp
) Disgonal down
) Erom corner
) From center

)
Iig. Fill Effects dialogue box under Page Color
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Superscript and subscript allow you to type characters that appear above
or below the normal text line. These characters appear smaller than standard
text, and are traditionally used for footnotes, endnotes, and mathematical
notation. You can easily switch between superscript, subscriot, and normal text
in Microsoft Word. o, N

Following are the steps for super-script :
1. Type a line “CO2” in the page.
2. Now select to “2”.

3. Then click on Superscript option which is on Font tab.

4. It will show us “CO?".

a:* H ey w Bocumenth ~ Blicrosgft Word 3 i 4 "
E %’ Home Insert Pags Lagout Retergnie: ftailings Fevew Whew L
-« . Times Néw Roman - - BB E e T 3 sy : % N
! bW ‘*wa“ E i " g %aastch AabbCebde AaBbCi
Pa te 7 . A A‘ Ar N * ' ‘LL “ ! £ 7riormal 7 No Spaci..| Headingl J???gf Eﬁlt)nq

fiplioard = Font 4 Paraagraph te Shyies

Once vou have added pictures to your documents, you ¢an format them in various ways. The
picture tools in[ora mlake it 2asy to include inages into vouwr documents and modify these images in
interesting ways. CO*

Following are the steps for sub-script :

1. Type a line “CO2” in the page.

2. Now select to “2”.

3. Then click on Subscript option which is on Font tab.
4. It will show us “CO,”.

O HY-0 = ‘ Documentl - hhicrosoft Word - £ x
el ¥
Home Ingert Page Layout Referenies l“iaiﬁnos Review View . Lol
L L Times New Roman SrTe *E " m a s *% M“ B
J I i 2t ﬁ ﬁ = ‘ 4+ | AaBDCCD] AaBbULDe AaBbC: Fan 4
/ i 1 e i
Faste l ‘ § ThNormal {7 Mo Spadi.. Headingl Change  Editing
' g Styles+  »
phcard Paragraph “ Stiles
Once vou have 3dded pictures to vour documents, vou can format them in various wavs. The

put\uttoolun Vord mpke it easy to include imagesinto vow documents and modity these images in
interesting wavp. €€
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} 3.6 INSERTING SYMBOLS BULLETS AND NUMBERING

3.6.1 Inserting Symbols

Word 2010 allows you to add characters beyond the keyboard's 26 letters of
the alphabet, numbers and punctuation marks. e.g., Word provides foreign
language letters and symbols—all sorts of fun stuff,

Steps to insert Symbols :

(?) In the symbol group on the Insert tab click the Symbol command button.

- Home = Iwet Pagelayout References Mailings Review View & e
) cover Page ~ 3 ' Lhﬂ] Pb'ra"A“ " B Heacer - (A | _j Quick Parts ~ i& It -
) Blank Page umaﬂ & Footer ~ & worcan
& Table Pictwre Clip Shapes = Links ext
»22 Page Break » Art . @atScreenshot v &) Page Numper ~ s A= prop Cap ~ "

Pages Flustrations Header & Footer Text

iables

Hig. Displaying Symbol Option
(1) A list of some popular or recently used symbols appears. Selecting a
symbol from the menu inserts the special symbol directly into your text (where
you currently have the insertion pointer), just like you insert any other
character.

L2 Symbol ~
n y £ 5
A
. ™ 4
- X

Bz £

{2 More Symbols...
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Symbols  Gpecial Charackers
Eord; (rirmsl bed) v Subset: Basic Latin v

Ll {#]81%i&|' | (1)1 +T].1" -
ol1l21314kslel2l8i9] ] cinimlzld s
'(jl'ABll'DEF(}HIJKL N|O
plolr|s|TIU[VIW[XIY][Z{[] [1] | &
Frcently used symbols;
ele|e|e]elmls|z]|_|z]=| |o|n]a|p
Latin Capital Letter M Character code: 0040 fromy Urnicode (hex) v
(astocomect,. | [ Shortatbey... | shertat ey

' [ Irsert H Cancel

. » o 1 B asils B By 5 S e 2 a2l ; S . T 3E. s
2 6.2 Inserting Bullets and Numbering

A0 RA

Bullets or numbers can be added quickly to existing lines of text, or Word
and can automatically create lists as we type. By default, if we start a para-
graph with an asterisk or a number.

Insert Bulleted or Numbered List : Click on the area where we would
like our list to appear or highlight the text we would like to be in a list.

EEE Y K

i, Bulleted or Numbered List

;"“!,
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(i) Go to the Home tab, in the Paragraph group, click Bullets or Number-
ing.

e 9-0 - Documentl - Microsoft Word

Home Tab

(it) Bullets or numbers will be shown as below :

Recently Used Bullets

®
Butiet Library
DTy )
Hore & .. £l 4 0:0 f 1
e d 4
’ v

I

Bullets Style Numbering Style

(i17) Now select the desired one.

o  There are three basic font styles usmg m text: Bold, Italic, Underime.

o A textbox is an object that lets us to put and type text anywhere i our file.

o The Format Pamter feature allows us to qus a format that we have applied to text
sk quickly copy applied

1. A fontis a set of printable or displayable text characters i a specific face and size.

2. We can grow (increase) and shrmk (decrease) font sizes of text by clicking grow font option

and shrmk font option.

. Alignmént determines the appearance and orientation of the edges of the paragraph: lefi-

aligned text, right-aligned text, centered text, or justified text, which is aligned evenly along

the left and right margms.

m

Hig. Text displaying different types of bullets & Numbers
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® 3.7 BORDER AND SHADING
3.7.1 Borders

Page Borders are used to put borders around the page. When you click option
Page Borders in Page Background group of Page Layout tab, a dialog box
appears as shown in the figure below:

Click on Page Layout —» Page Border »
Borders and Shading 2=
Gorders  Bage Border | Shading
Setting. Seyhe: For s
[] o= s REmTRIT
e | —— il
L I | R g o
Color:
D = Aot - S5
o 2 O
< .
::l Qutom | wpt I e
At siéhole dnoment -
{nomne) e (e
| Cphions.... |
{ vorzontal Lne.... | Lo J| cmm |

Fig. Page Border
You can also design your page border :
() In the Setting, you can choose the border style you want.
(iY) In the Style, you can click on the line style you want.
(ii7)) In the the Color, Click the arrow and choose a border color.
(iv) In the the Width, Click the arrow and choose the width for the border.

(v) If you want a clip-art border instead of the borders provided under Style,
click the arrow under Art and choose a border graphic.

(vi) Next, click the arrow under Apply to and choose the suitable option as
per your requirement.

(vii) Click OK.
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Borders and shading is a good feature of MS Word. You can apply a border,
shading or both around a single word, a selection of words, a paragraph, group

of paragraphs, a single page, a section, or all pages. Simply hit the Shading
option to choose the shading style.

1. Select the word or paragraph that you want to apply shading to.

2. On the Home tab, in the Paragraph group, click the arrow next to
Shading.

3. Under Theme Colors, click the required color.

ot Documentl - Microsoft Word : =) ¢

nm

Thcmc Colors
EEE B

sunms Colors
EE H EEN

= Shading

Note: If you want to use a specific color that is not a theme color, click a
color under Standard Colors or click More Colors to find exactly the color that

you want. Standard colors do not change when you change the theme colors
for a document.
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> 3.8 FORMAT PAINTER, FIND AND REPLACE,
' INSERTING TABLE

Q0 1

3.8.1 Format Paintex

Format Painter option allows us to quickly copy a format that we have ap-
plied to text already in our document. Do the following steps :

() Select the text or graphic that has the formatting that we want to copy.

(7)) In the clipboard group, on the Home tab, single click Format Painter.
The pointer will change to a paintbrush icon.

D 9 -0 = : Documentl < Microsoft Werd : = mealot £ o
- Home Insert Page Layout References Hailings Review View e o L
S A TmesNewRoman 11 v Ime i NeeigRgE % A

Jo Bl mads EGE - s | AaBbCcD | AaBbCeDc AaBbCi
Pafte Y A' P R 5 & %L‘ T Normal 17 No Spaci.. Headingl = %2:1;\595 Edizmﬁ
Clipboard ~ Fant Paiagraph + Styles

s to vour documents, vou can format them in various ways. The
‘to include imagesinto vour documents and modify these images in

Format Painter (Ctrl+ Shift- )

Copy formatting from one place
and apply it to another,

Double-click this button to apply
i the same formatting to multiple
| places inthe document, -

% PressFlformorehelp.

I"ig. Format Painter

(iii) Bring our cursor to the text or graphic that we want to format and click
on the text. ;

(iv) To stop formatting, press ESC or click on the Format Painter command
again.

OR
Press Ctrl + Shift + C together from keyboard.

3.8.2 Find and Replace

When you work with longer documents, it is difficult and time consuming
to locate a specific word or phrase. Word can automatically search your docu-
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ment for specific word or phrase using the Find feature. It also allows us to

change words or phrases using Replace.

ids-v- Document] - Microsoft Word =1
Home = Inset Pagelayout References  Mailings  Review  View : & G
o £ aitirs Bk a - v e e S | 4 ﬁ adle
8 aigy -3 KA A D= Rwaq AaBoCcDiEe | Asgbeedote  AaBbCcDd AaBbCeDd! A‘ \
- e ee i At
EEEE = - tNormal |TNoSpacing Headingl  Hesdies \
Find (Ctri<F)

.\zjtfjnlu.*x:xi /.i

S
[ig. Find command in ribbon

Steps to find text :
Click on Home — Find — Navigation Pane
(?) Go to Home tab, click the Find command. The navigation pane will ap-

pear on the left side of the screen.

EEda-0 - Document2 - Microsoft Word
Inset  Pagelayout References Mailings  Revien

B y  Calibri (Body 1l - ==l B ;&f ’ #
BIU-®&xx & BEEE == & A
ol B L A Kk B O O

I TR \
= 3
Navigation pane
. 5 ‘
E3@d3® aox - =

Page:1ofl | Woms:d"'g‘ﬁ i

Fig. Displaying Navigation Pane
(i) Type the text you want to find in the field at the top of the navigation

pane.
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(iii) If the text is found in the document, it will be highlighted in yellow,
and a preview will appear in the navigation pane.

. TimesNewRoms» 11~ A' A. Aa &) e v i= e IR ® /l ﬁ LaBbCcDOEe | AaBblcDofe AaB
BIU -#xx A-7-A-BESS = 5 _-
y

£

oegartion v = : 2
-«

e g Graphee -

o A e Rl 15 &

sl ¢Sy A Lenit 00

Required word —
Highlighted the word in text document

in yellow color

Fig. Displaying the Highlighed Words

(iv) If the text appears more than once, you can click the arrows on the navi-
gation pane to step through the results. You can also click the result previews
on the navigation pane to jump to the location of a result in our document.

(v) When you close the navigation pane, the highlighting will disappear.
Steps to replace text that you have already find :

(i) From the Home tab, click the Replace command. The Find and Replace
dialog box will appear.

-0~ ms word chapter 4 - Microsoft Worel P 3
- wgww It Pagrlapent  Relemes  Welings  Reise  ew & @

&H‘. A Tirves Naw: Rome « | K& A M S =T R L ﬂ' #
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e
- 55 -:h" 2
P P B U-#x x S A-EEBE = »- - Thame [ TNeSoring  Hessingl  HessingZ o CU O b Seele
x e o
L) Srivia £ . 0

I'iz. Replace command

(ii) Type the text you want to find in the Find what field.
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(17) Type the text you want to replace it with in the Replace with field.

(iv) Click Find Next and then replace to replace text. You can also click
Replace All to replace all instances within the document.

Find and Replace

Fodwhet: [gaphic >
Find word
Replace with:  picture| v
Required word
[tare>> ] ;i'mif[@u.e\e!”mwﬂi Concel

I"ig. Displaying change the word graphic to picture

3.9 INSERTING TABLE, DELETING, ROWS AND
COLUMN, MERGING CELLS

3.9.1 Inserting a Table

Table is the main feature of Microsoft Word. In MS Word there are three
methods to draw a table :

1. Using table button.

2. Using insert table option.

3. By Drawing a table.

The simple method to create a table is to click on Table button in the Tables
group on the Insert tab.

B A gl K Documentl - Microsoft Wiord e i
- [ — Fage gt Beeenoes | Waiings e ¥ - @
Bl Cover g~ m————" i e 1 I‘"‘u o “ & e st > - Al 3 e ran S ye—— T Soutis
Pomerege i O B8 P 2% B e B8 B Mg . . s

) T e i ™ et RS Lt ey L T e e g it
‘.::*u!.' S 0.'3 {1 = 4 Ak} L Al ‘g. scailstitn £ e m‘ -

Fig. Insert Tab
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(i) Using Table Button :
1. Click where you want to insert a Table.

9. Click on Table button in the Tables group on the Insert tab.

P T K Documentl - Microsoft Word P
e e
i 2 ““-t\ 358 » “ " - S A - " 3 - -
j Sark Page (el LT — G * & “reaie = = - — d . 3 ve o ST S
- Teve 5 Shepes Smatsd Ot Sowemn on %
Buealt - -y . : e S
243 Taie
e
=
B
[
1 el
4
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I'ig. Using Table Button

3. Move the mouse pointer over the grid and cover the number of rows and

columns you want in the table.

4. Then the table will be inserted.

Wl -Q - Donummend. - o Wt

-

I"i¢. Inserted Table on Working Area
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(ii) Using Insert Table Option :

1. Click on the Table button in the Tables group on the Insert Tab.

Sds-0- Documentl - Microsoft Word
} : i ! “ 5 EY A =
" _J . X 5 i 4 2 3 % =
il b ; el S i _ oo sl e
- ; T . L e ¥t scesmot o ‘ saser focter  Sage o -
Iasert Tambe
¢
L
s
L L
T fsect Taiws
$ee

f ~a

iz, Using Insert Table Option
2. Click Insert Table.
3. The Insert Table dialog box will the appear.

Insert Table

Table size
Number of columns: 9| &
Number of pows: 7 .
AutoFit behavior
(%) Fixed column width: ~ Auto i
. 0 AutoFit o contents
2 ) AutoFit to window
[ | Remember dimengions for new tables
| o ][ cancel |

Iig. Insert Table Dialog Box
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4. Mention the number of columns and rows in the Insert Table dialogue
box and click OK button.

5. When you insert a table, two new tabs (Design and Layout) will also
appear on the Ribbon. These tabs will display various Table tools. You can use
these tabs, to format, design and layout of your table.

»
-
: =
L B R Documentl - Microsoft Word ¥ / b ::.:;@ &S
- T gy P L yout Heterdney Vwiirngs Feyren lan & a
& wemger How (I ¥ Cotaee P R - j-'
= o o o | e Ek&E TSI ff“‘f'.‘ ___W Yo pt—

Fig. Showing Design and Layout Tab

(iii) By Drawing a Table : It is an interesting way to draw a table. If you

are good at drawing then use this method. It is a flexible method to draw a

table using mouse. With this method you can draw a table that contains cells
of different heights or a varying number of columns per row.

Perform the following steps to draw the table :

1. Click on Insert Tab, click Table and then click Draw Table. The pointer
changes to a pencil.

o
) Documentl - Microsoft Word — EP £2
- O Yot g Lapowt  Wetwwercwr  Malings  Fesew  View Degign  Lagout o a
- EEEPR e S BB B @R T
PECE T 4 mE S : ! A Bovirare oI o 2 JOrEAr ‘:ﬁ.uwfu e £ Symoni ~
0 g pesk | "f'“ - . o vt'ﬂ’ A Cross ceteneons eglEER sy ':v o =28 AR g Ovject -
Towevt Table y Fonger o
j b
ﬁ Tvas Rt ‘
”:; & SORCE
3

»

Fig. Draw Table Option
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2. Go to the location in working where you want to draw your table.

3. Keeping in mind the size of the table, Click left mouse button and drag
to draw the outside border of the table.

4. When you are finished, leave the mouse button.

5. To make columns, click left mouse button on upper line and then drag it
to lower side. A dashed vertical line will appear while dragging. Leave the
mouse button. A column will be drawn. Similarly you can add more columns.

6. To make rows, click left mouse button on the left side of column and then
drag to right side. A dashed horizontal line will appear while dragging. Leave the
mouse button. A row will be drawn. Similarly you can add more rows in table.

........................

Drawing with the help of pencil

1. Select the cell by clicking on it.
2. Type the text.

To go to the next cell press Tab key. To go to the previous cell press Shift

and Tab key together. You can also use arrow keys to move forward or backward
in the table.

i B I T N Documentl - Microsoft Ward

i s
i == 5

-

| Name | English | Hindi | Computer
| Mukul 33 ! 28 | 31
[Sunll |33 [ 39 | 38
{ Surinder | 99 | 8¢ 70

Entering Data
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You can also make changes in the table after creating and entering data in
it. You can insert rows, columns or cells to enter new data. You can also delete
the unwanted columns or cells in a table.

3.10.1 Inserting columns in a table

You can add columns to right or left of the existing column. Perform the

.

following steps to insert columns in a table :
1. Select the column adjacent to which you want to insert a new column.
2. Click on the top border of the column to select it.
3. Under Rows and Columns Group, on the Layout Tab, do one the following:

(@) To add a column to the left of the existing column, click on Insert Left
in the Rows and Columns Group.

Wi . Documentl - Microsoft Word = (B §
\ il el ' 90 oo R - e - | A ™reos R
> - s - 2.4 008 dz ) e | zl

: . i Spin Co R o] (] s

L we (O s - > & ) el (o Lo

Insert Columns to the Left

Fig. Displaying Column to the Left Option

Name English Hindi Computer
Mukul 33 38 31
Sunil 33 39 35
Surinder | 99 80 70

1 i |

Insert column Left

i"ic. Displaying Insert Three column on Left Side

(b) To add a column to the right of the existing column, click on Insert Right
in the Rows and Columns Group.

Wi oo Documentl - Micresoft Werd cali)
5 g e S Dor : (Howeee $98 48 ] 0

B | v 58 g o sma TF T o

= ¢ e avove UEFenRgn i e e NN (il Dicection Macg L teoviia

5@, Displaying Columns to the Right Option
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English Hindi Computer
Mukul 33 38 31
Sunil 33 39 35
Surinder | 99 80 70

L ]
Insert column right

t'ig. Displaying Insert Four column on Right Side
You can also insert the columns by Right mouse button.
Perform the following steps :
1. Right click on the cell adjacent to which you want to insert a new column.
2. Click on Insert option.

3. To add a column to the left of the cell, click Insert Columns to the Left.
Or to add a column to the right of the cell, click Insert Columns to the Right.

M

i
e t— | J

1ol insert Columins te the LEHN Jnsert - \

\v insert Eelumns to the Right | Pelete Cells.. !
o Insert Rows Above | Select ’
W insert Rows Below il Seli Celis.. |
‘ é‘*“ Insgrt Cells... Q Berders and Shading... ;

ﬂ“l’lh Texi Direction...

I'ig. Insert columns by Right Clicking from Mouse button

o,

2
3.10.2 Inserting Rows in a Table

To add a new Row, select the Row above or below to which you want to insert
a new Row :

1. Click on the cell of the row to select it.
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9 Under Rows and Columns Group, on the Layout Tab, perform one of the
following steps to insert the rows in a table :

(@) If you want to insert the row above the current row then click on Insert
Above in the Rows and Columns Group.

o0 Documentl - Microsoft Word e (8P £2
Home Insent | Pagelayout References  Mailings  Review = View ~ Design youl S (A} 0
X s = S Eoswenon SISO A T ] Bmieee

: Py R - 1 Distribute Rows — v,
e o LS g enien  Bllsinces = se. T LY s comentoten
P eiete  Insert s MstoFit | =4 079 * | 1 distribute Columns et (e
g Pro Abgve _lf'i:;w"hm' g SR 1l v " . ﬂj’ ection Margin Lk wa

Fig. Displaying Insert Above option in the ribbon

= Insert Row Above
x e 1
Name English Hindi Computer
Mukul | 33 38 31
Sunil 33 39 35
Surinder | 99 80 70

Iie. Displaying Insert Row Above in the table

(b) If you want to insert the row below the current row then click on Insert
Below in the Rows and Columns Group.

O 2 i j { o
EEo- oy Documentl - Microsoft Word o Tabiec ‘ c.:l_@ eAd
- Home ksert Pagelayout References  Mailings  Review  View | Design - Layout I 7]
{2 Select + A S 4 2 - - =
et | x% o il e beiow ol T:f §l) v T | B Distribute Rows (- [ ] —-—A—, l Ql i
(i view Griclines :;““' - b y  dlSon Cels ;‘"‘: =seE - ok Convert 1o Text
3 ™ iete nsen Bl e tie Tabnla Ut oy » I} Distritute Columing s iext ] Son
B Proverties «  Avove [ltisenRigm emoRltiEOE & 3 Jf W Dweme o ] il A Diection Varging Je Formui
Table Rows & Columns Merge Cell Size Alignment Data

Fig. Displaying Insert Below option in the ribbon

Name | English Hindi Computer
Insert Below
Mukul |33 38 31
Sunil 33 39 39
Surinder | 99 80 70

Fig. Displaying Insert Row Below in the table
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You can also insert the rows by Right mouse button.

Perform the following to steps insert row :

1. Right click on the row who's above or below you want to insert a row.
2. Click on Insert option.

3. To add a row above the selected row, click on Insert Rows Above option.

Sl o Documentl - Microsof 4 ;{ Wl
_ Home Insert Pagelayout References  Mailir “2 o7 ] layout
R Select - @ ﬁ Bl Insert Beiow m Merge { I ;.?.‘o'“?: . B Distribute Rows 3;!*’ o
(il View Gridiines =5 | LS fRpce o HlllSRIt Cetl iﬁ ] LA ==
B8 properties De!.ﬂe :;::. El insert Right G SVt Ta Insert » 5 Insert Columns 10 the Left i
lable Rows & Columns 4 Merge | Delete Celis... ﬂ. insert Columas to the Right
| Selegt » & Isert Rows Above
|l soit Celis.. ﬁ Insert Rows Below R
) Borders and Shading.. :’_" h‘sgﬂ Ceils... :

Fig. Insert Row by Right Clicking from Mouse button

To add a row below the selected row, click Insert Rows Below option.

‘ ] Insert Columns to the Left | Insert K >

ﬂ- Insert Columns to the Right ; Delete Cells... !
} ﬂ Insert Rows Above Select > l
# m Insert Rows Below R [ soiit Cells.. 5
g™ insgrt Cells.. Bl Borders and Shading.. #

| “ﬁ Text Direction..
| Cell Alignment s

Fig\Displaying Insert Rows Below option in the ribbon

Name English Hindi Computer
Mukul 33 38 31
Sunil 33 39 35

1 Insert Row Above

Surinder | 99 80 70

Fig. Displaying Insert Row Above in the table
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Inse 4 cell in a Table :You can insert a cell in a table by right mouse
button.
Perform the following steps to insert a cell in a Table

1. Right click the mouse button click on Insert — Insert cells.. option.

2,
b @

’Esfgn Layout S
= y  Paste Dptions:
ji Distrivute Rows ‘a E : faa, | ‘. e

‘zﬂ ingert Columng to the Left i Insert R L]

! i* insert Coluimis to the Right Delete Gells.. t
s i

" §

& nwert Rows Abicwe Setect b |
* inseft Rows Below A;‘ Split Cells... %
‘34! Iigr Gelte.. M Borders and Shading.. %
um Tedt Direction.. i

Cell Alignmment b |

I'iz. Displaying Insert cells option

2. The Insert Cells dialogue box will be appear.

iz Displaying Insert Cells dialogue box
3. Select Shift cells right or shift cells down option.
4. Click OK.

) 1 Nalatinog Coliimns 1n € mMmMahl,
3.10.3 Deleting Lolummns 1ii 4 Labpbie

o 8 |

Perform the following steps to Delete Columns:

1. Select the column which you want to delete.

e e
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2. Click on Delete — Delete Columns option in the Rows and Columns group.

- Home @ josert  Pagelayour feferences Malings Review Yiew Design FYOUt
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y Deiete Boaws
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‘ig. Displaying Delete option in ribbon
You can also delete columns using right mouse button.

Perform the steps written below to delete columns by Right clicking on the
selected row :

1. Right click on the selected row.
2. Select the Delete Cell option.

FPaste Options:

5w A

VS ®

Deviere Calis,.. *

Caatl Reegunenesyt »

i"iz. Displaying Delete Cells.. option by Right click on the selected row

3. Select Delete entire column option.

I'ie. Delete Cells dialogue box
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3.10.4 Deleting Rows in a Table

Perform the following steps to Delete Row in a Table:
1. Select the Row which you want to delete.

9 Click on Delete button — Select Delete Rows option in the Rows and
Columns group.

ES
Q
e

- table - Microsoft Word _ | TableTools -
Page Layout ~ References  Mailings Review  View ! Design  Layout ‘
R Select~ - ﬁ alnsen gelow il Merge Ceils
(il View Gridlines ‘ SR Frsenten  HSHI Cels ,
Delete Insert B AutoFit | . ot
(3§ properties oA At i nsen Rzgm S Split Table = o > | £ Distribute Colt
Table i g Mel Cell Size
3“ Delete Celis... - rge g
*' Delete Columns

|
[ Detete Table ‘

gllow T EDistribute Row

Fig. Displaying Delete Rows option on ribbon l

(@) Perform the following steps to delete Rows by Right click on the selected
Row:

1. Right click on the selected row.
2.-Select the Delete Cells.... option.
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Insert *

Delete Cells... *

Selegt »
| @l sSplitCells..

D Borders and Shading...
| llh Text Direction...

I ————————
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Fig. Delete Cells option
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3. Select Delete entire rows option.

p) Delete entire ;okm

1 ox J1 cees |

ig. Delete Cells dialogue box
3.10.5 Deleting Cells in a Table

Perform the following steps to Delete Cells in a Table:
1. Select the cell which you want to delete.

2. Click Delete button — Delete Cells option in the Rows and Columns

group.
Sd9-0i table - Microsoft Word :
Home Insert  Page Layout References Mailings Review View  Design  Layout
b Select = | rt Bel i) B P
) x{ Ethj i nse low -~ = E'J 0.19 . £:),S!, but
(i} View Gridiines HHnsert Left Split Cells e
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% Delete Rows <

te4 Delete Table

Fig. Displaying Delete Cells... in the ribbon
3. Delete Cells dialogue box will open.
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Fig. Delete Cells dialogue box
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4. Select Shift cells left or Shift cells up option.
5. Click OK button.
You can also delete a cell by Right click on that cell.

1. Select the cell you want to delete then click the Delete Cells option and
then select Shift cells left or Shift Cells up option.

2. Then click OK button. e S
3 PaTe OpYions: {

=t A |
fsert »
‘Derete Celfs.. ‘
Sefect * »

ﬁ Sl Cetis..

.l;] Borders anc Shading..

I e Drecion..
Cell ‘Atighrient »

"ig. Delete Cells dialogue box

Name | English Hindi Computer
Mukul | 33 38 3
Sunil 33 39 35
Surinder | 99 80 70

‘. Displaying normal table (Without using Shift cells left option)

Name | English Hindi Computer

Mukul | 33 38 3

Sunil 33 39

Surinder | 99 80 Ismﬁ cells left

Using Shift cells left option in Table

Deleting 1abie

Perform the following steps to delete the table :
1. Take the cursor on any cell of the table.
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2. Click on Delete — Delete Table option in the Rows and Columns group.
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ig. Displaying Delete Table option
3. The Table will be deleted from the work area.

Alignment of a Table :
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Properties ribbon :
ig. Displaying Properties Ribbon

(i) Alignment of Table : Perform the following steps to align the table :
1. Click the Layout Tab.

2. Click on Properties button in the Table group. Then the Table Properties

dialog box will be displayed.

Iig. Table Properties dialogue box

[e———e
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4. According to requirement select right, left and center align.

Name Class Roll No. Section
Vikas L 33 B
Jasmeen 4t 44 D
Fig. Displaying the alignment Left g
Name Class Roll No. Section
Vikas s 33 B
Jasmeen 4t 44 D
Fig. Displaying the alignment Center
Name Class Roll No. Section
Vikas s i 33 B
Jasmeen 4" 44 D

Fig. Displaying the alignment Right
5. Click OK button.

You can also use another method to align the table by clicking the Right
mouse button and then selecting Table Properties option.

L] Borders and Shading...

I

e
e
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e
e
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Text Direction...
Cell Alignment

AutoFit

Table Properties... \ :

Bullets

Numbering

| b
b

Fig. Right click option

Table Properties

[ o

J [ o ]

Fig. Table Properties dialogue box
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Changing the size of Row, Column or Cell

Perform the following steps to change the size of Row, Column or Cell :
1. Place the cursor in that row, column or cell whose size you want to change.
2. Click on the Layout tab.

3. Click Properties button in the Table group. Then the Table Properties
dialog box will be displayed.

4. To change the size of selected row, select Row tab.

Table Properties

Toble | Row | Cohgn | Cel | ETem

Frimnt
Size

(7] Spucty teight:  0.18" % Rowheight is: | &t heast i

Options
(] diow row to bresk morces pages

(& revious fow | [ nest Row |

o [ com ]

Fig. Table Properties dialogue box

5. Click on Specify height check box in order to change the height of the
row.

6. Enter the height of the row.

7. To determine the width of column or cell repeat the step 5 and 6 for
Column and Cell tab.

8. Click*OK button.

Note : You can also change the size of row, column or cell by the Right
Clicking on the cell then by clicking on the Table Properties option. The Table
Properties dialog box will be displayed and you can change accordingly.
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You can also merge two or more cells to make one cell to give it a better
look. The steps to merge cells are given below :

1. Select the cells you want to merge. Click the Layout tab.
2. Click on Merge Cells in the Merge group.

igs-ei- Name - Microssft Word i »
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Mergmg Cells
3. The data gets combined in one cell.
Name Class Roll No. Section
Vikas ™ 33 B
Jasmeen 4~ 44 D
Fig. Before Merge Cells
Name | Class |  Roll No. |  section
Vikas
1St
33
B \
Jasmeen | 4" ‘ 44 | D

3 1

e L

iz, After Merge Cells
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0 SPLITTING CE
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You can split a cell into two or more cells. Perform the following steps to
Split a Cell :

1. Select the cell you want to split.

i'ig. Select the cell

T

;96 ;

Name Class Roll No. Section
Vikas s b B
Jasmeen 4t 44 D
\
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2. Click on Layout tab.
3. Click on Split Cells button in the Merge group.

B 0 Name - Micmﬁcf.t Word

- Homme Insert Page Layour Referecwes  Mailings Review View Design Layout

» Select | & - Bl insert Betow '. Ce :ﬂ $oee = B ot

&
[l view Grigines * * i < insert en il soig Celts
nsert

— e ete : AutoFt | Q97" SIE S - T
B8 Propertes - oove [l insert Rigt ;:.]‘?\‘" . v £ 08 v || BRSO
Tabie ows & LA ‘ S
!swn Cells f
d '
| Split the selected celis into muitipte |

new cells,

ig. Splitting Cells
4. The Split Cells dialog box will appear on the screen.

split Cells [? [X

Hig. Split cells dialogue box

5. Enter the number of rows and columns into which you want to split the
selected cell.

6. Click OK button.

/ Split cell
Name Class Roll No, Section
Vikas 3 s e wemeage I )
lasmeen 4" 44 : L

-y
1 Matl M

11 WICKE

Many times it is required to send the same content of a letter to different
people. Specially in working environment, there are situations when a same
letter or document is to be sent to many persons who live at different locations.
The letter may contain the address of each recipient and the standard
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information. One way of doing this is to print the letter by changing the address
each time in the letter or document. But this is a time consuming process. Such
problem can be handled using mail merge.

Mail merge is a very useful feature provided by MS Word. By using mail
merge you can send the same letter to number of persons without typing the
content of the letter again and again. -

e

Mail merge document has two different components. These components are:
1. Data source
2. Main Document.

Mail merge feature is used to combine a data source with the main
document.

Data source stores individual information. It is also called data file. Data
source is a file that contains the information to be merged into a document.
For example, the list of names & addresses, city, pin, telephone number etc.
you want to use in a mail merge. Actually data source stores information to be
brought into the main document. You must connect to the data source before
you can use the information in it.

Main Document : Main document is the document that contains the text
and graphics that are the same for each copy of the merged document. The
information in the main document is same for all recipients.

Perform the following steps to send Mail to different addresses :
1. Click on the Mailing tab.
2. Click on the Start Mail Merge button.

EEo- 0o 4
— Home  Insert Pageleyout  Raefersnces  Madlinas
| o} e

Favelopes Lanels SIBEMBE  Seect

Marge 'Kﬁm: y

& letters

i £-mall Messages

all

=

W jjorman Wore Document

N step by Step Mail Merge Yjzar '\

Fig. Mail Merge ribbon
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3. Click on the Step by Step Mail Merge Wizard.
4. The Mail Merge task pane displays on the right side of the screen.

Letters

Qﬁbﬁmtéawud
mph.vwmpmmﬂaw
o that each person receives.

Chek Neut to continue. ™

Step 1 0l6
# Next: Starting document

Fig. Mail Merge task pane

5. To create letters, select Letters option under the 'Selected document type'
section.

6. Click on Next and then choose Use the current document option.

7. Click on Next : Starting document.

by b . i
How do you want to set up your
forters?

(& U the cunent document W
) Skark From & template
To © Start from wxisting docisent
Ui the current document
Subject : Submission of Poem for the “Chiidren section” Start from the document show
Feve and e thes Mal Merge
Respected Sir, wizaed by aded recinent
fgrmation,
t am very fond of read and writing the poems. | am sending some poems
for your famous magazing. it you find suitable, kindty publish @ in the
children section of your magazine |
B
. Regards
Vicky
Step 2of 6
® Nest: Select reciplents ¥~
* Previous: Select dacument type

Fig. Mail Merge
/1 Nl \ m



8. Click on Type a new list.
9. Click on the Create...

) Uise v e caitirg st

() slect From Cutlosh contacts

() Type & how h('\. =

e e et :

gnm fames and atidresses >
recipients.

Rowe e -

e

L LT e N
W Next: Write your letter
@ Previous: Starting decument

Fig. Mail Merge
10. The New Address List dialog box will display.

New Address List

Fig. Mail Merge
00
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11. Click on the Customize Columns button. Customize Address List dialog

box will be displayed on the screen.

[ype recipiont information I the tabks. Ty add more entries, ¢lck Mow Entry.

T v [Futhave v Leilome

Fig. Displaying New Address List dialogue box
12. Click on Add... button (From Customize Address List dialog box) then

Add Field dialogue box will d1splay

Lype cecipwnt indormation in the table. h-ﬂmmdﬁmm

[ ebn ey | bn-vw- J

{
=)
o] o)

Fig. Mail Merge
13. Remove the fields that you do not require by clicking on the Delete

button. Then Click OK.

Customize Address List

? X

Fig. Customize Address List dialogue box

167
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14. Enter the data in the respective fields in the New Address list box.

T ot whorstvatrass o i tae, o bt e A s e ey
Campay e w | bt

Fig. New Address List
15. Click on the New Entry button to enter the data in the new record.
16. Repeat step 15 to enter as many records as required.
16. Click on the OK button.
17. The Save Address List dialog box will be displayed on the screen.
18. Mention a file name.

19. Click on Save button.

S 20 0 icnamaft Wt dcikens vt : .
[ Saved file name =) e

Fig. Displaying New Address List dialogue box

20. The Mail Merge Recipients dialog box will appear on the screen. You
can see all the entered records here. And if you don't want to send the letter to
a particular recipient then deselect the check box in front of that record.

21. Click on the OK button.
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22.

23.
24.
25.

Ld Q& w m m ‘ : 9 3 Match Fields ﬁ:;mx.'

Emelopes Labels  Start Mail  Select Hignhiight  Address Greeti

In the Task Pane, click on the Next : Write your letter button.
[iseegs . W

| Sefect reciplents
{0 Use an esmtng bt
) Skect frcen Otk contacts
1S Ty & me st
Type & oeve bst

T 70 e niawes awd sddreges
| of ecphents

ﬂnp)di

‘ - mmmm'\

L Previous: Sarting document

Fig. Displaying Mail Merge Task Pane
Position the cursor where you want to place the merge field.
Click — Insert Merge Field.
Click on the Field to insert.

Preview | M&

Mevge = Reapients ~ ﬂeomun | Movge Helds Block  Line | Update Labels . Reguits ‘WMWW hierge =

L T S MR Ty e | L ProdewRessts | Fww |

26.

(10th)

First_ Name J
Last_Name ‘
Company Name
Address_

ciy |
State ‘

Emaii_Address

S ——————— et

Fig. Displaying Insert Mail Merge Ribbon
Repeat 24, 25 and 26 steps to insert all fields at required places.

To

«Titles
«First_Names
«last_Name»

- «Company_Name»
«Address_»

«Cityw

Subject : Submission of Poems fo the “Children Section”

Fig. Displaying Mail Merge
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97. In the Task Pane Click on the Next : Preview your letters

Dep 40f6
& Next: Preview your letters
& Previous: Select recipients

Fig. Displaying Task Pane T

S

98. The first record will get display. Click on the Next button to preview
the next record and on the previous button to preview the previous record.

Poemforthe “C

Respected Su,

1 am veryfond of read and writing the poems. | am sending some poems
fww-mwnwuijfmw.mmnmm
envidnen secvon of your magazine |

Regards
Vicky

Fig. Displaying Mail Merge
99. Click on Next : Complete the Merge option. Mail merge is ready to
produce your letters. Now you can either print the merged letters or edit each
letter individually, to add something personal etc. to do this click on Edit
individual letters option.

Mail Merge v x
Complete the merge
Mail Merge is ready to produce
your letters.

To personalize your letters, click
“Edit Individual Letters." This will
open a new document with your
merged letters. To make changes
to all the letters, switch back to
the original document .

Merge

4 et ndvdudettrs..._ |

Step 6 of 6
& Previous: Preview your letters

Fig. Displaying Mail Merge Dialogue box
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0. The Merge to New Document dialog box opens.
| 31. Click on “All" option.
32. Click on the OK button.

Merge to Printer | ? [
Print

records
A0
AN
Ofrom: | | 1o [ 7

L __J[ coxe ]
Fig. Displaying Merge to New Document

A new document will be created containing all the merged letters. This new
@ocument is called merged document.

oS

g.lust Remember

1.
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MS Word is one of the most commonly used word processing software. It
has got some excellent features which help in making document more
attractive.

The purpose of word processing tool is to produce documents. MS-Word,
Word Pad, Notepad are the examples of word processor.

Word processing software is the program which helps in typing, saving,
printing, editing and formatting the document such as letter, reports, etc.

Word Art changes the text into a Drawing Item. Word Art contains
designs to write Text. These designs are present in Word Art Gallery.

Page layout tab have a variety of page layout and formatting options
that affect the appearance of content on the page.

You can select the page orientation, paper size, and page margins
depending on how you want your document to appear.

Watermarks are text or pictures that appear behind document text. They
often identify the document status, such as marking a document as a
Draft or Confidential.



8. Superscript and subscript allow you to type characters that appear above
or below the normal text line. These characters appear smaller than
standard text, and are traditionally used for footnotes, endnotes, and
mathematical notation.

9. Borders and shading is a good feature of MS Word. You can apply a

border, shading or both around a single word, a selection of words, a
paragraph, group of paragraphs, a single page, a section, or.all pages.

} Fill in the blanks

1. To select a whole word ........cccceeeeuueeenns click on it.
(a) Single (b) Double (c) Triple (d) None of these
9 The table button is present on the e tab :
(a) Home (b) Layout (c) Insert (d) View
3 We can change the width of a column by gelecting the ........coccoveenne button
in the table group.
(a) Select (b) View guidelines (c) Properties (d) View
grid lines
A B RPN consist of mailing list.
(a) Data source (b) Merged document (c) All of these  (d) None of
these

5 After inserting a shape a new tab will appear whichiscalled ......cc.cceceeeeenees
(a) Drawing tool format (b) Shape tool format
(c) Drawing shapes format (d) None of these

} True or False

1. Split cell option is present on the table group.

9 The intersection of a column and row is called a cell.
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4.

5.

} Short Answer Type Question

o B e 8 R

e =
A e

13.
14.

Pictures and clip art can be inserted into a document from many

different sources.

Clip art can be used to add special text effects to our document.

Dividing a cell into multiple cells is called splitting.

What is MS Word ?

Write the use of MS Word.

What is Word Processing ?

What are the steps to create resume with MS Word template ?
Write the steps to save a file.

How you will open a file ?

What is clip art ? What are steps to insert clip art ?

Write the steps to format page margin.

What is super script ? What are the steps for superscript ?
What are bullets and numbers ?

What is format painter ? How you will apply it ?

Write the steps to replace text that you have already find.
How you will delete rows in a table ?

What are the steps to split a cell into two or more cells ?

> Long Answer Type Question

- ¥
2.

5.
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What is Word Processing ? What are it uses ?
How you will insert or copy picture into a document ?

What are water mark ? What are the steps to add a text water mark for
document ?

What are borders and shading ? How you add border and shading in a
page ?
Describe the methods to draw table in MS Word ?
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What are the steps to delete cell in a table ?
How you will change the size of row, column or cell ?

> What is mail merge ? What are the steps to send mail to different addres?

- w Answers Ke;ﬂ-’—!-'-!-‘—.i w

1. (b) Double, 2. (c) Insert, 3. (c) Properties, 4. (c) Data Source, 5. () Drawing
shapes format
1. True, 2. True, 3. True, 4. False, 5. True

(
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