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UNIT-II

1. THUYE ITTPE gEdaT 3maegsdar 3 arfafafear (Ms Office Hardware

Requirement and Office Activities)

MS Office 2013, ATSHIAIFE JHIfhH HC & AT HERIOT § ST TdSIeT 8 AT SH TG & HERIOT W &
AT ST TheT & 39 Windows Xp 31 Windows vista & 9 A&l TATAT ST HehdT|

1.1 THUH AP gEAAT ’EISRdT (MS Office Hardware Requirement)

Computer and

1 gigahertz (GHz) or faster x86- or x64-bit processor

processor
Memory (RAM) 1 GB RAM (32 bit), 2 GB RAM (64 bit)

Hard Disk 3 GB available

Display Graphics hardware acceleration requires a DirectX10 graphics card and 1024 x 576

resolution

Operating system

Windows 8, Windows 8.1 Windows 10, 8.x, or 7; Server 2012 or 2008 R2

Browser Internet Explorer 8 or later; Firefox 10.x or later; Safari 5; Chrome 17.x

.NET version 3.5,4.0,0r45
Ry o Fedl-ca FRISTAAT F AT U Touch f3arsq & EeTHAT 81T &,

Multi-touch ofehet @l Glaenw 3R FRAGTHAT HISIS, ABH AT I HAleleh AT FoIsT FoTIe
fSarsa &1 39ART e 39Uy gl ¢l f&3isr 8x & a1y 3939 & fov =15
oo Gaumsit 1 eghiod fhar @ g

Additional FOFH IR & HUR T F& PREEHA Fest & Fhell 81 5

requirements and
considerations

grawnsit &1 AR 1 3eeic TSAIW AT TR FoATFe (el Sl TaRIehell &l
eI

1.2 Atsar 3fha afafafar (Modern Office Activities)

o SABIAI 3R 3TN AT FHI THTAAT

o HTATTT YU (office systems), TfshaT3i 31K ael (procedures and methods) T faerra |
o RaE & tEwaE (wrefeer 3R 3rewao)

o FEATET & FIA W AAH TATAT HAT|
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o  HATET & BlFEY, TWART 3fe W B3ams]|

o FHATIT HAAIRAT HT F1dt 3R fregon|

o Teray, AT, 3THOIN 31T FH I@@E

o UG FH R, RAE seafe)

o @Al 3R 37 e 3ifferar & sT @]

o I Fier IR Jodo gl

o T BH & AT eI SR TR |

o 3TN & AT caRd §9 § Fold7 &9 H ST FARIA FeAT|
o Hfed & &

o UBAS e e & wh cald 3R wde gsfolar e
o FRETCA H HH & FAA JaATE P T IG=AT|

o TTA AOR AT 3R 3T SET H IARYAT T

o UoieAT IR FHAT|

2. Introduction to Office Automation Suite (FEYsFera-3ifba ek ¥3¢)

HIATT & leld H g NAW AR FYX & §9 A FFAfAd AT Seleelioteh IUFION I 3TN
A T T A a1 qomel A FrATery FaETe FEd § S 3rerr-3rereT Heged A AR i
TEfHT T § AT FEAET & AT SR H QW a0 & [T 3aedd 5T deay & Bioed ® &
I, FARRT XA, TR &, FAARA el AR FAROT XA & T 3uAheT o Srar &1 e 3er
HEWUT, elarciioleh GEAANT, 3R SAelioieh SN STl & Yatel H HRATord Faarelel YUl & Hel
rfafaftrar e 81 wriierd Tarel AiSer wraerd qfharsit @ 3eqhicd a1 Faarfad # # Aee
T Bl

HTYEX Acad FRATT Faared H {F H g3 ¥, ST 3TAITHAIN T dcad W 3T FAAR Fet
Al & &1 oo, ersier, wisfoler, yfafaf, hew, toww, AsHihen 3R RS vaee, Tliwa
AR Tl Raaers dares afga T safed &, 38 Ao 7 3ma &1 1970 3R 1980 & &2 H
SThCIT JTCTANT Teh AIHT 2reg AT Flfh STReIT Hegey T T fATHIT §T |

P AAAAT B

»  FHTET FEATelT HS BT B Aol § G A Fehell B

»  Tg TH T3 FHAIRAT T INGRIRAT T FATCT FAT B

» 3T R H & AT HA HSROT T HEGIHAT B

» A3 H et HT AT H THItE e Tk AT ST IUYST AW Hebol &

ATSHIEIFE JE (3N Microsoft  Office) ATSHIAIFE T Tesh whiog  3Hiha Fge  §| ATghIET
3HiftheE v T St § o gant Hifhe & Faft T R ST dohd 81 §F Aed § 3ifhd # Fg
HH BT § S T & TRY dIR HLAT |, I0TAT, GRATIA 1, TEJA0T, STETSH Taitial Td $-3ef 311 |
ST Fl B B FYX & ATIH § S & AT WFCdI AT Yohol ASHIAITE o AR 6T 7
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ASHIETTE JHihE 3ueT G AFedaT 78 & Ig T TIfael AR AThe ATeaq &1 AP
JThE FEA9YH T 1989 H HAISHIAITE PR SaRT Heh-3HToRieer Rea & fav & fvar
7| fa9s IREer RATed & fov 1990 & YU FERIOT AT 134T |

21999 |FCaA
ATSHIEFE JHfhE Yol & Y@ ATl e g §
o HABHETC T8 o HAZHNTE fo®
o HAFHENWE VFH o HAFFNIFC FeAIC
o ABFWIFE YTEATATZUC o HABHETE H3TTH
o ABHNEITEC TFAH o ABFHNEIFE SHIUTY BAWRT
o HBHTFE YR o HAISHITFE THISIBT W 2019

2.1.1 Working and Usage of MS Word 2013 (ATSshIA%e g8 2013 &I 39AIfHFamr)

Microsoft Word 2013 U Word Processing Program &, Sif 9RIa¥-3[0Tdcel dlel Document seilel & fow f3sirget
foRar I §1 MS Word 3T9eh! 319s7 Documents T IdUd ¥9 & gaiedd il 3R formar & agraar
YT &1 MS Word &I TETICT & 37T letter, Resume 371 &=iT @ehdt 8] frash foIw Template Feature S§cT &1
BIRICHE &

Title bar

Scroll bars

fRer Template & E@RT AT Blank Document & EaRT 39 Word 2013 & Document ST &< Ygell &I &
Thd &

Features of MS Excel 2013 (THTH TFHe 2013 #T faiyqmm)
Choose a Template

Blank Document &7 379&TT Template T 3YAET Feh Ueh o147  Document SATAT AT 3T 8T &l
FAMfF MS Word & Template F & F3 T 1 Themes 3 Styles T JART HT Tohd g1 3TIh a8
Content ST 9=aT gl
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Ycdeh SR ST 87 3T Word 2013 & X &, o 3T9el et & Template option &I TiaTl §, SHH AMiA
I @ 3@ & U Category WX click @Y T 3ifeTellsd More templates T Search &Y] 3& a MS
Word 2013 7 Tgel ¥ & &% WY Templates HiS[g @l § ofdhet T o AT 31T 357 Templates & Fee
STgr § A 3T More Template option &T SANT X Hehd ¢ | (IS 3T Template T 3TN AL AT e
&, @ s° Blank Document 9T click &)

? - 8 X
WO rd Search for online templates el Sign into get the most out of Office
Learn more
Suggested searches: Letters Resume Fax labels Cards Calendar Blank
Recent E
Aa Title =]
You haven't opened any documents recently. To ->
browse for a document, start by clicking on Open
Other Documents.
I3 Open Other Documents Ta ke a
Blank document Welcome to Word Single spaced (blank) Blog post
Title Title Title
Heading Heading 1 HEADING
EENEEN EENEEN EEEEEN
Ton design (blank) Facet design (blank) Report design (blank) Resume
JOIN US AT OUR : —
ANNUAL EVENT é: ‘7
o e )
| = | WANT TO VOLUNTEER 5

Open a Document

Open option &T FATIT MS Word H Igel & §AT5 I8 HISe I Wieled & oI fohar Srar §| 39 5w wsa
I open W 3TH 31T Modification 87 T T §| & SR & 3T MS Word open I g, A 3T Left
side 7 3TIeh E@RT &Il & H 39T U T Documents T T list fe@rs &afr| afe 3ma 5 Document
HI @Il ¢ ¢ dg dal -Igl g, df Open other Document WX click &Y |

Word 2013

Recent

B Open QOther Documeants

Steps to Open a Document

o  HIH Ygel ITT MS Word 2013 open &y
o 3Hh 91 3T File tab WX click |
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o TN IUHI &S T fe@s &I f5WA & 319 Open option W click &Y 3R AT wIger & Tt
W SIE A

Open

@ Recent Documents El‘;l CQmp

Recent Folders

@ Paul Park's SkyDrive word-2013

My Dacumel

- My Docur
E|:| Computer Desktop

+ Add a Place
/ Browse

o W FId & 3MM9eh FHe open Dialog box GeT S|
e 319 39 {3 Document T WrelaT dT8d § 3U select Y 3T open button 9T click ]

Save a Document

Save option 3T ST =Te] BISel T Save FeT & [T fhaT ST § | save 8l & &g 39 3H BT H
FafT 3 Open T 2@ Fohd &, 38 U 3 hd & Document T Tgell IR Save T & ToIT, [T T
H-

o Y Ygol File tab 9T click F<|

e 3TF §IC Save as button T click |

©

Save As

MNew

o & Merced Flores's OneDrive |I;I Com pUter
Dpen

Recent Folders

Save

LIIZI Computer Documents
Save As Desktop
Print + Add a Place
Share
Browse I}

Export

Close

o 3 TUA FI ﬂoﬁ S8l 319 37191 Document Save T dT8d &1
e 3HF a1 Save W click HT|
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AlT: MS Word 2013 Automatically ®TSeT & . docx format H Save &dT gl IS 3T 379 Document &l
.docx & 3TeITaT fRET 3T format § Save =TT TG & a Save as type @I List 9 click Y, 3R ke 3ma
sfead file format FT select Y|

379s7 Document &1 save el o d1G SI§ 3TT 3H WX H1H FAT ST IWA g, df Quick access toolbar 7

save IX click &Y
Wt ?;(-Jv O =
Save [Ctr|+<_2.:|; INSERT DESIGN PAGE

I
. ~

]
Print a Document

Print option T ST Document &I fRET U a1 fohdly e ATCIHA W B9 & faw fomar Sirar § farar
$ff Document & Printast & Ugor 3T 30 2@ Y T & & 98 Print@l & &g Har @S gam|

o TIH Ug File tab WX Click Y TGT 3T Print option G@TS ¢3M 38 W Click FY

©
Print

New

0 Copies: |1 <
Open =

Print
Save
Save As Printer
Print 5 Microsoft XPS Document W... <
& “;Jg Ready

Share Printer Properties

e PrintWX Click & & 379 GTH=T U Copies box Y& 819 fHTH 3T No. Of Copies T8T &
34T 9 T&AT ST oI &Iy 319 Print 3T A8 8

o 38k dg 31T dg Printer select Y fTHA 3T Print il =gt & 3R ST 30T Heged & SfeT
g3 2|

o QfEey 3o F 3idTd 3 Printer & T B%iee Print 8f¢3d select T|dr &1 afe 3ma afear
JeolelT aEd g, al 98 37 AfEer I Click FT [T 3T Jeolelr aigd ¢ 38 aIg 3T A # S
T SCelTd LT AEd § 3HA Tg W Hhd o
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Print
S A _Printer
Sl HG rees
Eiint Settings

Sha’

Read Document

Copies: 1 E3

Canon MF8300C Series UFRIIL...

-~

Printer Properties

Print All Pages

-~
The whole thing
Print One Sided

~
Onlhy print on one side of th...
Collated

-~
EZ3 323 EZ3
Portrait Orientation ~

o9 39 @fETq & Hse g1 S ar Print 30 @ Click Y|

MS Word 2013 7 Read option ST 91T Document &1 faAT fohdl R & Ut & forw forar Srar &)

Toors  viEw

with security-aware engineering practices for services and soft-
ware).

Office 365 provides secure access across platforms and devices,
as well as premium anti-spam and antivirus technologies that are
automatically updated to protect against the latest threats. The
security features and services associated with Office 365 are built
in, reducing the time and cost associated with securing your IT
systems. At the same time, Office 365 enables you to easily con-
trol permissions, policies, and features through online admin-
istration and management consoles so you can configure Office
365 to meet your specific security needs.

Challenges

With more workers on the go, your business information is likely
accessed by more people and from more places and platforms
than ever before. However, this increased access also increases
the attack surface of IT. And, those attacks become more and
more sophisticated and malicious. Today, cybercrime is perpe-
trated by highly organized, financially motivated professional
criminals. A comprehensive approach to security is required to
protect your systems and data in this environment. Microsoft's
end-to-end approach to security includes engineering more se-
cure services and software, effectively monitoring and respond-
ing to threats, and researching emerging threats to protect
against them before they become problems. With continuing

SCREENS 4-5 OF 13

Security in Office 365 Whitepaper.docx [Compatibility Mode] - Word = S

rapid growth in the sheer quantity of data generated by ordinary
business operations, data backup and recovery have become ma-
jor cost centers for IT departments today. Organizations need
scalable, affordable solutions for ensuring their data is available
24/7.

Given these many challenges, many organizations discover that
Office 365 can provide a higher standard of securnity at lower cost
than they are capable of maintaining with on-premises produc-
tivity servers. Office 365 customers are freed from the costly bur-
den of deploying and managing antivirus, anti-spam, backup,
and disaster recovery solutions in-house. Office 365 provides
built-in scalability and disaster recovery to accommodate grow-
ing volumes of business-critical data—all for a fixed, predictable
cost. Distinct from other cloud productivity vendors’ offerings,
Office 365 provides the flexibility to temporarily or permanently
maintain a hybrid environment so you can move to the cloud
gradually or maintain some users on-premises indefinitely.

A secure foundation

Microsoft has been providing online services for many years. Mi-
crosoft Global Foundation Services (GFS), the group responsible
for hosting Office 365 and all of Microsoft's online services,
started in 1994 with the introduction of MSN and has grown to
include some of the world's most well-known Internet properties.
The online services infrastructure layer (GFS) is regularly audited

Y UgS 39 ag Document @il foA 3T UgaT agd &

#1e: % Document Automatically Read Mode # e §, S Save Document]
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e 3H%h a1 Viewtab ¥ Read Mode option I Click &Y

= Document] -

Home Insert Design Layout References Mailings

D |:| ] [=] outline ‘_;5 I |(:_||_:|) IEE q [3
Read -

@DDraFt
Web Learning Vertical Side  Show  Foom 100%

ut Tools to Side -

Immersive | Page Movement Zoom

Mode Layol

Views

Read Mode

The best way to read a document,
including some tools designed for
reading instead of writing.

Ifg 39 fRE Document H T U ¥ qEX UST WX ST Al6d @ o folest H @ &S U 1 Al
e Pages® left 3R right side I U arrow 94X Click HY|
o IS 9 FEUT Page up IT Page down, Space bar IT Backspace key &T WAYIT & AT 3T 390 ATZH
# BUa Scroll Wheel &7 8 393197 997 &I W o0 [&Fd #F FX o ¢l
e & 3MT Touch screen T YAWT &Y I§ & o 3T T I F YT & ST IT T swipe T
T g

Track Change

ST 3T fRET 3T cafad @ ATy fRET gEaae GEade WX HH FX @ B § AT 3T TG GEdae
# GUR X I &, o Jedsh IRade & g@a & T Tack change option @1 =Tl Y| Track change option
I e P & dTe Fie 39 38 Bl # o 81 editing, formatting, deleting AT Moves #¥cl & @ Word
39 g3 changes & RIEAT HT ST B
e JEY YgA 3T d§ Document Wrel fHTHA 3T Ig MU apply F=AT T8 g
o 3% dG review tab W fForeh T FgT U track changes button &1 T 3 T Track change
button 9X click Y|

MAILIMGS REVIEW VIEW
> - B
) E Z 5 -
Track
Changes~ N
[+ Track Changes E
Lok Tracking

39 option & TS &1 STl & g IS 3T Bl § FS  delete FI § ol J§ TEISHY ( Strike through) F
Ty RAFAT I 8, 3¢ 39 G5 A $S Add FA & @ T€ 38 underline & AT AT I B
3R Afg 3T fafdes IRada FA § dr T§ eT-37c09T TN & [T Hohfodd FAT ¢ ST Ig 3R g
& ST &, a Word ®18el & 8l aTel changes & RIEAd &l d¢ X T g
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2.1.2 Working and Usage of MS Excel 2013 (ATsshIaT¥e Uadel 2013 Fr 3unfaary )

TFAS 2013 Tsh TYsAE WITH & S IR STARRT FT TR, SHARAT IR AT ¥l i1 3regAfa
T &1 Sidieh Y AT Hehdd § o Tl Shaol $T AN GaRT SAfeel ST HT HAUT A & T
39T FRT SITeT §, IS o chichel AT & Siamma i rferdemmell Fiaemsit &1 amsr 3o & ol d
Tohal | TR 3T Solc @A &, Toh GRIGTOT el 3ATSa o @ &, a1 °relel &1 @ &, e Afdesr
Y & SeT & TTY FHIH HLAT G §oIrdl &

File Menu Qtiic}"oﬁ‘fggfs Ribbon Title Bar Help Icon
| |
H h = CL Bookl - Excel * i xR | >
HOME  INSERT PAGE LAY T FORMULAS DATA REVIEW VIEW DEVELOPER ADD-IMS Foxit Reader PDF -
a6 Calibri =111 - = = = % General - %Conditlonal Formatting - E’“Insert - a9
S Ez - B I U - A 4 === - B2 25 s FZ# Format as Table ~ B~ Delete ~ Editing
~ R R - W &= 3= B - <8 5 [Z# Cell Styles ~ B Format ~ -
Clipboard L] Font (] Alignment L] MNumber L] Styles Cells -~
Al - F ~
A B C D E F (<] H I J K -
I I |
2
3
4 Column Headers
2
& #— Row Indicators
-
8
=)
10 -
Sheetl (&) “

Status Bar Worksheet Area “iew Buttons Zoom Control

Features of MS Excel 2013 (THTH TFHe 2013 #T fatwdamm)

A New Look for Excel

S AT Excel 2013 @eldT df 39l Tk blank Workbook & ST T3 Thisl G@TS 39T | left pane &,
39T 3791 recent GEATASI & ATY-ATY FTARFT FISAl P Wielel HT [Ahed G@S ¢IM|  right pane H,
39 &HelsT, G, AR $$ 3T FIACH IoT Tohd &, Y & AGHIATC HT 3Aors cFqoed H
ST Wl T &

Excel Sign in to get the most out of Office

Learn more

Recent

@@ Open Other Workbooks .

Blank workbook Billing Statement Blood Pressure Tracker

Loan Am ortiz ation Sched

Expense Report Loan Amortization Personal Monthly Budget
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Ifg 3T 9 THT T TFAS 3UIARTRAT &, dl Tg AT AfS9r 97 3mush forw 39Aeh & Iar &, ofeeT
3R FSEHT H GrAfAHAT & ST § dF 38 31&TH ( disable) fFAT ST Hehall 138 37aTmar, dehedol &4
el & 9ET TereT T gl

Flash Fill

TFHS # JTClither FAUT Uh o3T Time saver 8, Afhel AR Workbook & SiTg, &l Tl wAotéleh! el o5
Flash Fill gfaem § S 3mdeh fow 319aT e #7391 Soc &1 S & Flash Fill 39 3eT # U&h deat
T 9T @l § , T§ M AV SATARRT FF Th FT  enter AT o 3G & faT |, FHoder & &
39k 9 First name 3X last name & HTY contacts &I Teh HIciH §| TS & el Versions H 3TIeh!
TES! AATH HT GEX Pl T I7elT el o [T Ueh FF @A TSl § We] MS Excel 2013 & Flash Fill
% @TY, adjacent column F TgelT ATH €8T HL| AT & IS Gidd H 39Tl Ugell o1 8T dhich gy
3R QY e & AT YeoT 3R formatting T TCerehe FAT § TG MS Excel 2013 1 o Flaensit & & v
gl

G H
Broccoli, Betty Broccoli
Grape, Gina Grape
Cilantro, Carrie -
Melon, Mary

Banana, Bruce
Lettuce, Lola
Lime, Larry
[Melon, Mary

L

Recommended Charts
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%S TFHT 3TNl GART 39 ST & TIT §EASS  Chart type 81 el 9id &1 Recommended Charts
giaur & Y, TS TAfAT 32T & fAU g v A geRt w1 Hag vefid Har g1 3T
preview GEAY f&h TeRT SeT HRT-3eT el H Sar fe@dr § 3R 38 dlg a6 gg aRumH o S
3 GRUTAT T Gl I g1 grefifh  Recommended Charts {eTagl SUANThci3i T (q =1C
§oIll H HGG Y Thd ¢ oI SeT T IRAT I ¢ IR gl A AAT a1gf R g, Ig Tl voaaT
IqARTHAST & fov T T T B

New Charting Tools

Recommended Charts Ffaem & 3ifaRerd, Toiiel 2013 @1C fdshedl &l Telihd e god Reel 3R 31w
A ¢ fashoul & HIY Teh AT &9 &A1 a7 B Tl 2013 H 3Mgehe] T Ueh AT ©IC & FHT
g fhaI} & STgY fe@rs &ar &1 additional chart formatting options Y Yehe et & foT 3787 & forall oY
Seo-urE ded, UE Tgel A1 UE fThoel W fooreh Y| AT °E @l S UIE dcd N ThT A, Ue-
fFereh Y, A di9-319 As] & GI&T Foi| AT format Pane TG §T & 37 fashedl & ATY Tohe BT &
S TIAT O ded F v IR R S E

Instant Data Analysis

a1 R faeeIwoT 39eRToT ( Quick Analysis tool) T 3R 37Terdl Tl IUTRTHATIHT I TET lhl &
ser fa@e & ey Tieel # Acg Al ¢l 99 39 ST & ITal Y ford T faRevor el agd &
3R 39 a1g 39 TIfAT ST & fAwer v s 7 fG@s & arer caRa fageivor dea ( Quick
Analysis button) 9X et &Y (IT [Ctrl] + Q &aTT)| conditional formatting, Sparklines, tables or charts & for@
YA 32T & preview ¢& AR 39T 9 A fFasw Y|

677 603 835 %,938
_| FORMATTING CHARTS TOTALS TABLES  SPARKLINES

] & G

Data Bars  Color IconSet Greater Top 10% Clear
Scale Than Format

LR B

Conditional Formatting uses rules to highlight interesting data.

Instant Answers with PivotTables

T fUale eded 3Ue 22T & IR & FaTdl &7 29T | §89 3R 3ca¥ & & v weh arfFaeme
W%ﬁﬁﬂgﬂmﬁaﬁﬁmﬂfmm%‘l Recommended PivotTables fasred, 3T
Fdd U Folsh & T T TPl [aieead 9T Tohd gl
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Expanded Slicers

TATSER I Tgoll aR TFAeT 2010 H Adieeaer 32T el it & fov U seifded adis & &9 & Uer
fohaT a7 UT| S TFHS 2013 H, TASER TFA cdol, FA aoT 3R 3177 3eT &l H 3er o hoex
F Tohd gl TT AT el IR 3TIART el A AT |, TABH A fthee @ § difeh 39 Tosc
T ¥ T GF 39 T @ 27 3w w E

Timelines

T TIBHATSS IR e eaar & Rapls fheed A S §-T8 T TASE & AT H1H Il &
AfheT 3T date & oel HT Toha § | Nale 9 = & 9l , TSHARST SISl T ¢l Fa T8 |
fOaleesel @ TFe T 3R T contextual Analyze tab Toi| Theel FHg @, insert timeline W ToFeleh Y|
ST SiFd A, 3 date field T A HY TS 3T 3YIART FIEAT T80 & 3’ csHAST 1 Rareead
& Y UFSSS Y| TTSHAS & 3UANT el & oI, Tl I Wi AT FAT ghg & @Y 30 ST Y
fiheey el & T T8 W Foasdh |

Power View

TS & o GERUT & foIU 3Uerstr gra) o VS5 |, 31 T 2013 & 37eX Uehlehd g1 9k o
FT 3UATT FT dEL 3T Tl ¥ ST AT SeT FH g3 AT o7 AT = & v fvar Srar g
SU 3MSTA & T, 3719aTT SeT Il 3R insert> Power view Tei|

(S

3 Copy
uuuuu

Eruss

- 8 8 8B EE

JobHistory |_Power View ® v
READY 23 B0 M -————+ 0%

One Workbook, One Window

Teh 7S FiauT Jg ¢ fh 3T 9cdh vrhdel 2013 workbook T 39T Teh 3refer ST gl Ig FUR &
Fheeh WX Teh HIY HIH ST I Solldl §, TrHH Sd 39 & HAloflex ST 3UGET AT I 8 &
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? o =~ x
4 AGE LAY had Rothachille ' o
X —~ A a . 1 Geen F - b
3 : s T M
{ ¢« 811y A )
n
B
L I
!
: |
N |
Sheet!

2.1.3 Working and Usage of MS PowerPoint 2013 (THTH graxdise 2013 FI 3unfadar )

gTeR UTSc ATSshIATe Hifhd T Teh Tcellheled TIFCaIR & TP Teaar ¥ Toiee e, ITF, Tossd,
gUs3M3e U9 T YR & Uoiee e HIRIA & JIR fHAT ST ThdT §1 TSSH Ueh Solael o
FEfreRoT B FHEE FErdr @ §F 30w TAURY Y 95 3 e ¥ oIFd Y b T

@ H S 0 F- Presentation1 - Microsoft PowerPoint Preview DRAWING TOOLS 7 H - O %
HOME INSERT DESIGN TRANSITIONS ANIMATIONS SLIDE SHOW REVIEW VIEW FORMAT Sign in o
- - P P AL |E ), 2 ShapeFill - d Find
o =] Heout iitight (4 -Je0 | & A 8 = e = = 8 ~>xDoa B () 2%
b New 5 Reset B- (AL L do) n Q‘ . L& Shape Outline - 2 Replace ~
aste ew .- — | - rrange Quidl
B I U A - Aa - -l EE=E= =~ AN NS - - -
¥ Slide~ '3 Section~ U s s - ha- L b ohd % A [l - Syles- Q@ Shape Effects Iy select

Clipboard & slides Font r- Paragraph & Drawing & Editing ~

1

TWC

Click to add subtitle

supe1oF1 [ = NOTES W COMMENTS E &= B P -——4 39% [

3H Yoleeel I HTYSY FhIeT T, Projector T Toll Hehdl § T 99 W Tfeelel 3 T bl g1 SHHT
gaeT fAeT cgaarT , Af3ddr, Engineering T 2T & &7 & fham ST 1 50H Ugol ¥ $s UPR &
CFIAIT & f3STTsel TR I@d & fSashT YT oikeh g8 310el JolocRlel I HH THT H g N1 dIR
F Thd g1 3T 3ar 388 [Affea g i wredfesr va vaiadeeT i Thea B &1 S9ar g7 @Y
TIET X TR Bl

Features of MS PowerPoint 2013 (THUH Yraiqise 2013 i faehvam)

HATSHIAFE Yraidise 2013 H T AIT T §: Ig ol 3 BT W 39991 & fav graf@es §, afe 3mg
TEdfaal & ATETH ¥ TERT R Heh AR T FY Fh| Yolex oY TaAlfeld &9 & 3 Hiotei de-
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3T W YA 97T &, 3R 31T 50 T Al W 8 STIATT I Thd ¢| 3TH Fs IPR HI g
g, ST 3T oiereT 1 ITHNA T §1 3N ST 319 gl & |y HA HT @ &1, al 3T 92 I8t
3R gfafsrar ured = F T Ry S v £ T Grell TE&dfd & A Tioled & T
UreaRdiSe 2013 3Meh! template, theme, recent AT Blank &1 3UAET dleh Tl 3aTell TEf Y& Hlel
F5 U YGTT T &

UrERUISe 2013 & WAfSIT 9T T 9§l 12T deolld WIed g3 ¢l T HEor 7 dfsor g5 |, o
3G HT agd & TUse AR FgT 7 foh AT ofeT QT ATl AT FEROT A, AT g5 A TUE
T @ 3UAH TFAICH & WY-ATY 3AS STEH oeh Rl Ugd Tl Al & v Fenferd fmar
TN | JeACS SFIICH HT fSoted , ST, ol eqadny, Yoieere, 3Rueer, Sl dea, 4:3, Hifsan,
TR, AThET scarfe S w3 ATt & fenfea e = &)

PowerPoint

Recent

any presentations ecerily, Ta
tation, start by chicking on Qpen

FqaieH 3R W fiew

TFTEH T SEAATS [Affiest 1 fAwat & @y fFar S dshar &1 36T & v | afe /vy v gohr
&7 AT & T 37T &, 3R 39 18T W[ T 3YIRT FEAT T8d &, df 97 SFgele W Fas w 3iR
el S T ASTAT GefRid T Seal| 39 39=h ge&gfd # 3ueT el & AU 3naegs vk &
TAT H Fh &1 Sl FEROT & e |, 3T Fvele # deal & &1 3R Aelr & Aegsrer & & o
Jeo Fhd gl
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RED  CUSTOM

- =2} drEanic BANDED
Berlin 1 SAVON : 1
Depth .
WO0D TYPE L
@ CELESTIAL
Wood Type Stice Celestial

PowerPoint 2013 # SEehdl 2T §18 IR AT TASS YGRId Xl &, FW al$ 3R 30T F188
STafeh giAT Fel3s & AT Al #R gl 1 7 yeiRid gl §1 adAe F18s & qaladieed & FW

U e’ fawrs &ar &, 3R ueiex o s & 3w 3R AR sfaed @d=or suesy §1 0 3@, o9 o
3T TATSS A AT &, O TEclohell €T TGRId gem, I Hegex & 3 % f3ecar Bargw &1 sarer
# $o Jeong o v T §| 3T 39h g T JfdRed R WIS U gof &, TA195 & EEl A
S A @ fAFhed , Uk gAT A H Forss 3¢ |, IR Felaes BEcd Al & & Foss o AR

TEqdddr Ted e aer &1 e o g

3eld YeieY &

LAPTOP Editors

A A & &

CIGIR CLGE

Grar gaee {38 39ent 379a7 SkyDrive WA ¥ dade il 3R PowerPoint & T 3YIRT et & fow
a3 T S5 A Al & Bl 39 Microsoft @I & @18l 31 &Y, 3R g TaAfald ®T § 39
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SkyDrive @A & Fotere g Swa| 39 Affesr fSarsal aX AspaiFe g 2013 F TTST 1 FA &
fIT T & WA T 3YIANRT F Tohd ¢l 3T IE, 3T TN TR 3T eTAdsl FoA38 H THARAT fhU
SEar 3R Tl off f3arsd @ ¢@a 3R GUR ol & foIU 3uelsts gleT| g 3T SEAdsll Al gelet
I TERST 3BT H of AT HI HTaISRAT H FHACT HAT gl SkyDrive @I &T 39T Hlh |, 3T
AT F 3Ol Tl AT F Tehd § 3R G@ERT Y 3G TEdfc IRASTANT TN TGN lad
& fov 3mARa = T §

Account

Open & Export
" User Information Product Information
Save
Jesse u Offi ce
o Change phato
About me
Sign out in Trial Product
Office Account Switch Account Microsoft Office Professional 2016
Convert to

This preduct contains

X i Full
Options Office Theme: ® TEEDE
White M The trial period will expire in 89 days. You can purchase the full version of
Feedback " this product or remove it from this computer.
Connected Services:
Bt [4_] Office Updates
OFFLINE & Updates are automatically downloaded and installed.
Office is currently offline. Update Version: 16.0.4220,1017
Options -

e About Outlook

Learn more about Outlook, Support, Product ID, and Copyright infarmation.
About
Outlook

aEsEh 3R FerwhT FHdT

gIaRuise 2013 5 ASSHRIA cFdeicd AR A Ueled HXam g IERUISC T AAT TEIUT dTSSEhI
Al & T TAST H a2 a1 &1 $Hb Ielar, GUR & {0 U 71 quT HhieA AlS o 3uelet g
T IR 3YeIeY TATSS TATA T STHNET I TAT 3T TABS @t 3R 3¢ TUIMGT Hled
AT & 81 Raet |, 5w @3t gur fhed arfAe § , & MY ¢ i & 3@ ¥ @ aed &
afra 3R AfSFT fFar s gehar B

Title Layout

Subtitle
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WMP g&gfa &t tadt 4 ifTa & w0 & Feaotar

PowerPoint 2013 H, WMP SEfcT &I Toh 3R 96T MPEG-4 33T 96T 7 TR Tdfcd 1 Tl &
forw Sitst arar g1 TANSS -4 9% & JfAReRd, gE&gfa difsar @ Afsar coer 3R 3ueon 9w glen
ST Hehdl Bl 39, SUAETHASHT & ydfal @t & faw IR-fser suamol w wuria f&ger Afsar
CODEC &I 3TaRTehdl o1&l &1 3TF o@ar |, Nead 3arsq, AT & 1T FS TAHS / Toassr aar
THANSSN -4 96T Wolel & T gAST # qa1C a0 g 99 Thguie 9T ST, 3R Create a Video I

Export

Account

Feedback

Options

wew Create PDF/XPS Document
{ ’.; Create a Video
J:0)  Package Presentation for CD

Create Handouts

Change File Type

Presentation! - PowerPoint Philipg

Create a Video
Save your presentation as a video that you can bum to a disc, upload to the web, or email
Includes all recorded timings, narrations, ink strokes, and laser pointer gestures

Preserves animations, transitions, and media

@ Get help burning your sli I the v
i Full HD (1080p)
==]  Large file size and full high quality (1920 x 1080)
------ Don't Use Recorded Timings and Narrations

4O  No timings or narrations have been recorded

Seconds spent on each slide: | 05,00
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3. Introduction and Comparison of VVarious Office Suites

3.1 Introduction of Various Office Suites (Rffes Fraters ggeu 1 o)

ATSHIEFE A (Microsoft Office) gfaar s & 1 3R @ 3fUF ITAETRAINT & Y IR W FoH
SRTIT WaFH A A Ueh gl olfehel haol Hel Yol ( Word, Excel, PowerPoint, and OneNote) & Google
Docs, Office Online, OpenOffice, 3R LibreOffice S TTallheld ATFedIRX HY el H &1 54 TTallheled
TR H A Jifha (Microsoft Office) ST &g TAANATT wAgl &, Afehet & T 9[ceh, 3uNeT ket
# T AR 3ATSA TgT A9 gl I 3T FT Wl WisT | 8 I 3T ASHIAFE T
(Microsoft Office) T HTHAT Pay T8l X Thd ¢ dl Ig Uh AR faheq gl

3.1.1 Google Docs (3[@Ter STaFH)

Google docs Tsh fol:g[eeh Aa-3MUTRA TiterahereT & Toraal siagaic 3R Eiselied &1 Hieellge q=rar S
HHAT § 3 & TTY §H 397 FUR a4k 3¢ Save 3T F TFl §| STeIc Folared & A1 Fralr off
HTIY A BIgel TFAH A ST Fehell &1 Google docs Google SaRT YTl fhT arv AR 388 I3 ieelss
UfSasheeT & a9 Yhet o fREar &1 Google Docs Uah da-3meTRd Wame § 5 3ma @er 3r9er

B3R O TFAH X Thd &1 TP Adeld ¢ o Google chrome 3316118 3R STeral FTh 3T Google 7
39T WTAT S+ 3R Google 3189 WX ST (ST8T Google Docs I@T 14T &), 3 31T 3iTToSd BIgel ST
IR TR = T g

Google docs

Google Docs T TR T 3TNl [AATAINT & T AT &, S 6 319 v & THT H 39 W FH
F WA g1 3T 30 BT |, Edele A1 frel 31w Fegex afga fhelr off Barsed W el wigell as
ugd Fehd Bl

Google docs & I formulas, lists, tables 3{R images & Y T A HATAT H |, faffiest wie 3R
WS Bide H gedidalr 3R Tdsfed & Import, Create, edit 3R Update T T &1  Google docs
3ferenTer Yoieere ArFeaeR 3R a8 TRER W &A1Y T g1 F FH 99 UF & ¥ A A1 B &

9 H G AT ST FehaTl 81 ok Google docs # o a1T e &l AT #X dehdd § g Ig o
W Hohd ¢ T 3oTT I T @ I@T &1 Google docs F &5 oFT AR fhadY wsar a1 ofic W
R Fehd ¢ AT & WY T¢ Tg o W Thl & T fohE LoR o wiser & FaT gara foar § 9
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SFATASH Y HicTellsel HAGIT T ST § 3R IR & FegeX W o FIda fomar o1 Fevarr § |, s@fAT
FATAAFA IeT & TROTAEIET Fol 3T & FT FG T AT ¢

Creating new files (T BISel 1<)

Google 315d 3TUHT el HT Teh T Y& HIT § il IRl e&delt |, TsMed 3R geqgiodt afed
faffiest gavR 1 Brgel el 3 FuTfed oXer A IgAfd &ar 81 Google 318d U AT UiE G Y
W e

Documents (STHFIACH) : o, Ferer, fo¥eer, 31X 3 eree-3memRe igell @ forgey & fare

(ATSHITIFC g5 e & THTA)

Spreadsheets (FABWETH) s Gardia aer 3R cwafeyd st & v (AEHETe T ahgh
& GHAT)

Presentations (FSiEeIeT): Targe ot seiet & AU (ASsre Uraidise Sedfedl & Tam)
Forms (BTFH): 3¢7 w7 axe 3N saafead = & foT
Drawings (ST83%): T J9eX AAFaw A1 3G T F T

Steps for creating a new file on Google docs (AP STFE # 75 FIFA Tl & FH)

e Google 3789 TR New §¢oT Gé 3R I, T 38 WIgel o TR Tl S 319 FA=m ugd &1 §AR
3GTEX0T H, §H Ueh AT G&dldol Sellel & folT Google docs &7 TIT |

L Drive QL Searc

RAv, Mo
Folder
File upload
sul
Folder upload
e
= Google Docs [} >
9 <M
Google Sheets > to!
Google Slides > ic
More >

= e _— 1]

o IUET A BIST S FB3oR W Tk AT &d # @ ¢l Fud-a1d ey & f&UT Untitled
documentﬂwmﬁﬁ?ﬂoﬁl

&. My Drive - Google Drive X % Untitled document - Goc X

C' | @ Secure | https://docs.google.com/document/d/1DNC

E Untitled documentI [

File E Insert Format Tools Add-ons Help

Y ~ g P 100% -~ Normal text - Arial

4 + o« o | 1+ o4 o ®m, | 0 04 o | 2



1PGDCA2- PC PACKAGES

e Rename STl ST @IS Il YT HISe & T TH AT 3T FY, T Ok W Folsh Y|

E Quarterly Report/yin Il My Drive

-t
File / Insert Format Tools

~ ~ @ P 100% ~ Normal text ~

o IR BISS HT AH deol TT FrwEm| 319 T o HAEF 9=l Google 33T A WIS T UG
Thd ¢, S8l Ig Tadlfeld &9  Save &1 ST | HISel &l e & Tleld & foIT §9 sadl-[Fers
HL|

L Drive Q_ Search Drive =
My Drive ~ e,
New
Name Owner
» My Drive Albums me
» [0 Computers BB Uuntouched Photos me
(L Shared with me
-= B Qquarterly Report [k me
@ Recent
B ArtClub Interest Letter me
Y  Starred

3T 3@ Hahd & P IR BSal & foIT g AT 9o Agr ¢l VAT AT § FAifH Google 315 3ifer
g &1 UGN AT 8, S Faliold &9 F 3R I A9 BIgel HT Save T Bl

&. My Drive - Google Drive X / E Quarterly Report - Goog! X

C' | @& Secure | https://docs.google.com/document/d/1DNGVa2QqAF-rvhivO9-fX-k8AYamOt

Quarterly Report [ |
File Edit View Insert Format Tools Add-ons Help  Allchanges savedin Drive%

M~ o~ m P 100% - Normaltext - Arial v 1 - B I U A s

1 v v v [ v oo [ T T L S (N S SO N (N SO SN A S SO S (N SO SO T (N S S S Y S S S B R

3.1.2 Office Online (ATRFE 3iTeTelTSeT)

ATSHITTE T TR iTdars Y T J9-3memRa Teelleheld dreadaT €| MU a8 Th H
H@ﬂﬁ%mm%%ﬂwaﬂqmﬁaﬂmﬂaﬁmmmq@amﬁ%lmm
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BISe HTAST AIX I Thd & 3R 30T ITARRAT & T IET HT ohd g1 Office Online & IR
H g 38T 919 I & & Ig Asedrre 3T ( Microsoft Office) F THTS §| il 3cUlg ATSHIATTE
CaRT FAIT S 8| IS Shael Teh &, Afh d9-3cfpel Yohot &, g) gof IR Frad gared axar g1 Ify
39 91E Office & SETHTIT HERIUT & WY hIg 3qerd § Al QA T SSIHE o137l Teh AT ¢ |

3.1.2 Apache Open Office (39T 39T 3TRAH)

Apache OpenOffice word processing, spreadsheets, presentations, graphics, databases 3¢ & forw 3raroft 3Mua-
A HifhE Aieder {e &1 I8 Tl 3H Fogedl W Fs wis 7 3R Frf & v suesy g1 I
qefy SeT HY Teh HARTSET Yol Alefeh Y¥T H HIET Il & 3R 3T AT Frierd FFedd
Uhoil & wrgell #1819 IR T Fohar g1 3 fonell off 3827 & fow qft g a1 Yo S3Aails
3R 3uAter AT ST Gehar &1 Apache OpenOffice S ATl FI ATFedIX SN fATRIT FT IRUMH
YBITT H 3/ hael Teh HFCAW & & A TSTga fohar a1am a1, 5@ &I o a1 i RE AT el
€, 1S G $T 3TN AT Feholl &, TN WFCAAX & TG1 Fehall & el Apache OpenOffice a8 T
$O I ¢ S A9 39 3T AFedaR F FeA1 = g

Apache

Y OpenOffice
BEEE
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Features of Apache Open Office (39T 30Ul HTTPH H AATAI)

Easy to Use (39ATT &It & 31THTA)

Apache OpenOffice S TG 3 &, 3R Ife 3T uger F & fordlt 37 3T Irredaw Yhat T
39T T T &, o AT S I @ T Hehol 8| §AR Tavg eardr el #1o1 |oger &1 319 & f
OpenOffice 2MAE 3TIHr AT H 3ty ¢ 3 gAEfT &1 3R afe 379 99 uger O & ey 3=
FRTT YhaT T BISel § — OpenOffice 3¢ T fFdY Hi&ATS & UG HehaT &

Free Software (% WIFCAA)

Apache OpenOffice T e & TSHE B & HFd AR T 3ol &, AFH  3MAEN F s3dcs fhar
ST FhdT & | 39T AR 38 & T TIFedT T aRE , Apache OpenOffice FT 3TN FIt F
foIT 319 TadT g1 Apache OpenOffice Apache 2.0 dT88H & dgd SIRT fhdAT I1AT g STH AdAd ¢ o
T 8 fordll 8 38T - W, ATOIToTeh, AT8Teh, olleh TATHA & TIT 3TN I Hehdd g1 39 To¥cer
UE 3o HPeX H SEIST I Fehol & doidleT H I AR ITderdic , Nof=rd, Tsphere & &
H 39AreT fRAr ST G &

3.1.3 Libra Office (forsm 3iifpe)

LibreOffice &1 28 flicsR, 2010 &I “& SlergFC HI3SAA” GART OpenOffice.org 3.3 dET HERIT & MUR W
dIeT TETOT & & H Ugell a1 Roilol [haT IRT AT| Tgoll T&qeT TEAIOT 25 ST, 2011 T SIRT fohar
T oT| Tols e weh rferaemmel 3R ¥ oo HATe T &, S giadr X & ol Sl gary
39T fhar STl 81 SHAT ol Sehd 3R 3Mefareh Td TG BreR ol IR Al YT Scdrcehal 3T
FIIETAAT SgleT 7 TG FT § |

LibreOffice

39 wAY foum Jifhe, o # Fe@ AT i iR v a9 3iifhE g & o § e a8
WATHT, Shosh (FsMed), SHE (FEJTIROT), T (deFex AMMherd 3R Folrared) , 98 (Sered), 3R arford
UG S Wiredq} Yohar wfFAfad § I Aswrae &g AR ffwen @ & & arer
AEHAFe AT Hr R (TAE) Ae 30T dR T a@7d F3 colehm#A! W HHF T gl
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3.1.4 WPS Office (3ee Y T& 3iifha)

qg TS WHT App Bl SIS Ade & g A Ms Office & ATEIH & ¥ S ad Documents
(Word, Excel, PPT) &Y g1 39a7 AlaTeel & 3MEET @ SR, 3@, U9 3HU3C & dha ¢ | IS g3 &1
Letter Type &l § AT fhdl & $T Fg Presentation FA § AT HIS List AT § dAT frdT v
& Report IR & &1 df g4 af AR &1H it HegeX # Ms Office # & g1 a8 &H WPS Office
% CaRT 39 Aiarsel & st X Tha T

Ig U vAT App ¢ f9E® gaRT AT Presentation, Spreadsheets dOR & ¥&hd gl oras fow
TEH Ugel  See U1 UH I TT A Tl TR W SEAIS FX Gl Hidl:
eDownload WPS Office - a8 Ugol 3T 39ad Al&sel § WPS Office Download &1
eInstall WPS Office - 371§ Download &= & &g Install #T o
«Open WPS Office - Install &= & §1¢ 39 SHHT 3UAT a Tehd gl
WPS Office &I SEIATT Fel & Sgd A BRIC gl & Sl fde=llear ¢ -
e Spell Check : Spell Check & SEddATel & 3T 39l  Document &I Spelling Error &I T&r &%
Thd &l
e Save To PDF: 39 3719« Document &I PDF & Y Convert &¥ @&d &l T58H Document
SITET Secure T@dT &1 4T Share st & o 3@ gxar &l
o Formatting Tools: $&H 3MUsh  Formatting & T sgd &  Tools Aeld g1 et 3mq
Documents STl & AT ¥ STAATS & Tehd gl Font Styles 3R Colours, Paragraph
Formatting & Option f&ed Bl
e Lots Of Extras :3T9 38 230 Fonts 3iRk 100 Documents Templates &I SEdHTT R Thd gl

Features of WPS Office App
WPS Office & Features Fo Hedl f=IlaR ¢ -
* View Multiple Documents : 39 T & §HI & §gd R Documents &I Open & Fhd &l
Edit 31X Manage #T I &l
e Password Protection:WPS Office Document & Password Protection @T 8T Option &dT gl
fSEd 3T 379 Document &1 Safe I Tehd &l
e Mail Merge : 38 Feature & g@RT 319 3(9s7 Document # fS& 8t Send Fam TR 38 A%
%8 & Clicks & Send X Hahd ¢

Usage of WPS Office
WPS Office # s7aT Document §+1Tf & folT 3@ App @ Open @ | $HH 396l Document STl &
fT New a1 + &7 Icon @M 39 WX Folh HY R 3T SHHA T F9T-37e¥T  Format Select &


https://www.wps.com/download/
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THhd g1 3@ New Document TR Foreh Y 3R 3Ueh TTHAA 14T Page 3TUaM| 38 9 3T S &Y
for@= ared & ar o1 WPS Tools R Fere & €1 3m9sh d# T File Menu 31Tar &1 foaet smaer 6
Option A

eSave As (89 ¥1): Save As & gdRT gA Document &1 4 Format .Doc/ .Docx/ .Text/ .Pdf
# Save #X THA gl

eExport To PDF (varadiE g HISi¥W): $8& garT & File & Pdf # Save & ¥ad &

Encrypt (TfeFTe): Encrypt & gaRT g 3791 Document WX Password ol T gl foaa
39T File Password & f8aT Open 78T g1aft

ePrint (WT) : 38& ATEYA T 7 390 Document & Print of Thd &1 Pagesetup #¥ Hehd &
AT Print Preview 3@ dhd &1 3R 3T MBS & Print o<1 aOgd § o 38% fow 3rerer
I App Download &¥T glm|

eFile Info (W8T SAWERI): File Info & 3ieX 39l File Name, File Size, File Type, Last
Modified, Storage Location &T ST fAerdT 1

eHelp And Feedback (8¢9 Us $1sd& ): s 3l Feature Suggestion, Feedback 3R
Error Report fAed g1 T98s garT 319 T Feature & X # Suggestion Feedback
JAT Error T Report & T&hd gl

View Option: 3&& 3eX 39! $& 3R Option fARY S @ ar & :-

«Copy - Copy & &aRT 39 Select fFd T Text & Copy FX T&d &l

ePaste - 3 Option & YANT & 3T Copy fhd T Text HI FEI W Paste F Tdhd gl

oFind - Find & g@RT 39 Document ¥ & 2req 1 Search & FHhd &l

All Bookmarks - $8& garT File # f&&T Link @ Bookmark #¥% Save & &&d gl

«Content - 3T #ee ¥ &7 Document & & Table & Content & & THhd &l

eWord Count - Document & Word & &ar & #f Count &Y Fhd gl

eView - 8% 376X 39Ul 2 Option fAed § Rotate Screen 3R Night Mode

ePage Setup - 39% 3ieT Ugell Option Page Size & &Il &1 f9H®T 9T aX Page Size
&I deoiel & foIT fham STam &1 @@ Option Orientation & fS/&e ga@rT Page Portrait ar
Landscape & ¥hd gl 3 T Option Page Margin s8& 39 Page Customize &X
ahd gl

ePage Background - 3&& option EaRT fHdy T1 & AT Image & aRT Page @&
Background Change #¥ @&d 2|

eShow Switch Button - 38 W Fae X W T Switch Button @ar gl

WPS Tools & 3 $if sgd & Options &1d &1 fSdd SR & 3Tdel 3T AT ST @7 &

«Font - 383 319 Font Size, Effect, Font Change &1 Font Colour 3¢ Select ¥ Hahd
gl

eStyle - 3H& WA & Text & ¥ Style # @ Twa 1

eInsert - @ 3T Picture, Blank Page, Page Break, Header And Footer, Date And
Time & Option f&dd &1

eReview - 3H& 3ieT 3T Spell Check, Word Count, Comment And Revise &I 91T &
"hd gl

ePen - Pen Tool & Submenu Pen, Highlighter 3iR Eraser gl
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3.1.4 MS Office 2013

SAadr 2013 #H, Microsoft & 379s7 Office Software Suite, Office 2013 &T AdAdd Version SIRT fFAT| ST
Office & TEEIAT-3MUTRA Office 365 Home Version T 3T ST fasam 1 afg 3T Office 2013 &I Tlieat
I YIS FA & IR A AT @ E , A T AF Version T aerd 3N GRATIT 3rerer 3re@r €1 Microsoft
Office Suite 3 Applications T T 3TaeTH TIE & foi@d  Word, Excel, PowerPoint 3R Sgd $o A
g1 Office 2013, Office Suite T FdITcTd Version, SHH $T Heca Ul IR ATTA &1 Microsoft 316 T
I eTIAT AT & ACIH F  Office FI ULAHA X T &, 3 FUT oF 3T 3197 Microsoft account
3R OneDrive (& 9ge Sky Drive & =T & Sl ST A1) & ATY Tehlehel fohal &1 s@faT |, @lies &
Teor faffies Jarsit 3R 3uesy T RAhedl FT THAST AgeaqoT ¥

Microsoft Office Suite gfelaT 81X # SEIATST gl aTell Application &1 Office 2013 Tl & &A1Y, 3T 3o
Tools T 3TN & g& Hehd & Toleg 3T T UICA HAT TEd 8| Fifeh 37¢ Ueh Tehlehcd ool & &9
H 3amsar fRar s/ g Office 2013 H 3T9ehr AR commands & T Command Tab T §TT & dTfeh 319
318 aolt 3R 3mEET & FI X Fah| AT Office Package THTCHI, eaeie 3R Far3s & 8fY & a=ar
¢, T8 de o O o o Tt 9rd Office $¥ciol W8T &1 o 31d 3T §A/M YT Hgcaqul Bgell W
ST T §, 3TA PIs Beh Ig1 USdT b 37T Hgl § AT 3T FIT 3TIANT T I} &1

Sign-in for Office where and when you require

e Office @ install s & foIT 379a7 Microsoft account T 3YITT &Y |

e 3(9sT Office Program ! fahdll 30 Fogel W FEIH A

e Files & 3mATAT & Access 3 Share ¥ & foIT file T OneDrive H Save HY|
e 319 Personal Setting &t ST off &r, I |

Features of Office 2013

1. Word 3R Excel # Typing IT Selection i FHA Ribbon Interface 3{R subtle animations T FoleX ofeh
feam arm &

2. Outlook 2013 # e et & fAT v =41 TA3remgaier fear arr &

3. MS Word # AT IMfthehel fashed fear amm g

4. Word 31X PowerPoint H 3ifdH SR & 1T AT edit TUTTT G dilced HI AT

5. PowerPoint 2013 & New slide designs, animations and transitions
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Introduction to MS Word
Features & area of use
Various versions of MS Office and their requirements
Working with MS Word
Menus & Commands
Customize the Ribbon
Toolbars & Buttons
Shortcut Menus
Wizards & Templates
Creating a New Document
Different Page layouts
Different Page View
« Applying various Text Enhancements- Fonts, Styles, Text Attributes
Formatting Your Text and Documents:
Auto format
Paragraph Formatting
Page Formatting
Line spacing
Margins
Borders and Shading
Tabs
Indents
Text Editing using various features
o Bullets and Numbering
Working with Styles
o How to add a Style in text
o How to remove style in Gallery
o How to Create a New Style
o How to Modify a Style
e Printing & various print options
Working with Headers and Footers:
o How to Add Header and footer
o How to add a image in header and footer
o How toad a Page Number in Header and Footer
o How to remove Header and footer
Tables:
o Creating a simple table, Creating a table using the table menu
o Entering and editing text in a table.
o selecting in table, adding rows, changing row heights, Deleting rows, Inserting
columns, Deleting columns, changing column width
o conversion to and from text

4.0 Introduction to MS Word 2013 (THTH g8 2013 &T IR=Y)

MS Office & 3T &g TIFR 3 § SV - TATH g3, THUH g3, THATH UFAd, TATH 9raRUise,
THATH 3T3Celh, UHTH THAH (MS Word, MS Excel, MS Powerpoint, MS Outlook, MS Access). St 37thar
fo @olr S & g A &1 THTH d8 2013 (MS Word 2013) T 3nfhE A WeaR gl | S
3NThE T Tl HTTRISRATIN I G AT ¢ AShIAGe g5 2013 &I fAsier & a5 AR & giefor
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g ST & Frat & fov ef@a fhar s &1 safaw Microsoft Word &I Word Processing & &8 &
§Y ST ST § Ig WoeaR (Software) Tavd & TEW 30 WANT A T dTem TS R 3fAAT
TrcaR ¥ |38 dfarea & vAvg g o oher AT € SHA ARG fY FEe AmETe F [efad
fohar & 58 Seusl & 3eFeT gierar & ded AR cafed Bill Gates &

S & WY TATE 9% 2013 H %S Ieoia JAUBH & IRET & AY-AY GEAASI B AT T
3R FEAIT A FT &THAT 3 I 3T g3 PR NoFeT F @Y iR 30F A A e &ar
g1 e TG, ey SllelT, WRIATH FA1AT, I56 R HTAT $H JhR T Fofl it & ganrr el
ST T GAATAT &7 & GET FAT Word Processing Hgelldl § 391 g1 & U8 I UeT T Fgraar
T T 31 UfhdT AT Aeg TihdT HEellcl § Wod od TeT HY HegeX H Ferdl § foham Sirar §
d9 I8 Solaciiae a5 WA Fgerdr &

ZHS CaART 3T ATSHIATFE I3 TSI T Fallal (Create), UG I (edit), TERAT =t (format) 3R
ﬁﬁ?r FLAT (Print) X Tehed %ﬂ Microsoft Word T 9=19T Letter Writing, Resume, Mail Merge, Table, Chart
3nfe @t & forw fRar aar § |

A

l oo, Quick Access Document Title

More Ribbons The Ribbon

Navigation Pane

View Options

[
‘ Status Bar
|

4.1 Features of MS Word 2013 (THTH a5 2013 & faevam )

ATSHIATFE F g5 WATAIT Teelihla (Word Processing Application) T sTdiaid® TEHIOT MS Word 2013 31T
AT § SHA HS 3UGRN 7S FAATATT § S G versions H 3T g § HGHIEITFE & MS Word 2013
# U AT B 3N HS IUAEN ST § ST IR-cMeThRT FEATI, et HR [EcAhToral HT draaTideh
fe@er arer  Document ST, Share &%t iR 31T 3O & AT o H Ace Har |, 3R 310+
FUASA H FHA HLET

e A New Look for Word

S 3T g (Word) 2013 Y Tl dl UgalT Scolld 39! Ueh AT o33 997 (landing page) G@TS &am|
aT Goreh A, 3R 39e {dC SfagFe ( Recent Document) & HIY-HIY Ugel 48 AT STHIHACH
(Documents) T @ielel #T [AFhed G@TS SIM| T Teldh &, T Affed TFdeicq S soleh, saAdIsd
sellaT (Blank, invoice, Blog post) 37 IoT ehl &1 3T HISHITIFE HI SFIICH S & ALIH & o
“Fundraiser” IT “Proposal” 8 @IS T gl

e Save and share files in the cloud
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Cloud T& $SRUT $T AE &1 I« #ff 319 HiATSsT W & al T S8 Ired & Fhdd &l online | X
319 SfergAc I SharePoint AT OneDrive U Share FY Hehcl 8| 8T & 3T 3(9sl Word Documents, Excel st
Spreadsheet 31X 37T 3iifhT WIgell FI AT 3R Share I Fhd g1 3T TH & FHIT W TH g B
H 39 AT & @y Feex w# off 1 Toa &

e Use Multimedia

IfE 3mT Word F newsletters, flyers, brochures a7 31e HAeAHIEAT Document IR &id &, dl 39l I8
SATART JHeoAdT 8191 fF images & AT HIH T 3T Ugel A el AT AT &1 Word 2013 & AT
alignment guide (ST&f 39 HITSAT & Teh Ths W click I & o UIT 31T o) 3T Cohee I AifsAT 1
39 SHFEC H doll T TATART FAT AT FATAT &1 3T Document & TRT 3R TS image draw &
Hehd &, 3PN 3T HareeT H Hagsh AT TP TIAT & , dF 319 Word &I 8IS #X 3T Tesdl & BieT
FI Document H FiFATIT T Thd &l

e Read Mode

39 MS Word 2013 # faelt ot wrger &1 3ma & 9g @k &) IS 39 Us Document Ug=TT & X g,
AfreT T 3T T 3R FT I fT 392Thar § , aF Word Document H 39T S8 T Save T
A AP 3T &I A 3W IE ¥ U Th Sigl 3 o1 fear ar - a7 & 319 foraY 3y RBasa w
Document 9 I¢ & (S 3T9ehT EX tgeX AT fasior &aeie)| MUl “Save” oA IT TUHNT ThaATh
gTefel T T 3TaRTHAT FTgr § MS Word 2013 39 forw @efy e &ar gl

e  Object Zoom

o9 39 Tl sTrgdic @ Ug @ 8 & 3R I 3T 38 SiFgAc H Zoom HIAT AEA & of 31T FY
& AT & U FT Zoom I HHA & 3T folU T 3T 39Te ¥ ThlT W g aR &9 HY (Ifg
Touch screen § @) IT 3(9el ABH ¥ Zoom in W ST-TFersh Y| 3R A 39 sfergaAe &' Zoom out FHI&AT
TEd & ar Zoom out option W Fedeh &

e Resume a Reading

S8 EANT 31T 3T SlFgHT T Yoal dgl ¥ TIC HT Tehdl &1 ST6l oleh Uel Tgel ToT g3 AT AT
9 STET W 379 STegAT & YA BIST AT 98T A UG S I@ Hhdl ¢l FAfF  MS Word Ig TG
@dr g & 319 wer

e Online Video

39 MS Word 2013 # online video 8 ¢ Hehd & dIfeh 3T content TR €A higd X Th|

e Reply to comments

T MS word 2013 # fRET ot fequolt X A9 3cax & Fhd &1 FAfF  MS Word 2013 F comment
option & Y 31 Reply button T Y Ss T § S FIg fevuol d&Ifd T Sl & a9 319 38 option
& GART 9gH X Fhd & 3R TafO=l & 3maeh & ¢ X ahd gl

e Add polish and Style

Word 2013 & &Y 319 T8 Hex 3R 3mehdeh eEdrdel a1 Fehd €, 3R 39 31 Afsar yeri &
ATYT HH H Thd g a9 — Online video, images 31Tfe TH 3T pdf T Grer Tt &l

e  Start with a Template

S99 Word 2013 Wrerdt §, @ 3Tl gTel & & W IV eEcdsil il Teh Gl & AT Y& Hlel H
HEIAT & AU AT SFelcd T [qhed Yerd forar Srar § arfes 39 fordl off 3T B3 910 ¥ ©W
" ST Tk |

e Open and edit PDF file
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MS Word 2013 # 39 AT & Pdf Gsel 1 @l Tt § 3R 38F GuUR 81 X Foh & |8 & @
39 pdf & T&U paragraph, table 3T list & $f 3TATE & GUR T Fehd ] Insert online Video and PictureMS
Word 2013 & 3T T 319a g&ardelr & 3ifetorsst AfSAr 3R images S5 Tha &1 31 319= images Fr
3ffeTellgel 319a &Y TN Save T F W@ THhd ¢ |

e Live layout and alignment guides

Ifg 3T fRAY shape FT TR sEald & ar  live layout 39 SFEC & HTYU  chart, photo 31X Diagrams &t
3T ST &1

4.2 Versions and Hardware Requirement of MS Office 2013 (§¥0T 3R wHTH 3ifhrd
2013 fY gIEAYT TaIHdT)

4.2.1 Various Versions of MS Office 2013(THTd 3w 2013 & RAffiea w&HIoT)

eller & aridiw s aaq
(Release date) (Title) (Components)

19 IqFeT1990 Office 1.0 Word 1.1, Excel 2.0, PowerPoint 2.0

4 AT 1991 Office 1.5 Word 1.1, Excel 3.0, PowerPoint 2.0

8 @Tvﬂé 1991 Office 1.6 Word 1.1, Excel 3.0, PowerPoint 2.0, Mail 2.1

30 3T3TET 1992 Office 3.0 Word 2.0c, Excel 4.0, PowerPoint 3.0, Mail 3.0

17 STeTadr 1994 Office 4.0 Word 6.0, Excel 4.0, PowerPoint 3.0, Mail 3.1

2301 1994 Office 4.3 Word 6.0, Excel 5.0, PowerPoint 4.0, Mail 3.2, Access 2.0

3 Glj»ﬂé 1994 Office for NT 4.2 Word 6.0, Excel 5.0, PowerPoint 4.0, Office Manager

24 3ITET 1995 Office 95 (7.0) Word, Excel, PowerPoint, Schedule+, Binder, Access, Bookshelf

19 FaFsT 1996 Office 97 (8.0) Word 97, Word 98, Excel, Outlook, PowerPoint, Access,

BookShelf Basics, Publisher 97, Publisher 98, Small Business

Office 97 Powered Financial Manager 97, Small Business Financial Manager 98,

20 ST 1997 by Word 98 (8.5) Automap Street Plus, Direct Mail Manager, Expedia Streets 98

roprisss | Offcezioo(s) | Worh el Ouoak poumPont P, Sl esines

31578 2001 Office XP (10.0) \S/\rlrcl)gﬂ,gﬁilés(?#(l)%?l;, PowerPoint, Access, Publisher, FrontPage,

21 3aFgsiT 2003 Office 2003 (11.0) Word, Excel, Outlook, PowerPoint, Publisher, Access, InfoPath
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oSy 2007 | Office 207 (120) | horth B8 v, Otk Putler Aot ot
tsopr o0 | ofezoto(1a) | Vet X Foverhon, cnaale Outok Pl ccess
o 20ts | Offos 203 1s) | Prt S o, et outak Pl Acoss
22 R 2015 Office 2016 (16.0) \SAI/:;/rpdé E));c;tsli?l?;/:glrlz/oi;rilg Sir;%?te, Outlook, Publisher, Access,

4.2.2 Hardware requirements of MS Office 2013(THTH 3iifhd 2013 &Y gEaW
HTIRIFHAT)

AShIATFe & 38R, fdss 8 foT A wgeTad fATeH HMMaRIHAT 8-

Processor: 1 gigahertz (GHz) or faster

RAM: 1 gigabyte (GB) (32-bit) or 2 GB (64-bit)

Hard disk space: 16 GB (32-bit) or 20 GB (64-bit)

Graphics card: Microsoft DirectX 9 graphics device with WDDM driver

Display: 1024 x 576 resolutions

4.3 Working with MS Word 2013

Microsoft Word 2013 Teh Word Processing Program &, Sif 9RIeR-3[UTdccll dlel Document SlTat & faw f3aimset
foRar I §1 MS Word 39T 379a0  Documents &1 sdafedd ¥t 3R for@sr & @graar aXar g1 MS
Word I TgrIar & 39 letter, Resume 37Tfe §<1T Tehd 8] 5@ fT Template Feature Sgdl & BrRICHS g

Quick Access Title bar
Toolbar *l—'
| H' g = Documentd - Microsolt Word 2 ®W - M x
HOME INSERT DESIGN PAGE LAYOUT  REFERE 3 MAILINGS REVIEW VIEW Instructor... = o
=~y Calibri (Bedy) n A E-E-REE ) "
E T U - % Bl===t=- AaBbCcDc AaBbCcDe Aaf

Past, * 2L . Editing
av € A-W-A-Ma- AL D - 8 & Me | N ading 1 | = ! g
Clipboard Font % Paragraph 5 Styles [ _}
™ i 2 P 5 F 2
s _v
Rikken

Documentarea =

BE—

— Scroll bars

PAGE1OF1 owomps [Z B B B -—b—+ 100%

Status bar
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31T Blank Document & EaRT AT faRdT Template & @RT Word 2013 # Document SelTéh 39 =T &I
N T ¢ oS [T a8 dgel SFIT HT FAT HET @i §

4.3.1 Choose a Template

Blank Document T 31981 fRET Template ST 3YITT @k Teh AT Document SITAT 3T&FET 3T &idT &1
FOfF MS Word H Template & & &5 Thk T Themes 3R Styles T AT X Thd &1 IR a8
Content SS=TT gSdT &1

m more

You To > Aa Title a
brows: n C:

Other

@ Open Other Documents Ta ke a

tour

elcome to We o spacnl -

Title Title
sading 1 nesows

FH EEE EEEEEN

Facet desi Report design (blank) esume

& )

‘ > y pienitoemrnt i | WANT TO VOLUNTEER

Ycdeh SR ST 87 3T Word 2013 & X &, @ 3Tderl et & Template option &I YeTaTl §, SHH AT
TFgICH @ &W@a & U Category WX click Y IT 3iTeTelldA More templates T Search &Y| a& a MS
Word 2013 % Ugel & & &S &R Templates Fiog @l § ofthet 6 o af& 3ma 37 Templates & Hse
STET € A 3T9 More Template option &T WIT HT Thd & | (TS 3T Template T ITJNTT FAET AT TG
& @ s° Blank Document 9T click &Y1)

4.3.2 Open a Document

Open option T JIRT MS Word H Jgel ¥ TS 31§ BIS &l Tlolel & folv fhar Srar §| 319 o9 wee
F open LI 3HH 3T Modification 3t X Fhd & | 8¢ IR I 3MT  MS Word open X &, aF 3maenr
Left side 3 379 E@RT & & H 3939 fFT T Documents &1 & list fe@s &efr| afg 3ma 5w
Document 3T Tl T@ & dg dgl olel &, dl Open other Document WX click &Y |

Word 2013

Recent

B Open Qther Documents




1PGDCA2- PC PACKAGES

4.3.2.1 Steps to open Document

e Y Ugel 3T MS Word 2013 open &1

e 3% dIC 31T File tab WX click &

o gl 3TIFT S 3T fe@rs &3 fSHa & 3T Open option W click Y| 3 AT wIser & T2
W I3 A

Open

@ Recent Documents E;I Com Pu

Recent Folders

& Paul Park’s SkyDrive word-2013

My Documel

= My Docunm
El:l Computer Desktop

+ Add a Place
/ Browse

o QW FId & 3MM9eh FHe open Dialog box GeT S|
e 319 39 f3F Document T WrelaT T8 § 38 select Y 3T open button TX click ]

4.3.3 Save a Document
Save option T AT Te] BIST I Save Hel & AT AT SATAT & save §lel & &G 3T 38 BISel
Ffr o Open FF ¢@ THd g, 39 Ug Y Thd o
Document & Tgell §R Save ¥ & T, et 7 -
o T{IW UgA File tab T click FH|
e 3% dI¢ Save as button T click HY|

Save As

e Merced Flores's OneDrive = Computer

Recent Folders

1
Drocuments
I;l Computer
Desktop
wlf=  Adda Place
Browse I}

o 3H TAUW F T @1 T 9T Document Save HTAT TTEct &
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o 3H* d1¢ Save W click &I

Ale: MS Word 2013 Automatically ®8e T . docx format H Save dT gl I 3T 379« Document &l
.docx & 37emar fRdT 31T format H Save FXTT T & al Save as type @7 List 9% click Y, 3K Ry 30
sfcod file format T select Y|

319a7 Document &I save Fal o d1G SI§ 3T 3H WX d1H FT SIRT W@ &, aF Quick access toolbar &

save 94X click Y|
| ?: 5- G =
Sa:\re (Ctrl+35) i INSERT DESIGH PAGE

s % ..
~

-

4.3.4 Print a document

Print option T ST Document &I fRET U a1 fohdly e ATCIHA W B9 & faw fomar Sirar § farar
$ff Document & Printast & Ugor 3T 30 2@ Y T & & 98 Print@l & &g Har @S gam|

o Y UgA File tab 9T Click ST TgT It Print option fG@TS 9 38 W Click |

©
Print

New Coni = =
opies: =

= |

Open
Print

Save

SWYE Printer

Bri V 57 Microsoft XPS Document W... <

fing m Ready

Printer Properties

Share

e Print™ Click 3 & 379a HTHA Uk Copies box Y& 819 fHE# 3T No. Of Copies €189 &
37T 98 HEAT STt TSidell iy 37T Print F=TT B &

o 38k dg 39 dg Printer select Y ST 3T Print el =ect & 3R ST 309k HegeX & SfeT
R
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o Qfesy 3o F 3idTd 39 Printer & T BWiee Print Af¢3d select T§dr &1 afe 3ma Afear
Je oo Ogd &, d 58 38 AR W Click wY TS 3T Seolal d8d & 38% aig 3 Afdar & &
Y deolld AT TR & 3TN 98 L Fohd B

Print

=

Copies: |1 b

Print
Save As Printer
Canon MF8300C Series UFRIL..

Save as Adobe %
PDF == Ready

Printer Properties
Print .

Settings

Sha ﬂ—_ﬁ

Print All Pages

The whole thing

E Print One Sided
Only print on one side of th...
[—’;'— Collated
EE '
Account £23 423 123
[_E] Portrait Orientation v

4.3.5 Read Document

MS Word 2013 # Read option &T JIT Document &1 foaAT fohdl T2 & Uaet & forw foRam Sirar g

S 39 @fErw & dse g A @ Print 30 WX Click Y|

TooLs VIEW

with security-aware engineering practices for services and soft-
ware).

Office 365 provides secure access across platforms and devices,
as well as premium anti-spam and antivirus technologies that are
automatically updated to protect against the latest threats. The
security features and services associated with Office 365 are built
in, reducing the time and cost associated with securing your IT
systems. At the same time, Office 365 enables you to easily con-
trol permissions, policies, and features through online admin-
istration and management consoles so you can configure Office
365 to meet your specific security needs.

Challenges

With more workers on the go, your business information is likely
accessed by more people and from more places and platforms
than ever before. However, this increased access also increases
the attack surface of IT. And, those attacks become more and
more sophisticated and m ous. Today, cybercrime is perpe-
trated by highly organized, financially motivated professional
criminals. A comprehensive approach to security is required to
protect your systems and data in this environment. Microsoft's
end-to-end approach to security includes engineering more se-
cure services and software, effectively monitoring and respond-
ing to threats, and researching emerging threats to protect
against them before they become problems. With continuing

Security in Office 365 Whitepaper.docx [Compatibility Mode) - Word )

rapid growth in the sheer quantity of data generated by ordinary
business operations, data backup and recovery have become ma-
jor cost centers for IT departments today. Organizations need
scalable, affordable solutions for ensuring their data is available
24/1.

Given these many challenges, many organizations discover that
Office 365 can provide a higher standard of security at lower cost
than they are capable of maintaining with on-premises produc-
tivity servers. Office 365 customers are freed from the costly bur-
den of deploying and managing antivirus, anti-spam, backup,
and disaster recovery solutions in-house. Office 365 provides
built-in scalability and disaster recovery to accommodate grow-
ing volumes of business-critical data—all for a fixed, predictable
cost. Distinct from other cloud productivity vendors’ offerings,
Office 365 provides the flexibility to temporarily or permanently
maintain a hybrid environment so you can move to the cloud
gradually or maintain some users on-premises indefinitely.

A secure foundation

Microsoft has been providing online services for many years. Mi-
crosoft Global Foundation Services (GFS), the group responsible
for hosting Office 365 and all of Microsoft's online services,
started in 1994 with the introduction of MSN and has grown to
include some of the world’s most well-known Internet properties.
The online services infrastructure layer (GFS) is regularly audited

SCREENS 4.5 OF 13

o JEH U 3T dg Document @rel fSA 3T YgaT TEd &l

#1e: % Document Automatically Read Mode # e &, St Save Document|
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e 3H%h a1 Viewtab ¥ Read Mode option I Click &Y

H Document] -
File Home Insert Design Layout References Mailings
[ ﬁl D [=] Outline = 1~D EE | C)\ [‘-\_
A :,‘, ~L iy
i a4 =l Draft ‘ _ (___} B
Read Web Learning Wertical Side  Show  Zoom 1005

Tools to Side -

Views Immersive ' Page Movement Zoom

Read Mode

The best way to read a document,
including sorme tools designed for
reading instead of writing.

IfE 39 fRE Document H T U ¥ gEX UST WX ST A6 @ o folest H @ @IS U F Al

e Pages® left 3R right side I U arrow 94X Click HY|

o IS X TUT Page up IT Page down, Space bar IT Backspace key &T WZ9T Y| IT 3T Yl ATZH
# & Scroll Wheel FT 8 393191 91 &l 3R A @IFA F & Tha Bl

o I 3MT Touch screen T YAWT &Y I & @ 3T YT I & T &I ST IT a0 swipe &
THha g

4.3.6 Track Change

Si9 319 R 3= afFa &1 ary Rl eTas gEaae W HH R I Bl § IT AT TaT TS
# GUR X I &, o Jedsh IRade & g@a & T Tack change option @1 =Te] X1 Track change option
I e A & dTe ie 39 38 Bl # o 81 editing, formatting, deleting AT Moves &l & @ Word
39 g3 changes & RIEAT HT ST B

e TIW UgA 3T I Document Wel THTH 3T T 3T apply FIAT T8 &
o TH® TG review tab W TFeleh Y FgT FEUA  track changes button T To¥ 3 T Track change
button T click Y|

39 option & Te 8 ST & §Tg I 3T Bl ¥ FS delete FIA & Al Tg TI3HY (Strike through)
a1y RS FRl 8, 1S 319 W5l F $© Add Hd & aF Tg 3§ underline & Ty RIRFAT e Bl
3R afg 39 fafeesr ofade axa § @ I8 He9r-3raeT @ & Ty FHfdd T &1 99 Ig TR
§¢ 8 ST &, a Word ST & gl aTel changes & RITEAT &1 d¢ o T g



1PGDCA2- PC PACKAGES

MAILIMNGS REVIEW VIEW

SNl ¢ [EEEEE

Track
Changes~ "
[Z» Track Changes £
Lok Tracking
4.4 Ribbon in MS Word 2013
ATSHIAFS JHfHE 2013 ReeT 1 3TANT FAT &, ReeT &l FifSihe A Faieyd $o F& & v wA7s

Tl H #Aeg A & Tov B3ars fhar ar §| Raa g Brce § 9 39 #Assade a8 &g & oy
W ST &1 I§ MS Word & TTT JTIHT TTUTHS Sethd &l gl Tg§ A9l Word H 3TeletT HAET doh
qga T HFATT & &1 Reel et o719t & 1 &1 &9 (Tab), THg (Group), 3R FATS (Command)|

Ribbon Button

Application Menu Ribbon Search Ribbon Wrap Flow Panel Additional Content
Box
Ribbon Tab Ribbon Menu Collapse Button
HcmzAan view | Q" Tell me what yols want @ i \,, (2]
AEI E”‘ Cousine ~|fo v|[a7] A7 == %- = =[5 1 || AaBbceDe AaBbCeDe AaBbCc |
Y Copy
Paste < Format Painter |B I USxx |A@- === 05 Hhie v Mormal No Spacing _Headin 9t |

Clipboard ~ Font Paragraph ils n Styles

Ribbon Stack Panel Ribbon Split Button

Ribbon Group Dialog Launcher Ribbon Gallery

4.4.1Tab

HISHIATFE TS Toh ATFAAT Wama § f@eht gaier o @ (- articles), 97 (Letter), e (books), 3iefsier
(contracts), faUTeT E&cTasT (marketing documents) 3R Sgc $& TR H$ IHelT-3eHT TR & STFGHCH
T T & U fFar Arar €1 AsEate a8 7 sy & Ay F1H F & fav dFE A3 §
YGRS HT 3o fafIse e T gear I Tl & v, Feg 9 ge W §, HAS A 7y &
W FaeYd g §:

Ribbon Tab

Name Command Groups

Home Clipboard, Font, Paragraph, Styles, and Editing

Insert Pages, Tables, Illustrations, Apps, Media, Links, Header & Footer, Text, and Symbols
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Design Document Formatting and Page Background
Page Layout Page Setup, Paragraph, and Arrange
References Table o-f-Contents, Footnotes, Citation & Bibliography, Captions, Index, and Table of
Authorities
Mailings Create, Start Mail Merge, Write & Insert Fields, Preview Results, and Finish
Review Proofing, Language, Comments, Tracking, Changes, Compare, and Protect
View Views, Show, Zoom, Window, and Macros
FILE HOME IMNSERT PAGE LAYOUT FORMULAS DATA REVIEW WIEW

Home: Home Tab & formatting & T&afeid &ATS A gl

Insert:&rer, =0T, A1, foieh, TS, 85T AR Pex, FeeA e 3R Feliel, 3Mie 1 FfFATHT Flal &
fIT INSERT & & 39T |

Design: ST formatting 3 9T background ¥ &al & T f3amse & &1 39dler fam airar g1

Page Layout: HTTolel I Sl & faIT UsT AI33C &F T 3UAIT fohar Srar g, 38T & T1Y Fictd A5,
ST &l TR dGeled, UoT FHI CHT T ol 3¢ & forw fohar rar g1

Reference:shec &I Teh difeler Sliga, Feale Sisa, TUH SIS, 1S & TIT Reference & &1 3uTT
e e §

Mailing: oIdel Silel, HeT HoT Hlel o ToIU ATldT & T 3YINET fRAT JATAT B

Review: ddeil 31X SOTROT fI ST Il & foIT Review & &1 393NeT fohar mar g

View:319eY &ddel £2T &l deodel & (o0 View && T 3UAET FAT Srar §, 34 & Irer ruler AT
navigation pane, Zoom in, Zoom out 3Tf¢ faehed 3ucred g

T & o6 WIS As] TF &9 & FAW A6 ¢l FILE A 3UH a8 HIH Gl # IRadT & &
oI Backstage View 9T o SITdT §, 5787 39 30 Hasl a2l

4.4.2 Tool Tabs

AEY &F & IellaT, HS Tol &F BId ¢ foleidl A a9 3udT e 910 FAis i g &1 qad
310 sEAATS fhU ST aTel ot 39 H @ Fo

SmartArt
Chart
Drawing
Picture
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e Table
e Header and Footer

S 39 fhel gof ¢F aTel HATS T T HIA § of IR FHA FeaTAd IO @S & o9rd g
3CTER0T & foIT, JI9 31T S T a0 A &, dl IR o F 9T Ahed WS ¥ a9rd

B H® 04 :- Document] - Word TRELE TOHOLS
“ HOME IMSERT DESIGM PAGE LAYOLUT REFEREMCES MADLIMGS REVIEW WIEW DESHEM LAYOUT

| Header Fows | First Column —

Taotal Row Last Column

" Shading Borde
Sbyles

+| Banded Rows Banded Columns

Table Style Options Tabile Styles

Table Tools Tabs

Groups

HASHIATE T8 H 3T H$ FHHS H TAYT o & AU |, GAF &9 A FHgl § FA5 IJnAfad
frr S €1 9@ wHg A N a1 3w F@efRd wAs ga & S e § -

HOME

Clipboard
Font
Alignment
Number
Styles
Cells
Editing

INSERT

Tables
Ilustrations
Charts
Sparklines
Filter

Links

Text
Symbols

PAGE LAYOUT

Themes

Page Setup
Scale to Fit
Sheet Options
Arrange

FORMULAS

e Function Library
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e Defined Names
e Formula Auditing
e Calculation

DATA

Get External Data
Connections

Sort & Filter
Data Tools
Outline

REVIEW

Proofing
Language
Comments
Changes

VIEW

Workbook Views
Show

Zoom

Windo

Macros

S groups H, 3T group & ATH & &aTel H foleel IV it # Teh dcof aW| Tg  dialog box dieer gl
group & dialog box T Well & 39 38 group & 3§ HTARFT command amqur Thd &

Calibri (Body) ~|11 ~| A" A Aa- A

B I U-aex,x [A-¥-A-
Font @
Commands

SaTS @G0T g1 § S 39! fafRIse il i QU A § GaTH gid 8, 918 b arsg 1 dles &,
eFEe YT (Text Wrapping), T&IT & WIRT &l Ui & Scolell, AT HictH SIS

4.4.3 Customizing Ribbon

3T 39a0 9T & Tab SR 37 Commands s AT Ribbon & Customize 3T Thd & Tolee 3T 3TIT
HLAT T8 g1 command AT Tk group o HIaR IW ST § , 3R 3T 39 Tab & gafedd @l &
T foder ag 3 group ST Tehd &1 IfG 3T T8d & , @ 39 Tab & custom group SeiTd THT 8T
foreY off default Tab 9 command S Fshd &l

o |EH Ygdl Ribbon 9 Tge-fFereh Y, fhT 31T-313 As] & Customize the Ribbon & =T Y|
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PAGE LAYOUT REFEREMCES MAILIMNGS REVIEW VI
,| A A Aa- B LT Lic. == 8 q

C X AT A EE== =

Font 1

JDn Add to Quick Access Toolbar &

i

Customize Quick Access Toolbar...

Show Quick Access Toolbar Below the Ribbon
Customize the Ribbon...

Collapse the Ribbon

Word options dialog box f&@T$ &am, 3H# new tab W Ferehr &Y

% hind L+ [+ Review
Font Ir [7] View E]
A Font.. [T Developer
A Font Color |’ ® [7] Add-I
Font Size I- ons
% Format Painter Blog Post
A Grow Font []Insert (Blog Post)
£ Hyperlink... [# [¥] Outlining
1
A’ Insert Footnote , [¥] [/] Background Removal
4= Line and Paragraph Spacing b
b Macros
L Multiple Pages [ MNew Tab [ New Group ] l Rename.., ]
[T New - —
Customizations: Reset = [0
Keyboard shortcuts: Import/Export ¥ |
4| n | ¥

giARET X & New group Il T &, Tsh command T TF=T Y, Y add TR FoFeleh Y| 3T
command T group & drop 8f T THd g
SIS command Sf3 ST 3H% dTe ok W fFeleh Y| command Ribbon & 3 STesf|

racres
Multiple Pages
MNews
MNew Comment
Mesct

1+ | Hewviews
[=] Wiew

[C] Developer

[#] Add-Ins

= MNew Tab (Custor)

DE

1]

One Page
Open

Mew Group (Custom)
Elog Post

[+2. Page Setup... nsert (Blog Post)
“E Page Width Cutlining
=T Paragraph... Background Remowval
T Paste
EL? Paste Select
Loz Pictures... commands
T2 Previous "
; . and click Add
% Print Preview and P
=2 Quick Print [ MewTab | [ New Group | [ Rename.. |
Redo -
= Custornizations: | Reset = |
Keyboard shortcuts: Fmp—y————

Click OK to
< create the | »

I ED — OKM[ Cancel ]

Ife 39 soad command R@TS 8T dT &, af SU-313T §ied & choose command from WX fFereh
FY 317 all commands T TIT |
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E—E Customize the Ribbon and keyboard shortcuts.

Choose commands from: Customize the Ribbon:

Popular Commands El Main Tabs El
Popular Commands

Commands Mot in the Ribbon Main Tabs -
= [v] Home

Macros k Clipboard

File Tab E::Iat raph

Al Tabs St}rlegs P

Main Tabs Editing

Tool Tabs = [#] Mew Tab (Custom])

Custom Tabs and Groups MNew Group (Custom)

i B | = [ Treart

4.5 Basic Shortcut Keys of MS Word 2013

3T 39 HYEX W shortcut keys & ATETH & a5l 81 doll 3R IHERN § FF F Fha §| sEfT
MS Word 2013 & T&afad et fras elicwe Aeafaf@da § -

4.5.1 Frequently used Shortcut Keys (@8 $EaTer # 3T arelt eiéawe Ffaan

To do this Press
Go to Alt+Q
Open Ctrl+O
Save Ctrl+S
Close Ctrl+wW
Cut Ctrl+X
Copy Ctrl+C
Paste Ctrl+Vv
Select all Ctrl+A
Bold Ctrl+B
Italic Ctrl+I
Underline Ctrl+U
Decrease font size 1 point Ctrl+[
Increase font size 1 point Ctrl+]
Center text Ctrl+E
Left align text Ctrl+L
Right align text Ctrl+R
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Cancel Esc
Undo Ctrl+z
Re-do Ctrl+Y
Zoom Alt+W, Q, then tab in Zoom dialog
box to the value you want.

4.5.2Shortcut keys for Create and edit documents (Z¥FdTasr o 3R FORT F= & fAw Aicwe FoaN)

To do this Press
Create a new Ctrl+N
document.
Open a document. Ctrl+O
Close a document. Ctrl+w
Split the document Alt+Ctrl+S
window.
Remove the document Alt+Shift+C or
window split. Alt+Ctrl+S
Save a document. Ctrl+S

4.5.3 Shortcut keys for Work with Web Content (39 ¥t & W1 &1 & faw aiéwe i)

To do this Press
Insert a hyperlink. Ctrl+K
Go back one page. Alt+Left Arrow

Go forward one page. Alt+Right Arrow

Refresh. F9
4.5.48hortcut keys for Print and Preview Documents (&¥arasit & fic 3k qalaatsa AT aiéwe Fai)
To do this Press
Print a document. Ctrl+P
Switch to print preview. Alt+Ctrl+l
Move around 'Fhe preview page Arrow keys
when zoomed in.
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To do this Press
Move by one preview page Page Up or
when zoomed out. Page Down
Move to the first preview page Ctrl+Home
when zoomed out.
Move to the last preview page Ctrl+End

when zoomed out.

4.5.5 Shortcut keys for Spell Checking (Feielt Sifer & faw eliéwe i)

To do this Press
Insert a comment (in the Revision Alt+R, C
task pane).
Turn change tracking on or off. Ctrl+Shift+E
Close the Reviewing Pane if it is Alt+Shift+C
open.
Alt+R, then
Down Arrow to
Select Review tab on ribbon. move to
commands on
this tab.
Select Spelling & Grammar Alt+R, S

4.5.6 Shortcut keys for Find & Replace (¢¢ 3R sga & fav aiéHe it )

To do this Press
Open the search box in the Navigation task pane. Ctrl+F
Replace text, specific formatting, and special items. Ctrl+H
Go to a page, bookmark, footnote, table, comment, graphic, or other location. Ctrl+G
Switch between the last four places that you have edited. Alt+Ctrl+Z

4.5.7 Shortcut keys for Cursor Movement (F8T Ha#e & faw aiéwe Falt )

To move Press

One character to the left Left Arrow
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To move Press
One character to the right Right Arrow
One word to the left Ctrl+Left Arrow

One word to the right

Ctrl+Right Arrow

One paragraph up

Ctrl+Up Arrow

One paragraph down

Ctrl+Down Arrow

One cell to the left (in a table) Shift+Tab
One cell to the right (in a table) Tab
Up one line Up Arrow
Down one line Down Arrow
To the end of a line End
To the beginning of a line Home

To the top of the window

Alt+Ctrl+Page Up

To the end of the window

Alt+Ctrl+Page Down

Up one screen (scrolling)

Page Up

Down one screen (scrolling)

Page Down

To the top of the next page

Ctrl+Page Down

To the top of the previous page

Ctrl+Page Up

To the end of a document Ctrl+End
To the beginning of a document Ctrl+Home
To a previous revision Shift+F5

4.5.8 Shortcut Keys for Table (a1fasT & faw eféwe i)

To do this Press
Mark a table of contents entry. Alt+Shift+O
Mark a table of authorities entry (citation). Alt+Shift+l
Mark an index entry. Alt+Shift+X
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To do this Press
Insert a footnote. Alt+Ctrl+F
Insert an endnote. Alt+Ctrl+D

4.5.9 Shortcut Keys for View of Documents(G¥arasit & TF & faw eféFe Fell)

To do this Press

Switch to Read Mode view Alt+W, F

Switch to Print Layout view. Alt+Ctrl+P

Switch to Outline view. Alt+Ctrl+O

Switch to Draft view. Alt+Ctrl+N

4.5.10Shortcut Keys for Movement in Read Mode (fi5 13 & #Fade & fav aiéwe Fai)

To do this Press
Go to beginning of document. Home
Go to end of document. End
Go to page n. n (n is the page number you
want to go to), Enter
Exit Read mode. Esc

4.6 Wizard and Templates (fa=$ 3R &Fqae)

MS Word 2013 & fasii$ 3R ¢rdele, ar $rR § foes earT o Ay #rf & fedr @ doeed
# AN eI F & 3 S T Y8 FX GANT TH STl oIl § 3R 39 AR & hd Toool T
2d & 0 WarH F TS Fer S g

Wizard

oS e O giaur § S e S BT AT I T § 3R 3R AFTeLt & § faers @
33T fRdl FF FI VT 1T TT HAAT ¢ fordeh eann forddr 8 & &I 3maet & fFar o @
3ET80T & falt MS Word § Al Ao T gfshar TS & gant & §9e gidl § |
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Template

f3oirsst T oRe <uelc o TATH g8 & Iucley Uh Fiaem § Trucle fhdT SiagHe #T Uh Ugel & o
g3 U9 giar & e frdr sfargdic o widfe a1 duR axa & fav naegs Aas e gia § feedr
CYAE A Yol @ T Ff g\ 39 siFgfc WX o] 8 Sd § 3ere}or & fav  Font, Color, background,
style, Table, text box 37Tf& SFTelc & Ugel ¥ AT & & §H hddl 39T STl STlall USdT g

4.6.1 Choose a Template

Blank Document T 3198 Template T 39INT &eh Ueh AT  Document SeITeAT FAX 3T gl g
FAMfF MS Word & Template F &7 FS TR @1 Themes 3R Styles T YIRT FT Tohd g1 3TIH a8
Content STS=TT 93T g

\. _) A Ttk =]
Take a
tour
Title Titl
aE nES o mEE e 1 1] B
e )
| |

Ycdsh g ST #1379 Word 2013 & X €, Al 3aeh! derlr & Template option &Y TeTel &, SHA AT
SFJeIlcH & ¢@« & folv  Category WX click &Y IT 3iTielldd More templates 9X Search &Y d& ar MS
Word 2013 % Ugel & & &S &R Templates Higg @l § ofdhet 6 o af& 3ma 377 Templates & Hse
e & dr 3MT More Template option T T3T X Tehd ¢ | (TG T Template HT ST =Tl AT ATed
&, a sT Blank Document WX click Y1)

4.7 Use Page Setup option in MS Word 2013(vAed a& 2013 & 97 de3T RAFeq &1 399097 )

SIS 39 39T Document Seilel & @l 3Tl SEc faTR kel & 3HTGRIHT EIcil & T Page Layout HaT
W Yt5 AINN3C 3H o1 T YoM il § 7h  Content ham fe@rs &am 3K &S Page size, Orientation,
Margin 37Tf¢; enffer g1ar § | MS Word # e fadhrelsl & dgel 3791 Document ST Page Setup =TT 3fa
3TaING BT &

4.7.1 Page Orientation(¥<T 3TRUeers)

ST 3NRT2AA (Page Orientation )T use UST &T HR Scolel & ToIv AT ST §| T 2 YR I T § |



1PGDCA2- PC PACKAGES

Portrait
Landscape

Portrait; — 9sT @ vertically e &ar & foIT Portrait Option @7 Use fhar Srar §]
Landscape: — 9T @ horizontally fie @s & fow Landscape Option T Use foRam ST g
4.7.1.1 Change Page Orientation(¥sT 3nRueerd sge=)

o TEY U U 33T ¥ (page layout Tab) T TIT Y|
o 3T® §I UsT HEIHT T (Page Setup group) H & 3IRTLAA TR (Orientation option) W Fereh

ey
FILE HOME IMNSERT DESIGM PAGE LAYOUT REFEREMCES
E %Orientation* H— Breaks - Indent Spacing
Margins 10 Size - %‘ i Line Mumbers - 3=|0" - I% 0 pt >
- == Celumns ~ b? Hyphenation - =& -013" SiElEpt -
Page Setup M Paragraph [
5 Change Page Orientation 3 = =

Give your pages a portrait or
landscape layout.

&) Tellme more

TS 2 PV =

o U 3M9-813+ As] f&@rg 33| Page orientation 3 Sgea & T Portrait AT Landscape 9N fFeler Y|

FILE HOME IMSERT DESIGM PAGE LAYOUT REFEREMCES
@ %Grientatinn* 'ﬁ Breaks - Indent Spacing
: Line Mumbers - 3= (0" iz lopt .
Margins D Portrait . — = 4= -
- Hyphenation - =& -013" - 4= 8 pt .
] Paragraph ]

. D Lanclgcape g ; ; =

e Document & Page Orientation SGel f¢aT STTaM|

4.7.2 Page Margin(dst #1foIeT )
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Aol Text 31k Document & fFaTR & &Iy &Y SP1E &1 fBWiee T & |, Ush ¢ Document ST Margin
Normal W A< Bar &, Togerr 31T § & sgd eee 3R 9ds fFaR & &1 Tk 3T T F918 &1 3T9hr
STEYCl & 3TUR WY, Word 3iT9ehl 319a Document & HITolel TR &1 Seolel T ITATT &l &1 Page
Margin R 9&R & &Id &

o  Left margin

e Right Margin
e Top Margin

e Bottom margin

4.7.2.1 Change Page Margin(dst &T #1fold agolaT)

o T Uge page layout Tab FT TIT H|
e 3% §IG Page Setup group & ¥ Margin option W Fereh HY|

FILE HOME IMNSERT DESIGM PAGE LAYOUT
@ |._|i_b| Orientation = 4= Breaks ~ Indent 5
2 [ Size - i[9 Line Numbers~  3=[0" s
Margins a - al
- == Columns~ bt Hyphenation - =€|-0.13" -4
I"x’ Page Setup P Paragra|
Adjust Margins : !

Set the margin sizes for the entire
document or the current section,

Choose from several

commonly-used margin formats, or HANKS

customize your own.

rdware
a Tell me more

Linda’s Market

o T 3MU-S3 Hef G@rs M SEA 31T 39 Margin T feFeren &Yl

FILE HOME IMNSERT DESIGMN
@ %Orientation' ¥= Breaks ~
| Size £ Line Mumbers -
Margins a
= == Columns~  bc Hyphenation =
Last Custom Setting F
Top: 1" Bottorm:1"
Left: 4" Right: 1"
Normal
Top: 1" Bottorm: 1"
Left: 1" Right: 1" r
Narrow
Top: 05" Bottorm:0.5" 11
Left: 05" % Right: 0.5"
Moderate
Top 1" Bottom: 1"
Left: 075" Right: 075"
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e Document & Aol s¢er faT TGN

4.7.2.2 How to Use Custom Margin(F¥eH #HTfois FT 39AHET Fd FY)

Word 3T9eh! Page Setup dialog box & 319= HIfSIeT & 3MThR T HECHGS el T AT ol B

o T Ugel page layout Tab FT TIT HL| 5T% a1G Page Setup group H I Margin option 9 fFeleh &Y
o S-S As] ¥ HEcH Aol H TTT HY|

FILE HoaRAE INMSERT CTESIS I
E [ Orientaticorn — _H— Breaks —
= IFa Siee — 2 Limne FMRurMmibers —
rAlargims -
— == Colurmimns e Hywphermnaticrmn —
Last TCustorm Sethimaag =

= == ] a Bocttocrees: 177

L e=Ffi: £ Ricgkbai: i

Pl rwwall

L= == I Eottorree: 177

Lo=Ffi: acr Rigkbh: a T I

Il e

= == ] o5 B octtorrms: 0.5 4
L e=Ffi: o5 [ AT=T1 gk =3 o5
Pl = e

L= == I Eottorree: 177

Lo=Ffi: o.TFsT FRigkbt: o.TFsT L

g =

T s I Eottocrre: L'
[ o = =" Figkbvi: =2

P e e

| N I I Rl o E S et 1 '
Imnsicde: a.z25"" ODutsides: 1L C
O FFice 20D =E Defawaibte -
== o= I Ecocttocrre: 177
[I= o =1 . =25 [SAE=1 gk =1 1.=25" A
=

Cuaastorm Plargimns. . L_

e Page Setup dialog box fEaTS I ITGT 3T 37el9T 3TTaT Left, right, top 31X bottom Margin set & Tehd
& sU% 91¢ ok W Fera HY|

Fargins | Paper I Layoutl

rlargins

Bottom:

Right:

Gutter position:

COrientation

Portrait Landscape

Pages

FMultiple pages: |Norma|

Apply to: |Who|e document

Set As Default
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o Document & HIfoleT S¢el GU STT|
4.7.3 Page Size(dsT |13 )
fSWhice &9 &, Tsh AT Document T Page size 8.5inch -1linch gIcll &1 3T U= HE & ITER 3T

Document T Page size &I &eT Hehcl © TG €A IWAT Hgeaqul ¢ fh Default Page Size &I HMRAT Ftat
T Ugo, IR Ig ¢@AT ARV foh 39ahr e fha Page size T AT FT TARAT ¢l

MS Word 3 Page Size Option &l Use UsT &7 HATEST &l dGelel & (o0 fhaT ST & | S — Ad, A3, A5,
Letter, Legal, Custom 371 |

4.7.3.1 How to Change Page Size(95T T WIS $d dco)

o JaH U page layout Tab T TIT H|
e 3% dIG Page Setup group H I size option W fFeaes |

FILE HOME IMNSERT DESIGM PAGE LAYOUT REFEREMCES
@ %Drientatiun* '# Breaks = Indent Spacing
I Size - f[NLine Numbers~ 3= 0" = lopt -
Margins —_ a . = 4= -
- == Coldfins~ b Hyphenation = =& -0.13" - 4= |8 pt -
Page Setup s Paragraph e
L
5 Choose Page Size £ ! !
Choose a paper size for your
document.

o UH ZIU-313 Hel fe@Ts &Il Tgr F 39 S & page size oe T A § T select FY

FILE HOME IMSERT DESIGM PAGE LAYOUT
E %Orientation* W= Breaks ~ Indent 5
= 1 Size - £ Line Numbers~ 3= (0" =
Margins - v
- |:| Letter ition = =€ -0.13" - |1
85" x11" = Paragra|
- I:I Legal = 3
8.5" x14" I}
Statement
55" x8.5"
|:| Executive HANKS
7.25" x10.5" .

e Document FT Page size SGeT ST

4.7.3.2 How to Change Custom Page Size(9T &T ATSsT ¥ HECHAST HY )
Word 3T9eh! Page Setup dialog box  319el Page Size T ShECHTSS il I AT &l &l
o TIW Ugel page layout Tab FT TIT HL| §T% dTG Page Setup group H & Size option W Fereh |
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319-313s As] § Custom Size T AT H|

FILE HOME IMNSERT

Margins 1o Size -

. & I:l

O 0Od

E [ Orientation ~

Letter
8.5"x 11"

Legal
8.5" x 14"

Statement
5.5" x 8.5"

Executive
7.25" x 10.5"

A
827" » 11.69"

AS

5.83" x 827"
Enwvelope &3
3.88" x 8.87"

Envelope 10
412" x 9.5"

Enwvelope DL
4.33" x 8.66"

DESIGM PAGE LAYOUT

— Breaks « Indent

[ Line Mumbers ~ = Left: o

wtion - =% Right: |O"

il
T

NKS

rare

TAFF

Il: Director
r Design

>stumes

Emnvelope Monarch

3.28" x 7.5"

More Paper Sizes... m

Page Setup dialog box f&@TS a1 |Page Width or height change ¥ 3R Ok IX et &Yl

Paper size:

| Custom size

wWidth: 5°
Height: |57

Paper source

First page:

Automatically Select
Manual Paper Feed

Drefault tray (Automatically Select)

Other pages:

Drefault tray (Automatically Select)
Auvtomatically Select

Panual Paper Feed

Apply to: |This section

[~]

Print Options...

Document T Page size SiGel ST
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4.8 Document view in MS Word 2013(THTH a8 2013 & g¥daEdsr €27 )

MS Word 2013 & faffieet JhR & 2@t & Ashed gld § S 3 gTddst &l Yeitid #id g1 319
39 gEarder &I {5 AS ( Read Mode), e @133 (Print Layout), a1 a9 I313¢ ( Web Layout) H &@eIr

I ed §1 ¥ faer faffes weit & fow soaeh & #ed § , T afg 39 gEaes Afed we @
IIetaT 91 | &1

GEATST T2AT (Document View) & dgolet & fow, Word T8t & foigel-gIv &l # 3food gedasl 3
(Document View) command &T 99T & Thd g1

1Eition was cenainly not what one mizht expect from an

erzify in the earhelood

IfE 3o cFadS # F$ 9 §, A Word 2013 7 T I 75 glawr § O Yogw OfSer Fer Srer
S TR I EFATAS N AAA g55 W @e f 3egAfT Sar § O Iy 3w w A1 Save R T
SEATAS A Weld FAT , BT W @rs &t & fav ghaArs: et S| A3H T JhAS W A,
3R e IR AT 3T 3 AT AR

Welcome back!

Pick up where you left off:

3 minutes ago .{b

4.8.1 Types of Document Views (GEdTdsT T & YHR)

STAAS T & APATET YR § -
4.8.1.1 Read View:

MS Word 2013 & Read option &T 91T Document I fo=aT fondt Xemel & dea & fow fhar Srar §)
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o JaY UgA 3T dg Document @rel fo A 3T ggaT IEd &l
#1e: % Document Automatically Read Mode # e &, St Save Document|
e ZH* &1 Viewtab & Read Mode option X Click 1|

H Document] -
File Home Insert Design Layout References Mailings
| ﬁl |:| [=] Outline | j\ 1‘|:| |:||:| 5 C)\ [L\_
S (=] Draft ) | €3 B
Read . Web Learning Wertical Side  Show  Zoom 1005

Tools to Side -

Views Immersive = Page Movement Zoom

The best way to read a document,
including sorme tools designed for
reading instead of writing.

IfE 39 fRE Document H T U ¥ gEX UST WX ST A6 @ o folest H @ &S U Fd Al

e Pages® left 3R right side I U arrow 94X Click HY|
o FEIS X YT Page up IT Page down, Space bar IT Backspace key &T WIYIT & AT 3T 39 ATZH
# & Scroll Wheel FT 8 393191 91 &l 3R A @IFA F & Tha Bl
e If& 39 Touch screen & FANT &Y ¢ & al 3T 79T JHF[ell & ST &I §TT AT &T¢ swipe T
THha g
4.8.1.2 Print Layout
MS Word 2013 # Siag#ic &g & ded , e d3m3e o dd 31f& SEaATe fham Siel arelm @3m3e gl
I8 72T I8 gRARad #a & v 3udelt § &% 39 = Swa §-6he W Fr-3no-fiega-fie 2
X W A= @ ggel Ig 7T qithar & (Proofing method) & &9 & #ff gler fohar ST gl
e J{IW YA 37T I8 Document @l fSY 3T Ugaar agd &
e 3T §I¢ Viewtab ¥ Print Layout option X Click HX|

@ E (7' O @ =
HOME INSERT

FILE
I::I D rj\ [=] Outline | Ruler
=g [=] Draft :

Gridlines
Read Print Web
Mode Layout Layout

DESIGN PAGE

Navigation Pa

Views Show

L E\j “| Print Layout o
Lore Check out how your document will  jer adif
Fus/ ook when it's printed. icies, p

macona arns nitic nirna Nnine viverra imnerdiet



1PGDCA2- PC PACKAGES

4.8.1.3 Web Layout

I 39 a5 F v I9 U BoASA aX W § A 9 AANBC 39GHA g1 99 A3 =g fewrar & 6
JTUhT SEATAST dd Uo7 T kg Har fe@rs <aml MS Word 2013 & Siogaic o & A33C A Yoal &
dgd, 3T Afdae & fow Pages T Thumbnail image & AT QT 9T & H Teh EEATEdST YGRIA &l
IS 3T SEAdST & HATEIH § Ugell dled ¢ of Ig €T 3TN gl Fifeh Ig 31feh ggat A9y g
e TEY Ugol 39 dg Document @l fSA 31T YgaTT I8 &l

e 3H% dI¢ Viewtab & Web Layout option TR Click FY|

HOME INSERT

D L | [=] Outline
& =] Draft
Neb

4.8.1.4 Outline View
Outline view &, TaTH a5 M¥w 3R 39-M¥F wefdia #ar § St e&arast i Aear Ja= i Fafeua

FeT P Th AT dUhT YeTel FIAT g1 FIR@T £ (Outline view) ITIHT Th o Tdldsl & ATEITH A
afEAd e 3R Afdde e & #Ag T &

o JIY UgS T dg Document @rel TS 3T ggaT TR &1
e 3T §IG Viewtab & Web Layout option I Click &Y |

HORE INSERT DESIGM P&EE LAY QL

Eil |:| DlDOutline Fuler (

: S = Draft Gridlines
Fead FPrint  “i'eh o 7
Maode Layout Layout Mavigation Pane
Wiews Cho

4.8.1.5 Draft View

3T view T IUANT ATYH TR W A T FTHA A WRT e 3R e&aEaet w1 [ a9t 3k
3U-gait H Iafeyd aet & v fovar sirar g

o JIY UgA T dg Document @rel TS 3T ggaT IEd &l
e 3T §IG View tab & Web Layout option I Click &Y |
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Home

| *l |:| [=] Qutline
& = Draﬂ:%
Read @ Print  Web 2
Mode Layout Layout Mavigation Pane
WViews show

4.9 Text Format (3F¥€€ B )

Increase Decrease
Font Size FontSize Increase

Font Size | Indent Decrease
| Il_l | Indent

Font

e— (i E 11 A :
—— B /U= . A-F
| L I
Bold | I | Format
| Font Painter
ext Color

Italic T
Underline  Center yighlight
Color

4.9.1 How to Change the font (Wi H¥ Feo )

MS Word 2013 & f3thice & & , YA 70 Document &T Font Calibri 90X ¥¢ 8T &1 gTeliteh , Word &g
3= Font Jelel &Yl & TSieTehT 3T 39 Text 3R Title I 3fefehfoid aaA & fw & Tohot &

3T Text & TTT Y ToIdehT 3T Font SEofell Igd 21

IMNSERT DESIGM

°
PAGE LAYOUT

FILE HOME

C-5
E‘?E’ Calibri (Body) - |12 - A

Paste ., B I U ~abe x. x* [A-3- A -
Clipboard ™= Font 7}
2

TEAM BUILDING RETREAT

s

Dawson Park
i Meed to get park’s address
Friclay, April 5, 8AM — 3PM
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e 3% d1¢ Home Tab T U, Font box & 9Ter & YT 3MT-3137 X WX Feldh &I Font Style &1
TS Ao fewrs gam

o AT A AffieaT Font Style W o STT|  Font FT Live Preview 3TT9e Document & f@rs &am| 3&
Font Style T TIT &Y THGHI 3T 3IUANT HAT AEA &

FILE HOME = IMSERT  DESIGM  PAGE LAYOUT  REFE

ol .
D b Calibri =12 ~|A A Aa- fp -
gy _ =
Paste €} Comic Sans M5 -
€} Consolas
Clipboard s
N Constantia

(} Cooper Black
{} CoPPERPLATE GoTHIC Boy
() COPPERFPLATE GOTHIC LI

& Corbel
"€} Cordia New A
{} Cordialpc A

e 319 ST Font select #3T g 379 Document & d&of SATTAT|

FILE HOME INSERT DESIGM PAGE LAYOUT
- P
D Calibri (Body) - |12 - A A Aa - T
Paste

- w B I U ~abex x* G- A~

Clipboard = Font

TEAM BUILDING RETREAT

Dawson Park

i Meed to get park’s address
‘i Friday, April 5, BAM — 3PM

4.9.2 Change the font size(®ie &T WS TGA)

o 3 TextH TIA FY TorGahT 3T Font Size SEolell I8 gl
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FILE HOME ~ IMNSERT  DESIGN  PAGE LAYOUT
-
D 3 Calibri (Body) -12 ~-| A A  Aa- &

Paste . B I U -abcx, x* [~ A -

-

Clipboard ™= Font =

TEAM BUILDING RETREAT

s

Dawson Park

i MNeed to get park’s address
‘I Friday, April 5, 8AM — 3PM

g% a1 Home Tab TR U, Font size & 9Tl & U 3MU-3137 dR R Fels LI

B H ©- g -
FILE HOME INSERT DESIG REFERENCES MAIL
— = i i— i
_‘-] Calibri (Body) ~|11 =-|A A Aa- Ly *i= v
Paste i . Ak . . — =
= ¥ Foarmat Pain 8 1IN _x X, X . * L =g4= — =

Clipboard Font

o Font Size & Uer A faw@rs gam| A3H &1 fafdet Font Size 9T & SMTI Font & Live Preview
39T Document & fE@TE 3| 37 Font Size T T Y TR 31T 3YANT FAT T8 &

FILE HOME IMSERT DESIGHM PAGE LAY LU

- - -
B Jb Cut Cooper Black - |11 - A A
Paste = Copy 8 =
- " Format Painter B I U - ah‘g & -

Clipboard = 10

L 11

12

14

15

- 1s

20

22

24

25

.—-. 28
35 [:‘E'

48

J2

e 39 ST Font Size select 3T dg 3MIeh Document H dGol SATTAT|
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4.9.3 Font Size Box

T 3T Font 379-33 R & A 3779—e Font Size 18T f&@e A 3T Font Size Box 9T fFeleh ¥ Heha
g 3R aif&d Font Size @89 & T&hd §, 3R 9% &I Enter aTU|

@ E ©S5- 0 j:; - T Lesson 7 Practi
FILE HOME IMNSERT DESIGM PAGE LAYOUT REFEREF
‘.D ,K\ Cut Cooper Black : 3 - A Aa-r A

Paste = Copy I u abe X. X° /A . abs
- ¥ Format Painter =7 : SR S

Clipboard r Font ]

4.9.4 Grow And Shrink Font Commands

Font Size Scolel & foIT 3TT Grow Font AT Shrink Font option &T W4T 87 &Y Hehd & |Document H Font
Size dgel SITUT|

HOME IMSERT DESIGM PAGE LAYO

Cooper Black - 32 A A Ppa- &

A k
B I U ~-abex, X f-3-A4-

Font P

4.9.5 How to Change the Font color(®ie &T 3T Hd ded)
o 3T Textd TIA HY TGN 3T Font Color Sel=AT AR &1

FILE HOME IMSERT DESIGM PAGE LAVOUT REFEREMCES FAILINGS REVIEW VIEW

LT 4 - A
D o CooperBlack ~|28 ~-| A A Aa- AaBbCcDc AaBbCcD
B

Paste T Mormal | T Mo Spac,

¢ B I U -abex x° M&-%-A-

Clipboard = Font -]

Paragraph

il

Styles

)

TEAM BUILDING RETREAT
B (s

e 3% d1¢ Home Tab WX YU, Font Color & s9Tel & *UT 3MU-3137 IR 9N fFeldh Y| Font Color
& T A fe@rs gl

o T3 & faffie=T Font Color X o STl Font Color FT Live Preview 39l Document & fe@rs &am|
3™ Font Color &T AT &Y [STHT 3T IYATT AT A8 &
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FILE HOME IMNSERT DESIGM PAGE LAYOUT REFEREMCES PAAILIMNGS REVIEW VIE
alla i w - — o
D ? |Cooper Black ‘IZB -|A A Aa- Be T -iT-Yo- == T AaBbCcDc
=B
Paste B I U-aex,x A-F.pA. ==== 1=- ~ T Nermal
Clipboard = Font M Automatic [
. Theme Colors 3 4

g

L

III'IIII'E

TEA

Standard Colors
HE
f.i More Colors...

Green, Accent 6, Darker 25%

ING RETI

[ Gradient

-

39 ST Font Color select #3T @8 3TM9a Document & d&of STTAT|

HOME  INSERT  DESIGN  PAGELAYOUT  REFERENCES  MAILINGS — REVIEW  VIEW
- h=d " - Hen e T = 5=
[ e |Calibri (Body) ~[12 -| A a7 Aa- A0 T — _ _ 4—_ | AaBbCcDc AaBbCcD
Paste ¢ B I U -abex, x> M- ¥-A- e _zl d'_ﬂ T Mormal | T No Spac.
Clipboard = Font Ta Paragraph [P Styles
4 5

More Color

TEAM BUILDING RETREAT

Jfg 3T9r Font Color 31T-3137 R & & 31T Font Color AgT f&er dr 3T More Color R fFelsh X

Tohd § 3R aifda Font Color select T THhd &, 3 3TF 16 Ok W click |

Colors:

Current
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4.9.6 Highlight Text(EFEE gTSATEE )

3M9sh Document # CHFEEC @I Highlight T Teh Sgd & FEcAqOT T BT § |
o 3T Textd TIT Y [T 3MT highlight T e gl

Dawson Park
Need to get park’s address
Friday, April 5, 8AM — 3PN.y

Canoes, door prizes, free lunch,
scavenger hunt, volleyball, trust walk,

e 3T S Home Tab W &, Text Highlight Color & §9Tel & f&UT 319-3137 dR W Feleh |
Highlight Color &T Te #e] fa@rs gam

FILE HOME IMNSERT DESIGM PAGE LAYCQUT REFEREMICES
il ..
D Cooper Black ~ |28 - A A Aa -

Past = Iy -
aste ~ B I U ~ abc X, X AN

-

Clipboard = Font

L 0

o 37T 39 text T 1@ color & 8 Highlight AT T8 § 39 Color T fAoiae &Y
e 39 ST Color select 31 dg 3T9eh text H Highlight glel S1314T|

Dawson Park
Meed to get park’s address
Friday, April 5, 8AM — 3PM

Canoes, door prizes, free lunch,
scavenger hunt, volleyball, trust walk,

4.9.6.1 Remove Highlight

Highlight 3T geTer & foIT, Highlight fFT 31T e9ee &1 Ta«T &Y, T Text Highlight Color & 319-313«1 dR
W fFreh H| HS a6 319-813+ HAs] @ No color W Feleh |
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. A ==
BN
HEENE
HEN B

Mo Colar

Stop Highli
P IN:: Color

4.9.7 How to use the Bold, Italic, and Underline commands (aYe3, sefare 3R 3rstamsa
FHS H 3TANT HFI )
Bold, Italic 31X Underline option T SEAATST HEcdqul eal AT ATEFRARIT I €A A e & faT
R SITar €

o 3T Textd TIT Y fold 3T Modify FRAT TTEd 2

FILE HOME = IMSERT  DESIGM  PAGE LAYOUT

“ - -
Dg{) Calibri (Body) /12 - A A Aa- &

Paste o B I U -abex, x A-F-A-

-

Clipboard = Font M
L E 1 2

Dawson Park
= Meed to getlbarlfs. address
Friday, April 5, 8AM — 3PM

e 3% & Home Tab WX FUA Font Group & & Bold (B), Italic (1) 31 Underline (U) option o f&Feres
FY| 30T & fav g7 Bold W Fareh Hn|

FILE HOME INSERT DESIGM PAGE LAYOUT

ﬂ - -
Dg{) Calibri (Body) ~|12 ~| A" A Aa~- &

Paste & B I U -abex, x* A-¥-A-

’ s

Clipboard = Font T
- Bold (Ctri+B) :
Make your text bold.
o MEED (U EEL PErK S dulress
l Friday, April 5, BANM — 3PM

e 3TT9ehT Selected Text Bold g STTAT|
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FILE HOME INSERT DESIGM PAGE LAYOUT

& . -
D Calibri (Body) -112 - A a Aa- A

Paste o B I U -abex, x* A-¥-A-

-

Clipboard Font [P
L g 1 2

Dawson Park
= Meed to get park’s address
Friday, April 5, 8AM — 3PM

4.9.8 Change the Text Case(SFFE FH dol)

If& 3T Text A uppercase, lower case, normal case, sentence case IT toggle case H Fceloll AET & dr 3T
Change case option &T 3UAT HT Thd &l
o 3 Textd TTT Y [T 3T Text Case SEolaAT AR &l

FILE HOME = IMSERT  DESIGM  PAGE LAYOUT

“ - -
Dg{) Calibri (Body) /12 - A A Aa- &

Paste & B I U -abex, x* A-¥-A-

-

Clipboard Font a
L E 1 2

Dawson Park
= Meed to getlbarlfs. address
Friday, April 5, 8AM — 3PM

o 3% &1 Home Tab WX YU Font Group & & Change case I el &Yl
o UH ZIU-313 Fel few@Ts SaM| Al & 3T AT 3 Case select FIAT G § 38 Select HY

FILE HOME | IMSERT  DESIGM  PAGE LAYOUT  REFEREMCES

& e - #— o 22— ¥ n.—
Dg{) Calibri (Body) =112 ~| A A Aa- L — 0 3— i-

Paste « B I U -akx x A~ ; Sentence case. A

lowercase |
Clipboard Font [¥]
N g ; UPPERCASE

Capitalize Each Word

tOGGLE cASE

Dawson Park
| Meed to get park's adc
Friday, April 5, 8AM — 3PM

e 379 ST Case select T I 39 Document H d&ol STTIT|
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FILE HOME IMSERT DESIGM PAGE LAYOUT
A . .
D Calibri (Body) ~ |12 - A& A Aa~- &

Paste . B I U -abex x* [H-3%-A-

-

Clipboard = Font Ma
L g 1 2

DAWSOM PARK
=] MNeed to get park’s address
Friday, April 5, BAM — 3PM

4.9.9 How to Change Text Alignment(2FFE TATSTHE F& o)
MS Word # f8Wiee &9 &, Text Document 3 Left Margin 3 glaT §1 We] IfE 319 =18 dF Taee 1 391

3TER Right, Center 3 justified ST Hehel &
o 3T Text T TIT Y [T 3T Text alignment S&elall BT &
e 3% &G Home Tab 9X U Paragraph Group # & AR Alignment option # & fhdlT tep WX e

H

PAGE LAYOUT REFEREMCES MAILIMGS f

pa- t - e A
Y- AdAE=E===|l=- H-H-
Fa Paragraph o

4.9.10 How to Use Auto Format Feature (3iTel YR\ HIER &1 3TAHT HA H)

MS Word 2013 # Tsh Sgd & /st Giaen ar$ S § St Taanfod &9 & e HT 9= 319 Biofe H
3UTEYTT T deelcdl §1 S0 FIALT & Auto Format gl ST § 3&T6X0T & foIv, e #Ig STAIThall “Ist”
TBT AT §, dF 3ferprde 3@ “15 > & S Samm|
Herhide 5T Fd AT FT AR Text formatting I fFG3T Far & saa fow -

o Y Ygdl File Tab N Fereh &Y

e 3% dI¢ Word Options Button W el &

o T Proofing tab 9X f&Fereh &Y AutoCorrect Options §¢T W TFeldh &

o U AT dIFH GETS M 38H & Auto Format as you type IR TFeeh &

3
AvtoCorrect =
AutoFarmat Actions
AutoCorrect rath AutoCorrect H AutoFormat As Voo Type
Replace as yvou type
“Straight quotes” with “smart quotes” Ordinals (1st] with superscript

Fractions (1/2) with fraction character [z} Hyphens [--] with dash [—])
[] *Bolid* and _italic_ wwith real formatting
INternet and network paths with hyperlinks

Apply as you type
Automatic bulleted lists [ Automatic numbered lists
[+] Border lines [+] Tables
[ Built-imn Heading styles

Automatically as you type
Format beginning of list item like the one before it
Set left- and first-indent with tabs and backspaces
[] Define styles based on your formatting

Cance
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o SHH UM F$ [Aheq fe@rs &3 319 39 T fAFed FI Enable FAT AET & 3TF 31T dTer
Check box &I e X ¢ 3R fSee 37T Disable #=TT AR & 3¢ Untick T &
4.9.11 How to Use Auto Text (3iTeY SFEE FT YA HA )
HASHITTE a5 H e&drdsl AT Y 1fa & & fAT 3ifeiare e MR JH &1 Tg 3Tl 379e)
gEAES A FAod &9 @ @fAUiRa 96 sreret T IART SaT &, S S 39e X Computer
fIGeAT Usdr & A 379R 319 d8d & T 3T o & Com fol@ & §eXT &Y df 39st 39 & Computer
forw S| ereg & Fg qafAeiRa sifeieaee gfaffear §1 319 37 RO &7 dreled a1 3¢ 4@ FHhd &
o  TEY UYB Insert tab W Feash HY|
e 3% dI¢ Textsection & U, Quick parts TR fFereh |

BEHd® O = Untitled - Message [HTML) ?7 B - 0O X
MESSAGE INSERT OPTIONS FORMAT TEXT REVIEW
l”J U - D d |_—|\ ) Fl‘j gp Hyperlink 3 Text Box - T Equation -
- ] - & g1 [P Bookmark [[Z] Quick Parts~ |7 Date & Time €2 Symbol -
Attach Outlook Table  Pictures Online Shapes E
File  hem L%~ M Pictures + @7 General

Include Tables lllustrations Links

ance. Curent fee for Iraining and assistance mectings i $80 an
0). | accent payment by cudil cand and PayPal. fm cueertly
s i aliows me 10 vew your somen and give you contl 50 | can

uuuuuuuuuuuuuuuu

o 39 yfafte W e &t O 39 Ssar aea &

4.10 Paragraph Formatting (37eJ<8¢ a1 RMAITE FIEHI0T)
Paragraph Formatting 3T9eRl X E¥dIdel & &Y &I Seelel T AT ol &1 30 Giee # 319 REms &
Alignment, Tab, indent, Line Spacing, paragraph spacing 37Tf¢, T¢ &1 T3]
4.10.1 How to Change Paragraph Alignment (31'@14_&&' 7 REME WG FA T5A)
Paragraph Alignment 3T9eh! Ig AT H¥el T ITATT ol § T 39 Caee o HA @ =ed gl
o HSH Ugel Home Tab W fFereh $jgaeh T Paragraph Group WX U Alignment 3Uged FeaT
ol |
i Left Align: Ig ¢aEe &l 3I% a0 HAlfold & 1T AT I T g
Center Align: Ig eFEC FT &g H T & T g
Right Align: g &FEc & 3T9% S Alfold & AT I T T 8
Justified Align: Ig I HT S0 AR gV A =t T T FT T g

Left Center Right Full
(Ctrl-L) (Ctrl-E) (Cul-R) (Ctrl-)
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4.10.2 Line and Paragraph spacing (X@T 3R Rmame wafdr)

S 8 3T 39eT sfergAe f3arse #a § 3 Formatting et 7 fA0TT o § , @ 3maeR @mee 3R
R TR R IR FAT I M| 3T GSgedl H GUR el o fIU  ofigel TR (3HeR) A
o Thd § AT U7 W 3P caee v o & AT 3/ 7 & Tohd ol

Line Spacing

Line Spacing Tsh tRTIME & Ucdsh UfFd & &Id HI SHIE g1 ASHITIYC I8 IR ogd TATHIT i
T&aTer T9F (T oflgeT 3ed) , 3o TAH (A A1Sal 3, 1 el off 37 IR & &7 A 3rfepfad we
$1 3TART AT &1 MS Word 2013 3 f3whfee &7 & 1.08 Ts+t &, i Tahel qf & &1sT 37 ¢

AT & 1S images H, 3T TATHe YR & WTgeT TARHI & Jolell A Tl 1 ITC A ¢, F images
f3Wiee Line Spacing, single spacing 3i¥ double spacing fe@rdT &1

4.10.3 How to Format line spacing (eT8«T TfAT F FI TFAdT )
o 3T text H TIA F TS 3T format HIAT ATE &l

PAGE LAYOUT REFEREMCES MAILINGS REVIEW v

Windows 8 Mac Aa- | A - EE e == ._*.'-l q e
MMicrosaoft Oifice g A-====| 1=- Py v I . T Normal
Apple Work 5 Para 1.0 L},

SharePoint 2 il 2 115

= o P 415 Bishop S ' )

Chicago, IL6 | ¥

el
1 [

el
Lr

CuickBooks

o i IENNE PA

Adobe InDesign

()
| ]

=

Line Spacing Options...

i: Add Space Before Paragraph
T

Adobe Photoshop i-oriented Executive Assi: Add Space After Paragraph

’
IQF"U' .'-:'P'l.l'.cll'inm.ﬁ'rll TICEFIFIEY PP ST — FTREUETIT

o Home Tab 9 f&d, Line and Paragraph Spacing 18 W e | T 39-331 A few@rs
&am|

o A3H I AT fAFedl 9 of ST arge T #1 arsd Wy sSiaggc d fEwrs dam 3
ST dTs TG FT 3TAET IRAT Agd & 3HR TIT HY|

o SlagiT # oS gl dg Smeef|
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Windows & Mac
Microsoft Office
Apple iWork
SharePoint
Salesforce
QuickBooks

Lotus Motes
Adobe InDesign
Adobe Photoshop

4.10.4 Fine tuning line spacing

aTseT 3R SRram TfHT A ( Line and Paragraph Spacing) ¥ 3T dligel TR fasheq HIfAT 16T ¢l
It aReEar & WY T FARNGT & & v, Ras srgdter e 6 g & for A @
Line Spacing Options & TT« Y| FHF dTe 3Ih IH F& IfARFT Ahed gl TSl IUT 39

TIH & HFECHBS Il & [T F THhd ¢ -

Exactly: SI§ 379 Ig fdehed Yo &, a6 oigel gl &l Biec THRI &I e, [Ng3i & #Amr Srar g1 3|
AR WX, 3R Wiee 3R & ST 937 g1 TIfRU| 3801 & fav, I 39 12-4ige FEe il 3TN T
I &, a 319 15-9igc TFHT F 39307 T T ¢l

At least: Exactly option &I cRg, Ig Tdehed MU Ig Yelal ol & foh 3T fohedad Rered Tu1=T wmed €
grelifer, IfE 39 9/ U & dfFd W ¢e & Affied 3R § | af 3R 93 e & fhe & &
fow aeamid gl

Multiple: I fdshed 3Maehl 3B spacing sl HEAT ST &l ST &1 3eTeXor & T, Multiple Y TeTar
3R 1.2 T4F FI deoler text wr HITe-T9q SFee ¥ G131 Af¥F e ¢am| Ifg 39 AEAT AT vRATY
F TG I8 g, al 31T 0.9 BIC A FHI IIed I Tohd g

2
Paragraph :
Indents and Spacing | Line and Page Breaks
Genera 1

Alignment: | Left ~

Outline level: |Body Text | Collapsed by default
Indentation

Left: 0" s Special: By:

Right: o (none) -

[ mirr,
Spacing

Before: opt | Line spacing: Ab:

After: apt = Multiple ﬂ 15pt |5

Tabs... Set As Default c

4.10.5 Paragraph spacing (3RTme Tafda)
MS Word 2013 # f8hiee &9 &, STd 3T TeX Fofl Gold § o X 9T T Teh ik & AIsT 37 o
Tl AT g1 Ig Fafold &7 & RAME & & space ST §1 39 394 SlFgAC H argal & T
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HAR H Bl H Thd § , 31T NEME & Tgel 3N d1¢ # IR FARIGIT X Fhd gl I§ REmd
fiverE, 3R 3Tefve &1 37ereT e & faw 3Tt g
4.10.6 How to format Paragraph Spacing ({RTImTe TfAT & ¥ Tela #I)
AR 3GIeXUT #H, §H Ueh IRIIMH A Ugel 58 Heading & 37l &l o ToIT space SGIUIT| I AR
STFg#AT & Uga H ITHS Sl &I |

o  WNEIME IT REMAT F TIA HY e 3T B FEAT Ted 8

A I W W By cministative professional

EXPERIENCE

Executive Assistant Il cHICAGO, IL

Rev Development Group, June 2007 — Present

Supported the Vice President and Chief Human Resources
Officer. Developed new hire orientation for administrative
staff, and delivered to 25 new employees to date.
Maintained company website. Saved over $3,000 annually
by implementing new travel and per diem sy::tem.l:}

 Home Tab 9 f&d, Line and Paragraph Spacing #is W e &I 39-3137 A & Add Space
Before Paragraph I Remove Space After Paragraph @ AT3H &l of S| REME AT HI Th
asa ey st F s gam

o 39 5T WEME FT 3UAET FIAT TEd & TR TTT HY| AN 3G18I0T H, 7 Add Space
Before Paragraph &T TeT & |

PAGE LAYOUT REFEREMCES MAILINGS REWIEW VIEW

- A e - -
Aa =T iz = =3zl T AaBbCcDc  AaBbcCcl
AR W Rl e IS T Mormal | T Mo Spac
] Paray 1.0 Styles
1 r # r 1 1.15 4 o~
| 1.5
0 bfessional
2.5
EXPERIEMNCE 30
Executive As: Line Spacing Options...
znted Rev Devel
with v evelopm i: Add Space Before Paragraph

Supported the == Add Space After Paragraph I}Resour‘:es
Officer. DE“-"E|£.I|_r|:u rrevy e wneniaoon ron aoiministrative
staff. and delivered to 25 new emplovees to date.

all
fice

o Slagic ¥ WEATH 3R ol ST
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Ao Wl B B cministrative professional |

EXPERIENCE

Executive Assistant |l CHICAGO, IL
Rev Development Group, June 2007 — Present

Supported the Vice President and Chief Human Resources
Officer. Developed new hire onentation for administrative
staff, and delivered to 25 new employees to date.
Maintained company website. Saved over 3,000 annually
by implementing new travel and per diem system.

gI9-313+1 Ae] &, 39 RIAG SRAeT diFq Tielel & TAT Line Spacing Options T T=1 Fehel &1 F8T &
3T REMH T g8 3R 3TF 91 Fdelr P W FIT0T I Iha ¢l

Indents and Spacing | Line and Page Breaks
Genera 1
Alignment: | Left ~
Outline level: |BodyText | v Collapsed by default
Indentation
Lett: o Special By:
Right: o (none) w
T i dents

Tabs... Set As Default oK Cancel

4.10.7 How to Use indent (3¢ T 39ANT HA )

gSTEaT TFEC HTThT ITOTaT-3TeleT SITARY el T IeTATT Gehd 3T STagfic H LT SAIsar &1 =@
HT T line 1 G WEATH I FAGAARA AT A6 &, I Tab selector HIX horizontal ruler T 39T
Tab 3 Indent ¥C FA & AT HT Tohd ¢

L E 1 2 3 4

you so much for the time that you took yesterday to intervier

ssistant position. It was great to meet you and learn more about y

Vesta Insurance. On my tour of your building, you mentioned how

- Administrative Assistant not only be the welcoming face and voice
integrated member of the staff willing to help problem-solve when

4.10.7.1 Indenting text

S YR & SFgHC H, T hdel Tcdeh WA & Ggell line &I Indent T A6 &1 Tg Teh WETH
& gAY WEATH & 379 el H A Al gl Tgell el 1 BIs Godeh ogel 1 Indent HTAT 8
g &, TS hanging indent & ITH & ST ST B
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- 5 5 1 2 3 4

Thank you so much for the time that you took yvesterday t
Administrative Assistant position. It was great to meet you and le
administrative needs at Vesta Insurance. On my tour of your buili
- important it is that yvour Administrative Assistant not only be the
the company, but also an integrated member of the staff willing t
issues arise. I completely agree with that philosophy and I know 1

be an asset to your company.

~ [ am wvery enthusiastic about the position and am particula
for someone specifically with website maintenance experience. I
how well maintained and thorough vour company’s client databa:
new database system. I believe myv experience troubleshooting da
excellent candidate for Vesta Insurance Group’s team.

4.10.7.1.1.Steps for indent Tab key (330 & & ¥TeoH )
JfE 3T Indent T STedy SUATT FIAT AR & o Tab key ST TAT X Tehd & T 1/2 5T FT Igell
ST Indent SATAT &1

o 38 WEMH & YEINA A cursor T fTF 3T Indent HAT =E &

o IT% a1 Tab Key GaTU| I§ Tgoll ollSd §3¢ AR &l 12T dh &g 3R o R

o WMIATHE T Ugell oS Indent g7 SATTN|

L E]I 'b“_/' 1 3 3 4

s [Thank you so much for the time that you took yesterday to i
Administrative Assistant position. It was great to meet you and lear
administrative needs at Vesta Insurance. On my tour of your buildn

- important it 1s that your Administrative Assistant not only be the wr
the company, but also an integrated member of the staff willing to |

I T FoX A AGT W@ I W &, dl View Tab T T Y, T TR & 9910 & AT I didg W
Foleh HL

DESIGM  PAGELAYOUT  REFEREMCES  MAILINGS  REVIEW  VIEW

| Ruler Q [’j} E == NewWindow [ EE
Gridlines B g E Arrange All )
Zoom 100% Swite
Mavigation Pane LE Split Windo
Show Zoom Window

4.10.7.2 Indent Markers(3=3+=¢ HTHI)

T A A, I 3T $STH W AU fAIF0T @A =g €1 ' MS Word Indent markers YeTel el &
S 3R sfRed TATH W RETET FHi Indent s¥et T 3ATT T &1 Indent markers, &ifcist TR
(horizontal ruler ) & a8 3R f&ud gl §, S &8 33T AFed e ad §:

First-line indent marker — 9UH-a13A Indent FATAIGIA T &
Hanging indent marker — Hanging Indent TATATSA YT &
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Left indent marker — Teh & THT H Ugal-alisaT Indent 31X Hanging Indent AR leil &l FATHATART T
€ (I8 Wramw #F Tl SSaAr H Indent FHIIM)

IMSERT DESIGM PAGE LAYOUT REF

FirstLine -
LUV IS (Body) - |11 -| A" A7 Aa- A =7 =

Marker == =
I U -abex, ¥° [&-3%- A - ; _

Clipboard = Font Hanging Pari
L 1 E-H Indent :
. /! Marker

Indent

Marker

o TEY Ugd 3T YA A FEr o cursor TW TS 3T Indent AT TR &, AT Teh AT HH
WTATH HT TIT FY

._ rg 1 2 3 4 N

EXPERIENCE

Executive Assistant II CHICAGO, IL

Rev Development Group, June 2007 — Present

Supported the Vice President and Chief Human Resources

Officer. Developed new hire orientation for administrative staff,
- and delivered to 25 new employees to date. Maintained

company website. Saved over $3,000 annua Ihy by

implementing new travel and per diem systermn.

Office Manager SPRINGFIELD, IL
- Carter Taylor Investrnents. October 2001 — June 2007

Managed all admini ive responsibilities for staff of 100+.

Pioneered the use of CRM software for

ini i i FIELD, IL
lcon Office Solutions, May 1997 — October 2001
ted the Op: ions Manager. Branch Manager, and two
- Service Managers. Answered and directed incoming calls for
six phone lines. Processed monthly sales bills for an average
billing cycle of sasa,noo+l>

o TIfSd Indent marker W TFeleh Y AT EATU AT drag | §HAR 3EIEI0T H, §H S0 Indent AR
W Ferh, gles X Z91 ST Indent & live preview STargie & few@rs gam|

EXPERIENCE

Executive Assistant || CHICAL
Rev Development Group, June
supported the Vice President
Resources Officer. Developed
™ administrative staff, and deliv
to date. Maintained company
$3.000 annually by implemen
diem system.

o 39 A3H H B3 | RMEME Indent g ST



1PGDCA2- PC PACKAGES

= r g 1 2 E} a .
EXPERIENCE
Executive Assistant Il CHICAGO, IL
Rev Developrment Group. Jurne 2007 — Present
Supported the Vice President and Chief Human
Resources Officer. Developed new hire orientation for
~ administrative staff. and delivered to 25 new employees
to date. Maintained company website. Saved over
£3.000 annually by implementing new travel and per
diem system.
ol Office Manager SPRINGFIELD. IL
Carter Taylor Investments, October 20071 — June 2007
Managed all administrative responsibilities for staff of
100+. Pioneered the use of CRM database software
(Salesforce) for tracking business contacts and
managing financial advisors” schedules.

Administrative Assistant SPRINGFIELD. IL
fcon Offtce Solutions, May 1927 — October 2007

e Supported the Operations Manager, Branch Manager,
and two Service Managers. Answered and directed
incoming calls for six phone lines. Processed monthly
sales bills for an average billing cycle of $350_000+_]

4.10.7.3 How to use Indent commands (33H HHATS HT AL Hd )
Ifg 39 TFET AT F ASAT AT WIIME AT T ASAT T Indent FIAT TGS &, dT 31T Indent FHHATS T
YT I TR &

o 3 text® TIA H Y 31T Indent FIAT TEd g

L g 1 2
SKILLS
Windows & Mac
Microsoft Office
Apple iWork
SharePoint
Salesforce
QuickBooks
Lotus Motes

- Adobe InDesign
Adobe Phn‘tushop%

e Home Tab WX f&Uq, aifd Indent HHATS 9T Felsh X
o Increase Indent:: SEE 1/259 HT gig & Indent §G ST &1 AN 3&T@0T H, A Indent SGTT3 |
o Decrease Indent: Ig 1/239 &1 IR @ Indent T FHA e &

PAGE LAYOUT REFEREMCES MAILINGS REVIEW VIEW

AaBbCcl AaBbCcDc AaBbC
Heading 1 = TMormal = TMo Sp

Styles

e Text Indent 8 JRAIM|
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L g 1 2

Windows & Mac
Microsoft Office
Apple iWork
SharePoint
Salesforce
QuickBooks
Lotus Motes

. Adobe InDesign
Adobe Photoshop

Indent amount T HECHTSST Fld & foIT, U7 A3T3C Tab FT TIT Y 3R Indent F dgd diaq & aifod
AT gof |

DESIGM PAGE LAYOUT REFEREMCES MAILINGS

A Indent pacing
umbers~ | #=|0.7" . = 0pt .
snation = | =& |0" L\) | = 0pt z
T Paragraph T
! Indent Left :

Choose how far to move the
paragragh away from the left

R I E rmargin.
Te change the margins for the "

whole decument, click the Margins
button,

4.11 Line and Paragraph spacing (X@T 3R Rkrme wafde)

S @Y 3T 39eT St f3ase ad § 3R Formatting & & 0T @ €, o 3aeR amse 3R
R TR R IR FAT I gIeMT| 3T GSAIA H GUR el & fAIT oSl o org # 3R A
ol Thd & AT UsT W 3HAF caee fhe el & o0 38 7 R Tdhd ol

Line Spacing Teh IRTIM® & Ucdsh Ufdd & & T 978 &1 ASHITTE I8 IR 5T TIfHT i
T&aTer T4 (T oflgeT 3ed) , 3o TUH (A A1Sal S, 1 Tl off 37 TR & §7 H 3rgepfeld aeel
T AT AT §1 MS Word 2013 F fBwlee &7 § 1.08 1S+ ¢, S Uahel G & &1sT 937 &1 0 & a1
images &, 3T faffieeT JhR o oligeT TATHIT T Jolell HX Hehel &l 90 & ST, T images f8Wrec Line
Spacing, single spacing 3 double spacing fe@rdT g1

How to format line spacing (e3eT TARAT F F TFRT FI)
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3T text T TTT Y T8 3T format FAT T 2|

SKILLS
Windows & Mac

Microsoft Office
Apple iWerk
SharePgzint
Salesforce
QuickBooks
Lotus Motes
Adobe InDesign

Adobe Photoshop

Home Tab WX &, Line and Paragraph Spacing %S T fFaeh Y| Ueh 319-313a1 He] fe@ms
Al

A3 1 e Fhedl W o S1¢| g VAT F1 dga Meg siagHc A @ 3am 3
T J8T TG T 3YATT AT e & 3THT I P

PAGE LAYOUT REFEREMCES MAILINGS REVIEW Y

- — 1— 1—

Aa- Fp = -:i=-h%-. &= 801

= 3 i- AaBbCche
Y-A- E=E==S|E|SH T Normal
P Para| 1.0 I}
27 # T 3 1.15
1.5
ADDRESS 415 Bishop § )
Chicago, IL6 | ¥ | 20 )
2.5

IENNEPA =

Line Spacing Opticns...

EXPERIENCE &  Add Space Before Paragraph
i~oriented Executive Assit == Add Space After Paragraph
Rew Nevelnnmemr rarmr e wirs Ty = STETEFT

slegAT # ose gl dgol Sea|
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Windows & Mac
Microsoft Office
Apple iWork
SharePoint
Salesforce
QuickBooks

Lotus Motes
Adobe InDesign
Adobe Photoshop

Fine tuning line spacing

aTseT 3R SRram TfHT A ( Line and Paragraph Spacing) ¥ 3T dligel TR fasheq HIfAT 16T ¢l
It aReEar & WY T FARNGT & & v, Ras srgdter e 6 g & for A @
Line Spacing Options & TT« Y| FHF dTe 3Ih IH F& IfARFT Ahed gl TSl IUT 39

TIH HI HECHASS I & folT IR Thd &

Exactly:

59 39 Ig faehed Tead &, o ofigel gl 1 Wlec ITHRI I e, g3 & & Srar g1 33 dk w1,
3R Wiee 3MHR & AT §37 8T TRT| 3ee0T & foav | Ife 3m9 12-ufse aee & 39T &1 ©@ &,
ar 39 15-97ge FAFHIT T 3UAT H Fohe! ¢ |

At least:

Exactly option &7 g, I e 3MUal I8 Iofot & & 6 39 fhaer Rard Tt @mgd 81 grenifer , afg
39 91 T gl UfFd W ¢aee & [Afficed 3R &, aF 3R 93 <Fee Hf e o & fov faeaiRa
ghamm|

Multiple:

Ig fashed MUl 3o spacing I TEAT TS YA ol &l 3eeR0T & T, Multiple T Fofall 3R 1.2
T P deoldll  text T [HIT-TU4T SFee & AveT 31fAF Shar ¢am| afg 3T ASAT FI THATT Fe
TGAT TIEd &, dl 3T 0.9 3 BIC AT & IIT FX Tohdd &l
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Indents and Spacing | Line and Page Breaks
General
Angament:
Dutline level: Collapsed by default
Indentation
Left: o~ Iil Special: By:
Right: o (=] nonel : | (]
DMirrorindents
Spacing
EBefore: O pt Iil Line spacing: At
After: Err= rMultiple ~| [1s,t =

[l Don't add space between palad >ingle
1.5 lines

Double
" At least
Prewviewr

Rultiple

Sl Toet S ol i Toes S ol Tomet eyl Tt Sirrs ol Tooen Srrs ot Toet et ol T S ot Toont

Sl Tooc S ol i T S ol Tt S ol Tt Sorms ol Tooe? Sy o Toce? S ol T S ot Toet

Sl Tae: Sl e T Sarm el Taoes Sarml e Tt Sarm i Taos

Tabs... Set As Default oK | | cance

4.12 Paragraph spacing (3RIme Tafar)

MS Word 2013 & f8iee & &, ST 39 TeX Foll aald § dl HE 9T W T Gl & AIsT 31T &y
Tl ST &1 I§ Faaleid §9 § REME & S space T g1 3T 39 ST H sl & 4

R H B T Thd &, 3T RIE & Tgar 3R ¢ # JR TARNST X Tha &1 Tg R,

MY, 3R 3TMNIFH FI 31697 F & v 3uAeh B

gAY 3CTE]0T #H, g Tsh RTIMH ¥ Ygal 38 Heading T 37619 Fled & foIT space IEIUT| ITg §AR
STeFgAT &l UG H 3MTHIT &l o

o RIMF IT REMTH F TIT F e 3T Biefc HEm A &l
NC FAILCL

EXPERIENCE

Executive Assistant Il cHICAGO, IL

Rev Development Group, June 2007 — Present

Supported the Vice President and Chief Human Resources
Officer. Developed new hire ornentation for administrative
staff, and delivered to 25 new employees to date.
Maintained company website, Saved over $3,000 annually
by implementing new travel and per diem 5ystem.l:}

 Home Tab 9 T, Line and Paragraph Spacing #is W fdeeh S| 39-3137 As] & Add Space
Before Paragraph IT Remove Space After Paragraph 9% #AT3H I of S| REME IR HI Th
oisa ey slegac # fe@rs ¢am|

o 3T f5 T REME T 3TN IEAT AET & 3HP TTT FL| AR 3GT8I0T H, 7 Add Space
Before Paragraph T TIeT |
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PAGE LAYOUT REFEREMCES MAILIMNGS REVIEW VIEW
- B, i S = B
Aa- ke = -i=-%E- &322l T | aagbcede maBbeo
i A E=== =L T Mormal | T MNo Spac
; L = = "
F] Parai 1.0 Styles
1 r&@ r 1 1.15 4.
I 1.5
. 2.0 bfessional
2.5
EXPERIENCE 3.0

Executive As:

Line Spacing Options...

=nted Rev Developm
with P i: Add Space Before ParagrapT
all Supported the == add Space After Paragraph sources
Officer. Developea rrew mre onen@oon ror aaministrative

fice
. staff, and delivered to 25 new employees to date.

o SlFgHc # WEATH 3R del SATTM|
SMU-3131 A W, 39 WREITH STgelar dird Gield & AT Line Spacing Options 8T T Hehd 81 Tgl &

3T WEIF & gl IR 3TF §1¢ fhdelr 3918 W fAT=0r T hd gl

Indents and Spacing | Line and Page Breaks

General

Alignment: Left

Dutline level: | Body Text Collapsed by default

Indentation

By:

[¥] |

Left: o Special:

Bight: o | (none)

[] Mirrar indents

Spacing

6pt = At:
= K

|:| Don't add space between paragraphs of the same style

EBefore: Line spacing:

=]

Aftern:

|8 pt |Mu|tip|e

Sarrippla Tt Sarripl i Tioct Sarnpla Tot Sarn el Taoct Sarn 2l Teod Sarmnpla Taod Sl T Sarmpla Tad
Sl Tt Sarripla Tioct Sarnpla Tot Sarnpla Taot Sarn la Teod Sarmnple Taod Sl T Sarm el Tad
Sarmple Tie Sample Tet Sanple Tes San ple Te San ple T

Set As Default

4.13 Border and Shading (a/$Y 3 Qf$r)

f3thiee T &, MS Word 2013 & T REME & &S border and shading et &1 ar 3ma Fet &Y Rmme ar
R & foelt Tog @ A1 dF ST @ STegee & T fREAr & S border and shading S Hehd &
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3mq fReT & border, Style 3R color & T&HE & Thd ¢, AR shading & TodT o T T 3TANT FT Tohd
&1 T border and shading Ter STaTH F T8 & IEIT @S &Y &1 afe drame s3¢ fopar ar=ar &, at
Border &7 # 33¢ fohar STUaN (dhael aTT 3R &0 ; indent hanging AT first line indent & forw s1gT sgar
ST ©)1

IfE 39 T & Border T & AT & ¥ 3ifUF WAl & IH-918 @A §, A Border 30§ Ueh HHE & &
O &1 38 @ 3T NG & Wofg &1 Tl & ol AT &7 § a8 & &7 7 G@s & B

REME F FEe Fr 3uRATT A T & fT |, 31T Sedr F U Border Sis Tdha & 3R aafad TFee
# AT s7er AF &1 9 3T Border NEd &, aF 39 Afdse & dFad § F 319 v Fay &
AT T Tga & AT geTar e &1 30T & fAT, 3T shde FUT 3R T Y Border SNg o &
s & 1Y 3T AT SFEE AT WAh F NS Sha3s FeRk AT AfE 3T shading, color 3R =iss
I3 T SEeeht Borders X shading T 3fefshfeld ST =g &, o 39 Borders 31X Shading dialog
dred # IRads & @Hhd gl

4.13.1 How to Apply a Border (afST #& om[ &)
o FEH UGS AT GF SHEC FoFe F O T Brfe T Fea
e 3% &1 Home Tab W el Y| 38 &1 Border and Shading arrow button 9X fFeleh &y

= Where is Borders and Shading in Microsoft Waord 2007 and 2010.doc

Insert FPage Layout

tody Asian) - AE - *H [A]

T U v oabe x. x* | 22

B - A - Aa- | A AT NS
Font

Reviewr

1 &1

Left Border
Right BEorder

Mo Border
All Barders
Outside Borders

Border and Sshading £k | Inside Borders

Inside Horizontal Border

Inside Vertical Border

et Harizontal Line

_/I? Draw Table
B Wiew Gridlines
(] Borders and Shading...

o 3R T 38 dc 39 S Border YT AGd & SHAN TIA Y|
4.13.2 How to Apply Paragraph Shading ({Rmame aifSer && @y )
o JEY UYgA T g RIIME Tolde X [T 3T HlHT T Fgd g
e 3% dI¢ Home Tab X Faash &
e 3H%h a1 Shading button W e &Y 3R 3dF a1¢ Tafad text W apply Shading color ST T3
S F AU Foash w
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HBE
Shaded text

e

. T YT - S o A
=T Fr EE MM w2l T | agsy
====-1g =- & H - T Mo
Paragrapk Theme Colors
Y 2 CIm HEN H B

.Illﬁllll

Standard Colors

Mo Color

More Colors...

4.13.3.How to Apply Paragraph Shading and Borders (3RTame fger 3y afsy & F@ @y )
o WMITE I TFET FH TIT I AT AT BiHC AT T8 g

e 3U% dI¢ 3T Home Tab I fFereh &Y

o Border and Shading T & R W e &Y, 31X 3d% a1¢ Border and Shading fFere Y|

tnsert  Page tayeut  Rereremces
- As

tody Asian)
T LI ~ abe
BF - A - Aa

Font

31 (= (-3

Border and Shading

DR W N/

e 3% §IC Border Tab WX Feleh Y|

Where is Borders and Shading in Microsoft Word 2007 and 2010.doc

Rewiawwr

SaBbC
i = Morn

=

Mailings

=lval

Top Border

Left Barder

Right Border

HMNo Border

Al Barders

Cutside Borders

Inside Borders

Inside Horizontal Barder

Inside Mertical Border

Horizontal Line
Draw Table
wWiews Gridlines

Borders and Shadinag...

e 319 Border & foT sRod @féer &1 aaa &1 I/ — Box, Shadow, 3D, custom 37|
e 3TP §IC Style T IIT Y | TP eIAT 3T ST T HolX iR A8 dga & T Color 3K

Width ST 93197 T T &
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Borders | Page Border | Shading |

Setting: Style: Preview

| | ~ Click on diagram below or
use buttons to apply borders

None

I 1) m m m I

Shadow .
W
Colorn
3D
- Automatic EI
wiath:
Custom ¥ pt W
== Apply to:

|Paragraph

379 39 Shading Tab TR [Feler |
39 f3F Shading T T TATT FIAT AR & 3TDT ITA Y|

M

Borders | Page Border | Shading |

Fill Preview

Mo Fill

|| | [
] More Colors...

Patterns

Style:

[Dcear = Aoply to:

Color: [ Earagragh - ]

| Automatic o |

3R 31T FeR @A F AT More color R Farsh Y



1PGDCA2- PC PACKAGES

Colors » IES
Standard = Custom % oK

e -

Current

e AT Shading T ¢@T & TIT Preview Sird H W]

o 3d H OkWR fFas +|
4.14 How to use Tab (3F &T 911 FI )
&F T IUANT Fh IR e A AFIFA ( Placement) T 31 =0T ferar 1 Bwlee w7 @, &7
IR S 319 3T Folt gard §, A FE &S AR 1/2 §9 TR & S 1 Tab Stop & Tk H Srsel

¥ 39 & & AHN H gl Fhd & ,| Word 39 Tk & 31f8 Tab Stop 1 Teh oSl I 9] el
IrgAf &ar @

g 1 2 3 4 5 n £

TRAINING & EDUCATION
Microsoft Office Specialist MICROSOFT OFFICE 2010
Microsoft Certification 2008

Bachelor of Arts BUSINESS ADMINISTRATION
University of lllinois Springfield 1997 — 2001

Associate Degree OFFICE ADMINISTRATION
Lincoln Land Community College 1995 - 1997

4 4

Aligned Aligned Right
Left {using Right Tab)
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&F ol gaTeRY AT dl Toh & SIS Feho & AT first-line indent ST Fehel &1 JE Cursor gl 8, 50 W
TR e § o 3 dR oY, IS T Hisfer R & e # g, ar I§ U first-line indent
AT 3TAT, TI§ Ueh & FeAT SaTm|

4.14.1 Tab selector(& HeleFeT )

Tab selector &S 3R Vertical ruler & FWX f&Ud glar &1 AfHT  Tab Stop &1 AT @A & AT AT Hi
tab selector 9¥ gla¥ HY|

N 3

Left Tab

4.14.2 Types of Tab Stops (3« TercH & YFHR)

Left Tab — Tab Stop T TFFe &l SU-TIWT FIAT g

Center Tab — Tab Stop & TR 3 <FEC higd LT g

Right Tab — Tab Stop I ¢HeC I JSC-TelSeT T g

Decimal Tab — Z1&erd fdig & 3UANT #X EAHA HEIT WIWA Fl 8|
Bar Tab — g&didsl W U oieddd IWT WiAdT g

....... — I | i C:n;er =t I Right E
i a I
Education: i

University of Southern Maine Mastlars of Art Sept2008 — Aug2011
Leadership and Organizational Development
University of Maine Bachelors of Science Sept 2000 - Aug 2008
Communicating Technology

Payment = Amount
Mortgage 15t $1256.72
Car Payment 3rd $329.63
Insurance 26th $105.12
Groceries $600.00
Electricity 2nd $98.50
Heat 28th 5236.47

First Line Indent — ¥l T 3¢ AR 31T WIamh & text Y ggell IfFd FT 3¢ HLaT 8
Hanging Indent — lcehd §5¢ AT &l TTEATAId AT &, R Tgal GfFd & 3femar Tt amg=i 1 §5¢
T §
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gTelifeh Bar Tab, First Line Indent 31X Hanging Indent Bar Tab selector 9 fe@rs 2t g, aifheT d dapeitet &
¥ e A B
4.1.4.3 How to Add Tab Stops (3F EIT F& T)

o TEY Uge REMG IT REMGT T TFT Y HTA 3T Tab Stop ST arga &1 IfE 3T Fady

RIATF &I TIT 16T I &, al Tab Stop TAATT RIME 3R 9% anrr sy fhe 7w fomedt o
AT W W AR Frem|

L g 1 2 3 4 5

Information Technology Expenditures

(percent of total budget)

Application Development: 20.3%
Mainframe Support: 11.1%
Server Maintenance: 4.9%
Audio/Visual Transmission: 2.2%
~  Wide Area Network: 3.4%
Local Area Network: 1.3%
Personal Computer/Printer: 5.2%
Budgeted Salary/Fringes: 35.3%
IT Security: 16.2%

e Tabselector iX e &Y & do &b 3T TSA Tab Stop T 3YIRT HIAT AR &, Ihe o &l §AR
3GTEX0T H, g Decimal Tab T TIeT HLIT|

SN .

Decimal Tab

Application De

o 83 TR (horizontal ruler) & TATT W fFaes Y S@T AT 39T caFee fSW@TAT I8 ¢ (TE Tk
& gl Rk I s et & #Agg XaT &) 3T Sdeir a1¢ 3=t Tab Stop SIS Fehd ol

la Paragraph la
3 . 4
.h
g
mation Technology Expenditures

(percent of total budget)

o 3 CHFEC & THAA cursor TW T 3T &F FLAT AR g, T tab key G&TU| text 39Tl Tab Stop T
qg‘“?ram?rrl
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4.14.4 How to Remove Tab Stops(3e Fereq & $d gl )

3T TS Tab Stop &1 3UANT 1T AT Al 38 3T geT Y Thd ¢ difeh d AT A o 37| Tab Stop

FI e & fow, 380 Foadh L 3R 37 T T drag A

L g 1 2 3 " 4 5
Information Technology Expenditures
{percent of total budget)
Application Development: 20.3%
Mainframe Support: 11.1%
Server Maintenance: 4.9%
Audio/Visual Transmission: 2.2%
~  Wide Area Network: [3.4%
Local Area Networla N Place the insertion
Personal Computer/Printer: 5.2% point in front of the text
Budgeted Salary/Fringes: 35.3% you wish to tab, then
IT Security: 16.2% press the Tab key

PAGE LAYOUT REFEREMCES MAILINGS REVIEW
Coa = . EE - h-. E =
Aa- | o T e AaBbCcDc  AaBi
Stron QL
% g
P st
2 3 4

MS Word 3T9eh g¥dTaet # formatting S@&=l & 39T HERIAT & T T4@aR, R, 3R T ol gt
S T3 formatting symbol &I FEiRIcT & Hehell &1 BY formatting symbol ®1 fe@r=l & ferw, Home tab &r

T Y, T Show/Hide 3¢er 9T e Y|

HOME | INSERT  DESIGM  PAGELAYOUT  REFERENCES  MAILINGS  REVIEW  VIEW Merced Flores ~
-9 b4 T - - . —
(). [TwlenMT -j12 - & Aa- 4 IZ-i=-Y- &Ess ?l '“E AaBbCCDC  AGBbCDE AcHbicl ks
Pa_sle o B I U -aex, x QA-F-p- E=== [E- Ia- Strong Quaote Intense Q... [+ Ed't'"g
Clipboard & Font [ Paragraph [F) Styles [
s 5 1 z 3 s 8 Show/Hide T (Ctri+")

=]
Microsoft-Officet
*—e Word¥
»—a Exzelf
== PowerPointy
*—e OutlookT

Information-Technology-Expendit
(percent-of total-budget)

Application-Development:- - 20.3%7 *—e InfoFathy
Mainframe-Support:- - 11.19%9
Server-Maintenance: - - 4.99%9] @ Tell me more
Audio/Visuval-Transmission:- -+ 2.29%9

r Wide-Area-Network:- - 3.4%Y
Local-Area-Network:- - 1.3%9
Personal-Computer/Printer:- - 5.29%9
Budgeted-Salary/Fringes:- - 35.3%7
IT-Security:- - 16,2969

1

Show paragraph marks and other
hidden formatting symbels.

This is especially useful for
advanced layout tasks.
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4.15 How to Use indent (S3€ T 39T Hd Y )

$STeaT TaET 3MMUhT 3TeMIT-3eT SITeTehRT S el 3efHT Gl 3MTah SiFgHe # AL SSar gl e
AT e line AT GX WA &I FATATRA HAT T o , AT Tab selector 3N horizontal ruler &I 37T
Tab 3 Indent ¢ FA & AT HT Tohd §

Indenting text

& FHR & SiFgHC H, 3T Fael Tcdeh REME HT 9gelt line 1 Indent FIAT A8 &1 Ig Th R
@l g WETH & eHT A H HAeg T o Tgoll ogel Pl BISHL Fedeh ollsel &l Indent LT &Y
g g, T hanging indent & STH & ST SATAT g

L A Y 1 2 3 4
Thank you so much for the time that you took yesterday ti
Administrative Assistant position. It was great to meet you and le
administrative needs at Vesta Insurance. On my tour of your buil
- important it is that your Administrative Assistant not only be the
the company, but also an integrated member of the staff willing t«
issues arise. I completely agree with that philosophy and I know 1

be an asset to your company.

m [ am very enthusiastic about the position and am particula
for someone specifically with website maintenance experience. [
how well maintained and thorough your company’s client databa:
new database system, I believe my experience troubleshooting da
excellent candidate for Vesta Insurance Group’s team.

4.15.1 How to use indent Tab key (33&0 && T &I JINET Hd )

gfe 39 Indent T STedl 3UTRT FT ATEA & d Tab key T TIRT X Thd ¢ Jg 1/2 3T ST ggell
ST Indent ST &

o 3 WG & YOI H cursor T TSF 39 Indent HIT =18 B

L . 1 2 3 4

you so much for the time that you took yesterday to intervies
ssistant position. It was great to meet you and learn more about y¢
Vesta Insurance. On my tour of your building, you mentioned how
Administrative Assistant not only be the welcoming face and voice
integrated member of the staff willing to help problem-solve when

e 3% 9 Tab Key &aTU| IE Ugell olSeT §3¢ ATHT I 1/2 5T doh s 3R of S|
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o REME &7 Ugell oSl Indent & ST

L -é_""\_/' 1 2 3 4

=== [Thank you so much for the time that you took yesterday to i
Administrative Assistant position. It was great to meet you and lear

administrative needs at Vesta Insurance. On my tour of your buildit
- important it 1s that your Administrative Assistant not only be the wr
the company, but also an integrated member of the staff willing to

I 3T T & 78T @ a1 @ &, ar View Tab T TaeT Y, T TR & Fotel 7 &g 9% dfeq
o L

DESIGM  PAGE LAYOUT  REFEREMCES  MAILINGS  REVIEW  VIEW

[ Ruler q [E‘_} E 2 NewWindow [ EE
Gridlines Mg H Arrange All
Loom  100% Swvite
Mavigation Pane Eb Split Windo
Show Zoom Window

4.15.2 Indent markers

$O A A, TG 3T $5¢@ W 38 =0T T@ar =g €1 dr MS Word Indent markers YeTel el &
S 3R TeTd T T WTAHT AT Indent A T ITATT &ar &1 Indent markers, &fdsT For
(horizontal ruler ) & aT8 3R FEua g1ar §, o &3 3o faFew ya= X §:

First-line indent marker — YUH-ASaT Indent AT AT &
Hanging indent marker — Hanging Indent TATTST T &

Left indent marker — Teh & THT & Uga-oiissT Indent 31T Hanging Indent ATHT SlAl &Y TATATART T
€ (I8 Wams F T A=A BT Indent FHIIM)

INSERT DESIGM PAGE LAYOUT REF
First Line

Indent
Marker

Hanging
Indent
Marker

Indent

Marker
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4.15.3 How to use indent markers (S3FF HRY HT JIET HH )

o T Uge 39 RMIMF H &l 87 cursor T A 3T Indent T AR &, IT Th AT 30+
WATF T TIT |

Lrg 1 2 3 4 -

EXPERIENCE

Executive Assistant || CHICAGO, IL

Rev Development Group, June 2007 — Present

Supported the Vice President and Chief Human Resources

Officer. Developed new hire orientation for administrative staff,
™ and delivered to 25 new employees to date. Maintained

company website. Saved over $3,000 annually by

implementing new travel and per diem system.

Office Manager SPRINGFIELD, IL

* Carter Taylor Investments, October 2001 — June 2007
Managed all administrative responsibilities for staff of 100+,
Pioneered the use of CRM database software (Salesforce) for
tracking business contacts and managing financial advisors'
schedules.

Administrative Assistant SPRINGFIELD, IL

fcon Office Solutions, May 1997 — October 2001

Supported the Operations Manager, Branch Manager, and two
o Service Managers. Answered and directed incoming calls for

six phone lines. Processed monthly sales bills for an average

billing cycle of $350,000 +%

o TfSd Indent marker W Feeh T AT EATU AT drag HY| AR 3&TEI0T H, §F 10 Indent ATHT
W e, gles 3§91 w1 Indent FT live preview stargae # @ &am|

LT % 1 2
N EXPERIENCE

Executive Assistant || CHICA(
Rev Development Group, June
Supported the Vice President
Resources Officer. Developed
™ administrative staff, and deliv
to date. Maintained companmy
$3.000 annually by implemen
diem system.

o 39 AZH &I B ¢ WIATH Indent & AT
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LT E 1 2 3 4 -

EXPERIENCE

Executive Assistant Il CHICAGO, IL
Rev Development Group, June 2007 — Present
Supported the Vice President and Chief Human
Resources Officer. Developed new hire orientation for

™ administrative staff, and delivered to 25 new employees
to date. Maintained company website, Saved over
$3.000 annually by implementing new travel and per
diem system.

- Office Manager SPRINGFIELD, IL

Carter Taylor Investments, October 2007 — June 2007
Managed all administrative responsibilities for staff of
100+. Pioneered the use of CRM database software
(5alesforce) for tracking business contacts and
managing financial advisors’ schedules.

Administrative Assistant SPRINGFIELD, IL
fcon Office Solutions, May 1997 — October 2001

w Supported the Operations Manager, Branch Manager,
and two Service Managers. Answered and directed
incoming calls for six phone lines. Processed monthly
sales bills for an average billing cycle of 535(},{]Dﬂ+.|

4.15.4 How to use Indent commands (Z3FF HHS T TAET HF FY)

Ife 3T TFEe T HF AT AT RTIME A T ASAT A Indent FIAT TR §, A 3T Indent HATS T
39T F Thd gl

o 3T text HT ITT HY TOY 3T Indent HIAT TR B

L g 1 2
SKILLS
Windows & Mac
Microsoft Office
Apple iWork
SharePoint
Salesforce
QuickBooks
Lotus Motes

- Adobe InDesign
Adobe thnshoph

e Home Tab W &g, aifdd Indent FATE W Felsh L
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o Increase Indent:: SEE 1/259 HT gig & Indent &G ST &1 AN 3&1E0T H, A Indent SGTT3T|
o Decrease Indent: I& 1/2$% 1 gig & Indent T HA AT B

PAGE LAYOUT REFEREMCES MAILINGS REVIEW VIEW

. .ﬂ' :E - EE - ’.ai__- -
Aa~ | L _ AaBbCcl AaBbCcDc AaBbC
W A~ a| Heading 1 = TMormal = T Mo Sp
Fi
Fa Paragraph P Styles

e Text Indent 8 SR

L g 1 2
SKILLS
Windows & Mac
Microsoft Office
Apple iWork
SharePoint
Salesforce
QuickBooks
Lotus Motes
Adobe InDesign
Adobe Photoshop

Indent amount T FECHTSS FA & foIT, IST A3NT3C Tab FT TTT HY AR Indent & Tgd diFd H aifod
AT gl B

DESIGM PAGE LAYOUT REFEREMCES MAILINGS

g Indent 1pacing
umbers~ | 2= |0.7" S= opt s -
. | I}) —l= —  Position Wra
:nation ~ =€ )" - |k=|0pt . Text
T Paragraph T

L Indent Left

Choose how far to move the
paragragh away from the left

RI E rmargin. m
Te change the margins for the "

whole document, click the Margins
button,
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4.16 Format Text

PC PACKAGES

Increase Decrease
. Font Size FontSize Increase
ront size Indent Decrease
Font Il_l | I Indent
on 1
e Calibri E ~ 11 -~ A" 47 EE -E:_E_I
B 7 U gaﬂ? A - j
I ] |
Bold | Format
Itali | Fﬂﬁt Painter
talic Color
Underline nter nghllght
Color

4.16.1 How to Change the font( ®ie F& aga)

MS Word 2013 & f3%lec & ¥ , Yl 7T Document &T Font Calibri ¥ J< 8IaT & 8Tl , Word &3
3= Font Jelel &Il & TSIeTehT 3UANET 39 Text 3R Title I 3efekfoid aat & fow &Y Fhot &1

o 3T Text T TIT Y forgerr 3T Font SEolaT I8 gl

FILE HOME ~ IMSERT  DESIGM  PAGE LAYOUT

ks

%

Past
aste <

-

Calibri (Body) - |12 - A A Aa- &

|'I_:\.'-.FT ar/ - A?

Font P

B I U -~ abe X, X°

Clipboard =

TEAM BUILDING RETREAT

N

Dawson Park

MNeed to get park's address
Friday, April 5, BAM — 3PM

i
e 3% d1¢ Home Tab T U, Font box & §9TeT & YT 3MT-3137 X WX Feldh &I Font Style &7
T A fe@rs gam|

o AR & AT Font Style W & STTI  Font HT Live Preview 3T9e Document & R@rs 2am| 39
Font Style 3T T &Y TSGRT 3T 3UAT FHIAT AR B



1PGDCA2- PC PACKAGES

FILE HOME = IMSERT  DESIGM  PAGE LAYOUT  REFE

ol P =
D % Calibri *12 -~ A A Aa- A -
By . =
Paste €} Comic Sans M5 -
) €} Consolas
Clipboard s

5 (¥ Constantia !
(} Cooper Black
{} CoPPERPLATE GOTHIC Bol

() COPPERPLATE GOTHIC LIz

() Corbel

i e a
{} Cardia Hew AR
{} CordisUpe AR

e 379 ST Font select 3T I8 319k Document H &l S|

FILE HOME | IMNSERT  DESIGM  PAGE LAYOUT

& r L
D Calibri (Body) ~|12 ~| A A Aa- A
Pﬂftﬁ ¢ B I U-abex, x A-%¥-A-
Clipboard Font T

TEAM BUILDING RETREAT

Dawson Park
i MNeed to get park’s address
‘I Friday, April 5, 8AM — 3PM

4.16.2 Change the font size(ie FT BT dGo)

o 3 Textahl T &Y TSIGeRT 3T Font Size SEoleTT IEd &1
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FILE HOME IMSERT DESIGM PAGE LAYOUT
== 3

Paste o B I U ~abex, x [A-%-A-

-

Calibri (Body) - |12 ~| A A Aa- &

Clipboard Font a

TEAM BUILDING RETREAT

s

Dawson Park

& Meed to get park’s address
‘[ Friday, April 5, 8AM — 3PM

o 3TUH a1 Home Tab IR U, Font size & 9TeT H U 2T-337 IR R Forah Y|

B H S & -

FILE HOME INSERT

sl

D & copy

Paste
= ¥ Format Paing

DESIGH REFERENCES MAIL

Calibri (Bady) - |11

B I U - abk x, X°

Clipboard Font

o Font Size & Uer A faw@rs &am| A3H &1 fafdet Font Size 9T & SMTI Font & Live Preview
39T Document & fE@TE 3| 37 Font Size T TT Y TGHT 31T 3YANIT AT T8 &

FILE HOME IMNSERT DESIGM PAGE LAYOU

= 36 Cut CooperBlack - |11 |+ A A
Paste EE Copy 8 :
- ¥ Farmat Painter B I 0- abg A -
Clipbaard 71 10
L 11
12
14
16
- 18
20
22
24
26
o 28
36[:E
48
72
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e 379 ST Font Size select 3T dg MY Document H s§gel ST

4.16.3 Font Size Box
IfE MY Font 3M9-8137 X & & 37192 Font Size ST & @ 3T Font Size Box 9T fFeleh ¥ Hehd

g 3k aif&d Font Size @89 & T&hd §, 31 9% &I Enter a1 |

@ E ©S5- 0 j:; - T Lesson 7 Practi
FILE HOME INSERT DESIGM PAGE LAYOUT REFEREr
<=, db Cut Cooper Black ] 3 - | A Aa- A

Paste = Copy BE T U E;IE ¥, ¥ A . abe
- ¥ Format Painter =7 : W~ - A~

Clipboard M Faont Fa

4.16.4 Grow and shrink font commands
Font Size Sigelel & foIT 3T9 Grow Font AT Shrink Font option &T 92T 8T &T Ahd g|Document H Font

Size d¢ el ST

HORE IMSERT DESIGM PAGE LAYO

Cooper Black - 32 A A Pa- A
B I U ~abe X, X° &,afz,_&v

Font P

4.16.5 Change the Font color(%ie &1 3T dcel)
o 3T Textd TIA HY TGN 3T Font Color Sel=AT TR &1

FILE HOME =~ IMSERT  DESIGN  PAGELAYOUT  REFEREMCES — MAILINGS  REVIEW  VIEW

LT 4 - 2 EE iz v A £ 3=
[ g, |CooperBlack -|% ~-[A A Aa- = o AaBbCcDc AaBbCcD
H = = == =T
paftE w B I U -abex x [~ - A - K i TMormal | T Mo Spac.
Clipboard = Fant P Paragraph P Styles

TEAM BUILDING RETREAT
s

e 3% d1¢ Home Tab WX U, Font Color & &aTel & ¥ 319-3137 X W FoIs FLI Font Color
& Th Ao @ 2am|
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o #3H & fAff= Font Color IX o STl Font Color &T Live Preview 3T9ehl Document & &g
&I 38 Font Color T TIT &Y foIAepT 3T 3YANIT FIAT TTedt &

FILE HOME INSERT DESIGMN PAGE LAYOUT REFEREMCES MAILINGS REVIEW WIE
“ - - -— 1— 11— e —
D i |CooperBIack 'IZS '| A A Aa- e Z-iz-hc- &= 20T AaBbCcDe
E
Pajte o B I U-asxex.x A-F-A. =E=== [=- - T Mermal
Clipboard Font Bl Automatic &
L g + Theme Colors 3 4
H EEEETEN
Standard Colors Green, Accent 6, Darker 25%
EE FEEEEN
TEA 3 voccoo-. ING RETI}
. [ Gradient 4

e 3119 ST Font Color select 33T g 3M9eh Document H el SITUM|

FILE HOME = INSERT  DESIGM PAGELAYOUT  REFEREMCES  MAILINGS  REVIEW  VIEW

o, Y
0O ; Calibri (Body) -[12 -/ A" A" Aa- e

AaBbCcDc  AaBbCcD
TMormal | T Mo Spac.

Paste . B I U -abex, x* A-¥-A-

-

Clipboard = Font

ul

Paragraph ] Styles

TEAM BUILDING RETREAT

More Color

JfE 39T Font Color 3T-313+7 R & & 371d9eTs Font Color A&7 fAer @ 3T More Color R Fesh &
Hhd g 3R aifda Font Color select F HHhd &, 3R 38* d1g Ok T click &Y

Mew

Current
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4.16.6 Highlight Text
3T Document  SFEE FI Highlight e T Fga1 & Hecaqul ¢l a1elm § |

o 3 Textd TIT & fFF 3T highlight FIT 8T &1

Dawson Park
Need to get park’s address
Friday, April 5, 8AM — 3PNy

Canoes, door prizes, free lunch,
scavenger hunt, volleyball, trust walk,

e 3TP S Home Tab W &G, Text Highlight Color & &aTer & &UT 31Y-3137 IR W Feleh |
Highlight Color T & #s] fG@rs &eml

FILE HOME IMSERT DESIGM PAGE LAYOUT REFEREMCES
akla - - -— g — g3 — I

D CooperBlack ~|28 ~| A" A Aa~ f¢ =~ iz~ -+ &
Paste =

¢ B I U-aex, x A-F-p. ===

|
4

-

Clipboard ra Font . . . ‘aragraph
- 5 -
Yellow . . .
N

Mo Color

o 37T 39 text T 1@ color & 8 Highlight AT T8 § 39 Color T f&oiee &Y
e 319 ST Color select HIIT I 3Tk text H Highlight glet w1313

Diawson Park

Meed to get park’s address
Friday, April 5, 8AM — 3PM

Canoes, door prizes, free lunch,
scavenger hunt, volleyball, trust walk,

4.16.7 Remove Highlight

Highlight #T geTel & foIT, Highlight fhT 31T e T 9aeT &Y, T Text Highlight Color & 319-313d R
W & H| HS d1G 319-813+ HAs] @ No color W TFeleh |



1PGDCA2- PC PACKAGES

. A ==
BN
HEENE
HEN B

Mo Colar

Stop Highli
P IN:: Color

4.16.8 How to use the Bold, Italic, and Underline commands (8Ye3, g¢fare 3T rstanse
FHAS H 3TAT FI )

Bold, Italic 3{R Underline option &I SEHTel Hgcaqol Asal AT ATl W €A1 M el & faw
T ST g

o 3T Textd TIT HY [T 3T Modify AT TR &1

FILE HOME = INSERT  DESIGM  PAGE LAYOUT

s 3

D . Calibri (Body) ~ |12 ~|A A Aa~- &

Paste o B I U -abex,x A-F-A-

-

Clipboard = Font T
L E 1 2

Dawson Park
o Meed to get%ark’s. address
Friday, April 5, 8AM — 3PM

e 3TP S Home Tab T TUT Font Group & & Bold (B), Italic (1) 31k Underline (U) option 9 f&Feren
FY| 3ETeX0T & faT g7 Bold W e yan|

FILE HOME | IMNSERT  DESIGM  PAGE LAYOUT

I 3

0 : Calibri (Body) |12 ~| A" A" Aa~ A

Paste B%I U »abex, XX A-%-A-
Clipboard = Font a
L Bold (Ctrl+B) .
Make your text bold,
ul NEEU 0 e Park s guaress

Friday, April 5, 8AM — 3PM
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e  3M9ehT Selected Text Bold & STTam|

FILE HOME IMSERT DESIGM PAGE LAYOUT
“ . -
D Calibri (Body) ~/12 | A A Aa~- 4

Paste o B I U -abex. x* M- -A-

-

Clipboard Font ra
L g 1 2

Dawson Park
o Meed to get park’s address
Friday, April 5, BAM — 3PIM

4.16.9 How to Change the Text Case(SFEe FH H¥ Fgo)
If& 3T Text FT uppercase, lower case, normal case, sentence case IT toggle case H SeofelT BT & o 39
Change case option &T 3UAT HT Thd &l

o 3 TextH U Y TSTPI 3T Text Case SGelell AR &l

FILE HOME IMSERT DESIGM PAGE LAYOUT
B
D g

Paste o B I U -abex. x* A-%-A-

-

Calibri (Body) ~{12 ~| A A Aa~- &

Clipboard = Font T
L E 1 2

Dawson Park
= Meed to get[;arlff. address
Friday, April 5, 8AM — 3PM

o 3% &1 Home Tab T YU Font Group # & Change case I el &Yl
o UH ZIU-313 Fel few@Ts Il Al & 3T AT 3 Case select FIAT G § 38 Select HY

FILE HOME | IMSERT  DESIGM  PAGE LAYOUT  REFEREMCES

-

alls
D db Calibri (Body) ~|12 - A A Aa- & = == -
B

Paste v B I U -abkx, x A - ; Sentence case, A

lowercase |
Clipboard = Font [¥]
N E . UPPERCASE

Capitalize Each Word

tOGGLE cASE

Dawson Park
| Meed to get park's adc
Friday, April 5, BAM — 3PM

e 319 ST Case select T I 39 Document H d&ol STTI|
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FILE HOME = IMSERT  DESIGM  PAGE LAYOUT
& & b
D Calibri (Body) ~/12 - A A Aa- &

Paste & B I U -abex, x [A-P-A-

-

Clipboard Font la
L E 1 2

DAWSON PARK
o Meed to get park's address
Friday, April 5, 8AM — 3PM

4.16.10 How to Change Text Alignment(SFe T TelldAHE $Hd dGol)

MS Word 7 f8thice &9 &, Text Document # Left Margin & 8T 81 Weq I 39 =g dr THFee &1 30=
3TER Right, Center 3R justified ST Hehel &
o 3T Textd TIA HY fHTHT T Text alignment SEolall AR &l
e ZTP §IG Home Tab I TUT Paragraph Group & & TR Alignment option § & frdl e o fFae
ey

PAGE LAYOUT REFEREMCES MAILIMGS f

Aa- fo T .-i=.-h-. EE R
Y-Al====|l1=- OH-H-
la Paragraph P

4.17 Bullets and Numbering (geaed 3R siafar)

Bullets and Numbering & 91T foee ST o T foham STTem & 31T fawg a& &1 U %A & Folad
& foT Bullets and Numbering &7 93197 & g | Bullets and Numbering & EaRT gH 39elr foree &I 3t
3MHNT FaAT TR & | 37 MS Word 2013 F Home Tab & Bullets and Numbering 3iTcial &t floiee aeh
foree & s o Fehal & | Jeled 3R FaRET &7 3uer Gt #i1 list R SR & & fov fhar Srar @
R 3mAAR T lists FF ggot 3R 3AHT ATeleT HIA H AT ToAT &

SIS 3MT Document § % fa@d & a MS Word Taatfaid €9 & Bullets and Numbering 3T9sh Documents
list & MY X Fehll &1 3T Tk fohall o list T <37 X 38 olede aX Ghod § , 3R R gole o
HASRAT 9] Y Fehcl 81 1T 39« G@RT YT HT S arell  Bullets and Numbering style st 87 sieer
Tha gl

4.17.1 Bullets(§eeieH)
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goied &1 37 fordl Riger a1 Rievg @ & S0 arr & 39 fowe & el Rieg 1 92T ok
foree &I 3ehdeh ST Hehd § | Bullets STolel & o foe=ifaf@a gfshar &1 smera g-

*  Apple o Apple = Apple
Orange o QOrange =  QOrange
Grape o Grape =  Grape
Mango o  Mango = Mango
Cherry o Cherry =  Cherry

% Apple #» Apple v Apple

% Orange » QOrange ¥  QOrange

“ Grape » Grape ¥ Grape

% Mango * Mango ¥ Mango

“* Cherry # Cherry v Cherry

417.1.1 How to use Bullets in list(q&t & Feaeqw FT 91T F{ )

o 3T HSH Uge 39 list A Rede FT fGE@H 39 Bullets STelam @6 ¢l
e 3H* &1 Home tab I T Bullets icon X click &Y

g 8 ©- B~ = Documentl - Microsoft Word Previen
HOME INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW

e
: ( T da .4 lAaas | A N 1= =
y Calibri (Body) 11 A A Aa = == AaBbCcDc AaBbCcDc
Paste - 3 N ali . | Recently Used Bullets L
- & Format Painter B e X « y-9 o Spac.,
Clipboard . Font X Py
Bullet Library
None =) & 5G
L) (@] 28
»~ \/
Document Bullets
1 L ]

4.17.1.2 Change Bullets Formatting( gﬁTa}r I d6a)

o 3T YL listd text T fAoiFe |
e 3U% d1G bullets option & &8 3R FAHITT icon W click FHY
e @I 3T Bullets Library T select &Y T Define new bullets T click Y]
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ELiE-n. = M w- 4T

Recently Used Bullets

L]
Bullet Library
*
None ® O | + "‘f
> v
Document Bullets
L
& Change List Level L4

Define Mew Bullet... I/\\"g

4.17.2 Numbering(safar)

AGRAT FT 37T 1,2,3,....a,b,c....A, B, C.... ¥ & 3T 39ar foree & STt w291 87 X Foha § 37UTT
foree & Fa sreret & AT FaRar 3ifcers &1 ot fhar Sirar § | goie &1 e & 3T SAdier S g
T gHha § foadhr uikar Reafafaa 2-

1. Apple 1) Apple i. Apple
2. Orange 2) Orange il. Orange
3. Grape 3) Grape iii. Grape
4, Mango 4) Mango iv. Mango
5. Cherry 5) Cherry W, Cherry
A Apple a) Apple a. Apple
B. Orange b) Orange b. Orange
C. Grape c] Grape c. Grape
D. Mango d) Mango d. Mango
E. Cherry e] Cherry e. Cherry

4.17.2.1 How to use Numbering in list(q&t # #afer &1 39ahr Fa )

e 37T T&H Ugol 39 list Hr elde Y TTH 31T Numbering STe=TT I18d &l
o Zhb §IG Home tab W EUT Numbering icon WX click HY]
e 319 3T S & enter 3T Word automatically 3W@TelT list & number &Y Sig 24|



1PGDCA2- PC PACKAGES

References Mailings Review Wiew
LA b -16 A A | Aa- | B i=-[EE == sl |
] - A 2 =T EE = == |z AaBbCcDe | Aal
p‘-‘fte ¥ B | O - abs x, x* B - A - [=]= Numb“i"gl‘i?"w M
Clipboard Ia Font ) 1.
Mane [=}] 2.
<) 3.
1) I A
2) I B.
3) LI c.
One
a) a. i
Two b) b I
[=4] [ iii.
Three

Define New NMumber Format..

4.17.2.2 Change Number Formatting(sfe¥ &T Y& dcol)

o 3T YT listdh text I RAelde Y
e 3TP s Numbering option & &% 31X TFHIOT icon WX click FHY]
e JGT 3T Numbering Library & select @ AT Define new number format @ click ETdl

4.18 Heading Style (8f89r Ferse)

Heading 379 text ST Standard SeTdT § 31 SN I 31Uk GTATdST T Tohel el H HETIAT BT &l
heading & 3T9eRT Document SIafedd 3R 3TeNd @ &ar g

Heading S8eY & folT T&d 31T ddiel Heading Style &1 3 Headings 3T Heading 1, Heading 2 31f¢ aTeT
¥ STAT ST § | 39 Heading Style &7 39319T &t Table of Contents 3T STedl & & Thd &, Tl
Document &1 GoTeif&el ( reorganize) Y Hehd &, 3R Tcdeh Heading & Text T Heg3iel &7 & qR@fclal
fohT foer 39er f3SigeT T laRT GUR Hevd &1 I 3T =g @ 39l heading & IR X Fohd ¢
W MS Word 2013 & 3Rl g AR in built Heading Style 3uelets § fSietehl 3UTaT 3MT S &
A F Ghd o

4.18.1 How to Add a Heading Style (8f8r Tema F& a13)

e HIW YA 37T I Content fTeiare HY THHAA 39 style add FAT TEA 8

e 3TP S Home Tab T T&UT Style gallery Mouse pointer &t o S, 3T 2@ fF 31T ST & A+
Style 9X Pointer o SITAST 3 & YT CHFEC Gl MU dlfch T ¢@& Teh foh I 3Tk
gEdaS H Har @ ol
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::;:: Tell me what you want to do...

A Find ~
AaBbCeDe| AaBbCeDe AaBh(C¢ AzsBbCer /—\aB AaBbCcC ab poci
wgc neplace
TMormal | TMoSpac.. Headingl Heading 2 Title Subtitle |+ [+ Select -
Styles P Editing

o 3§ 3T T3 Style T add T e & 38 Heading Style W fFereh Tl 39T 3= sfoad
Style &1 AT &, ar 3T gallery 9X f&UT More button arel Arrow W Feeh &Y |

AaBbCcD AaBbCcD AaBbC( Assbcerl A B
THMeormal  TMeoSpac.. Heading1  Heading 2 Title

AaBbCcC AaBbCcD AaBbCcD AoBbCcD AaBbCeD
Subtitle  Subtle Em.. Emphasis  IntenseE.. Strong

AaBbCcD AaBbCcD AaBeCcD AaBsCcD AaBbCcD
Cluote Intense Q... Subtle Ref... IntenseR.. BookTitle

AaBbCcD

T List Para...

A4 Create a Style
A Clear Formatting

M Apply Styles...

4.18.2 Remove Style in Gallery (et & 3ty & gerdr )

Microsoft Word office #, Styles 9T & &' Formatting options ST Teh setd oo 3T Text 9 AT T Hehcl
&1 3eeoT & fov | AT NS & 39 37998 Document F Headings 1 Bold 31X fandt gy o1 3tk
Tlec IR # Q@ agd §1 I 31T 9AF  Heading & foIw cafFderd & & 37eTeT 3rel9T options
T JANT o Fleh Heg3el T § A< R Tohdd & , T 8 Tk Styles T ITANT AT Fg A § S
g7 Tel el & Us WY AN FAT g1 S 3T MS Word 3 Styles & Y &1 & § , ar v
AT 31 Hehcll § o190 31T gl & IRATNT  Style Y ge&T T8 &1 T8 FT & [T |, 3o 3UTET &7
qTete] Y

o TIW U 3T Home Tab I TFeleh Y| T MIHT Style tab oS Zam|

::;:: Tell me what you want to do...

A Find ~
AaBbCeDe| AaBbCeDe AaBh(C¢ AzsBbCer /—\aB AaBbCcC ab poci

wgc neplace
TMormal | TMoSpac.. Headingl Heading 2 Title Subtitle |+ [+ Select -

Styles P Editing
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e 3T §IC Style gallery & & f5F Style Sl 37T Delete T AET & 39 W right Click Y]
e 3% dIE Remove from Quick Style gallery option 9X fFelsh Y]

AaBbCcDc|| AaBbCecDc AaBbC( AaBbCc Aab AaBbCcl AaBbCcD( AaBbCcDt
1 Normal

T No Spaci... Heading1l Heading 2 Title Subtitle Subtle Em... EmphasisT...

AaBbCcDt AaBbCcDc AaBbCcDe | AgBhCcD(| AABECCDL  AABBCCDL  AABBCCDL  AaBbCcDc

| — 2
Intense E... Strong Quote Ini Update Intense Quote to Match Selection 1 List Para...
N4 Modify...
AaBbCcDdt
HTML Code
Rename...
Save Selection as a New Quick Style... | Remove from Quick Style Gallery
al ;
<y Clear Formatting ‘ Add Gallery to Quick Access Toolbar
4, Apply Styles...

o UTT X & MU Style gallery & g8 Style g€ STwaf]
4.18.3 Create a new style(adt @tell IaTT )

TS ATSHIAITE T8 HT Hod g Giawnsid & & g1 S 3Mush g&ardsl &I Clear 3R Professional
fe@rar €, 3 Document & editing % & 31f8eh Forar ff &€t oforcm 81 Word 2013 7 gt & €1 g
AT Heading style His[g @l & [ 3T Home Tab & TFAH & Hehd & Heading styles &1 3 &
3T 3T & folT Home Tab OX Style Gallery & @1 ST g1 IfE 31T @18 o 319 Tsh #I5 Style ofY
T Tohd & 3R 39 5 off o oy & s g €1

o TEY U IH Text T TUA HY T 3T Style & &I ' Format FT dEd &

3ETEX0T & ToIT, I 3T UET TextTrgd € ST 3% c9q@g & R & $© SR AT Th
Document & Bold 3iR Red T@ms 2|

o @ &t arell Al Toer #, Style W fFerr &Y 31X T Create a Style W s &

Calibri (Body - |11 -| & A o Be-

B I U - A -:1=-:

- Styles
AaBbCcDd| AaBbCcDd AaBbC(¢ AaBbCcC
T MNorma T Mo Spac... Heading 1 Heading 2
AaB asebcep Assbocpd  AasBbceDd
Title Subtitle Subtle Em... Emphasis

AaBbCcDc AaB8bCcDd

Intense E... Strong Quote Intense C...

AsaBeCcDD AABBCCD AagBbCcDa AaBbCchDd

Subtle Ref.. Intense Re.. Book Title T List Para...
24 Create a Style DE
BAs Clear Formatting

“H, Apply Styles...
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e Create astyle W f&Feeh &Id €1 3MUsh AH Create new style from Formatting Dialog Box Tef
ST |

Properties
Name: Stylel
Style type: |Paragraph

Style based on: | 1 Maormal

Style for following paragraph: | T stylel

Formatting

|Agenqr FEB

=]

This is a test

Font: Agency FE, 14 pt, Font color: Red, Style: Show in the Styles gallery
Based on: Mormal

Add to the Styles gallery [ | Automatically update
@ Only in this document D Mew documents based on this template

o TIEH 3T 3l A Style T Th AF & AR 31T 39T ST Style g & IUT Formatting set T
IR Ok =X e &<

4.18.4 Modify a style(?telr ®r gRafda &Y )

SHET T JTIRT §H gl & TaT T § AT Heading styles T A § 3UAT et & faw Home Tab TR
Style Gallery H I@T SITel &1 Weq T o 3T 301 gEadsl & T 3Ueletr  Styles T deolell U6 &
ar 39 38 Modify 8T T Thd g1 3eTeI0T & foIw, AT of fF 3T Heading 1 Style & Modify 3= aTgd
g1 a IE 3T Modify option & aRT X THd g

o Y Ygol AT Home Tab IR U Style group # & 3F Style I Right click &Y ST 319 Seorem
e 8, 3R A Modify R fFera &Yl
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Aal Update Normal to Match Selection !\l Aa B AaBbCcD AaBbCcDd AaBbCcDd AABBCCDI

Th _/Q Modify... 2 Title Subtitle  Subtle Em... Emphasis Intense E...
Select All: (No Data) Styles
Rename...

Remove from Style Gallery

Add Gallery to Quick Access Toolbar

o W & & 39 WH Modify dialog box Ter S|

Modify Style ? >
Properties

Name: MNormal

Style type: Paragraph

Style based on: (no style)

Style for following paragraph: | T Normal bed
Formatting

Calibri (Body) v |11 |w B Ir u Automatic L

= = = = = = = | ]2 2| € =

e 31 AT Style & ST 87 Changes AT AR & a8 HY 3R Ok W Click |

4.19 Print Document(¥dmast # fic &Y )

S 39 AT Company, School, Collage, Office & &1 & I 810 & af 98 W $3  Documents T &1
frar arar § e &5 R Ric e & 3maegear gidt § @ 39 MS Word & aRT 319« Document 3r
e e Tha & 3R T S) 37941 Document ST o & &T¢, 3T 3§ Print 8ff T Tha & 3 offline
share 8 #¥ Tehd &) g MS Word & Print Pane & HTETH T T It AT &l

o JIH UgA 31T File Tab R fFeleh Y| Backstage view @S am|
e 3T 3Uel HIES W Ctrl + P gara T Print Pane open X Hehl g

@ H ©- O :iﬁ s Les
q HOME IMSERT DESIGH PAGE LAYC
“ - -
D TwCenMT ~-|21 ~|A A Aa~- A

Paste o B I U -abex, x [A-%¥-A-

-

Clipboard = Font Ta

e Tl A Print option & Select Y| Print 9T Click X & 39 ATHA Print Pane fG@ms am|
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Primt
Copies: |1 =
fm
=
Print
Printer
. Lexmark X422 -
D Rcody
Printer Properties
Settings
& Print Al Pages -
[ s iheie thing
Pages:

==

e side of th

| '] Landscape Orientation -

Letvar
L] asSa

Custom Margins -

[E=1] 1 ragePersheet -

Page Setup

e JTE 3T Print Pane FT 3UART Fad & dR H 38F I & fov & sedfdFea sead W Fas
£y
4.19.1 How to Print a Document(g¥dmasl &I d e &Y )
e 379 Print Pane I aAfddlc &Y 3R 3797 Printer T Select HY|
e 3% d1G Copies option H 37T A=l Copy Print FIAT TTed & a8 TE&AT enter |
o IfY 3maeFe @ ar additional Setting T TAT Y| 3id F Print W Fotehr |

F rirmt
— o ie—sz ES — -
L=
Pair i
o1
Frimnter
—h oot il -

FPrimter P roperbies

Saettimcogs S
Iil_ Frimt 20l Foacges

T e b le EFvirica
ooy e :
Frirmt COrrmae Sicdedd
e ik o o e =icle o F ...
CCaxllatedc
1= = a4,z = 1, = =

FPortrait T riermtaticorm —

Le=ette=r

=S e LT

rdorrrmal Peloarcims
[ = Rig b= L

Il

1 Page Per Shect —

Fage Seto e

4.19.2 Custom Printing(#¥ed ffear )
Fef-ahel 3T 39eT 9¥ Document T Print el & ToIT 3refaT 37T setting set el T HTGLTehaT Bl
€ S 39 Document # el 20 Pages 8 3R 39 Fefy 1 flie €t el Aledd 308 & 39 a1, 3,
8, 10 31k 20 9=T i =T AEA & o 3T fT  Custom Printing ST TN T Tehd! § | IS IS Tg
fAfése otal &1 ITATT T & 6 319 ST |1 IS Print T TR &
Ife 3T 37T9T-37e19T Pages AT Page range I Print AT ATEd ¢, dl 3TIHI Tk entry I IedTaRH &
37T AT IR (3&TeX0T & foIw 1, 3,5-7, a1 9-12)

e  Print Pane ©X afasie #Y|

o Pages option 3 Pages T TEAT enter Y foieg 3T Print AT AR &1
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Settings

t, Custorn Print
2]

M M Enter the desired

Type specific pages, section...

pages in the

Pages: | 2-6,11] *"— Pages: field

o 3% 91 Print W Foldh H|

Print

-
=
Print

N

4.20 What is Header and Footer(3s¥ 3R %ex &T §)

Header Document T Teh HTIT § SiT Top Margin & G@1S ¢ar &, Siafeh Footer =i & #ATfoll & fG@g ot
arell Document &T Tk HTT BT &1 header 31X Footer T YAWT 31T X WX Page no, Date, author name 31X
footnote 37T for@er & foIT fhar Srar &, S ol Documents & TIfod I&@eT & FAcE &7 Tohal & 3R
3e¢ Yool | 3T STl &1 Document 3 Tcdeh Page 9X Header AT Footer fG@rs 2am|

fdT Document 3 Header IT Footer SNSAT el I cTITEAT IW@H H HEE HIdT &l Ig Uh  Header 3R
Heading & e 4T Wk Footer 3R Footnote & &<l Teh 3{cR Fdlal &1 I§ R Slelal § 39! HYUT
Header 31X Footer 3798IROT &I gHSS § Heg Aol &

Header

93T & U FOU REY A T Far oar § ¥ 9 & < AT F SEr Sar &1 s§H Page number,
number of pages, date time, auto text 37f& T SIIST SIIAT &1 SHH TAGR T FGRIAT & SHHI  manage fera
1T gl

Footer

UST & T A drel REd @ BeX dhed § Tg 9T & forwel REA A glar €1 347 9% 95T & Bottom
margin ¥ RTRAT SITAT &1 ST FAET footnote, page number, number of pages 3Telel & foIw fohar SITaT

4.20.1 How to Add/insert Header and Footer (§5¥ 3 TeX & s / 31e0)

e Y Ugel 3T 379« Document & Ugel Page TR STT 3R Mouse cursor I Top margin # W]
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PAGE LAYDUT REFEREMCES BAMLINGE REVIEWW WIE

= A A Aa- B S L1T-lZ. B4 :TJ' q
¥ B-"-A- = == I=-

Fart

g% &I 319 Insert tab T fFeleh Y T@I 3T Header and Footer option @S 3m 3@ w

fFeren Y| 3R 3@ dTe built in layout and design option et A 3T TG header AT Footer STefell
grgd § ar Edit Header I Edit Footer ST ada & |

=

Header Footer

Built-im
Blank

[y -

Blank {(Three Columns)

By ey (L -y (L -y

Maore Headers from Office.com -

Edit Header

Bemove Header

!TXTD@]I |

Sawe Selection to Header Gallery...

S off 319 379s Document & Page UX GIgX=T A8 &: 38 Page 9X Header 3T Footer 9T H 3|
g7 3T Ygel Page I Header IT Footer sTgl dT8d &, al 3T Different First Page option &I &elde
|

Different First Page

Options
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o SI§ 3T I 1A G S o T Header 31X Footer &I &G &al & faIw Close Header and
Footer button X f&FeTer Y]

Close Header
and Footer

Close

4.20.2 How to add a image Header and Footer (85T 3R TeX & Iy & ooy )

Page no, Date, author name 3R Text® 31faRed 8 3MT 319a7 Header and Footer 3 T image 87 3Tl Hehct

A Lt T S

o T Y 3T MS Word & Insert Tab 0¥ TFelah &Y, 3R 3% &1 Header and Footer 9 TFelah &Y |
3% 91 39 Blank T Fereh Y|

@ d o0 w[-

Document4 - Microsoft Word

FILE HOME INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW DEVELOPER

B Cover Page ~ D r\‘l ™ &, Hyperlink i = ]
a Loy = @ ) ‘ #L] L | ‘q
[ Blank Page O &g < Il a. @ & | > Bookmark i = =
o Table | Pictures Online Shapes SmartArt Chart Screenshot | Appsfor | Onfine | Comment | Header Footer Page Tet Quick WordArt Dr
"= Page Break - Pictures  ~ Office~ | Video | ‘i Cross-reference - ~  Number~ | Box~ Parts~
Pages Tables Tllustrations Apps Media Links Comments Header & Footer
L Pz oo oo R e 1o oo . T T T G A

Cay

Text

[3# signature Line ~

3 Date & Time

o [TObject ~

SRR

Header Footer Page

w

v Number ~
Header & Footer

PAGE1OF1 OWORDS [|2 ENGLISH (UNITED STATES) 83

? B - 8 X
Signin
TC Equation ~
€ Symbol -
symbols ~

o IfE 3T Header and Footer H Text & TAT T fHAT image T insert HIAT TG & o 3T Text area
oI TIA HY| 3STEIVT o T, Ife 3M9= AT Blank Layout &1 TaT 8, @ [Type here] AT [Document

title] I ST-fFerh HY|
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Word Header & Footer Tools
Mailings Review View Q Tell me what you want to do...
[l Previous Different First Page i+ Header from Top: 0
Sy Next Different Odd & Even Pages "'+ Footer from Bottom: |0
Goto Goto )
Header Eoofer Link to Previous | [v] Show Document Text Insert Alignment Tab
Mavigation Options Position

| [Type-here]q

e Header and Footer Design Tab 9% f&rd Pictures ¥ fFefeh ¥ 3R 310 3det Feger # ¥R fanely o
image T TIA H|

@ Documentl - Microsoft Word

Insert Page Layout References Mailings Review View D
Ij _ El= LT'_ F;_-:‘|Smart-ﬁxr’c %Hyperlink S| Header-
nal| g (¥

il Chart A Bookmark 5 Footer -

Table Picture Clip Shapes ..
- Art ~  [agh Screenshot = | [t Cross-reference [#] Page Mu
Tables Hllustrations Links Header & |
[] Para keep With Mext | & | Normal - 37 - | . ¥~ Calibri (Body) -

Al U d) S 3T image 3Tl & &, af Ribbon Automatically Picture toolbar 3 Scel SITAT & dlfeh 39
image @7 edit X TP, ITHR SGof Toh AT effects IS Teh| TG 3T image & HR H IR HLT
e & df Size W FoIsh Y 3T S image select T § 3TET Size 3T BIET IT I3 R Thd & 54T &
TIY 319 image & ST 87 FER AT AE g8 39 Header and Footer tab & X Tl g

o S YT T FHTCT & ST ar 3T Close Header and Footer TR fFelar Y|

OTER TOOLS

GN

.+ Header from Top: 0.5"

Close Header
and Footer

4»]4»2

ges ..t Footer from Bottom: |0.5"

Insert Alignment Tab

Position Close

4.20.3 How to add a Page Number to Header and Footer (33¥ 3iX ®eX # 97 e F&
3T )
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gfe 3T 39UsT g&dTdsl & Header 3k Footer & Page Number STeloll dT8d § ol TEH Ugel 37T 39 MS
Word 2013 & U Insert Tab W Feteh &Y 3R 0% a1 Header and Footer Tab & Page number option @t
select Y| UAT &I &1 39 Document & T Pages H Page number I3 ST

MHome Insert Page Layout References Mailings Review View Developer
{#) Cover Page ~ El@ ) 32 smartart [Z] Header ~ Z) Quick s
BRI : & a8

[} Blank Page Al worda

»=, Page Break Tal')le it ggf, AZ Drop
Pages Tabicdl Top of Page > |[Text
Bottom of Page > ‘L
Page Margins >
Current Position >

Format Page Numbers...

Remove Page Numbers

4.20.4 Apply Different Page Number option in Header and Footer(gs¥ 3i¥ P H 3T
IS A FT RAweT ey )

e 39l ST Header 3iX Footer 379s7 Document & insert foRaT AT 3T header HTFT H AT Footer AT U
Double click Y SI¥¥ & 3T Double click Y37 3TeRl Header and Footer tab fe@r$ <o %o 50 E|

m - (L] Document2 - Microsoft Word (Safe Mode) Header & Footer Tools
File Home Insert Page Layout References Mailings Review View Developer Design ‘
3 L j j;‘ = e QE i 5 Previous [T] Ditferent First Page £ Header fromTop: 0.5 =
= = T =| |l =5 S S
— —= = = EEl o =Ty Next U Different Odd & Even Pages ,::v Footer from Bottom: 0.57 e
Header Footer Page Date Quick Picture Clip Goto: Goto Ermmmee—— Close Header
- ~  Number~ &Time Parts~ Art cader Footer |33 Link to Previous| [¥] Show Document Text ﬂ Insert Alignment Tab and Footer
Header & Footer Insert Navigation Options Position Close

e Sk §IG 31T Position group H TEUT Insert alignment Tab 9 Feleh HY]

bioft Word Header&FooterToois | |
References Mailings Review View Design
(=] [=J¢ Previous ifferent First Page i+ Header from Top: 5"
:L 5’; P (O] piff t First P Header f T 0.5
= oam B Next [7] Different Odd & Even Pages | [=3+ Footer from Bottom: 0.5"
. Goto . - .
ader Footer 5= Linkto Previol Show Document Text _—E| Insert Alignment Tab
Navigation Options Position

o 3R TGN & 3T Page number & AT ST 3 Alignment set T TTEA § d8 [Aolde & ST — Left,
right Ir Center|
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r 3 N
Alignment Tab m

Alignment

t (") Center ) Right
tive to: |Margin B

o 3H® §IG Insertgroup H EU Quick part & Field option &I ot VAT Il &1 T ThieT T Field
dialog box EeT S|

E{ =9 @ |= Document2 - Microsoft Word Header. & Footer [00ls
Home Insert Page Layout References Mailings Review View Developer Design
5 5 a 3 E \_/ EE i =7 [ Previous [ Different First Page =3+ Header
= = =C —= el 1 - _rf’, Next [7] Different Odd & Even Pages E}' Footerf
Header Footer Page Date |Quick |Picture Clip o Goto g -
- - Number~ = & Time |Parts | Art Header Footer 5= Link to Previous Show Document Text _ﬂ Insert Al
Header & Footer @utﬂe)« » [0 Options
(31 Document Property * §
(=l Field..
B Building Blocks Organizer.. Insert Field
":i 1 o Insert a field.

o 3 Field dialog box # & 39 Field Property 7 & Page &I felade &Y, dl Il &g YR & Page
number Format f&er STA9Y, 3ma St off wiefe 39 319er 97 & fAT select HTAT ABS & 3 Select
oy

Field

Please choose a field Field properties
Categories: Format:
(1) ~ -

Field names:

[FEEE A B, G,

PageRef i, @i, ifi, ...

Print [P PR | 1 P

PrintDate Use Default Mumbering
Private

Cuote

RO

Ref

Revium

SaveDate

Section

SectionPages

Seq

Set

Skiplf

StyleRef

Subject

Symbaol ha

o SIS 3T I HIA § S o 31T Header 31X Footer T ¢ &l & foIlv Close Header and Footer
button IR fFereh &
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OTER TOOLS
BN

L+ Header frem Top: 0.5"

4»‘](»1

ges .. +Footer from Bottom: |0.5"
Close Header
Insert Alignment Tab a3 Eooter

Paosition Close

4.20.5 How to Remove Header and Footer (88X 31T Pl T gel)

gfe 3T 39T Document & THT Pages & Header 31X Footer &1 T8 & df 3T 38 fow e ufsear

Y-

o JEH U 31T Insert Tab WX Ferh Y
e 3U% dI¢ Header AT Footer option WX TFeeh HY]

Insert Design Layout ...

H L kI D0 D

Table Pictures Online Shapet |Bookmark Cross- Comment |Header Footer] Page
= Pictures = | | reference 2 ~  IMumber~
Tables My | Links Comments Header & Footer

e 3% dIC Remove Header AT Remove Footer 9 fFeTsh &Y

QOptions -~

Same across Entire Document

@Ij Different First Page E}‘

T [l

[ | Different Even & Odd Pages

T

a7
|; h] Different First, Even & Odd Pages

Ei Remove Page Mumbers

=l
- Remove Headers & Footers

4.20.6 Delete or change the header or footer on the first page(dger gss W 83T 4T 9ig &l

gCIT T da)

MS Word 2013 & 39 frdT 8t 97 & Header 31X Footer &7 geT Thd &, a7 fopdY 8ff 957 WX Header 3iR

Footer # S¢alld &Y Hahd &l
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SIE e 39k Document & el 10 Page & 3R 3T 9gel Ut & Header IT Footer §eTaT Mgd & a1 3HA
SGolld T UEd & ar 3T o & a8 gfshar & 39=-
e J{EH Y 37T 39T Document &I open dX foi@H 3Mdal Header 3iX Footer 9gef & STl ¥ T&@T g
o 3Hd &I 3T Header AT Footer ATel area WX dher T TFeleh HY| VAT X & Header 31 Footer Tools
open &I S|
e 31§ 39 Header 3iX Footer Tools & Different First Page dTel deh SiFd @l Tick Y|

HEADER & FOOTER TOOLS

VIEW DESIGM

| Different First Page

Different Odd & Even Pages
¥ Show Docurnent Text

o+ Header from Top:
"t Footer from Bottom:

Inzert Alignment Tab

Options Position

o AT A & 39 Document & Uger page ¥ Header 3iX Footer ¢ ST 31 3T dTe dr 3 area
FI Wrell OIS Thd & IT 3T shdel 3T Page & ToIT Tk 37el9T Header 3iR Footer S T 1

4.21 Insert Table (e&eT & STl AT T )

Table Row 3iX Column & =Iaf&ud cells T T 15 &1 eocq RAfes st & v 37l § 39 e
STeThRY AR TCIIcH® 3T TEId HATl MS Word H, 319 Teh Tlell ¢l el Hehel & , THEC I ool
H FeAac H o &, IR Alar o W AT Styles 3R Formats & ame] T Tt B

o T UgH 3T 3T TAT W HUT H W @1 HT qT S8C HleAT IEd & 5HS 16 Insert tab
9T click HY
e Table Command 9T fFelar Y|

o A IS gord Uk S-S Ao @S M| o F e 3R diFadl B HEd FowdT

@ H O v ==

FILE HOME IMNSERT DESIGM PAGE LAYOUT

5 AT - -.-.l"l P 5
B3 Cover Page D o - I_ZI\ ] Smarthrt
[ Blank Page —= 1/l Chart
L Table  Pictures Online Shapes
*— Page Break : Screensho
1 Fag - Pictures -~ @4

Pages Tablelg lustrations

L Add a Table i

Atable is a great way to organize
information within your docurnent.

0 Tell me more

A & T AT A @I5 W gAT|
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@ H

FILE HOME

B Cover Page~
[ Blank Page
'H Page Break

Pages

Document2 - Word

&)

ABC

v
IMSERT

-

—_

DESIGM PAGE LAYOUT

D E @} 75 SmartArt

Bl Chart
Table  Pictures Online Shapes

Pictures &4 dcreensh
5x4 Table

-

1

OO0

|

OO0

OO0

DDDD@DDDDD
I
I _
o |

B Insert Table..
™ Draw Table

Eg'a Excel Spreadsheet
B Cuick Tables

3T A= Row 3 Column 7 T&aT T8d § 38 #A3T T select HY
VAT I &7 3MIHT Table R@S & wraral|

TABLE TOOLS

(GE LAYOUT REFERENCES MAILINGS REVIEW VIEW DEVELOPER DESIGN LAYOUT
S e—— 2 ’

S 3030 ESSEE SS=o== Teoas  eamy Sreares A -

= e ) e et AR -] --------- e | V:pt v e

S EEEES ERSEE (Eeess detce Smaas :I:I:: —1 Shading Border —; ‘Bort
= v Styles ~ L# pen Color~ ]

Table Styles Borders
lt> A g 18 4 ® R 6 8
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Ueh §37 Table §o7Tar & foIw, a1 fohaY ATfeieT & hecHSST HLad & [T, Insert Tab 9X ¥ Table option
X fFereh ¥ 30 3T& 916 Insert Table option FT TI=T H|

-
Table |

Insert Table
|
(] I O
(] I O
] I O
(O |
] |
I I o |
I O |
3 Insert Table...
j’ Crraw Table
_F Excel Spreadsheet
M Quick Tablas

4.21.1 tFFe A &ad # F4 aRafda A

1 3fe 39 9T ggel @ CHEC &, ol 9 3H R Table A gRafdd & @a & Insert Tab OX
T Table option 9X fFeleh &Y 38+ &1 Convert table to text option T TIeT Y|

2. 39 Table Draw #f X &ehd g: Insert Tab 9X f&UA Table option IR fFerdh &Y sd% a1 Draw
Table T TIT |

4.21.2 Delete Table (¢aer faaiRa =)

IfE 3T Table FT delete AT AR & aF HEX HT Table H§ FWY I10 it F g WS o7 arer Table
move handle X fFele &Y 3R Backspace Key aTU |

1 —ITy
I ki I
I I K

gfe 3T MS Word T 39319 T 3§ & 31 Table move handle show sT&T 81T &, A ST HAdd IJg & oI
9 e A3m3T g & Gl § Bic d3mse g W Faa a3 & AT, Word &St & forer ard amer o« e
AT ged W Feasd Fll

4.21.3 Delete contents of the table (&ael AT dTfarsdT ATHAT geTT)

Ifg 3T T Table & 37EX HIS[E SATHRT @ Delete HYAT A6 § df 8% [T Table & 38 HIIT &
TIT HT AR T Delete Key gaTyv |
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4.21.4. Modifying table (aTfarerT Tt )

Document & Table SISl & dTg Table & Ta&T 3R 3T H FUR AT Sgd & AT &1 MS Word H
e WG & faweq #Alg § f0F q@RT g4 Table ' Customize T Fehel § | Rows 31 Columns &
3fefehfeld @Yt 3R Table Style T Seell AR Table 7 3eT-37019T fashoq AMA g

4.21.5 How to add a Row or Column in a Table(dTfasT & 9fFd a1 Fradw AT )
Ifg 39 Table A Row AT Column SSAT A8 & @ —

TSY Ugel 3T 3H TATT & UIF AT F Foeh HY STgT 3T Row IT Column SiIs=T argd &, R
@S & arer o (+) Red | Fas Y

g

| Menu Items | $828.45

T4, Paper ltems (Plates silverware, cups) $135.15
Rental Equipment (Tables, chairs, linens) $227.75
Service Fee (18% of menu items ordered) $122.33

S & 3T fFerh e MU Table F Tsh 55 Row AT Column f@ms o e@1aft)

KX
Menu ltems $828.45
Paper ltems (Plates, silverware, cups) $135.15
Rental Equipment (Tables, chairs, linens) $227.75
Service Fee (18% of menu items ordered) $122.33

3T Table X A3H & EaRT Right click & 3T Row AT Column SIS Fehdl B

Arial -2 -lA A EiE- B OB

& B I =3 - A - 8- 50 - o Insert Delete

o L e )‘I:Ilai-nnl Silverware, cups)
lables, chairs, linens)
f menu items ordered)

eal ][I

Paste Options:

E Define

Synonyms 3
E"&—,‘ Translate
'f'a; Search with Bing

Insert b | #  Insert Columns to the Left

Delete Cells... EE Insert Columns to the Right
f  Split Cells... [H Insert Rows Above

Border Styles 3 |:_| Inzert Rows Below I}
uﬂ Text Directicn.. EI' Insert Cells...

Table Properties...

Hyperlink...

G al

Mew Comment
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4.2.6 Use the mini toolbar to add Rows and Columns (4¢3l 3R TIHT FI JAsa & fow
A TR &7 39T )

o A TR @ielel & fAIT, Table cell A Tge-fFeleh ST gHS dlq toolbar & insert T fereh ]
o 39S & options G@TS & 3WA & 3T fHET T option F AT |

B I =% - A - & - H - & Insert Delete

I - — g — =
Calibri (B -[9 -| A" " 1= - 1= - [z - = c

|'5nfrwa re Developer 225 ] Insert Above
IT Consultant 40 m Insert Below
Integration Expert 280

Hardware Technician 280 & Insert Left

2 Insert Right

4.21.7 Delete a Row or Column in a Table (dtfaeT & 9fFd a1 TIH ge0)

gfe 3T Table & fFET Row AT Column F =T aT8d & -
o Y Ygal T 3T Row AT Column WX Mouse Pointer T IW S 39 ger=m agd &1
e ZhP §IG AT A Uge-Fardh &+, e ﬁ'@'l'é’ Sl aTer fl?-[\ & Delete Cell...... option 3T ﬂoﬁ'l

I T

_ =
—1= — * IEl
e 5 Delete Cells  * A
aste Options: 75
& Define B [_) Shift cells |eft

Synonyms »
E}_; Tranglate |:___:| Shift cells up

€3, Search with Bing

Insert . {_) Delete entire row
Delete Cells... L —. g 8

B Split Cells... (®):Delete entire column;
Border Styles >

|Ift Text Direction...

Efy Table Properties...

& Hyperlink... Ok h

LA Mew Comment .’lu

o TS S digd f&@IS am| Delete entire row IT Delete entire column &7 TF=T &Y, 3H% dl¢ OK W
[Excadl

e 379 Table & Row IT Column g€ SATTIM|

Cancel

4.21.8 How to apply a Table Style (arfarsr et HFd oomd )

IfE 39 379 Table & Style ST Tgd & ar -
o T UgA T Table X Hgl T fFereh Y, 0% a1 Design tab R Ferehr H|

m H ©- & 5 =3 Service Invoice - Sabrosa - Word TABLE TOOLS
HOME INSERT DESIGH PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW DESIGN LAYOUT

| Header Row v/ First Column

TIe==<  [EIEES S ...} -
Total Row Last Calumn o etetall IEECE ={=|==i= - - Yapt
o e | = = e = | ] E e e R Shading Border —; Bc
| Banded Rows Banded Columns T - Styles = L2 Pen Calor -

Table Style Options Table Styles Borders
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o Table Style group & & More drop and down arrow 9X fFeleh &Y

INSERT DESIGM PAGE LAYOUT REFEREMCES MAILINGS REVIEW
irst Column e ——  [OOOOT [CD o DD o oo oo ===
stCoumn | Joic EEEEH Smoon coion Zoio

ianded Columns

ptions Table Styles

e 3T& ST 3T A 3THR Table style select FX|

Plain Tables
Grid Tables

e b B | o |

e 39 ST Table Style select 3 dg JHTUehT MY Table H apply &1 ST

Category

Menu ltems

Beverage ltems

Paper Items (Plates, silverware, cups)
Rental Equipment (Tables, chairs, linens)
Service Fee (18% of menu items ordered)
Total

Amount
$828.45
$315.50
$135.15
$277.75
$122.33
$1679.18

4.21.9 How to add Borders to a Table (3deT & a1t F& M)

Ifg 3T table & border NS a8 & ar —

e HIH Yo 3T 3T Cell F Select HY FTH 3T Border SSAT AR &1

VIEW DESIGM LAYOUT
.| A -
Y T
- Y pt |3
— Shading Border '—; B
‘L\s - gt_.rf|E5.|—_-_'Pen Color -
Barders
e
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&
Category Amount
Menu ltems $828.45
Beverage Items $315.50
Paper ltems (Plates, silverware, cups) $135.15
Rental Equipment (Tables, chairs, linens) $277.75
Service Fee (18% of menu items ordered) $122.33
Total $1,679.18 I~

e 3TP §IG 31T Design tab 9X FEUT Line Style, Line Width 3 Pen Color &I TJe &Y |
o 3k 31 options & AT Border drop down arrow W Fereh &Y |

Bo i  Bottom Border
% Top Border

[%%  Left Border

Right Border

¢ Mo Border

H anBorders
[+]

~ m Fen Lolor= ~  Painter

[+] Outside Borders %

& Inside Borders

= Inside Horizontal Border

i Inside Vertical Border

Herizontal Line
Draw Table

View Gridlines

D HR I

o @S &a¥ arel A] & 31T Border T T |

4.21.10 Modifying Table(aTfasT &I Fnfaa &3 )

Document # Table Siigel & dTe Table & Ta®T 3R 3781 & UR YT Sg &1 AT &1 MS Word &

Borders and Shading...

S TRE & [doheq Hig § @ G@RT g7 Table &1 Customize Y Hehcl %ﬂ Rows 31X Columns &t
3fefeRfeld @Yt 3R Table Style 1 Seell AR Table 7 3eT-37619T fashoy AMA g

How to add a Row or Column in a Table

Ifg 39 Table & Row AT Column SNEAT TR & o —

o HIY U T 3 TA & IH ABH & fFeleh Y STgr 3T Row AT Column IS 8 &,

R fe@S ¢ arel g (+) e W T |

&

| Menu Items | $828.45

T4 Paper ltems (Plates, silverware, cups) $135.15
Rental Equipment (Tables, chairs, linens) $227.75
Service Fee (18% of menu items ordered) $122.33
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o SR & 3T TFelh HYT MU Table H Th a5 Row AT Column e@ms &1 oratal|
H

Menu ltems $828.45
Paper ltems (Plates, silverware, cups) $135.15
Rental Equipment (Tables, chairs, linens) $227.75
Service Fee (18% of menu items ordered) $122.33

o 39 Table ™ AT3H & EIRT Right click @ # Row IT Column S8 et ]

Arial MY =R = |_—.‘,_|v ’__)_lxv

B I =¥-A-D- ¥ Insert Delete

L
Flanr«v I+mmae )‘Dlainn‘ Sllverware’ cups)
I
t

lables, chairs, linens)
f menu items ordered)

Paste Options:

E Define

Synonyms 3
@5‘ Tranglate
fa Sgarch with Bing

Insert » ] Insert Columns to the Left
Delete Cells... [ Insert Columns to the Right
B split Cells... ¥ Insert Rows Above
Border Styles 3 [:l Insert Rows Below
”ﬁ Text Direction... E"ﬂ Insert Cells...
rm Table Properties...
% Hyperlink...
I? New Comment

4.21.11 Use the mini toolbar to add Rows and Columns (4f&aat 31X Fa#t & sissr &
foe st gaar &1 3T W)

o AN TR @ielel & T, Table cell A Tge-[Foleh T g dlq toolbar & insert T fereh ]
o 39U FT options G@TS &I 3qA & 39 FReT T option HT TJT |

r - — 1— 3
Calibri(Be - 19~ A" a = - iz~ l_:I' l__?|ﬁ' -

B I =3% - A - & - H - & Insert Delete

|Suftware Developer 225 m Insert Above

IT Consultant 40 m Insert Below

Integration Expert 280

Hardware Technician 280 & Insert Left
FZ InsertRi ght

4.21.12 How to Delete a Row or Column in a Table(dTfasT & 9ffd a1 TG F Fa
RFeafa )
gfe 39 Table & AT Row AT Column F geT=TT A8 & dl-

o JEH U 3T 3H Row IT Column 9T Mouse Pointer T T A 3T gl agd &1
o T dl HABH ¥ ISe-Faed A, R fe@s ¢ arer ﬂ?{\ & Delete Cell...... option 3T ﬂﬁ'l
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| I momn 15
50
15
D Paste Options: 5
_ 33 |
IEd Define =
Synonyms »

Eh'a,—;* Translate
L, Search with Bing

Insert >
Delete Cells...
FH split Cells... L+
Border Styles »
llﬂ Text Direction...
Efy Table Properties...
'%. Hyperlink...
LA Mew Comment

o TS ST didd f&@IS M| Delete entire row IT Delete entire column &T TIT &Y, 3TF a1 OK
W Feoash F)

I_J) 5hift cells |eft
I_J Shift cells up

I_J Delete entire row

—

(®):Delete entire column:

oK Cancel

e 39T Tabled Row AT Column g€ SATTA|

4.21.13 How to apply a Table Style(arfarsr deft & F& semy )
Ife 3T 319el Table & Style Sisar aEa & ar -
o TEH UG 3T Table X Fgr 8 [Felh Y, 38% &I¢ Design tab W FoTsh Y|

m H - ¢ "5 = s Service Invoice - Sabrasa - Ward TABLE TOOLS
HOME INSERT DESIGN PAGE LAYOUT REFEREMNCES MAILINGS REVIEW VIEW DESIGN LAYOUT
¥| Header Row | First Column | _ _ _ _ _ T | T e e - Z —_—
Total B Last Column | —|-——- ==e==ll | 299 Eo=as A, #
otal Row ast Column | -|--- = S==14 | B2 [=22=7 ===z - s ] B
clozzo B =EEEEs zzzzz DDzss Shading Border —

| Banded Rows Banded Columns T » Styles - iy Peen Color -

Table Style Options Table Styles Borders

e Table Style group ¥ & More drop and down arrow WX TFeleh &Y |
INSERT ~ DESIGN ~ PAGELAYOUT ~ REFERENCES ~ MAILUNGS  REVEW  VIEW  DESIGN = LAYOUT

irst Column . e T . ? S
ast Column I 5 O e Y pt .l
B

o ZZZZZ [ZZZZZ Z Shading Border
ianded Columns Yb - Styles - Epen Color -

ptions Table Styles Borders

o 38k dIg 3T Y AR Table style select FX|
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Plain Tables
I
e e —
EEEEE EEEEE EEEEE ::::EE' e i i o B o e e B = e e e

e 3119 S Table Style select 3T I 3T 3TIehT Table # apply g e

Category Amount

Menu ltems $828.45

Beverage Items $315.50

Paper Items (Plates, silverware, cups) $135.15

Rental Equipment (Tables, chairs, linens) $277.75

Service Fee (18% of menu items ordered) $122.33

Total $1679.18

4.21.14 How to add Borders to a Table (edef & a5 Hd 3)
e 39 table & border SS=TT T8 & ar —
o TEY Ugo 3T 3T Cell ¥ Select AL FHTA 3T Border Ss=TT I8 gl
&

Category Amount
Menu ltems $828.45
Beverage Items $315.50
Paper ltems (Plates, silverware, cups) $135.15
Rental Equipment (Tables, chairs, linens) $277.75
Service Fee (18% of menu items ordered) $122.33
Total $1,679.18 I~

e ZTh §IG 31T Design tab 9X FEUT Line Style, Line Width 31X Pen Color &I TJeT &Y |
o 3Rk 3% options & AT Border drop down arrow W TFeleh &Y |



1PGDCA2- PC PACKAGES

EBorder=s BEoaorcder
— FPairmter

BEBaottorm Baorcdser
T o BEordser

L e=Ft Baorcler
Fight Ecrd=r
e Baorcder

Ll Baoarcder=

Cruaatrtsicdl e Borcdaer=s [:

Im=icde Border=
Imside HHAorizomtal BEcocrder
Imn=side Wertical BEcrdaer

= Heri=zomtal Lirn=
= Crrawve T akkle

[IE==] e Carrcdlomes
[Ch

o fR@r$ &t arel A & 31T Border HT T |
4.21.15 Convert Text to Table or Table to Text(SFEE &Y qel AT TqA H THEE A Fede
)
Text T fRET Table AT Table T Text H Felde el & foI¥, Home tab TR Show / Hide tRTame faee @
TFoTeh Fh YRH Y difeh 3T @ Teh T NUSh TGSl & SFEC H¥ 3@ fhar = gl

Paste L — — 2 .
= ¥ Format Painter BI=E== < i

Clipboard =l | | Paragraph ]

4.21.15.1 How to Convert Text to a Table(ém F TT H HY TEd)
gfe 39 Document & Contents @1 table H SGoleAT AT & o 38% [olT g Convert text to a table option T
YT A § | TR TS ST AT Y a1 HlclH H HeET 39T el Tgd ¢ G6 tab & glear =g

o 3T text HT TTT Y TOF 3T Table & Convert HIAT ITE B

Red,vellow — blue,green — orange, purplen

Red,vellow — hlue, green — orange,-purplefl

e 3P dIG Insert tab A, Table W TFeleh Y|
o 3H® TG S1U-3134 Hel ¥ Convert text to table T =TIl Y|
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A
i

Horme Insert Dresign Layout

L 1 a0
.

= (B e e [
Page Table FPictures Online Shapes S
BEreak Pictures =

i

;WH-I_V

Insert Table

N Y A |

(000000
(000000
(000000
(000000
(000000
(000000
(000000
(000000
(000000

Insert Table...
Clraw Table

Conwert Text to Tatilka... I

Excel Spreadshest
CDuick Tables 3

o TS ST diad @IS &3m| 3T A Separate text at option JFqT H F tab T TTA |

3 8l%R 8 0C00000

Table size
Number of columns:
Number of rows:
AutoFit behavior
(®) Fixed column width:
() AutoFit to contents

() AutoFit to window

Separate text at

O Paragraphs O Commas

(& O Other: |- |
OK Cancel

o 3T 9l Ok W fFarah +Y|

Red, vellow | blug, gresn | orange, purple

Red, yellow | blueg, green | arangs, purple

4.21.15.2 How to Convert a Table to Text(@del HI TFFe H F& acal)

e 337 Rows IT Table & TIT &Y fSleg 37T Table to text H Convert AT ATE &1
e 3% 91 table tools & 37daTd, Layout tab U & Convert to text W Felehr F|

Table Tools
Design
HH Fiid 5 : EEE A:I A L_‘ Y
2 ||Height:} | — E
= || Elneigne| | . =B
lit  AutoFit — | S =5E Teu't- Cell Szrt Ri Iﬁt C i
i utoFit T \width: | ans = ol epea onve
nle i i [ | === Direction Margins Header Rows] to Text
I Alignment Datd

e Convert to text box # & Separate text with option 9X et H|
o TH* d¢ Ok fFae &I



