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2.1 Yadideli :

Microsoft Word e gs#i MS Word cfls aiicuiani and ©. Microsoft
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A2 Gigl B,
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2.3 MS-Word 2003 6l yva [@Rlndr :

. Support for old version :- Word 97, Word 2000, Word xp #i
olaidd sig uel exdidrg Word 2003 #i viidl 21sia ©.

. XML gectdeeil aiad ® - XML Format #i Word exdidoa 218
(Save) s ©. ¥eil 21 exandorni &8¢l Content aii Guzin 2dlailen data-
mining ulSami uel 2ag As O,

0 yaradmi YR - Word 2003 i Word ail uédieh iisedR Sdl 2l
ag rR0aR] ail asia d wé Reading Layout View el 2imiciel sia 8.

. Ink devices #idll yfaen :- 21y Tablet Pc ¥ai ink input ¢l ioiae
gR1adl Aelal 4121 Tablet pen ¢l Guadt s3] ieh saigr 20l Word 2003
Ui eader AR s3) ASH B, el srdigiR Aol g2y outlook ¢l ueeil e-
mail uot 531 2si ©.
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Yeaflaar - Word 2003 ui exclidiorell 21221l ag) JeiRr sami A1l 8, ¥l
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8.

Hiledl 65 cacraa (Information Rights Management) :- sid uei
2dEct HlEdl A cifsa yel weidla el &, o 1 Wlddl waApa il
arRMi 2 di detell Hg gseie aad asaa 283a 8. Word 2003 #i Infor-
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3
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Word excider wadl caR isfa-34i oicida Toolbar 2iriicar A aiar 1.

Titlebar :- Word i il Guen ciiomi 2uiicll ugla Titlebar sé 8. ¥ €25 exdidorg)
am  (Word File Name) uel Microsoft word auig geamict s2 ®. tisla-4ui

Giaic wHILl smgeui eviidl. e.a. “Document 1 - Microsoft Word”

2 uisla-4
Menubar :- Word #i anaa Menu, Menubar #i s1da 8. £25 Menuui %€] ¥¢l

st snadl 8. a.a. File, Edit, View adi2

Standard Toolbar :- 1 Toolbar i Menuui iuami a1l %€l ol sl
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Task pane :- 21 Window i 2tmic1 dla Guaiopii aiiddl sl siuami 2114l
N\ N\

811 8.
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(1)  File (2)  Edit (3)  View
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2.6 File Menu (Alt + F) :-
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Microsoft Office Word
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Mb i i Cancel
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avil 5 Save As Type uiiaii 2ipical 13 Word Document [Ascu sidi AR, Biv)
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page, XML Document (35 a313 (dsla-10 i Save As Type viien Guz [Sas
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Save As web page :- 21 2u1s1 21916 of Visll, Save As usRy si s3 8, uy 32
22d 8 3, sid wel Word 2003 ezaidordy gy Web page adl3 iudla sdl asi o, an
sidd Mht 121 Ml a?13 2ix¢)a 291, den Character format, Paragraph ~ Format,
Page Layout, Editing, Graphics Format, Table Formate a3R Setup cieaief o9,
Uil sifdal 2Alell Web browser #i uiidl st 8,
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(Landscape) 2mig & d eissl s3] aisia 6.

Pages :- a1 [ascud #eeall (Multiple Pages) s sadi ag) uieHi &l e (dscy
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Print Preview (Alt + F, V) :- a1 austell see2ll aduiel €AY Al uddl dgf
yaedial (Preview) s?l 2isia 8. & eeaider sy ues) S IRl d e2iid . ¥l sig Qld
¢l o aid di yendd esi .

Print Preview Gue [Sts s2dai 2us(a-14 #i cidicn wuidr siar wond. 21
Print Preview #i2ll we yo 2a3u Gue war Close cieat Guz fSus sa1 aieiar Esc
501 €ondl. Bcezan Rice Gu2 S5 20l dl o e2aidy vwaalg g 29,
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Print (Alt + F, P) :- a1 ausucl ueeell Smaeaui dar 52d e2didoe sPR Gur ol -

aisia 8. viisla-154i cidican yandl Print st siuar Print Dialog box aia HOW.
1l dialog box ui qger e [Ascy ilia 8.

Eqher page v ol
- separated by cominas. For i

Pk Ll paqash range ]

sisla-15

Printer :- a1 [Qscudl ueeall auizl sSimgeui 2aiflia sea ge ¥& Bie? izl sig vis
Fiz2 wie 53 si ©I.
Properties button Guz (Sts s2di a Bieen Setting Change s3] 2isi1 8.

o Micee zafia s3a of &1 di dil Printer File cieiidl 21st ©1. a1 w2 i
Printe to file s V seaigf 2291,
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Page Range - [Ascuni ai) exdIdvell- s20 sai uicliell Bie sisdl 8, a uzie 57
AS| 1. Vil W AN GIEIY Uil HAURE Ulell, eﬂs’l SHoll Ul 3 OIS} SHoll Uic GO uae

NN

s3 oni as) o
Copies :- i [asaui ezaidvel s2dl sl ondl &, & weanfia seami 218 5.

Zoom :- 1 [Ascucll Heeall adwia eecuu‘m'] Hl@dl Aass l-lllloll SPIN ¥H § A3,
A4, AS, Letter 5 Legal Guz onil asia .

OptiOnals 3= 1 Gizet B [stis seaiell Bizel adial @ el [sey yeaifia ¢ 21s)
. K
&l

Send To :- i1 st iuaei 21560- 164 cidican yuid) Guug ANl HA B 21 Bishicl
&g adiel ezader ASSA dide 2aa Guz Asaa e o,

“ tail Recipient -

¢ Mail Reglpisnt (for liefieuu). o

7 Mall Recipient (as Attachment). ..
if, Routing Recipient...

. Exchange Foldst. ;,

. Recipient using a Fax Modem. .

Recu:nent uslng lnt’ernel Fa}_ Serwce

Mlcrosoft Ofﬁce inerPomt

. dsla-16

Propertles = Jish arR]) em§l'c‘| I'74i ciaican wwiel Properties dlalog
Gl mqn HNR <x exaidrel (Gldy Jeient g2 8. del YA viA [Qewswi adAani
Jildal 8 -

- General

- Summary

- Statistics

- Contents

- Custom
uil iisnl i1 exdidy Si16), s arlv, st u2Ucl s QoM dele seami ical 8
(@32 R 2l 2siar .
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Recent Flle List :- Propertles el \ Exit st a2dl & ane’\ tﬂql HG- tb a dcal

AR 2y S FH AN S S é a gld 8. Emlail i uer s Gu f\ sts sl
Word: 2003 i lij)(i o, : : e

“Exit (Alt + F4) :- a1 vusieh Guair Word 2003 a oit1 Seal. M2 2 B,
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2.7  Edit Menu (Alt + E) :- a1 dgui e2ailer fuieat Sl G BigiRA)

A dd 8.

Office Clipboard. ..

Paste Chri+y
Paste Special..,

Ctrl+F
Ctrl+H
Chrl+

Unda Typing = Ctrl+2
. Repeat Typing  Ctri4y

2o s R s
Undo Coluran Width — Ctrl+2

Repeat Paste Ctrl+

Cut C Ctrl+%
Copy Chrl+C
Office Clipkoard. .,

Paste Rows Chri+y
Paste Special, , .

Tasier ds

Clear

Sehect All Chrl+-2&
Eind. .. Chrl+F
= Replace... Ctrl+/H

Links. ..

T
T Caas
Office Clipboard. ..
. Paste Ctrey |
Paste Specjal, ..
) »
Ctrl+-a
= CtrI+F_-.
CEPIH
Chrl+G

_ isla-18
vii5la- 1841 cicncan vy ezaidadl ¥f) 68 Radlui e qe Rseu Edit AgHi Aal

G ©,

' GoTa... Chri+G

Undo Typing (Ctrl + Z) :- on anstell seeell a1ud) exddonii 4 el st Hed
NG &3 doll 21212 26 291, e st Standard Toolbar Guz 21da Undoen



Icon Guz 3as szaiil uer il s 8. i Jiisl R o Nl 2SR B 5 AR
21100 Sid Vsl ANA &2l
GuaBidl - 1 viisticl GuAiBical w2 6l Bicuiell BEIEe! 2 vind B.
b by = hY A\ Y ~ N
. o, el ezdidvHidll sig AdlIcIcl 553 5 wisla aaell g2 ad g & dl
dedy  Ctrl + Z s eotadi Hcd 20d Delete ofl ausi € 21 .

NN N

. el 3 el eealovii il SIS 553 s woari oly ward Copy s O
N\

&0 dua i @l © 5 ai ara e Buz Copy sia ekl di Ctrl + Z il
N
o H

Yo Radlui exaid 3. i Bedl sl BRI £2 53 ASKL B.

* isfi- 194 oidican wdl gaore Gz (5as s2al Undo sl 2ie] ol .
21 €35 Bilsh DS v BIs M E ST AS| V.

Typing "

AuktaCorrect
Twping "enable "
T‘;.-’pil’lg "

Unda 1 Ackion

uisfa-19

Repeat Typing (Ctrl + Y) :- a1 sustet Redo adls e g A 8. i
amst Undo aist seal deat [@3ea 8. & Undo ofl kel 2€ 52 8. augla-20i
ciaicn ymdl Redoell 21 iy g 2isl el

Redo 1 Action

asla-20

Cut (Ctrl + X) :-21 215l 210¢, 2AGE 46 § vuslia s AR g2 s2a W ie

ol 2R war wid GuARI AaMi I . il Aigl Ul USH ¥ 2ACE, AGE

A6 5 5[ iU €2 SeAI WL ) del URAE 53 (Ctrl + A iuaRll 24uvl e2aidey Wit
a1z 8) ol Edit > Cut GuR [Ss seal Wit s2a aeg d ol £2 29,

Y \ o e \ N 2 NN by .

&4 11 viish 413 Paste s 2ioitild & i ¢ azd Cut 526 © dal & 2adori

o 22 Hsal Wikl ©i cii Pointer o ad wa e Ctrl + V 12a1 Paste 2sisn sl
(Edit > Paste)

Paste :- a1 stisticll Guald WiE 53d AGE, ACE AYE 5 ViSlda s YA olly
ARy agd war w2 Guapl sami A O,

allts : Guadll Gial ist 5 60 uedlall st 2AGE, 2AGE WYE 5 BNslA Wie saidl Ad.
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da : ¥ axg eeadomidl wie s2a1 4idk © cai Mouse Pointer ad. sa @1 Shift
+ Arrowkey s1aa Mouse eari del wRie 53,

Copy (Ctrl + 'C) - I Vsl Heeell enssa uae see elof 2AGE aué s vnsfdel
Clipboard i goig cisa 54 eisial .

- Vil W AR WiE S,

- Edit > Copy BwR [sGs s3.

- “&0 %l 5a sea il © cai Mousé Pointer ad wa.

- Paste st 2.

dits ¢ Cut vio Copy st 525 i ed o © 5 Cut s2aei) Yo 2icledl urde
5% G £2 A ® vk Copy szl Yo 2 wie s3d ag Ay 26 B,

Clipboard :- Clipboard 1 Window #i »udel ciazen 8, 2161 aand Cut e
Copy Jiist AnRA Sl caR wiE s @1 cai AASla 212 B, i v wETH 2 ol
8. Chpboard viisla-214i ciaicen wwet Word wi »uda Research 6w (Sais saal
A He .

Efg]j Repiica

Bisla-21

Paste Special :- a1 susiell ueeell 2us/3-2241 ciaican ymio) text ol formatted
5 unformatted file, bit map image object, plcture s Device Independent
Bitmap File o Paste s3] aisial 8: :



H
| Solrce;
3
i

| &5
I £5y pasti: !:Mh_rtw'or‘r Office Wor t‘n Document Ob]ect
R {Formatted Text (RTF) 5
‘Unformatted Text !
‘Picture (Windows Metaflle) iz
E

chiemil o
Triserte I.I\a ol ltean af the Cllpbnard ag HTML
Farmat,

an5lc-22

Ad :  Sid el 2roe, 2ot s, Rt ot Window #izll wie 53 Copy (a15d) 53 R
oe, Word ui Pastespecial s 1 6l iislc-22 4i ciaida [dscuniel)
A fAscu wie 53 OK oleat 58S sl

Clear :- i i 61 [Ascy saal 8.
- Formats
Clear > Formats sist fiuaii]l uie sd 2o, 210€ e For
mats € 211 8.
Aa : w0t 2ce AYys wrie sA. Clear > Formats Jlish AN,

- Contents Del
Clear > Contents Del nisi wualaﬂ WRIE S3d Q19| £ AR o.

Ad : g seaidl e wie sA Clear > Contents Del st 1.

Select All (Ctrl + A) :- =i u &ecuc\mr ol WRIE S HiIZall Vsl .

Find (Ctrl + F) :- a1 2ist excidoui a10d 2A6ecll 2lier 5201 # emuanmi 311 8,

Aa: - Edit > Find unsi [sts s

. 215(c-23 ui ocncan el Find and Replace dialogbox siaiwndi,

- Find what i & 2ice ad 2ieiar Hidh ©1 A @il
- Find Next oi2et [Sas, sedlag.
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,II*FJnLJ what:

ghlight all items Found in:

[(Mores | [ EJnd.N.ext E Cancel

e o o e R A PR TS s st LA

isla-23
olles 1 @R ol 2lies 53 R exaidori Pointer & aoan Guz © caiiall Bler 2010 A
22l R} ezaldeni 2lier Y3l adl card “Word has finished searching the docu-
ment” gl 2uzeN 2uid).

Relpace (Ctrl + H) :- a1 sust 2iies 2091 2diella isn 0. 216¢ 2 s2i one il
¥22ARN Gl 2l6E AYE YSAl HIZ 11 IS JHUAHT 10 B,

Find : Replace | GoTn |

Find what; |s

| Replace with: lare]

'Lud{g_lqre_ 3 J[ Replace | | Replace Al ] i Find Nax:_"';! L____Ca__nr_:al il

T N e

uisla-24
Ada: - Edit > Replace usn .
. ui5fa-24 ui e yaor Find and Replace dialog box aia
H.

. % 2loq 2l s2dl & d Find what #i qui.

- 2lie) 524 21GEdll oledlui & 2loe lg\scu ® d Replace with ui ysi.

. Replace sl D21 searll aduie ExddaHi 2AGE 2l 5291 1et A 22t
oldl 2IGE YS9,

. Replace All key click seail 2iych E2cidari oidl 210 ¥all AGEalI
22Alcl Ysidl.

GoTo :- a1 vusnell eecidrviion St Assai Page, Section, Line Guz 2ilen aef 21si 0,
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Entar page nurnber:
Enter + and - to move relative to the current
location, Example: +4 wil move forward Four 4

-~ iLine

- Bookmark ‘
o Comment . feems,
¢ [Footniote
- Endniobe Tl e
{oEndote e [ previous | |
P s le-25
Aa: - Edit > Go To tish viuaeil Bisla-254 cidican uHIol eu.
- Go To What Risci #igll sig s (Ascu wie s3.
- doi 2oieia [Bua Text box #i avil.

Previous $ Next (5as seaiil d uHIOl Hisiicll AHA 202l

2.8  Views Menu (Alt+V) :- 1 dgjHi anddl Vst weeall £2aIY g YE %l
203V [odlair 53 asia © au eeadvan waon (Header) aan lden (Footer) el
sisdl 2si B, iisld-264 ciaicn vl Views g Alt+V s eondall sian wai .

rdcre sl

Webh Lawvouk

Erimt Llaycaut

Reading Layauk

Outline

Task Pane | CEALFL
Toolbars >
Roab=r

Daocum=Enkt Map

Full Scre=r

2u5(c-26

2i5(a-26ui cicicen wdt Word #i yuaich uiay ) el eeaidong ferdlerer s3 sl
o1, £35 WAcllg] ExaIIvall [CRaILIC AECHI HEcU B.

Normal :- a1 iisiel Gualdl oI e2didey AS auid aR ad % ugl del duiRidl
WS S leiRleiel sa w2 2 .
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Print Layout :-u1 2261 default 226 8. 61 dd e2aid darR s2ai wie i agy

fit : i T i P v P e L Ry oy s

iThe page can not be C"SplaYEd The page you are looking for is currently un;

Welb site might be experiencing technical difficulties, or you rnay need to adjust your browse:
———————Pao ek — — -

Plemse ey the follow g

. Click the- Refresh button, or try agaln later

. If you typed the page address in the Address bar, male sue that it is spelled correc:

To check your connectlon settings, click the Tools menu, and then click Internet Options, C
Connections tab, click Settings. The settings shouid rnatch those provided by your iocdl ae
(i_AN) administratar or Internet service provider (ISP N

1
Paig Eaal =

g e

an

agla-27

i RAGHMI H2R AWM Sl W2l EuiR ©,

Header aan Footer tun aigl.

235 uisl (Page) 2uma guie).

uiet (Page) rsuzll Guz il 2425l 25 8, :

A0 el O, ;

The page cannot be displayed The page you are tooking for is currently unavailable The
Web site might be experiencing technical difficulties, or you may need to adjust your browser settings.

Pleasa try the following:
&
®  Clitk the Refresh button, or try again latar.
® Ifyoutyped the pags address in the Address bar, rnake sure that it is spelled corractly

clioki the Yools man, and then sliok Intnrmet Options
S Rt e
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s} el Gol aisell (Ruler) aial 4oy 8.

e Normal s:ai eliett 2uiral 8.

A Page a3 o2 ial 4ol 8.

Normal Layout sal il »5U BUR ol 223 8.

oard ezaldonii avial g cand Print Layout 2midi agy Adie 0Rg 8.

Reading Layout :- o 22t Word 2003 #i aidl Glapi mda 8.

isla-29:
il A €2 YRSl Uiglal AU Aal Ho) 8. el oy il ciGR A Uil wal
40\ B, Yo GiR [Sus sadi ysu2ll A wa aAci e ge2ric 211 B. Close cizet Gue
fSasvsall yo i it 2R B. )
Out Line :- o1 23a ur text Gkl a2l saurt seal Wi vlm ¥ Gudoll

N

gxaidey i 2acii Heading (wanon) Subheading (Guwzncn ) WHIG dlsURI N &
- 5 \

Toolbars :-

'éz Web Layout

[ intLoyor 5 e

M Reading Layout |‘£7 Standard
|¢ Formatting

ﬁ AutoText
Control Tookbox
Lhgr e

3 e
! 3}- Header and Footer |k -
= {8 E-mad
S Ful Soeen 2
= | 3 Forms
|

Frames

s Mad Merge
: ©Outbning
Picture
Rewviewing

Tables and Borders

Tazk Pane
i % Visual Bacle §

uisfa-30



iisfa-304i eelican wmiel Toolbar g i Gu Ag 2mdd B. & Word 2003 i adal
gaoiRal o €2l O. el & gaoie gearar & Aell 2 V ciald . & zacizal
geael 53¢ &1 doll BuR (58S Sl d gAGIR gRaHIal 2.

Document Map :- 31 Jisn viuar 2u5(a-3 14 oidican wiiel 2aide siar 4.
il el o, eIy Wi BIAE HAOH ANAl HA B, F WRiE sarell A wengy & el GuR
I4d 8 d uiet BuR AHlen ¥ ad 2Asr O,

s
LT R

Fapaed
[= T

Frpag -/ LI T
[ L ywivwd “mhutile
Fils v 5i |1,......,.._
Mirawe - L

Pigraw 13
LT ey
Fipeu ax
Pl =4
Finroas

Unicko | Action

Figure 19

Fuiq-nu L)
FHigae 25
Fipaa
Flciziy 27
Flijea >

Y i

uisla-31
Thumbnails :- 211 64 s e Gueell 6l il GuR wsuRll g as 8. isfa-
32ui oidic wwidl Reading Layout »inan ues) Thumbnails 2sisi el 2% iot
s 1A g2piat A9, View > Thumbnails Guz sdlell [Sas s2ai HOV AT WEH

Hidlgj.

Surdvn 320 %

uisla-32

Header & Footer :- s st 2udi 2u5/@-334 oicican wiidl ezaide . dch
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yuaamdr (workspace) disable a1 ®, Header and Footer eiiMg] 2doiR oar #ngy
den Header (#210)) a2n uigiall ricki Footer aiai #aied.

susfa-33

Header aorii & quigsi 21l a €25 uistiol Header i sdan v ©. 46l Footer i
. 3 AN . NN NN NN NN

5d Ulell; Ulgligioik 1R Fdl HlEdl uami mid 8, ¥ €35 wel Guz Mal HAY &, ¥ uicial
deomi cieaid uer 25 ©. Header and Footer 2l cier dlsna we Close cieat
Gue fsas s2. Header and Footer ofl st 2021 2icigld s Insert gl Wi Ak
O.

Insert > AutoTex > Header / Footer a1si aiual s Auto Text ol €l sian- 4o
© ouidl i el v3fRana wmvie Text weie s31 Header / Footer #i ysl 215 ©I.

N N XD
@l s 55Ul el Ay AR Gigl B.

Page Mumbers, |

Oate and Time.

=
AutaTesl (N
——— |

Atkentian Line b o

Closing ¥

N Sran e s

" Heade: [Eoobes |l Ve

Haling Inatouehions  »

S authar, Page #, Date

o Relterence Line "

“ Confidentisl, Fage #, Date

. shabsting L3

. Text Box
Skvaliie L}
= File... [
Pemz Skihstine Compang % T30 Filonams
(] Subiaie L b Pdenains snd pati
: & : '
Lot ke

e lirk,

Chtleb t |

A LA o " i,

aisla-34
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Full Screen :- e2dide e is ugdl s uicliel 2iYel UGl Aa #i2 1 Jisiial Guidl
2R B, il i Vil Hel, FHGIR AR Mg A B, a2n UYL Uil g2Mic A © il
st 2¢ sear Wi Close Full Screen GwR (Sas s2a Yo Rl wiesl 11d 8.

¢ Y N\

Zoom :- u Bistcll veeadl exadoa [Afde Gsidell g st &.

P

Farcent: 100%

£ Whole page

Page widkh £ Many pages:
4. Test width T

; Lzpt Tines News Rarman

| AaBbCeDdEe¥xYyZz
AaBbCeDdEeXxYyZz
AaBbCcDdEeXxYvZz

8] C ol

Aa:

- View > Zoom iisil .
- iisla-354i g2lida Zoom dialog box 2uigl.
- A2 [Ascu wie 53 ok cied [5Us s
oit : Zoom eur dviidl ezl ol Gsid Screen wadl welidla 8.

Insert (Alt+I) :- 11 A i uda sustesiicll weeall xe ¥e objects ¥ai $ Date,

Pagebreak, Columnbreak, Picture... a3 G aisia 8.

Break :- a1 &gl iuar 315(6-364i cidican Yo Break sl qel e [Asell

olal HO.



PJH‘L Bujase

I_L‘Ill.ln'sl‘l bt Pal

-i'_m? Texk wrapping brask
Section break types

() Wext page

7 Continuous
CTVEven page
£ 3 iodd page

Lok | [._._.__._.Camef. ]

uisla-36

. Pagebreak (Ctrl + Enter) :- aar Page Text aaa vusfceil er x
cnd word i ¢y Pagebreak G . Pagebreak ansn i (fascu
uzie 53 ok oieal [5as s wam Ctrl + Enter so gonal) Word 6lg Uil
GNR ©.

. Column break :- Column break st 2auaizl Cursor & 22l Guz 621
caiizll uiel st [Qenga 2. uy wel Break - dlalog Guz idan cuslal
[Asclich w3fRad uwivl Guldl 53 2Iskl.

Page Numbers :- a1 2nsill seeall ezadey i Header 5 Footer ol ie: Page

Number G aisial . dui vial [Ascuct Buidr 53 da Apa e GuR dMsdl yes
N

2512 O.

o oz e S
- Povstivie r 3 Feresvims b formstt i
: TEablon o page (Foubes) & Iy i
pmcafeicy = T A —— T el chupbe) e
£ i =
:{ b éhea number on fust page .‘_—_f
_____ e e e e 1A
Eamat... | Lotk )L coml_WRnetandy
S £ Continue from previons secting
) stai ghy ! e
STV =

sngla=37
5(a-374i oaica wad) Page Numbers dialog box Guz »uda Format cige
Gu? [sGs sedi Page Number Format dilog box aiiag, %3 2ita [Gscua Guaor
sda Page Numbergj 2a3u uel aissl 53 2isi1 8.
Date and Time :- 21 isicl Hee2ll e2aiqomi ¥ o 26, Date uie s:d a3uHi
@3 211y B, Insert > Date and Time Gu (565 s2di disla-38ui ciaican Yoo
dialog box ag!. '
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< 21d [Ascunidl s1ig s [Ascu Gur [sas s?i.
- Update automatically Guz [s8s s2di %R d¥ £xditer vildei ciI
a [Eaiell aRlul Ha A4 Gidiug).

QU
} (Enghsh {LLS) b

i1 TUpdi e mikatic sty

O

isfa-38

Auto Text :- a1 stisticll neeail 3 21ce 5 2ce WEal ARUR 32 usdl 121 dal &5 st
il 2incla seari G 8. ¥3Rad Yvor da €2y Hi Gl eisia &, vl sM UM
el 15Ul el Yridia oiat ©. Word 2003 e Auto Text 2ineui uiu o33 1oel &
arRarR GuaApdmi Aiaar &2 o Gl st Ol 31 wedl A wa Adel AR

Gujarat Vidyapith
Ir Income Tax

Ahmedabad =380014

Wiord will craate an AutoText entry
from the current selaction,

Please name your AutoText entry:

o [ cos |

sisla-39

Ad :

. i & Text Garar widh ©91, a 2s(c-39 Hi ciaicen i Work area ui
avil,
Y . N

. dal URdE S,

- il uesl Alt + F3 so eondi 2 Insert > Auto Tex > New g w2
[sts s?l.

- Create Auto Tex dialogbox (isfci-39) guil.

- ai ikl Text of g5 o avil ok oleel vz (5Es s3.

s saiRll o Text, Auto Text #i iusla ad «l.
Auto Text ¢l Gualio
Aa

yar exdiay Auto Text i GiRdl wfddlell ¥32 us carR Auto Text #i gst
3uni auig 21ce avil F3 so gonaa efg\u‘l Hilddl eaioni sadl o). w2



Inset > Auto Text eﬂm ad g Auto Text ol st 3u BwR [sas s aluvl
wledl excncorni el «g
Symbol :- Ms Word i pie2 é]El suisas (Keyboard) Buz iida e Riarich
) N oL hY N 72D . N N NN b e N \
&R & Symbol a3l eucla 23a © (Fet arRaR GuApl adl q2ll) del exdidy Hi Sdl Ao
GRa.

Speidal ©

Forit: DP\'ILI:‘ F. nk ll.ll_pl

Rel’s b

% -
=
2

. sisla-40

Aa :

Insert > Symbol st iuar s1isld-40ui ciaican widl dilogbox tuig),
¥3<] Symbol Guwe o auia ais w2 [Sus sedi a1 Symbol exaidy wi
Courser & aiei 621 caii Ghaid 3. i

Comment :- a1 usiiell ueeel) exader ui sid Aiss 220 Gu s, Jwell 5 33
NN N\ NN . N N
ysdi el di ysl asi ©. ¢ isla-41ui oidicn yud) guid,

Jtomment [al]:

ﬂ'mmbiﬁm

uisla-41

Comment ysaieil d :- Courser o A a6 Gu2 ysl Insert > comment s
Gue [sds sal.

dile - View > Markup sl 1 s 20121 (Comment) RAoilfid . e Mcu‘kup

[ascu on &2 cir Comment i5(G-4 14i cicican wio) 2uid. [iscu off &3 i 2ed

2a v, i an [Ascu on atel off 531 g 2is) ).

Reference :- »11 sl Heeil el YE USRGH AEA £y Hi GIR] sial .

¥a s Footnote, Caption, Cross - reference, Index and Tables 23



Break...

Page Mumbers...

Date and Time...
autoText »
Ejzld. ..

Symboal.,.

&4 Corarnent

Reference

Fickure o Cross-reference,

Diagram. ..

: Ingdmx and Tables, ..

Text Box
File...

1Y
Chbijeck...

Bookrnark. ..

Hyperlink. .. Cerl+K

pisla-42

Footnote :- 21 isicll Heeall e2cidoren €35 uiaan Jiawi uieaiar (Foot-
note) GAZ asia ©. Comment 1a Footnote ¢ Guaiol Weemd As
Uiy ©.

?(,g:‘iﬂ.iﬂﬁ

12) Ennbniobes: ;Bnttom of pane

O Endrintes:

i Feemst - e T b N S Y

Number format:
Custom marlk:
Stark att
BuambEring:

- ';1§3ir§ech:§nggss¥ 5
Apply changes ko !

[msancel

T

sla-43
Footnote Gdzdicil a :

54 - ¥ 216 #ié Footnote Giedl & deil Guz Courser 2.



- Insert > Reference > Footnote Guz [54s s3l.

- atisla-43ui e2nda dialogbox il diar 4nel.

- #al fasci Location, Format, Apply changes #iall aipa fdscu
WiAE 3. :

- Insert- oel GuR [Sas sl

a1 s2ai Footnote G2l &d an Footnote (a2 (A2 cler 216) avil 2181 1. & uam
URAE S 20EGH G &9l

Caption :- a1 susudll uegall dw, uszer, Rixel vl wiug auirer 1w vis i
ASIA 8. £1.a. Stes-1, sres-2 @R,

eliEl - €2 RIR SR FAR o1 Ses GIRA 5 calla Siies € 529 Al Ses dioRg
\

261 AUdich ¥32 ciell. d i A dMsaie w91,

Caption;
Figure 1

RGOS

) Exelude [abel Frem caption

[ ewLabel.., | [ Mubering... |
NI R e

unsla-44
Caption G3:aiell #a :

: Insert > Reference > Caption B [sas sl isld-ss Hi 20ad
dialog box geapiicl 2i2l.

- Label - droupdownbox #ieil 202 fdscu uzie s

. ok cieet Guz [sts 2.

allea :- o1 R dialog box Guz idicn el g8 cledt iol [iscuch viean s2a 433 .

Cross Reference :- it vusion Guariell Footwnote, Caption, bookmark
WR ExcidrHi 521 el 52 Wl Guz y5a B a mell ask D,

Picture :- 1 ssu6l Guion sdlat ezl cier ollm ziszded 5 Word ofl meeail
etelid sid uer Ry aduia exaidey Hi G 2sial 8. & e2aldy Save sadi dell and
a?ls o aui duela 2 O,
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dd : Insert > Picture

reak. ..

Fage Mumbers, ..

Date and Time...
AutoText
Eield. ..

Swrbal. «
2 Comment :

ReferegLe 3

E Bicture | \ @_ clip Att...

From Filz..

From Scanrer or Camera, .,
MNeas Dirawing

AutoShapes

© Wordart,..

Qrganization Chart

Chart

Hi5(c-45

Clip Art :

- Task pane Gue ChpArt WRIE S3.

- Search For ui fc‘mel avil aal del vidl =il Go oizel BuR [sas
s

- [Auael o1l 5 cien o Clip Art oiaia?.

- wiedlan Clip Art Guz double click F\ SAS S, d eI Gneld
Q.

aiies :- Clip organizer i drwaing (i), Photographs (o6ll), Video (aal),
Audio (eafer) a3k Media siga 2106l G121 8. el Clip a3 aiviami 21Q 8.

Form File :- v dusicll ueeadl sivzjesi satia ver iucla R exaidorsi
GH3) aisia 8.

“i5

da : Insert > Picture > Form File....

From Scanner or Camera :- 9 simgez 1) Scantier il Camera
Alal &9 i 1 gl weeed gy Ry exandoraii G aisi 8.
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Autoshapes :- a1 snisiall ueeell qa qa vusr, sl S e, 3 AutOshape i
AASld & (usld-46) del el m’laoﬂ Bisheil ﬁue’l 251 & dll el WM 3251
(aticll W2l) 53] st &,

Ad :

Word Art :-
GIdICA YHIV)

Aa :

Insert > Picture > Autoshape il dish vl Autoshape
Toolbar (ansla-46) gui.
aviell. il uriedflell 2auen uie 53 2oy auIz NAdl Wl 13

Y

ASI .

25fa-46

1 iisiiall Guaii ¥el %€l dclln 2lds cigiaa 2 8. uski-47 wi

o hlardat st

uigla-47

Insert > Picture > Word Art i AHNcH Word Art Gallery
Al 4.

2 Adl wie sd ok cied P 50S SR

5fa-47 wadl Edit Word Art Text dialogbox @i v,
a3 eilis cictaa Wl ©) a A8l Type sd.

ok ocizet Guz [SGs S3A. WM wielell aldlot eilts CHIR) EXCHOYH
Ghaid).
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hY

File :- au vusnell yeeell e yea Word eraidy (o g€l 4€l sida) o As o
g2axH AP 53 s B.

Ada :
- Insert > File 2 st viuai-File dialogbox vagi, suiel File
Select s3l. '
. Insert cizet Guz Click s3l. s saiel) oisrdll Sigd adic excidoHi
Gl 2.

Bookmark :- Bookmark il Gualior s3] 2iissi Text $ 2sisla aidai 2l 2iiedl 2isi)
O, AU A E2advHi F 22 BuR B, cail len & uelll stz 8. Bookmark uae
sifuel 2l 2ol AR QIR dell 2AEGH Hnadr 811 AR d 2iEg M cigl B,

Boolumiark narz;

Fortby:  SiName ) Location

7] Hidden bookearks

S TN

[' Carcel ]
R ————

Jitsfa-48
a :
- & Text o Bookmark s2aiell 8121 di ueie s3.
. Insert > Bookmark s aml.
25(a-48 #i ciaicu ywandl dialog box aar wngl,
- Bookmark name #i siduer g5 ot (cinmi woa 2l 2sidl qg))
il Add cieat [sts seaill e2aidosi Bookmark Giaig o).

Bookmark el 2igcl als Guaior.

. gxaide viidl Insert > Bookmark sish 2amil.

- Bookmark name qild i@ list #iell «371 2ieai Gur e usiual
e % a Bookmark name Guz (5as sal.

. exdidorHi o dHearaue Guz Mouse pointer Jial Hmgl.



: Hyperlink (Ctrl + K) :- Hyperlink all Guaiior sigf uel Rediel link sea1 wi2 2121
8. A Ae@ Y E2AAYHI S AS B, 1A EXAIANll OiéRGﬂ sig siga ver el as d.
* Bookmark & uer Hyperlink 21l 2is1a) 8. A

eeaidoui 23l Hyperlink Guz (sas ' s2dl dett 2413 & 2de6) aisidid 691 d aem sidd

L&(-I?I

Lirk ta: Text tondisphey:

my personal information

: %) | L i _' 3 MfDnJLument
fExisting File ar | .-
£ -web Page g My Musu:
L I Current My Pictures ey
: i) f ey LUy Webs Target Frame,.. |
: Pliicia i This -+ i {e < visual Studio 2005 e e
L Dimaument 2% Visual Studio Projects
: opridfigures
5

i ':}éb-;]ﬁt'\'l Reant siavaha

Dipcgnent s apay

: il
Address:

& \Decuments and settingatadmit stz My Dacuments|siay.d.
s O =
viisla-49
Ad :
E ¥ 226 Gu2 Hyperlink G#Rdl 8 cai Cursor ¢ ad «a.
. Insert > Hyperlink st i 115(c-49 siidl dialog box i,
. Hyperlink #i & cicRell sidaci eat nmal #dl ©)  wRie 3.
- Text to display #i Hyperlink g eib 2. & g2citter %i underline 21
v, ol

- ok cizal [sts s3. )
- i Hyperlink ezaidoHi Guaiel.

. QR 4 A viidaich w32 &1 caR underline Guz elick s3l.

2.10 Format Menu (Alt + O) :-
iigiRAl viudl . (sfd-50)

i Menu #i e2alderell 234l 6ll 2a3uall efety'iiii

3 Eaka’graph.

-Bullets and tlumberting. . .
Barders and Shading...

_. .Ull._llil;lns. is

Tabs. ..

Ch~ar--:|t= Casg:_
Baclgground S i & b
Theme. ..

Frames | »>
autoFormat.

sStwles and For mal:lnng

FReyveal Formatting, ShiFt+F1

isla-50
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Font :- o1 sustell weeall e2xcidoui 28a Text en Font, Font ¢ i, Style a3
weanlla 531 215121 & w2 oiedl sy 8. 31 Text Guz €l €l 21213 ¥dl 5 Shadow, -
Emboss, Subscript a3 amil aisi 8, a2 dgf yéesiat (Preview) el 53 aisia .
& Texten Font ol Size o ui 325 se0l © & wd Text & ueie 53,

Foot | Character Spacing £ Text Fffects - _

: Latin text fant: Fant skile:

{Ttalic
. '
LT ngles, saipts
i Font:

i ITimes New Roman

L A
- Font golar:
Automatic.  :

gl © [Clshadow: -
< [T mouble strikethrough

i 2] superscript - [DEmboss

5 [T subseript T Engrave

i Frevien

i A Sample MLES PR 1)) Gelerm ]

 This Fant haz not been nstallad, The closast awalabls fant will be printad,

7t d 4 st napraban ol sy e T e P e A L T s b

L petadk. i O

ssfa-51

Format > Font st suaell Font dialog box ausfd-51 wwér 2undi, ane) Font
dialog box #i slia e & [Asclicl Gualiar 53] o ezcidier i ueie s3cl Text %l
%€l ¥3Raud yYxoicll 12 2l 2s) &I,

- - Font Color droup down list box Gu? fSas s2aiel Font color
set s3] asta 8.

- Underline Style Gu (s s2ameil %€t & (Single, Duble, etc)
usrell Underline Style Text o il s . '

- ¥ Text ot Effects anomi i [seudl @1 vinudl 8, & Text i

sd Effects check box V seai a 212 Text Gu3 sian 1),
El.q.
26" January quia w2
- u&al 26thJanuary Type s3

- th Text o wie 53)
- " Font dialog box w2l
- Superscript Guz V s3

H,O avia we
- wean H20 Type s2



: 2 ol wie 53 :

- Font dialog box wiefl Effects siell Subgript Guz \ sd.
ier vt Font dialog box: i Alial gt el el e e [Ascucll auiRi exaidey
ui Guat 531 asriell s2A.
Paragraph (uRzSe) :- i vnisnell weeall uRede (Parapraph) ol slsael, ¥dl 5
w2l didlell viReri sedl woau Bisd; e Giehee (Alignment) 3R s asi@ O.
Paragraph dialog box e 21ys fiseu o tienR 2iugdcll ai Gu2 2&d 8. 121Gl
DiIslicll HISS B DS BKAkE 1A . . E

Inderits and Spacir'n'g Line and Page Braaks

General .

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

Cutling level: Body kext ‘i?’

aligrimernt:

et =kion
Left:

Right:

Special:

(norie)

SAERGY

Before:

After:

Frazviess

g

ok
angfa-52

Ad :

. ye exaldey Hiell & uRedl slsael sedl & d WwiE s

. carone Format > Paragraph tish .

- 5(c-524i cidican umel dialog box aial wme.

- 18l Indents and spacing i idar e Y Qe g el [Ascul

exdidovHi Guapl s31 Asrivll s3.

eLa.

Spacing fGenomi amdan Line Spacing fiscudi Guaior 53 udldeni o elld)
aell ool Sedl 2udl B d dlsdl sk ©.

Bullets & Numbering :- e2aidoui 2i0d quite w22 Ygiol 2a3uH - Quidig] &1
iR Bullets & Numbering iisiell Guaior s2ami 31d 8.
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da:

Border and Shading :-

dutieicll Yglol [Giga3l ieial visen 3uni Biad darRd) sl .

el id Buysl & drRad W@ el el isRel Rigiidl Gual s2ami

A O, dal visdl [ARre usiR ssael s2ami 21 O,
i sl dlisda Yeri womdl vor Sid adi yg), eady Ui ARG

Hedall A3, 4R i BaHi BIRami 5 18] cviami d, Al wel

ouslell Yeigl isd, d NG dlsdl 513 .

Bulbtes

None

2i5(a-53

gl yam sig As YEI avil,

del wie 53 Format > Bullets and Numbering aist 2.
sisla-534i e2lida dialogbox undl.

el a3faid Yol (Gigall uRieal el [Ascy wrie s

ok cieel 50s 531.

&G ugdl 3 dNsaeHi clal el i Glal wa, aa Bigerad) Y
SI5dl ¢Na.

Word »iiu 301 yesell @ivar slisaer sea.

(ICIHIGI gzaidey ui OII‘X s [Bar Hsd e w2 UiYS

AisSA 1icll v Al W2 I v?J'II$IIGII Gualr 21y &,

Format > Boarders and shadmg isH DA Borders and shad-
ing dialog box =i yngl.

dialog box i yva o1 en 8,

Boarders

Borders st iudt vdal & Text o Bad] s2dl & a Text wrie
S3.

Format > Borders and shading el 2stisi 2mi.

dialog box #i o3Raa yoiahl [dscu wRie s3U. (Preview asri)
ok oizal (515 s3I



- Preview

Click on diagram below or use
buttons ta apply borders

.

1 Sl | isslom )

vusfa-54
(2)  Page Border i wiisticil Heg2l) uidial s2a Batdl 53 asia ©.

Preview

Click on diagram below or use
buttons to apply borders

ngla-55

(3)  wie s3d Shading ewdia, uie st 2ill ©i2n 2l 2usia . 21sfa-
56ui Pageborder wiat Shading wnsicll Heeel) oiaida ezaide

Gdida 8.
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Columns :- s witigh @uiel 2dcicn 2a3ui Asuidlg Sia 8. il UsR: exaidey

You can dpecity parageaph wavoingw, -such av (ndentavion and alignuant,
by walecving opuions in.the Paragraph dialeg box. Tha availabil lby of
#oms opvlone depands on the languages bha ara installed end enabled for
2diving.

Indunss and Bpasing wal

Gandral

g
®
:
$
®
®

avel to apply %o the

pazageaphi

< ’
Direstion 3pecifiee the dlrecoion of a paragraph.

® Right-to-left  3¢us the allgnmeny and reading order for a o

PAEagraph To righv-vo-lefs. N

s Laft-te-right Seve vhe allgrment and ceading ordex for a

pacagraph 6o 1efu vosz lght.

Tndentatian

Laft or Bafora temt EInver ohe amount you wanb %o Indanv a paragcaph
£xom the left margin. I€ you want temt bo appear In bha 1aft macgin,
enbear a negative nowmber.

susli-56

AR s2ami WS B Vsiicl Guaddl 2l B,

Aa :

Al wam gzaiderdi View Print Layout Set s?l.
View > Print Layout

o Text (duiel)a 2der 2a3udi 32aai6ll & d WRie s

Format > Columns atist 3.

Cblumns dialog box uizll Presets onomi anda fascumiall o2y

[dscu uRie s3] Ok olea [5Gs S3.



[
(mm

zmsla-57
‘Tab :- Tab 23 ans) aisell (Horizontal ruler) Guz e2aitey ui cuier sial 2ug 2121
121 21lu faeizer (Alignment) £20id 8.

e Ad Tab ¢l Guabl [Rifre usRel exaidey Far § mizer ubis, A2
@R TR Sami A2 8.

Left Tab v, - Sioll ony 2l Rreirzer (Alignment) se 8.

RightTab - oweil cugy 2ila feeizer (Alignment ) s2 ©.

Center Tab |, - ueamui dle (Gieheer (Alignment) s2 8. %20l 2oicll oia oy
QUIILI U1 MHILIHE URAR Ul ©.

Decimal Tab ), - €221 Rice uaar diis auedl 2l sioll oy uziR UM danl g2l
Rice usdlell uis auell aes e feelirul 5291,

Bar Tab 5 - ¢ Bue Bar Tab uugj cai 2flell 2un lar undl, el diel
auell des auiivlg] Ried [GiediRer 53 8.

Foi'nat > Tab st iuc uigfa-58 wael dialog box aiar o2, duiall 2oz
[dscu wie s3] oK oiea click s?i.
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25la-58

Drop Cap :- & 552 dicl e3madl uam ar “drop cap” s2ai we i gl
Guaol seami 10 .

sigla-59

Aa:
s §53 wie s3.
- Format > Drop Cap it 1.



- 2its(a-59 widll A2 fAscu BRiE sd), ok wiza 58S 2.

Chang case :- Text: ol case GEGU HIZ bl viislial BuRlal 2 8. Format >
Change case fist il 2igfa-60 i Giaica o) dislogbox ar HO,

%, = Tll‘la Casa | o
{3 bOGGLE SHSE

. Sentence case - Wig 53l Auiieicl N AaR 3 (Capital Letter) 22
e cuslen (Small Letter) viaR il 291,

. lower case :- Wit Sdl Gy AaR small letter 22l
. UPPER CASE :: oienie 12k Capital Letter 21 @1,

. Title Case :- wic 5¥a aviivicl €¥s 210ec e igr Capital Letter A
auslen oo Small Letter 29, '

. tOGGLE cASE :: wit 53 Guiivie £25 Cap1ta1 Letter, Small Letter
a1l o9, aen Small Letter, Capital Letter 2d Q.

Background :- ezaidovi [afdes usien Background Set s2ai w2 i Biistal Guai
a2 8. Background ad3 Colour, Texture, Pattern, Picture 1al Text Set 53|
aisia ©. Picture aen Text & Watermark ads uer Set 53 AsiA B,
FormatzBackground st iudi isfe- -61 el dg Nar HNel.
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Eerit, .

-Paragraph, ..
Bullets and pumbering. .,

Borders and Shading...

Colurris, ,,

Change Case..,
Backaround 3

Theme. ,,

Bi5(a-61

Theme :- Theme ol Guair sdley Yer 2aaiay e2ader olondl 21sia S, Theme o)
Y& g& desing elements a1 Color Scheme: i uye 8. i background,

images, bullets, fonts

150l Painting

- Bunflower

' Spaats

-+ Tabs and Folders
' Tecknology
Tidepool

Tl

3 Wivd Calors
1 petive Graphics
§ laackground tvage

@R elements ai 2ude 234 O, . ’

. Heading 1 style |
| @ Bullet 1 A
| % Bullet 2
B & Bullet 3

Horizontal Iine: g

e S 2 i IR e 5

Heading. 2 style |
Regular Téxt Sample :
R‘"‘TUL-‘J:_I/T’J?J- SIS
P B e

iigla-62



Aa :
- Format > Theme Guz Click s2di nsfa-62 wwel dialog box
Aar Hnel.
- auid) uiedllg Tehme uzie 531, ok oizet [50s seal Theme ofl 1k
dHRl Exaider GuR AAar HOgl.

Frames :- Frames il Guaioi el fd Web page design i s2ami 21d 8. Vis
Web page Wi As s2a qur Frame andh 25 8. &s Frame ¢ Content 161
2@ & 8. an Content o aR¥a Sisaa we wwu Content ¢ Frame i
Rieaerant 210 ®. £3s Frame wid v 15 Web page .

Auto Format :- Auto format ¢l Guaio saiell ezdidiryi 28a Hamm (heading),
[Gig (Bullets), is el (Numberd List), udls (Symbol) @i o ysul el
aenaiell Format s31 2isia 8. a1 disiiell ueeell e-mail Addrers dan Internet
Addrers o Hyperlink ui oiedll 2|5|e1 .

o hyphens (_ _ ) & (___) i oiedl aisia ®. Font Command i
Effect Select s3 default Guz click s2ai auto format 2 w2 8. ¥R sig 552
3 didla v w1z ziudl &2l di a el Autoformat wiefl indl sk 8.

Style :- a1 snsicil Heeeil aduiel Excdovel a1 i Style il s 8.

Object - 1 sl a ude s3a object wudl dynamically cleai 8. o R wie

sl di AgHi Picture cidiagl.

d gl BaiRi] ﬁmg MU, 221, 22l R cigdl A B, i A i Text wrie 2l di

dgui Text Box i Hndl e Buz click searil wrie s3d auiiet Text box #i amdl
N

Q.

2.11 Tools Menu ( Alt + t );- v dgi Y& Y& UsRal g1 BNdal B, Fal 5
aisell den sz WS, el 2, exdidal AR Noaa HZ2, E2di0Y o YRella skal
w2, [AsCcu WRHE, ol WRIE Sal HIZ QORR. ;

Spelling & Grammer (F7) :- 2 vustell #eeall e1a10%g usel 1 qisell
geR] asia 8. Sig uel el vid] aseildl ooarn Word 2003 d 216€ el il
Fisoll €2 ©. N B A GiEaa Wi S1d Al cled 2SI 1. vzl 26€ ¢l AMIc d
aaiel dlél e2iid 8. cuszerd aid & ci dlar il dl2] e2iia .
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 To check your conection settings, click the

' Tools thenu, and then clck Internet O pions.

convection
connactions

(vi5(c-63)
Ad :
- Tools > Spelling & Grammer wz {535 s2a ol yxom dlalog box
A Hnd,
. el [Rscuiell A2 fAscu wie s 218 ‘.,
. Dictionary language #iall 4€] %€l Dictionary wie 59 asi.
. siduer qidi 2ice § % Dectionary #i oiefl & 2i0eqt Add to Dictio-

nary s? Dictionaryui 63 aisia1 8.

Reserch (Alt + Click) :- siguer eieeal 2muaiel 216e eierar e Biisticl Guail
A 8,

Set Language::- 2 viistl Heeall ad auid) w3Raia yrorcll o wie 54 ai8) o,
Tools >> Language > Set Language . Guz [5a1s s2ai ( m@ra 64) al d1alog box
Aal 4N,



{Guiarak
Afrikaans
" albarian

arnharic

Arabic (algeria)

The speller and other proofing tools autamatically
iise dictioriaries of the s#iar_ted Ianguage, I
availabla.

f ! Doy ok check speling or grarmmar

[ [‘rgtect Ianguage auturnatttall‘o'

E Defauit

2i5(a-64

Translate :- 21t st Heezdl ezadiorg] Yo enuniizl oily el igae 53 wsi
@1, 2 w2 Tranlation dictionary awrl singeesi Install 23 sidl aigs.
(st Tools >> Language > Translate ),

Thesaurus :- 211 vtislicll Hee2dl 2ucdls 2108 2l 2AsiA 8.-216€ wie 53,  Toos
>> Language > Thesaurus st Jiiudi el 2168 slar 1,

Hyphenation :- a1 sl ueeall avier a-(Geieer (Alignment) o AHEGHI
Asad, a2 A dlZl YA 23 di iy Ao aquiel olly A auiag a3 22, i

A di2l ydl adl 69 a0 2ce g &9 di a ewoe olly dH vidl ¥, A
Hyphenation on &9 di 21yp) 2leey 623 - M4 idl onslall 216e oily dllwi
avigl.

! M-anhanate words in QQPS

_EHyphenatian 2one!

] Lirnit corsecutive hy[:hen‘* to

L M,anual é ;. ox

Canca[ . J

asla-65
Word Count :- o1 aisicll ueeall curt ezaidoell 50 atissisla wldd &dl 3 e,

20E, 2R (vidl ¥ ARA), AR (viidl YA WR), $53, dl2] WRell v el
Hmal.
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Auto Summarize :- 2iydi ezaidyol [var aeg Sedls e w1 Wl o 81 car,
ezaidoal g€l gel A i G w2 a1 Rseual Gualdr s2ami 240 O, Yol 2aidvl
Jetaal YRl sk B,

cilt : Auto Summarize w3 ezl 215 ol (Well defined) movimi 8idi o34 ®.

Shared Workspace :- s asiell ueeall 35 seal au @l 2is €2l ot g
A5 & el del Bur 5M s S B,

Track Changes :- 11 viisi i ues) Yo ezl Sig el 3esiz a2 clg quiiel
Gizg, 2I6€ Jtaal aIsa SIS civial G} seARH AR A & %€l %El cllencilell Heeall eeiidl
skl 8. (3usd-67) '

Ad :
- Tools > Track changes st 2iua Track changes #is off &9\
di on 28 d2n on &2 Al off 2,
£ LR 2ii5(d-67 ui eiaican wwel Reviewing o eig Toolbar il #d),
. S YEIR YEIRI ESA Reject All changes in document w2
[sGs s2di d 2€ ad wa 8.

Compare and Marge Documents :- i 1usiici uezel YERI-ALRI Sd E2aidY
MY adic Ead ol A2uimel] 3, exadoe As ol (adwiat e2aider) 2 g
ASIY O,

1 locking for is curmently unavailable. The web 5|t
neing tachnieal difficultios, or you may need to ABIUST ||
iangs i

ares N

ae Refiesh button,or ry again later. . . {Oeleted: |
‘yped the page address in'the Address bar, i A i i
ure that it 1s spellgd momactly
Sheoyour tonnedtion Beltings tuvee
Aud then olicle Intornet Oy

ctions tal, click Rertingy
matoh thoae prowided by vaur Jocal men
£ CLALD) ackminiztrator or Intarner fervicy
o (ISE) Faly

Lclivle the

5lc-67
Protect Documnet :- a1 il ueeall exadva yeefla s aisia ©. Tools >>
Protect Document Guz Bus szai B5la-67.1 wi anell Gy iaida task pane
(Protect Document) i 4, %33 [Ascu weie s Yes,i Start, Enforcing
Protection w2 Click sedi sioi aRsgj dialog box aar s, -



| Enter new password {aptional)

. Reeriter password to zonfirin

uisla-67.1

Enter New Password (optional) 16t Reenter Password to Confirm #i TESTI

Type 53l ok cizal GuR (545 s2ai €2l Yalla 21 B,

Mail Merge :- 35 ux oaR £ei oel QISHia £35di o, AM a2l dHal

Qi) Wl 11 Wsdaieh &1 a2 il Jisticl Gualdl sAMi A1A O, 21 sn2il

N

2126 wSan Labels, Mass e-mail u1a1 Fax ezaider uer dar s3l 2sia 9.

- N b (R N D
28] Y0 €kdldy dia datasource cia uadl a2l sidaui sl ©. F i
Hisicll i QK 28 €356l BidNd €2y, U, e-mail, fax a3uni seaid M 8.
N N Y NN N hY hY hY
Yo €Al - 3l M2 BIS YO EIAY Giclldl 5 Fui Quilel, RIX €25 HI2 A &2l
Data Source :- ui sida, Excle, Access 5 Word file @R &id 21s. i e,

el AR WlSdl &2l

Merge Filed :- yn exaidoui vai calScg oM, Uy €I Avidich &R 5 %l
wlddl data source #iefl iadl &8 a Field o dett A2 22la Guz Ysi. 60 el

Mail Merge s2a1 #i2 3is sl dis €25 Wiy Ndy.

9
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] Stewn o i
£ N.zuu_ mmm t’J«uc.Lmlx‘na

Lt sl ol shissin

2115[c1-68.1

Aa:

. 4O e2aideyr Giglldl 1ar viidl,
- uit we Tools >> Letter and Mailmerge > Mail Merge w

(55 s2. vip1 s2aRll w15(c-68.1 wi oaicn wwidl Task pane e,
- aw Letters uzie s¢ Next : Starting document w [Ss s2g.

l Hiowi Entry ) [ Beeteentyy | [ B ey . Custarmige..

i ey
Mo Erifry bt

::: Takal entrias ):n:ir;i: 2

| setectreciplonts

3 Ligw sy ek ok
£ SelmitiFrisn Oatlaok conlacts
w Typisa tiew lisk

aﬁdreﬁr recipient s
“} i (eﬂkxl

S T w.ra,g Aons letter

Cancel —:l i

g ki-68.2

3

S Frpvions: Statitg dicuomg

-~

- &d n5(c-68.2 wi cicida task pane Ma Hnd. (el ony)

- Select recipients # Type a new list uzie s3.
- Type a new list ui Create Guz [Sts s3l.

- ii5la-68.24i sioll ony ciaia dialog box (New Address L1st) A Hm?)

- Customize ciedl uz [58s s3. ¥33) Filed 2mil cuslen Filed 5|5’I vl Gl

auiRl r3Raidet el Field GaRl uvi-2is) €9,

- Enter Address information #i soan yHiol wilddl erRdl wa.
- View Entries #i @ entries ciaiagl,
- caR olie Close oieat w2 Click s?I.



2t seaiell Save Address list dialog box Giaiad)
File name ui sidag om i Save sd.

40 i ha.@_ppmp‘m" 2 LT
aperific cribetd suckias by oy cligh the
bttt b vk o remove ropEnts T
(Jstel regjpents;

[“Soactii | [ ceacl | [ gofresh

God.. || Edt. | | yelkete, rs

i lc-68.3

2ii5(c-68.3ui ciaicu wadig Mail Merge Recipients dialog box #i ¥
enter s3dl mddl i€l a3V Aal HNQ. '
ok oieci GuR f5as s

g o
Leomparat
zgmhhr« tirs L

hgatm FTwe
Sk bl
TEH W Ay

angla-68.4

15(c-68 .43 ocncn yiel Mail Merge Tool bar geamic 28!,

Insert Merge Field Gue [stis seal Databes Fields gefladt dialog box
A 4N,

33 Field ai>a za161 Insert 53 Close oled £l
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Merge to Mew Document |

igla-68.5

- ii53(a-68.54 cicicn wwid) Merge to New Document Gue Click s3. -

. Merge to New Document dialog box 2undl owi 2iien Rsci izl aoa
fascu wzie 53 ok cleat Buz [Bas sadi u QR ad ¥d), dg File name
‘letters1’ uinda). ad a2, ' :

Envelopes and Labels :- 1 susill neeedl veolislan (Envelopes) Guz 2disreir
Uiol Wsdotig] deany ol ws) ©).

Aa:

- Tools >> Letters and Mailing > Envelopes and Labels il i,

a15(-69+i eelide Envelopes and Labels dialog box siar #og.
- FHi 1y
- Delivery-address ™~
- Return address 2ini. |

- Uil Aaiia exaderni Gizal Add to Document oieal [Bis s



R

1 Envelopes

Delivery addresls: Eﬁ v i
DrBA Open T b g
- S.G. Highway .

- :Ahmedabad

"] Add elactronic postags

Returm address: & v [Cloge
. Ajay Parikh ’
-+ Gujarat Vidyapith

| 'Department Of Computer Sc.
?Ashram Road, Ahmedabad|

1 Vetify that an env

S e 1
e

aisla-69
Option s sedi 215(A-70 yud Aa 4.
i i ' |
- Envelope Size

- Delivery Point.barcode

- Font
- Face up / Down a3 ai55] 53 215 ©. '
- Print ciet fsts s2ai ey Envelope Guz suil.
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Envelope Options | Brinting Options |

i
.1 Prinkter:  Generic § Text Only !
| = S . ) - i
go Fadd rnethad bt e |
 fa M S . 5 EE
W i BT ’ il
i i $ P &
it i : - ! iE
g H [ ,
= g
i i

1] Clockwise rotation

Eeed from:

: Word recommends Fesding envelopes as shown above,
U IF Ehis mesthod doss nok work For vour prinker, celect the
“ 1 correct Feed method,

1

B e e e

4

s )

usla-70

Labels :- a1 anisu6il ueeall spin Guz Labels (siudl) il asi 8. M|§f2i-69ui
Lebels Tab vzie s 33 uilddl 21l 22 fascu WRiE S2dl Uie Sda Wuel Labels

sPIN Gy el

Letter Wizard :- a1 ansu6ll (Tools >> Letters & Mailing > Letter  Wizard)
ueeadl Lettern Wizard yad (disla-71) sui yva ae Tab e 8.
- Letters Format ’
Recipient Info '
Other Elements
Sender Info

1 Bhsiic) weeel %€l €] el vRiE S3, Ao HOIMI U GaR s asiel 8. ¢ Plane
5 Pre-Printed sini Gue ondl el aisia .



| Letter Format | Reciplent Info | Other Elements. S_ey__‘rn_"ll_'la__rlxm‘a e N

Chouose a letter style:
Fult:block

Lh00>e 3 page de:.(gn

(cun ent}

U Pre=pr inted letterhead

dE M pa e the

viis (=71 '-

Date Line :- 262 #a Date line off &l & cai V s2ai amedl alisgen dropdown

list box wiefl @2 date format ViU URfE se’l ‘els\ o,

- Include header av sedl & ol g2ciormi’ Ghrel 9.

- Choose a page design « i VI A2 A 2Actiil] A2 el
UHE 53 (VL) HE] Professional Letter uzie 53 2.)

- a o waitt Choose a letter style uiell 2loar @scu wie s2.

- Pre-Printed letterhead a1 fscu vV s2ar ux uddell e letter-
head ain spin Guz vl asial.

Recipient Info : a1 Tab uzie sd vusla-724i ciaicen wwedr edlﬁlecneg ol G
Uy avil 22 [Gsell wie s,



Racipient Info

a3

Click here to use faddress Book: i -

Recipient's name: K M Shah

pelivery address:

! i

'l | Gatukakion
i Ezample:  Dear Mr. Janes,

E
% 0y InFormal 5 Formal &% Business ,

sla-72

Other Elements :- &l a1 Tab uzie s2an 1s5fc-73ui ciican wudl Include
uiell aAwa fascu on waar off s as) ©l. ¥ e a off el B,

- 5

3y

Inclide -

[& reference line: Inreplvro

(51 Malling {PERSONAL e
[ Attention: Attention:
[l sUject: ‘Subject:

Conirbesy capies (on)

g F2 I
Click hiere Lo use Address Bovlu bl -

o, - o s A s

uisla-73



Sender Info :- a1y usi Sender Info Tab wzie s2dl dnsla-74ui ciaica UHIv)
wdla wifdd id) ok cleal [50s sl di wRiE san [Ascll, et vl wfEdl Gue:dl
a2 azn waella wowj eiadl ux R ad «dl.

| Serder Info. &
parson seoding a kther

Click here to Use fddress Book: I

Seriddr’s riannis:

Rt address:
] ot

oGS Prasabie

CarphrrEnbary
closmig:

He.cplat!.i:'ul.?.e; POLITS)

Jobs

C Comfiny :\ﬁ
Writsfypist -
wlkials: L

W Eneomares: 1

2u5(a-74

Macro :- sl Ayca Macro sdami 210 8. ¥R JiYs Biishil ASSA SHHi
arRar Gualdl 52041 usdl 8121 caR d ViisiRAle AYsal Macro dils e sawi )
®. il [Bae Macro Recoding séami amd 8.

Macro Recording :

Macros. . Al+F3

@ Record New Macra,..

Alt+F11

uhisfa-75

- iila-754i ciaican wud Tools >>Macro > Record New Macro
URe S ‘

8t
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5(¢i-75. 134 ciaica yel Record Macro dialog box Fal HOel.

—_

- @ 518 Macro avll & dal g3y Macro Name 2inl ok ¢izat [stis
o | . :
53,

asre DA
- myimacrnd

gz msgrssho

[ ﬁ: L Tonlbers j l@@ 1| Vitcard)

FLLin i

au5lc-75.1

iisfa-75.2ui el ongy cidican yudl Screen Gu: “Stop Macro” :el

“Pause Macro” 2 ¢ Symbol A Hena.

& Vst Macro ui di6la s2didll © d adwiet exaidey Gur iudt w2l a4 d

Recording ad el

R olie Stop Recording we Click s3..

ssla-75.2

Run Macro :-

Aa:

Tools > Macro Guz [5as sedi Record s¥a Macro ot it oI,
o33 Macro it sd) Run oigat [5tis s3l. (sld-75.3)

Macro i Record s3a st 35 ugs) s suui atud 29,



g I

Al active templatas anid documents

angla-75.3

Template and Add-Ins :- 21 2nsiell ueeall aduiel e2aidrHi e;wel'tem_plate G

v
N

asta 8. aariel template Golbal templates a5 633 aisia 8. %2l dan Macro

auto’ text, entries e custom command ot Guailor 21 8.

Options :- il i Gigy Micalg ©. Ms-word el 2iiica cien o [Ascdl il g Hizl

Set s2a1 812 O,
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e i o

f:_v'éalhn‘q-%_nGgammar 3

_ File Locations

. Mew | General |

EdE§

: Save oplions ‘ S e
{7} Always create backup copy

7] Allovs Fast saves

£<] allow background saves

4 Embed TrueType fonts

| Prompt for document properties
Promipt ko save Mormal kemplate
- | Save data only For forms

| Embed linguistic data

& P 2>

1 Make:local copy of files. stored. on gefwurgi_ggj’[gqjovable drives
{¥] save AutoRecover info every:
[] Embed smart tags

[:] Saye smart tags as XML properties in Web pages

5 { Debauit fopmast
Save Word files as: | Word Document (*.doc)
7] Disable featutes introduced after:

Il

., j [ Cdnce! ! l

a5(a-76

viis(a-764i olaican w1 option Agj #i 12 e ga Tab wndal . Far 3 View,
General, Edit, File location, User Information, Print, Security a3%. !

File location - 21 Tab Guz [stis seai File types et location & a@dlar e el
[ascul ol 4ndl 3 ad auidl Aa oiedl asi @, :

Save - 1 Tab ai e e [Ascil wion
Allow background Save :- a1 [@scy V s2ai ¥ 2y Ms Word i sm
Sl &2 cAR AYs ASSU AHAGH Jiad £l iy AR Save 219,

Embed True Type Fonts :- a2 a¥ exaiiorsi True Type o1 Font ai
Gualior 53 8 car, it fseu ¥ 53a 691 dl, ezcidier v oflon smer Guz
5 oai a Font Installed a1l &1 dl wer e2aider viicicn o el 2030 ( yon)
Afal Hn,



Embed linguistic data :- 1 st V seaeil sl adia @viiel dan enel
¥ai data save s?l sit .

Make local copy of files stored on network or removeble drives :-
i d AR deasHi S g2 53 ASIA Al MEM BUR S Sl SIIA AR
Higdlg gsena (Data Loss) ai2siaa wme 1 (Ascu \ sedl 43 8.

dlies :- Siguel dialog 09 agy wlkdl dcnaa wé wusfa-76m wuell oy 7 cidkia
® dotl GuR [58s s2al d [Ascudl (@2 wifddl Guacer 22, '

2.12 Table Menu (Alt + A ) :- n dgjui siés (Table) a @l g€l €l sughi
a2 Submenu sndal 8. (sld-77) sies daar s2aidl gEl ¥él a8, ui Table
Autoformat diell 20 dla 8.

Craw Table

Inserk oo e »
>
|

Table AutoFormat. .., |

SukoFit T e b

Pdsaarhirigy Fiiees Plaviamead

Zonverk ! >

Sork.. .
Formula. ..

Hide Gridlines

Tadsde Peopariias.

ansla-77
Table Auto Format st iaiil 2isla-78ui elican yuidlel Y&l &1 shes A
HOR. 21 sheizll ol wiedll ¢ sres wie 53 auil ¥3d Yeri-aarl Modify eea
(S5 sdlal 53 28! ©1. (Vla-78 Modify Style) ok cieet [Sis YarR-aemR W of
shes aar aia 8. Apply ol [Sas s:ar Table exaidoui gRig ol
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Tl (o 0omind aly

1 Tikhs Mol

Ll il T ey s i, Y e
3 e NES e CSOGe pd br, Woe £O4 40

1% A e

3]t eghinn

uisla-78

Draw Table : 21 @nsn iuall  Icona Ucella siisikel 2. sn 0@ mi5(0-79wi
Gidlic2) wilg) Tables and borders, Toolbar screen Gue aiar gl Foll ueeed
VUL FH SPINH Ses ERdl RN A AS sies 83 asil 8, sres 8] dlen ug sl
Draw #¢j nden Gur [5as s2a Pencil Icon #iel yo Icon amdl %9l »i2d 3
el Yo Draw mode wizll Rafcmi ezaidorsi wiedr nicilg).

2u5f-79

Insert :- a1 sl Heeell aduial exaidersi Cursor & 226l Guz &% i Ses
(Table) Ga<l asidl. 1 vigh iua is(-804i cicicen wudl Insert dialog box
sial 401l ¥4 Numbers of Columns 2161t Numbers of Rows, Input box i
ugsH siesal dm (Columns) ial 6R (Rows) 6l v avii. 2 R cuslel
[dscu dar s ‘Auto Fit behavior’ set s3 218 ©1. ok olea 545 S2dl adHiel
el BNl &R el 2cdeiell Hven Liag 5‘»25 ofal Hn.



Tablesize
Murber of ealurrs:

Nuriber af rows:

A(KBFIL Behaviar O L2 ftableds
% Fied colummidth;
" autoflk o contents
0 hutafit b window

Table style: Table Grid AuLoFormat.,, |

F* Remember dimergions far niew tsbles

SR 3 . Caneal i

2n5a-80

gilea : Table i o1 215 fiscu disable &vidl a1 [@scu yaik Cursor ¢ 22 Table
ol vie2 &3 @R o enable adl. e.d. Table > Insert > Row Above 2o wie)
Table > Delete > Rows @i

Delete :- il st uc uda awe Table waa Table on et ol AM2d S ER A
N\

adoier uie sedl %39 ©. il ugl Table > Delet > Table viish vl di Sres
(Table) g2 2. vy YHILl &R, @l Delete s3] 2SR, ‘

Merge Cells :- 1 vish SiesHi :83a As sadi aar Cell (vigy) ol GIdIl SRaAlG S
$3 0. i HR ¥ 59 S umulaau Cell ¢ s Cell ui don s2an Hidii ©l del YRiE
s Merge Cell it 2. 1 oien o Cell g s o Cell ui 3uiaer g o9,
Split Cells :- s Merge Cells tistiell dge (@3 8. a1 usiell s Cell
d ais saa aend Cell #i [Genga s AsR'D.

Auto Fit - v sisicl veeell Snesal ¥3Raud Yol vinal fascimizil v [Ascu
wie 53 exandorui 2lisdl sk .

4 AutaFik to Conkents

Heading Rows Repeat s AutoFik tb Window

| ('!on%ierl'.t G }‘%i leed Ccl|umn Wldth

| 3| sort. _j]j; Distbute s Evenlv l
Farmula... (T} Distribute Columns Everly |

uisla-81
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Heading Row Repeat :- i usicll seeell sresell uem sra Heading 93
2euflia 53 Asiy . Fell a2 sies, g2l 1 AS Sl aed e [zdRel uld 891
QIR V1 &R il v Heading adls €35 uieii Sresell 2i3niaHi audl ars,

Convert :- 31 st Heeell exadiorni 28a text o table #i, @1¢1 table ui 28d
text o A text i 3uiadd s3I s O, -

Sort :- i vusieil Heeell sresui 286 [@order Field wam asal siaa Gaedl sui
asdl 21sir &,

Formula : i1 usicil #eeall 2 siesui waidla 2a3uni Yolall Gualld s3]
Aeiad] s3 st ©1. ansla-82ui ciaicen wael Total Earning @iai Total De-
duction el oigl 2cetstl arain Total avia sieui, Total Earning aa Total
Deduction avia zdemi suigriik Cousor @ siisdl Table >> Formula st
siual Formula dialog box sai wndl. iy = Sum (Above) iual Guzell
Hvardlell a0 7, ¢ a Cell i y3 8.

s o da Net Salary ui Formula Field Insert s3) dx avil Toggle
Field code sean 1 C1 Cell 6l Buauizil D1 Cell ol Zud onie sdt & & Cell
Hi astaa y59). (Excel Worksheet ydl &R 210l 2cialet afiviami 211d o.)

Employee-No | Name Total Baming | Total Deduction | Net Salary

] Ramesh bt | 21000.00 2500.00 b e U
2 Kamlesh bhai | 27500.00 7534.50 (2ol &

Pallaw ben 24000.00 2300 00 (=e2-d <8 Cony

Total 72500.00 12334.5 {=2-d 3 pasts

Formula;

=SLIMAB0Y
l it A& Fank.,
%‘mr'.&’-ﬂﬁ: 5 Parawanh,i.

b =

b i Bulets and Numbsering...
F‘&S‘Fﬁ-fgl'lf}_:lrﬂn: S R

I *i | Al
el - el

15fci-82



2.13 Window Menu (Alt + W) :- il Menu ol ueezil window ¢ caaR el
ag a5 ©.

| window | Help

i . New Window J
: arrange All

t‘ Vﬂ"”i 1 wardfigurs4.doc

usla-83

Split : 25(a-834i ciaican ydl Y€l el st Alell As st Split S. & adua
£ecidiorel g1 Y1 O cwdm [ougyal 52 B, AAR £ YO ¥ AIYf el Aal agj [erdlaer
s52alg] G121 cAR Vil I Yo ¥ Guaidil 2na B, i Ais ¥ £ G R [Gend
54 dar e sd aisia ©, au O gf ¥d sidag s A fodlarer seal we iktel
sl Gual 212 B.

Compare Side by Side With : i susicl ueeell o is 1 o qd %€l sida
aruid) 251 D.
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Al
ugi-1  saa (existing) exdidya cilo awiell :216la s2a sg wiish Bi?
uM-2  Wie 52d text e ciics (bold) sea sd shortcut smel Guayl 29002
ug-3  HBAal Gualdl sall aoR text o 3dl A ude se2li?
ug-4  ai Word 23 53 & cank Standard tool bar sian ung et2il, di & sar 46k
e sd s JuA?

ua-5  Word si uifddle 2deien 2a3uni sd sd dAd asd aisi?

ua-6 - Word exaidoai 2ba aaen Page break ysar i sd sd soel Guaor
\
seM?

u-7  Word eea - sifag) Extension amica da s &l 62

un-8  sd sl Heedll 2o1aal s viiaiell ol viieii Cursor viRil 215 2
ug-9  Word exaidouiail o aduiel exaidier e-mail s2a wd sd st iugh?
u2-10 s sd snidl Guadr saiell e2didorel 23IdM 5 vidul ¥d 21sia B2
ugl-11 gxadoul S2ar 16 s sal sifian sl 972

u2-12 Word exaideori snil s2aici o1 qer oger w91 Giaidi?

uxn-13 Word gxdidoHiell 7S A1 61 55y e S o seel?

u-14 aiaell 553 2€ 2d 2Rl &1t di, $50 WSI Al sg IS Biel?

ug-15 Word ezaidui Spelling duriaien o) ofl R st 22

u-16 Word exaidorsi ol seii uiet Guz 21gfu s3] 261 ©) 1) sd sedl il excidorui
A O adll WIS e saiedl und?

ug-17 all Dis WA excdoi EA NS S AUR Uiel Nal WA Q121 Al A View
WRIE S2001?

N

u2i-18 el (Geidien sHARlAAIGH cim 2ctHI, don Sigiell Hlddl 2HMaa Seichia

hY

Guaiiol 5316l 26 MeRlell Garaellel ux Mail-Merge 6 Gudor s3lei oioid,

ugi-19 ndsiiise asei Gualor sda aurRl calseid aan siearidl Wddl eeliag awi)
ool M6 Web page oigidi. (a1 412 Axdl, [&cél 5 iy cinel
Guziol se'l 2l ©l. )

u2-20 Macro ied ¢ ? dat sie seudi dan adi Macro Record sea widen
warilar g2iid.

u-21 Word 2003 ¢l 51 uei uia fG2uardl aend.

URI - viei : (True Flase)

ug-1  Word exaidoni active internet addrers type s aisir & 2
ua-2  Enter so eonaaiel Word exdidorsi oidl 591 Ghzial 6.

ug-3 - Word exaidori sies ster g€l £l 2 evia s aisia,



AsH-3  AHANA-VsAa (MS-Excel)

3.1 uRaa
C apnca AA wIudl £2aidle Auidict 8121 R AHBIRI-aSal Gualdl s k.
N A S N N . N N \A N . N
ad A o aur widdla erR el et 203U Ysdl &1 di 261d (SIS I AUIRL ©. SIS
GlaaMi Hdl 28 di2ll Sresel JRIR Sl HIZ MR - DIsAdal Guvl sIAA GleA,
i SresH dMRIARAIG Me aer 8121 i GilGwRR 11 Ses GRI IRIaRRl Sl
QISACIRAI E) SI1 A1 SReSel WHIR - MSAA IRl AR SAAMI EILI SIRIERHT EAN ©.
3.1.1 AsAdel ualyet
AsAdell Gualdl sies a3ual HIlgd) 21@a skal aen wlEdlui swiazl 2Rnaei
s3] 21121 dd) vt iazen s2ami VA B. duy el usRel s21 2Rl evid sael
yfden ver v B, ndur darR sat ueslll Gl YR GEIRI a2l USR GlEEA! Fdl [Fan v
aoil 0ail s3 2isia ©. snes ea3ud Wlsduie 2rRa AdN ax wlédl saie
: 5 \ o N Tl 8 A Q A
¥3Raa Glall 211, dall uel Hud S3 AsK 8. BUR cldidd €35 Aaddl GRI dAR 2AAd
wadlar Bice uvl s3I st 8. i AsAd R [AGer sl 2rnaR] s3) 2si ©.
3.1.2 wiafis AuHy
Y N\ hY N . \ N \ N N\ i3 \ . by
A3 FISAAG VA SN JIA B AR VIS gRI viid] as045 vildapi 21d
N\ N c 0 S el U a\ g N N N N
8. 835 asoisHl AS 5 aall aeR aseilecit aHa s3I st O, ke Aa vidl
afoisui el aselle UG vidami 21 8. uig wsnall GuaiRisddl y3Rad uue
4
S

D

asefle G# vaal g2 s3 asi o.

Active Cell Column Headings =~ Menu Bar

Name Box Formiula Bar Tool Bar
|

Row Heading Sheet Tab Status Bar Scroll Bar

sisla=1
£3s aseile A 256 2de via 65,536 6R GRI Giad &1 ©. FHi delel NS S

91



92

G ngrell Jnviami 210 8. Y45 uddl 2detel A v ollagi B ddl dd 26 i 2deic
Z 20} yiinviia 8. wg 27 Hi 2doi AA 2l ainvia 8, 28 ua AB, 29 wa AC,....
52 wigt AZ 161 53 wigt BA 2l icviami 241d 8. i Seal 2dal ads 256 wia [V
oA doviami 31 .

asla-2

Y hY hY hY . \ . \ N NN ~ - . N N
¥R €35 GlR6l MS iG] HINUIAR FHIA . ¥ d SRl SHIS ¢k SRl 8.
Fus uedl sra 1 2l iinviami 21d 8. ddl o dd dedl srRa 65536 =it B

PN
I &9,

g

asla-3

Wl &R el 22Ael BE O dal viig (Cell) sdara 8. €35 viiliol As5 ez
OV 1 8. dell HIZ dHel Vilalie 612 d2il 2eicial vicre Al o33 ©. o auid i
zeier 6l 3340 &2l olctal vitetig et E33, el uda 2eiotell 18131 dva olie sial
GioR Auiami AA S, , '

€25 asgisui :2eoidl Gue aselle o wAA SR B. BislA-26Mi Gicican
wdl asele Somi Sheet 1, Sheet 2 161 Sheet 3 s1dc Nd s &, aseflz 2ot
Guar sdlet A1said2ll Ns aseilewiel oflyy asellewi od sl . dal WS s5d U ¥
aseile Buz vaig 8, d aselle 2o GuR [Fas s2aig 28 B. M s2uiEl [Bas sda aselle

N\

N
ud ©9.

D

s Sheekl

ssla-4 .
Mg Aa waR adl aselle vidami 240 8, cad Mem uiE 53d vier adls Al
&l 8. WiE s viiemi v3Rad aoll HIddl evia seari 21d B, celR e ol viieii
aaiell ¥3Raud 2w 8. ol viigi var wE HB W2Aal SIGISel GuApl S2ami B B,

G2l oflor viicHi vl Wl [Ban &ell A0 &. dui s5d iR WG Videzea
ollon viict Guz ad g [Stis (Sio cizat Eoilag) searRll & viig Wwie s3d viig cidl o,



3.2 siefl 2dl #wlEdla evd s :

au Siol usell WiRdl avia sadl S di, yem Siellell 6 ©1251 61 AN Vet
(&R AU 2AM) EVid %31, 2R OliE A Giet GuR WB6l dg val WG uige? + let2nell
aig) gz A WA IR GlE %le'lou cuslol ©12s aviaig ¥3RAd WHLI Sicl ol
el ol Gurall ongy v allell ol 21 Sdig] A4 sdla 2elldl Hcdl aes Ho ue

SAMI o,

uisla-5
Auto File <RI a¥ Szan viigh y)u’] 391 53 ©i @i Yl eilui sadl (SHd
ysami v B, u¥g A il ui £1251 A B, A Ui Sl ag) EISI YSdigil URlcol
seami Hiac Mg ASiA © 5 AR Ui ves vl v Hes a3 %lu'lcu UM E125 23 AR
. w3 Siell Dear £125 S GE EH2S) USA vl A cidRe Sl ag s2 ©.

s15(c1-6
Quarter uskall Avllui 550 AR ¥ ©esl G 8. a2l uimi zes adls d
Quarter] ial ©a1 tles adls Quarter2 a B.
3.3 epﬂ (Formulas) :
QAR CHR VI RN duidig] SRt caud udal “=" forenall avilal x aui 8.
BISVHG Wi GRIGRG f&leucﬂ ot 232 adl BHdal V121 A ViigHi A AuiI .
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Fate Y Price

5; 20} 100}

w@f&-S : ' a15/c-9
elaml alRicll (Crnellil onfdilas sid sear Guaomi daid .
“+7 AR, “- oncons) werar el Bud we.

T ensr, “/” asr, “%” es1, “N g w2,

ails§ ski sear Guapmi ddial i3z ¢l yHe) .

N B e R .
3.3.1 - idal waic (AutoSum) :
' Rl S dHR il siok B2 2l B4 qii 212ai0 B5 UiIGIIl-II A 8. & uddl Ad
UGl viigh BS wi agfol YA “=sum(B2: B4) avil. Wg AsAami qur YA auidigl]
¥32 oiell, $5a ail vilt BS Guz e, 221652 gemlecu AutoSum ge Gu2 ms sedll, d
a¥al AN [Geaik BS 2l oidid 8. 9 o ook 811 Al [Sas s3 R olie olly auid
€oild) (S6id [5as ), olly auid AutoSum tool Gur eoiaa (% avel agel ft‘mna &R
di AutoSum tool Gw scida Sus SRAM I D)

sla-10



STy
B

il

ooy

2 jcke-u
3 icld-ol
ofe-5

' Ol
Q-8

2 e 1000

el 6400
aisla-11 visla-12 )

3.3.2 . wiBicl Guadat 5d1Q) Yy cviaidl Aa:

s GiSal liomi et Gudivl sdat 2 avll st . e.d. A dHR viieh a3 wi

Yt “=al*a2” aug e di, ¢llA uvl S3.

(1)  viier a3 Gur %di vl “=" [arendll Sl Gl GR1 avil,

SUMIF

oo oA ANt e b,

B
BBl
a5lc-13
(2) &a Al viich Gwr (5as s?.

654)

i e o i i ]

573

wgra'-m
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(3) &l sl ciS Gueall * fGiendll emvia 53, Yaiell 2 “=al*” el Hoh B,

A usla-15
(4) R one WGl vic a2 Bu? 585 saal Y “=a2*” oigl B.

m
d_,__,_,,,,q.. e e
I=A17A7 |

viisla-16
(5)  8ca Enter- sl eotiaa auviel vilt A3 ui ulRery dlar 46 .

570042

ausla-17

3.3.3 faeﬂai ol ANa A e (AbSolute and Relative Reference)
AR lislig] 6 (A321) ddlS al o o avilh 1, @R JiAal A2 A1
S6aRl B,
gl.a. viigl bl ui g al auiln 1. &d ad vitel b1 6l sdl vien b2 #i s34 @, d
avid vilsl b2 i ¢ “—a2*5” oigi ®, ddl da 2 viel bl ol Snil v cl ui seami emq,
A viieh 1w YA “bl—*S” ool ©. VIH epml al quial a e 211§e| S3aI ©.
v i $a$10 avil) 8l @R A e Rl A3 searl V. &.a.
uiish b10 i 34y “=$a$10*5” auiln &lA. &0 adt viisn b10 ¢l Sl viign b11 161
cll ui 53 ©), d avid vie b11 diet c11 #i gy “=$a$10%5” weun o 22 B, v
i $a$10 avian a GRla 3 séa B.
3.3.4 viieh VAl ViiGliGll eu&éa ¢y amug (Naming Cell or Range)
Ulloll HAAI Vilglill AUEG cliH AL, U2 del WRHE 53, IRk oile Name box



!

Guz Bas 5. 64 w3Raaay) e evia 5. 4

GliH @uicy Wi ol (Grasi)

(1) ot auia @ 121 (eld. A &l Z, a il z, el vudl 24ai1), cuer ris (O &l
9), yeifdem (.) et undersocore () winil 2isia O.

(2)  cwell dond 256 gl aadl widu afd.

(3)  vem n2r sA%ad yuugr waa Underscore 2l 21511 8.

(4)  vuelig 1 (absolute, relative or mixed) «iti S il eisig el

, a5la-18
3.3.5 olly asofsacn viicliel Bullopii Adl (Referencing cells in other
workbooks)
3 3 ssacen aell quia oily aselzan e oily asoisen viciel Guaiowi
Aaiell ¥32 uS 8, '
(1) a5 o asgsan ol aselle (sheetl) o viign (¢3) ofl ¥32 &. di del LI
“sheet] A2!c3 2l quiapi 210 ©.
(2) olly asois & ¥g “my.xls” 8, dell asellz (sheet3) o viiet (t5)wll 32

=l
NN

d. d do i “[my]sheet3!t5” ol aviami 2ua 8. 9 “my.xIs” ¥ %@
e N N\

sicsi &1 di sigdall AV w2l Mel siddg M [ ] Hi quiami B0 O,
34 [ada :

DistiaHi daR Hoal el [GHa sdami 1A 8. e dd dnfdidls (b
Sidiell viex Budi siaa A ysami w0 O, v Vistiden [GAai Siicl vig2 (Sua
K vilgllg] | ViiiRAlG) AJR YSAME A B. I viici [Gela quiari A &l © d
el (A1 Gualdm il viigien NJucll (Buaki JeRd aa @A 2nwic s
[@daiell aiadl sda vaoi YeRl s B.
3.4.1 (&8ach usR :

aistici Hoar [l usie uHIB ¥&1 sami 3dd 8, & Financial, Date &
Time, Math & Trig, Statistical, Lookup & Reference, database, Text, Logi-
cal, Information e Engineering o ([Qengd s2ami 2106 ©. (&2 €25
[@€iall ) aen Guadpi daidll Aa ciaag s ¢ ARl 35 usiuiRdl 6 - i [deie
AHNAAR AHAG .
3.4.1.1 Financial 1 & @82 :

PMT () ai fadiach Gualior 2ipiicar 3 o cilsa diet Adl 8l canR o el
dict 1Ys A WS ASSA I Aani A di Aot 52¢ @y €2 lEel | aY idig] 262
c oetal e 2l . i il (A6 we nai madl [Sudi ¢l waer e e
PMT (rate, nper, pv, fv, type)
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NN

N N . NN I B NN \ AN N
. ¥ui rate adls A vildligl B15A HSUMT VA O S FH dict S2al @Iy dail

doll W&l % za3u 2Ad) s S,
- ¥ui nper dfls idl viidlig] A3 HsAM A © S Fui dict Sl eRAMT

1021 dell 2Aivils [Sua stuari 2410 S,

N s NN « AN N N e N . . NN

- PV Al Vilgllg 21921 USAMT B B S ¥Hl dicldll [SHd cidiaari 21d ©.
- v aen type 6l [Sud udl spAFd otell A1 aHrR dell w3Raud von d

ddll [Bud vielal viicli) 1S YsaHi 21d .

PR UG SRAl Al Ysadicl 8121 carR ol wdt wizd s PMT ()
(A€ Gualdmi Al 1A B. HIE21 BHUCT MM 22ieHi ([Sudell HIddl 2Na &, o
e RN N . N 0 by \ N \ r AN
22t 00 i yad &AM esiall €2 (10 %), 2R cily &AM dict Sedl b w2 © (3)
el Sy A0 diclell 254 oiaida 8. (10,000) caR one uiHl sAms PMT
(B1,B2,B3) (a6 aviami :1da ©. o2 il A0 ey 2119) 50 Sed) s
HAR 1A B, d cldaami 1dd 8. ¢ ¥ “=B5*B2” avia 8.

hY

HHil

1

LB~

Durtion in vear i =
Loan amount ! 10000

"Tioz 5

sisla-19
WU BIE Sl HIRIS Ysaaicl sl R 6fld widl wilddl il PMT ()
[Agier Gualoi dari 10 ©. A(San 4ud D zeieni Rudel wRd 2id ©. vand 22im
E ui uedl &0 esill €2 (10 %) o= olly sdni dict Sea i 412 © (36) e
Ay &0 diciell 254 olada © (10,000). carR oite vizil s PMT(E1,E2,E3)
(A€ quiari AAA ©. ¥AR 2iavl EANHT @y A1) sd sedl :sH iuami 4 B, d
. \ N N s e * PY) N N\
oldidail A ©. ¥ef }N “=ES*E2” aquida ©.

E5 PMT(E1/1
| 1 IRateof Intr. 10%
2 Durtion in month 28

Loan amount 10000

(11,616 16)

ssla-20
DB() @i [d&aeil Guaor uitiaiall (S3l8102161 (Bud 2leia w2 saami 2410 ©.
M A1 [A€1 W i Hiadl [Suadi ¢l wivl iR .
DB (cost, salvage, life, period, month)
FHi cost RIS 2ieidlell HO [Bua mami A B



X Salvage dd13 uitietell ilcm (Sua Auani B ©.

- Life adls iticig e sedi qum dAedHi A O, d Va1 D,

- Period a?l3 eicicl S af H2 ERNR leraicl ©, d ai Ak Ad ©.

- Month ddls ezl vem ati Sean ulden w2 dlvidicl © d oidiaal W2 a2
D o] 28 HISEIRA M tuami oA B, A [Sud ud] sAana el o
JiuaRs 2Had) olfd Al A4 auid 4 ARG Bud 4R ad ael.

DB (B$1,B$2,B$3,1)

100,000
10.000 ...
BL..

Tst year 327000 00

2nd vear $21.,723 90

Al vear $14,793 98 .
LAy e $10,074.70

L) At weEr &7
0 etk year 25
L Total 0

ausla-21

A Meiel 3 Fell Eua 1,00,000/- & dall vifcw Bua 10,000/- 2wl 0. Vel
Aeiclg] AR 6 at ol 1 2l 6 alicl eRiRl 2eal ¢l HHILI S121 SAMI I,
mféal B1 ui el Bua ysami 210d ®. o B2 wi maddl aifaH [Sua ysami
20Q D, Met B3 i uitieig] e sed qucl & d [Eud viNa 8. 60 udAl 4N ERIRI
2laal Mg 3 BS H| auiami WA O, ¥ DB(B$1 B$2 B$3,1) 8. adl da oﬂm
alich er1R1 2Aeal wig yx BO ui quiawi u0d O, DB(B$1 B$2.B$3,2) &
24 Sl ay HiZg YA B7 avia 8. AR 50 gl enear w2 B11 ui g
=SUM(B5.B10) quid .
3.4.1.2 Date & Time o1 & [A8a :

G Gl sl iRl aqeid) éla ai deit w2 visviaui [@aa TODAY

() vuda .

—TUD;‘-\ i H)

by birth date . 7/1/1962
| Toaay aate [207372007]

i ; visfa-22
Gueall Gaiseori M5 @fSdcl aci adlv Bl s avia & a6t B2 i sl
aidlvi TODAY () gRi dtnda 8 &d 40l el aiflvi d cifsa ga Szal [Eaal 220
&2 el e DAYS360(B1 B2) f@d2c B3 ui quiami a1 .

"'"A"SubO(Bw B2)
B

My birth date = 7/1/1962;
Today date  30/3/2007
f_Tn:ataI davs ! 16283 I

emsgfa -23
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1t BwRia arlul meal [@aAmi DATE(year,month,day), DAY (serial_no),
MONTH(serial_no), WEEKDAY (serial_no, return_type),
WEEKNUM(serial_no, return_type) &. . '

yuR 2w ween fAdidmi HOUR(serial_no), MINUTE(serlal 1no)
SECOND(serial_no), TIME(hour, minute, second) igd NOW. () [déia1 Gudiopi
dary 8,

34.1.3 Math & Trig ¢ 6 [Gla :

1 ABS L"25) R <] WO AL
2 COS{45) 0525321989 4:
3 SIN@45) . 0850003525 Bi 4

4 ceLnGns s 8
5 FLOOR(125.2 124 20
6 FACT(S) 120 12
L GCDD1D6) 2
g | : LCM(D1:06) 120, %

en|§ﬁl-24

GIgHi Giaicat MMILT IifBidgf 191 skl M2 Seais @ eelida ©. %4 5 ABS
O, COS () SIN (), CEILING (), FLOOR (), FACT (), GCD () 216 LCM ()
oididd 8.
3.4.1.4  Statistical en & 163 :

Hel 10+7+9+2 = 28/4 = 7 AR, UG % NO data e 4 el oied 5 dai
dl aRem = 28/5 = 5.6 2.

B B e RS
e e o B S ot 1 L Rl
5 i T
4 6 9.

7 2
B 5 no data
f: 4
3 3
(I,
|10 1020408162 AVEDEV(A2:A9) 56 AVERAGEA(C2:C6)
11 T7iAVERAGEA(C2:G5.C7)
igla-25

a6t [Sudiel eﬂj\édl Aeoier elicial w2 oiogHi claicn wail CORREL()
[GSac Buaid sami A0 8.
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[T 08ioseess]  CORREL(A14:A18,B14:B18)

ansfa-26
Standard deviation 2ieiar &l [Alde JAdi ougHi ciciaari HAA B Ay
¥3Rad widlg fAdia w10l Guaivii ad 2SIt BIA.

= TIRILIEE: = TRGIE=]] anclFalSE=0

22y 7
=] | {8
'._" 3 £ 4 1

% r_:‘?“-'“—-'_l-'.im.mrmDEVSO{A23:A29)§ 2 il STDEV(C23:C29)

2= STOEV{AZZ:AZ9)
3504 2 ISTREVA(C23:C29)
24 31 STODEVRP{AZA . AZY)
55 | Ca ) 02 STDEVPA(C23:C24)
angla-27
211 Guaid =01 Viiss-2RT w2el (A8 ic . e3scll WA Hnami Aa a2l
3.4.1.5 Lookup & Reference ol &\ G2 :

VLOOKUP :

1 5526101 GuaRl [QRaiRet usdl zeiamiell Bua 2leid A ddmdl eR6l [SHd
Ulltidi iidig] ©.
dviaiell :a :

VLOOKUP (lookup_value, table_array, col_indes_num,
range_lookup) '

Lookup_valu —  udal 2eiowi heiaidll (Sua

Table_array = AGSIvI uE

Col_index_unm —  HEUM a5 AGSIVI UERIch A eicill v,

oud 2ledicl Bari Bua vl 212l AR ERall 51 2Uelel ¥AIGH dlS Glaiddl
8,  oicl SH AGSICM Gy B,

Range_lookup — TRUE — agjsl (Sud 40 d wie

FALSE — oI 3t Bud 40h o w2
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Voolkup el sizddt cisy (dialog box )

R R i N
Lookap valae | == . T =
Table_array { . e
l.,’l"ﬂ il _pwan | ’ i I Ty e
e ol g | o SN S

Lok fior vl et e iaat o i o i3 Ealits, o) Ujer renrre g vl et sanve
v Vg S ety gl sisecify, B chafanilt, i Gl yrest B st s ol I il cher.

(3T nkml,,u.._ll Aex ot va_h 12 tea vz Femamic] fn Hres f‘_mg_‘. el oF e Blals; sriel g b s
value, Svateidings, Wk o mak <bdneg,

(RRTR R TR T AT

Vot o A e _ [ o} cawwal |

usla-28
vils a2 ol lookup_value a?l5 wzie s3)

T
. a5lc-29
Table_array o?ls azq siesell wieoll s3.

|t e

(e}
i

7

- ansla-30 :
Col_index_num a?ls 1) il 2eie Adal Sl 2 avil Ok ceat s

=
B

OOt
Lookup_valtie | it

Table_array fcli'ﬂ_ﬁllﬂs

|
=

Col_index_num |2
Ra’n@ejmﬁk’up-l j"‘;ﬁ{ %
y L]

o Lo
. =VLOOKUP{A2,clixig]%5,2)
e

1 did 54
2 150

i

)

102 - 5 susfi-3



MATCH() &t
1 s5sial BuaAnl fazaren uda eemidll (Sua siead) A fdmidl EReN
SUGll ¢ici ilail Vtudig] B.

aviaisll dd :
MATCH (lookup_value, lookup_arlay, match _type)

Lookup_value: - udat eienti deaie [Sud
lookup_array —>  agesiel uzel
atch_type . . —TRUE - mggsdl [Bua 4O cAaRel W

FALSE — GRIGR o f%ud HOY cARGl W2
Match sza siaid oiist (dialog box)

Lookup_valtie i i
Lookup_array

Nty yns

patrs e nelatve piasition of an sy i arcaeesy hat ratdles a specified valug in a speciisd arde’,

Logkup_value & the value you dss o ted e vialue you want i the AT, aimiaer, text, o
lngical vakie, of & reference by ons of e,

Frmiuls rasult =

el iy il by . o .] |, Gancel !

unsla-33
uiie a2 ¢ lookup_value adl5 wie 531

4

usfa-34

Lookup array de’ls g swasm'l uzieoil s2.

E25
aigla-35
s
Lookup_value 43 | |
Laokup a“*a‘f E‘- Ltl e s
vathpe
?Hlﬁ*fc'l-36
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3.4.1.6 Database ¢ 6 [A€a :
AmicR d Seios Hlacu [GOa6l Gualor yudar Semisi) BiYS we s3a Serell
¥3R 2ldal admcu we 2R O, Fus [Geneflnion yeicl Hilddl erriaal selmaﬂ HETH el

sedl 8 a weia g fada DMAX (database field, criteria) i Gueual seqleﬂ
And) asr 8,

~60 Kl 1002
............ Z 99
53 5
6 12
. T S0
IHighest | 100}
11 iFirst Class i 4

asla-37

adl o Aa uRemmi Sean Cenefioil vawm asi J0d & § wew wd @
DCOUNT (database, field, criteria) ol Gualor seaiel Guz oicican wiv) s
fAenalairn vem @31 dnda 8 au vl aisia 8.

34.1.7 Textaena [ : ,

e dAa Text [Gdach Gualt eRicl Gur uEa sea wid 212 . Yus g -
aRall (5Hd Gurell dHR dal v1aR Aiddl & dl [Gda CHAR (number) ¢ Gl
SRAMI A &, acill Bedl [Zan sear wi CODKE (text) fdgiaicii Gualor s2ami :1d .
M Y& e text Han [G8ach Guabl sdel oidiaari #10G 8.

[
i returmn valus functian
i (G SHARTA )
: BRI ONEIB2 )
T .j.'—-' el coneal o stttma SIS SCTIERATIE (A a5 )
S e st
.I 3. L22455 51 23 458 (1) a1 72 R 23
7 Rt al TR LTES AT ;nL BT
Py 4 F ;
SdSdn 2951 84 545 a5 F
. (ST I.E
E g =]
} al _r-:r1:r-[+ Fofk, 20
i sl IREFLACE(AT 4,3.413)
[ 2 o AREETAL,5)
| A B A5ES [ VALLIELA1S)

digla-38



3.4.1.8 Logical et 6 Ri9a :

aiigar A1a Logical @ Guam ailss ufEan sa we 221 8. 34 5 2Rd
asiian w2 [F (logical_test, valuse)if_true, valu_if_false) [Ridi2tcll Gualon sapi
210 8. oia 2Rd AR 811 IR ar 2R aril seal w2 AND (logicall; logical2)
[@Sieh Gualdl s2ami G O, M nar [Ade Logical [da aidiaarmi da 8.

O ‘__fvalu;§1 _~Va!_l._l_82__. returen function gl
: ALaE FALwEﬂ
_ TRUE TRUE()
TRUE | FALSE NOT(BE5)
50 28 268 IF{A4<B4 A4 B4
TRUE = TRUE = TRUE AND(A2B2)
TRUE  FALSE | TRUE OR(ABBE)

msfa-39

34.19 Information et & [G€A :

_ return _ function ~ Name

(testing $2452 C ELL(”addrebs" A2) CELL

| 1 CELL("col".A2) _'C'E_LL
(

2:CELL("row" A2)  ICELL

l!;":,U"lg GCELLY

—

("contents AZVICELL i,

INFO{"directory") [_” \Diocliments anc Sethiige\dbpiivdy Documentsh

. 3 _INFOt{"memavail") 1048576: . ~ 1INFO
E O INFO{"memused") ~ 742728: INFO
!?:”‘.IZ_I INFO({"systern™)  podos e INFO
11 (INFO( "totrmem™) 1791304 ; INFO
uisla-40

3.4.1.10 Engineering ot 6 Q8 : _

EIIHIGel‘lIL’\I Engineering eeii21 usglcuiel (g vils uglami 3uiar saicl a3fRad
Glell 2n2l ©. adl o A A5 ualawid olleyg uglond 3uiae sea wan ([Afde [l v
81 ©. et Seais AEA1 oidaal MAcet 53 O. Wigll Buiad complex R Hal
el [Gfde @& ver A& Aa w6 B, )
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- -: \";:é..l.L:l..e..., :., —aial e etu [_n | fi;lhb;:ti Qlj’ y
} 10000000 123 BINZDEC(AZ)
& 110000000 80 BINZHEX(83)

10000000:200  BINZOCT(A4]
_1125%331  COMPLE> 25,23)
5 12810000000 DECABINH—‘-E;*.I |
18a 10001010 HEXZ2BIN(AT)
g 384 FACTDOUBLE(AS)
QDDE 128!OCT2DEC(A9}
sisla-41

3.5 selq [%ceR sal (Filtering Date)

3.5.1 26l 32z sal (Auto filtering )
 Sae [5c22 sail @0 da ails auto filtering »ua 8. Auto filtering aig
s2al we, Agoiryiell Date | Filter | Auto Filter ol uzie seami a1d 8.
N Na aAA SN (NN - QA \
RIRGHE €25 [3€Sall 6 ANS IR 1A B. ¥R Al Vi Bur [5Us 5A O AR
aHot ARAatall 2] HEY ©. udar Hel el €35 WS Wlict B D. usg All, oily top
10. il sy custom &1 8.
(3czR sal “wde 321 :

u5la-42
&a Agairuiell Date | Fllter | Auto Filter uzie s3)

| Subtotas...

valdation ..
Table...

. Text to Colunns.. i N

i Adwvanced Filker ..

Copsolidate ..

rr_c_)‘llJp and Outﬂne N Ir
: PlvotTable dncl PlvotChart Report...

: Import External Data »

Lisk b A

uisla-43

Auto Filter fsts saii ugdlei)
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snsfa-44

A [EUs sl

{Top 10,
{Cuztorm...)

-~

S

N

Ad ciciRHiz] 5 o WRIE S2dl

aark Auto Filter ol v3Raud ¢l &1 car sdlil #gonzvial Date | Filter |
Auto Filter uzie searil aig 2n21 & el skl dall uzieall s2al oit) 2121 ©.

3.6 Yua ¥ifEe sl :

A B C
1 5U1s | digell 5ls |drge] AU
g 2[(es Aset 5
a2 g 5(Hell 25 &l 2
43 1|8l Relse 1| 10 10
5 4 4| Al stoet oflu 2| 8 16
6 sl | 10 116

ansla-47
BuR ciaidia aseflai vl X ana = sd (Bud did €35 5@ (Suddl RAVI GRI
Jieicl 5d olld Sud Hh ©. 63 wdl 5@ oild [Bud sail Anaasi 241G © d el
me Tool -> Formula Auditing -> Trace Precedentseil uwigall searell icaiel
it iadl (Sua H2g 42 s S vikel Bu edld )
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_peiim FF

Formula Audlﬁng } +}e- Trace Precederits

b, 4

Optiors..,  Trace Error
Data Analyss. . i Rpmaw ﬂll Armws
ggzﬁ o “hcuw Formua Audmnq Toolbc:r

pov e

Aisla-48
cueuﬂ il dlZ] ain ARA gR! cldiaari 2114 O,

a5(a-49
dacell 5ls |dagef oM |youetjeuafsd Gud
2((dos itsﬂq 5 14 70
SEdlesaldu | 2 10 | 20
1Al bdge | 1] 10 10
4ucll stetoflu| 2 8 18
S| 10 11

?_m{gf&-SO

GEIé%BIHI QJ'IICI(II Q;QIHI 2le Uﬁcllo‘l'l %Hd GUEIIJIHI daidl élql?ﬂ a AR viigh digui]

6l GliSa Glal B. &4 sd [Sd = vis X ena siareil &% F2,F3,F4,F5 Guz ¥dal
53120l Guz ymIel s2di ol yHId) Flal 1A D,
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& B { [
| sHis | daell sls [aade] s yHIRjeud 5E (BUd
pigy 2|(les Aot | +—Fi+-14 70
a7 A 25ell dlu, | —2r+40r+ 20
4.3 QA GAse | e——tretors 10
5 4 48l stoet oflu | e—2fe~go 16
L6l sl 10 " 118]

ansla-51
BB IO 2 Yol GUR IR ANG Edll A vilal ol B. &4 UL A B 5
uie s3d viiticll Bua sai ydiat aRR 52 ® car Tool -> Formula Auditing ->
Trace Dependents ¢fl u2ieol seami 3110 8. i s2arRll elaui YR sl dell iR
sl sl 41 a qell asia O,

| A & : C

|1 suis|dadell 55 [dage) sunt

[27 1 2|[@es Aslot 5| w4 70
2 5l el dlu 2| +16 2
3 1|2l kasa 1| =49 10
4 418l stget oflu 2| o6+ 16

L6 | st | 10| Y116

asfa-52

3.7 dga e\ag (Goal Seek) .
@82l d¥el ANG &, 64 dHIZ YR ddl s viigiiell Bud 2lied 81 dl Goal
Seek all Gualidl sami 210 8.
ELd. dit s olld d2r sdd 8, ofladl [Bua Assy il yuLl sl 8, dedl
sea1 As aegal €2 S2di oreadi usdl ? wan dAdidgh vaist wie ‘Goal Seek ol uee ad
.
2sia O.
cildell ug) Mg :
(1)  oflacl Bud e2liad viiclial URiE S3. (1 ilGii 4 ag a3l )
(2)  agoweni @l TOOLIGoal Seek ol ue 53, doteil Goal Seek il sl
Glisel AU HO) ©. < |
(3)  “set cell” ui vl wie s¥d ollad [Bud eliac viidig % Al 1A O,
“to value’” i auid oilddll Fud Sedl sadl & a aviia 8.
“by changing cell” & agall €2 cieaal wollal A A vilcig AS Auiani
B O.
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T o
& Speling.. F7
v Error Criecking...
s

uRem uig

Shate Workbook...
- Track Changes

dagl (Bya

uidil €l a

Protection S sy S )
N Uligl
RS

Formula Auditing +
Tools on the Web...
6 ] Macro L »
 AddHs...
© AutoCorrect Qplions,,.
Customize...
QOptions...

4

Goal Seek dl ufZa ¢

o MemTable
Itz Code fam Name Rate
. 1Pen
2 Paper
3 Mbuse 0
4 Woniter 12000 zé

4 ansfla-54



" Goal Seek ol uizi2

tern Code ltermn Mame :Rate Gty - iPrice, 1y . )
3 Mouse G400 10 9000 Itern Table
1 Fran 2 L 220 Htern Code ltery Name Rate
2 Pajet | . 100 _ 1 Fen
4 Moniter 14206 2 BE2. .. b 2Py
e e 22 S R o IMouse
fouse 1 G0 2 a0 AMenter 120

isla-55
3.8 PIVOT TABLE :

Pivot table ol ueeail S21 Guz Q2N usiel uEa sila AURIY S [A2aver
ol Aodl asi'd. auR) wd aselleni slen cien S vndan la 8. udg
dgf R 5 [A=duer s olig A Guadil wédid Hai 8. 3nd aud Pivot
table i »12iui seildie 3u i ©. Aol Guallar gkl G1en oien Seial Gualldmi
ad asia dal cigidl 2usia ©.

AsAdaet S2id @ada Pivot Table Wizafd ol Gualdi séa Pivot Table ciendlA :

¢

asellecl siguer vigliel Wi s3a pivot table wizard ot 6llAell ugl s

&)

(1)  Agonruiail Data | Pivot Table Report ol uzie s@l. ¥etel ugal sigan ciis

IRl v HOY ©.

1!



Agjeiizuial Data ueie s2an

E Subtotals...
Vajdation...

- Tabk.

 Text to Columns. .

Consolidate. .
- Group and Outline
PivotTable and PivotChart Report...

digla-56

(2). e Fisddgl 21idBs Saiet GuAdl s2aidl il “Microsoft Excel List
of Database” fdscu uzie s2ami 210 8. car oie Next Gur [Sts s2aii
ol siadPl olist 2d .

(3) o9 srId chsemi e2lda S2ion [zarRa A yerd 81 di yard s S, 9
ad [onser ag sea vda Sail Rieare wie s¥a &1 A, il SrAAR Gisei]
[Geciz G 8. A MR oicidial ([Qearwiel 25 &R Biaw 1Ys zeieioll 32

ol dl ciel g2 Seal &1 dl av 53 2As1A V. Ws auia S2ial [GxdrR A aen

dl Next ciect eciiach 9 sraidol clist ciaid .

ansla-57

(4) sl sridI Gt ad pivot table aa asellesi (New w‘orksheet) S0 Hidil

91 5 carel asellewi (Existing worksheet) s2ai 4k 8 & oo .



sisla-58
a2 Finish oiea ectiaami 31d 8, carR pivot table ¢f sK1 seuig Ag 21
8. auell oiyall SIAA! GlLSAME URIE s3an ot o 32l [Bes oleat dS e2ilaami B ©.

quiel & 321 Besal all sR S, 22iel a3, uielig Haugy, aAal Aeaidel Sal a?ls

QS SN A A NN Y . .
HAdI HI21 ©OF, d HHILE d Sal (S(-SGH oiealal ¢l s3lal dell ‘B’Qﬁalld dint YeAH HSAMI

N Y

210 8. v uBa o o el [Bes we s usl As gaelqc'lm SAM VA .

e

7

B P R R ot
College ]UMI] v.] . St spsipbie
, E’Mvﬁtr&ieflg!clust.. S
| Eivision - v ! frag ltarme to the Plotrabii report
Ciata w4 B Grand Total| i —
= E ## College
SHm of PHSS - 1'10 l' m 220 Al E Year
Surn of Fall 15 10 251 _t| : #pivision L
Sum of Pass 105: 100 205| 1| ypass i
Sum of Fail 25! 15 40| ! i o
SumofPass| " 117 98
Surn of Fail i1 2
11 Total Sum of Pass Y 305
12 Total Sum of Fail 51 50
i
1
15
7 N T
0w\ heera  Shestt [ Shast {shadia /T

yisla-59

s auia pivot table cieicu ugsl 2l A qHi YR QBRI S2aAI &Rl di pivot
table gaoirel Buaid 53 2sia B,

a5fa-60
\ hy N\ N hY N\
HIH A|S quid Al Selel End SaR]l vioiy 18] Heald gRI aeil sl
i ¥la duer el GuARl mdaia Jar s3 e B. el quid 11 Yldend Guail
S0 HIZ MSAA ANRGMI KA 8.
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a4

ygi-1

u-2

ye-3

u-4

y-5

y21-6

uel-7

u-8

u21-9

Tdieiey

N\

gsafeled  dead o e oo da o,
(1) 256,65536 (2) 65539,256 (3) 3,256 (4) 256,3
aseileni 127 #i xdetel 2l A & ?

(1) DW (2) CW (3) CV (4) DX

aseileet & vitciHi 21 aviaig 8121 el ¢ allenell ysami 2 .

(h+ (2) - (3) # (4) =

Wt 5 ssaemi aell auia olly aselect e olly asoyset viiete Guaowi
Quid] ¥32 us ©.

(1) fGenct 2y © (2) laena viig &
PMT() i [G8aci Guaiidn sa1 uskeil oleiddl sear w2 a2 6 ?

(1) BillErRARia Bua 2aa w2 (2) 21 2N we

(3) aar w2 (4) digell a1e1ad) s2a1 W2
VLOOKUP sseiciui cilon ni9i2fice adls AR 1A © ?
(1) Lo'ok_up_value (2) Col_indes_num

(3) Range_lookup - RURE  (4) Table_array

D A e . J VY
Yol AISe s iell Wwiedll seall Btcaural vilswmi Jtiad! Sud wdg 24
sl Sl vitch BuR Lla © da did 26 dld) Al KA GRI GidIdami A

N

.
(1) lagiar 21 (2) laena vig ©

Goal Seek o uzie saiell 21mel A GRI MOl [SHd BRI S2d vilaliel] (SHa
olECI AR ol AskA ln.

(1) faena Y © (2) faenet viig &

Pivot table ofi Guadi 53 s 2unri 21dd €35 (Aenalloll mddl Guaell £3s
@IvisH ANAA URI SARY, ASES SARM, S22 SAari da Redlsaa [Raeid
HlEd otaid (wRiBis s12)

un-10 aurdl e 20d €35 siRlen wirell Wilddl Az sA. (¥3daa uHILIcn

o0 ysar) car velell filter o Guali sda ¥ali cixdls 5,000 s2a ag) &1
dar siadlel Widd ciadl. (iBis sid) '

uz-11 sf8an oiciaa  Financial ot o (@621 Riaiien oilm Sig uer & Financial

[GSi6l Guldy sdlal caidl. (BIs )



Sisy -4 awm.oRLuaR Widez (MS Power Point)

4.1 vl
i) 2116 HESiRlise gk 2003 ui e gE Y@ Ased 21 cen defl

N e

GualBial @8 912, d o Remowi UG NSRS sk 2003 ui wnaa urglda

D

. S Y

Adisede Med 5 Wieea Asedr (Power Point) @21 e s, il Ais2dell
Guiar sdla ausds aan edidla Wseeela oleidl AsRe . W2l Rouastell HRAXSI,
2 . N N\ AN N\ \ \ hY . ¢ S
Naifis enll, IGAIRIS a1 il igedzel Gielnl uiersi «2ld, g2lcila Vil
C N hY . N\ \ N
2USUS MWiice et Glalladii BuAdl 52 8.
Sricdeie Gloiaal WS i R, AdRcl end, sisla, ealct, anAvi ARl
Guaior 531 2151 61, il AGE 1A AGE YA Y& LEN USRall i il s B,

4l a8 @t Power Point ziis2deel Gualoy s2di 2ilviln.

dlts : (16T 2g Waani zida & 3 wiuen Singeaui office 2003 zaufla 53

8.)

4.2 MS-Power Point MiRe1 :

Power Point oI wizel 201 w2 i 2usld-1ui e2da st .

4 Microsoft Office —pp

sisfa-1
ui2dl

Start >> Run iish i isld-2u ol wHidl sl Al un2l. 6 Run
dialog box ui Power Point aigu 53 ok oizal 58S 3.

o Typethe name of a program, folder, document, or ik
3 Internet resourcs, and Windows will opern itfor you.

viisla-2

(¢its : PowerPoint s « 2io€ ©.)
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ot s2al Power Point Riisede 213 281, 161 11i5(a-3 watd) esla Ma 4o,

© G S Mrosalb e
Cailire

e Jabost i S

N B i -
L TRt :
e e ety

;.Chck Itlo add notes

2i5la-3

Wnc2ele cietidaisll dAd @ Ae22ia cietaa el gl ¥ Aa 8.
- iU SR 2angdsuizll cidizell oieid) 21si .
- sig shidal 2wde (MgsiRiise Gl aarn) wiell clendl 2isi ©.
. lidicll 2 GRI TR Sari BIAA Assa Shida Suddl Gual
silal oieidl ersi21 8. Power Point si we; Word 461 Excle ol &
Standard 3igf iuail 210a 8. ‘
olits : 18l a1da Ag) aer Word ui 2nmal dgjont siiscl 131 As il adi &9, A

n6l det gsHi AMNAA .
4.3  File Menu (Alt + F) :

New :- o1t unsn viuaell 215(G-3 4l cidicn wd) s sid s vad ¥ New
Presentation adl$ iinviami 210 8, & i 21isfa-4 wudl Taskpane Gue sig
usl Ol 16l New wi uia ge ge [scisial sig s [Gscu ueie s i Meder

Glliddigf 213 s3 2Isi ©.



: ...:l B;iaﬁhpréiéntatiﬁh-” ok

5 T
, 'F‘r"un'r-#;u;c;!ﬁant-__gnt;wiz_a'rd;.':_'__':
2 Fun;fm_,wisting.pram_n’tati'ééh.-.'_;'-;"'
| phetosbutne.
. Templates oy
v Search anliie fo e

Ty Oy Web sites...

am5fa-4 .
Blank Presentation :- il [dscu gR1I 3 adl s aidsui il
wieollg Layout uie 53 Sscee oiidl 2181 ©1. Blank Presentation w
(Ss 52l wisl5 i oiaican e Taskpane ui ‘Slide Layout ui &l %€
usieatl Layout sai uudl, ¥ail Gualisai Uaiell wzRand Yo Guadvt 53 a5

8.

apply shide layout

) Shaw whei Inserting new slides i

ausla-5
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Text Layouts :- & Guelisal Uidicll S)sc22iat aISHi WA (2081
text ol Guakl saicl 811 ALl I UsRel layout ¢l Guald s
A
Content Layout : -& Guelisci tidicll Ssce2lel xengsHi (i, qicivi,
6] addal Guali Saleh 81”1 ABl 11 Uuskell Layout ¢l Gudidi s2a
EERN
Text and Content Layouts :- 1 usiai Layout i Guzil Gic
Layout all 2121 s2ami iidd ©.
Other Layout :- 311 usRel Layout cil Guzidl 536l cieitia shsceeichi
iy Aal¥, ©ofl, 2udvi, @viel, eafcl adRe G 53 st B,
Form design template :- Microsoft powerpoint 2003 #i x& %@
[Caie e 2vflel shstdat s2al template auami 21idd &i1 8. 0 [aseu
. BNy . . .
wie seal i dare template wiell e [Cuict Ag3u template ueie s<
\ Y NN
Wee2a Glanadiall A3BiaR 52 2ASt V.
From Auto Content Wizard :- 211 [ascu gl uiR1 wifZii 21 3ice el
NS N ol \ N ¢ ¢ NS A
cigiidl 2151 ©1. uh £25 WIRIM SMe? Guelisdicl HRIEIE i ©. d WHIE)
Gualisal A $1A sAGH 2B V. N Ula Yol ¥ R0 ©, o Gualisal Power

Point 2iis2dz 2l uRalla cefl, aia i uRdla ©, det e v fascu Gau

. il [Ascu GuR [5as s2dl olld uHdl (sla-6) Screen iagt,

" &utoContent Wizard
Stark

o -
Presentation type The AltgContant Wizard gets yiou started by
providing ideas and an organization For yaur
8 Presentation style presencation;

§ Fresentation options

< Finish

[ Cancel | cmen [ pexts RE

5c-6
- v Wi Start 8. 161 Next ciza BuR [54s 52,
- ol wailRie Presentation type weie 29, el 21 da 21y vivel w3Rauc
yoig Msceelal Uil wilkkIGH »id Finish etz Gue (stis s ana s3)
2sell.
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From Existing Presentation :- 21l 21216 ciaidd sig J3cietall AR

ad ad ic22iel Gigiad Hidldl Ald IR VI [Gscu uRie S3A.

Photo Album :- 2 [Ascu GuR 15as s2dl is(d-7 Hi Gidical wiivl Screen
NN N N\ N\ b LI hY

2148l el Guadt s3I B el Sid widiet Photograph ¢ Wiceele Gietidl

AS| €.

§ Album Cantent,

Tnserl pleture fram: Fraview:

Arserk texts

E__N;w_f _e*_,;._t__jiz:o;: J

Plekure Opbioms;

- e pletures black and whike

Al Layout

Pictijre laveut: E,Fit ko slide

25la-7

Open :- Word 161 Excle ol S a1 isiich Guaiian 1216 oiclidd Wy lel stda
\ N N N N Q BN \ N N \
viaa #2321 9. i [Ascuch Guilor o 31016 dar sidl Hiseea sigdal Gualdl
3ot Gualisal Tnice el A & caP, t2ial Wy ActHi YEIRI UEIRI SAI 4T & AR 59
8. Power Point ¢ sida Guz o1 auid yssuell [stis s2aill uer siseeid siga va 8.
2ais uzie seaiu sl-cis Gueell Page Up wnaia Page Down sl il Gualdl s3] sl
~ . NN NN
@1 s12a1 Slide Sorter et Gualdl 53 sl ©l.

Close :- a1l vhist VIAdl sidde it s2a1 e imami 10 8. N s1gd Save sea &2
NN N e NN S D el Y i A S ) N\ NN N

Al & sidaa oigl S22, 9 i SA SRS, Save sedl el sladi Bueiisdict Sedl $SR
Save s2a1 & 5 ¢tél d Yool

Save :- il st sida Hard Disk 5 siguvl cierat #ieam Gur Save s:al Hi2
UG I © v M2 avia sidd Save s2dl 8ia IR Save gt Save As sl
ML MS RVIY 22 ©.

Save As... :- il ahisicll Heeall 21916 Save sea sida vidl aul $SR S3, VAal
3251 50l (R olly o, ollo wieam Guz 5 sid a1 Folder wi Save sil 215l B,
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Save as web page - Wricela sidda Webpage a?ls Save s2a wé w1 st
Gualol s2ami 1l 8.

File Search :- Nxceia sidamiel text eleian w2 s vusich Gualor seanii w10 &,
Package for CD :- an vnsuel weesil el CD oisidl aisia 8. & CD
Microsoft Windows 98 Second Edition i aiaiar 2 uslell siduer e

Hlkeu Guz Power Point R i@,

il Bish Jiudl BH[d-8Hi Giaican ) Package for CD dialog box Y.

Copy présenkations to & €O that wil play on computers
running Microsaft Windows 98 Second Edition or later, even
nwthuut PaetPoirt, :

| Files b be copieds « -

| AddFies.., |

* Presentations, ppt

- | Comy o Foler..

Bi5fa-8

- Name the CD 4i.CD ¢ ottt a0l 2151 9,

- Addf11es oizal Gue 565 s?la siga & CD Gu sl s2ar wididl &la § vaie
53, G¥R.

- Options ot Gue [sts sedl i5lc-9ui eiaida Option dialog box %ial

4N,



Anclude these Fles

[ PawisrPoint Vi Miewa) (ko plav prss&qtptmns w:th-nut yging Fgwerpnint}} _
Select how pres&nratmns wlll pi&v inthe viewar:

{1 Uit Fllr:r
[_iE [ Embedded TrueTyps fonts:
(These Files will nok display in the Flles ko be copred Ilsl:}

Help pratect the PowerPoint files

pacsword to open each File:

passward ko modify earh file: sy o '

ausla-9

- Gualisal w3Baid wuidl sial Riscu 210 V ol Gend sd OK oiza (5us
5.

- CD Writer wiuetl Smgje2 Gu2 &1 di Copy to CD ozt [Sis sa. CD
Writer el smgez 6w o &ia d Copy to Folder cizat [sts s, A
caiR oite a1t Folder ¢t CD Guz sid sag

Web page Preview :- il iisill weeal Nyc2cia Web page oll za3uHi Ad

sl .

Page Setup :- zadsdl Printout dar uéar ¥3Raa Yool Page Setup #i il
[sci Set 53 (w5a-10) ma OK cizal GuR [stis 59l

Gierdatian

; Sllde< sized fcu

e |

e md&liﬁ;e

: = : o '-P.Qrtr:éit i
Nurntler slides Fram: ; A -{';}EL-an ecacn

asla-10

Print Preview :- 1 ansiql ueeall Page Setup wi Set sia-fsail wuel Print-
out danaal Wl ad asiy B.
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Print :- 4l21a1 da w2 a1 ssiic Guaior a1 8,
44 EditMenu (Alt+E);:

\d

Undo Typing :- »1 sisidl ueeell 8ed & sid 53 6

hY

2 Adll iz € 219,
Repeat :- & Undo ansiiell #1212 2€ s3 8.

Cut :- uu vusicl Heedl wie s3d 2iog, R 5 HlRdl s aoarAz] 26 s3] ol 2216
GuR ad od sy O, -

Copy : v sl ueeadl 2l1o0g, 2oeys, Rin aRell sidl 53 asia . val Guaiol
ol 2t Guz 53 21sia S,

Office Clipboard :- a1 st vtiual 2usfa-114i oiaicn e Clipboard wi o
sidl s WRdl ciaiud) Fel Guall iy 53] S| ©I.

[ Clear 5_[_[__]

an jten b paste;

ansla-11

Paste :- a1 vusiiell ueeall Cut 21aa1 Copy sia wifddle sigf ollm 2216 Gue ys] as)
©l.

Paste Special :- a1 nsue ueeel Cut 3 Copy sda uflzdle i (e uswe
2a3uni (Unformatted text. ad3) #i ol 2enet Guz ysl 2! g,



~

Paste as Hyperlink :- a1 austell seeell Hyperlink ¢l i Copy s2a &2 di del
:aids Guz Hyperlink on 2a3uni Paste s3] asi1 .

Clear :- 21 viish Ui 53d HIlddlal 26 sea wie Gualdt s:ami ¢ . Clear (Del)
53 HIlddl Paste s3 asidl el

Select All :- ait aiistell ueeel aduic 2aidsHi 28 oell o widdl (2iog, woll wR)
WiE s3I 2SI B,

Duplicate :- 215 zaids &d « olly 2aids ciclaa #2 1 isicl Guzior 2zt B,

211 1S viow Sig IS sAld aigs UE 53 Ul 3 aidsdl ¥dly cily aids oleidal
AN : N

we d aigs Guz Duplicate ofl st i

Find :- »mud File #i2ll 210€ e S a1 vnshal Guaidn s2ami 314 8.

Replace :- Find stisn 2021 21 it isndd 8. & 210e deapi 210 8, dotl 10t
N ollol 2AGE GlEA HdIAI Ela dl I Misell Buidl 52,

Delete Slide :- daddici xAISA € S WS VI emsncu GuRdI SAMI WA O,
4.5 View (Alt+ V):

Normal :- Wiee2e sldd citaaich A4 dal Normal Vlew Ui ol HIZ 3 BISH
A B O,

Slide Sorter :- i siisial ueed oied o 2aids 3is M Ad AsR O, (clich 2AIU)

Slide Show :- a1 wtisicl uee2ll- daR sda sidaal  Gualidl el HuaAl HI
Guaidll 2121 ©. ¥ Slide Show el sé& 8.

Notes Page :- 2 2nsiicll weeedl agsal deaidll ol a1za Speaker Notes
aigsll ol ys] eisi ©.

Master :- a1 dusiill ueeell HReR as oloidl s B, UReR IS GUR i
HIZd 3 & €35 2aids Guz vniadl G A Ysami 1A B. E1.d. UAGH AN Her USRAN
Master View ©. .

. Slide Master : is dids uReR ais &1 6.

. Handout Master : 18l 9i5 a1eial As s2al AL APSal Y& ‘ddal
Handout Master ocicllaapii 110 8.

. Notes Master : & Notespage i 2ieari Master View daiR 52 8.

Color / Gray Scale :- a1 isicl ueeal adwe 2aidsa Color, Gray Scale
ut2ar Pure Black and White #i oidf 2isia1 8.

Task Pane (Ctrl + T) :- 21 2usiei Taskpane ON / OFF sza1 w2 Guait 2121 8.
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Toolbars :- 31 usicil ueeadl gaoir ¥3Rad wmet ON / OFF sdl asiai ©.
Ruler :- a1 st veeall Ruler ON / OFF s3] aisia 6.

Grid and Guides :- a1 136l ueeall Grid 161 Guides ¢ ON / OFF s3] asia
o,

Header and Footer :- a1 usiell ueeall :aidsei Header 2101 Footer set s3)
asia 8. w16 Don’t Show on title slide V szan Title Page Guz sl Hing ael.

automatically
4f18/2007

ahisla-12
Markup :- 31 vusidl weeell Insert sa Comment o on / off s3l 2isia'®.

Zoom :- :adsd clicll, W2l AIUMI ANal HIS 31 BHisicl GuAdI 21 O,

4.6 Insert Menu (Alt + T)

New Slide :- s suell uegell Mscaia s oidl 2ads GII) 2usil O, il
iudl Task Pane #i Slide Layout ya?) siell Guelisar «3Rana Yol Layout wie
53 :ads cigid B. (Vi Bish adHie ads uedl adl aids GIE )

Duplicate Slide :- acuict :aids ¥dly olly 2aids Giear w2 2 s Guadi .

Slide Number :- a1 21151 siuai Header Footer dialog box vjad! i Guelisal
ISl el vl a5 O,

Date and Time :- 1 2151 s1uai Header Footer dialog box vjasi 3ui Guaiisci
aigsdl arlu el 4t il a5 8,

Symbol :- a1 s siuar sfd-134 e2ida Symbol dialog box duid i
wieddlell Symbol i :audsui Gl 21s) .



 Racently used symbiole:

I
1%
|

INTERSECTION Charactdr coido! |2229

unsla-13

Comment :- 2isicll veeell Comment G¥) aisi 8 aan Mark snsiiell seeei]
Comment ¢ Screen Guz on / off s3l 2isia ©.

Ms Office 2003
disla-14

Slide From Files :- 11 ausiell veeell aduic zandsui 21916 deIR s3d Mysc2idal
sidauiell Ass 2ags G s 8. i st GuR (585 seal usla-15 wwier Slide
Finder dialog box aal unel.
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LJKsspsourca formating [ Tncet | | Insert Al P cese )

agla-15
Find Presentation Tab #i Browse cizet f5t1s 53 & Sjedoictal 2cels
GWRai 4di ©f a File wie sa.
- & Select Slides wiell awid wieallell 2cnefs i 31 Insert ol2al [SGs s,

- Ui sl ackict 2eds a3 wrie s¥dl eands Mar wnd.
siits : Keep Sourc Formating  seai Yo Raigs xdley eards B

Slides Form Outline :- siduvl cisizell 2idlSeicniiel (Power Point :flarieil)

Slide claar w2 1 st Gualiol 252 &,

Picture :- uu usiell neeell Riiei 2adsui Gidl aisial 8. By Clip Art, sidamiail,
Scanner § stiemiell el &id 215, 16l el Organization s @3 ANefey.
Insert >> Picture >> Organization Chart atist 2a Organization Chart
eadsui G et iisfd-16wi ciican widl Organization Chart Toolbar s
HOR il Guaiior 53 Gualiscl aigsHi A8 clondl o1 ©. wia yuca el Shape (Raliel
wHel Guall oild) GA3) oS 8.

(1) Subordinate

(i1) Coworker

(1) Assistant



Both Hanging -
Left Hanging
Right Hanging

' ansla-16

Text box :- an ansicll Heeel acuiet adsui text box ysl esikl . awi quid
aviieia Bold, Italic @912 usiell 1212 il 2sia 8. Font ¢l Size, Color aigd
2SI 8.

Movie and Sound :- viighell Heeil Nre22lel 2adsHi AARNel @1, afet,
eafciygel, CD il Asse Ydla ealcial oo adR Gl a1sia & dia Weeela £l
dai silicdla 53 2sia 8.

Chart :- 21 usicll neeall navial Nysceeia agsui G s 8, i Jiish
uSla- 174 cicicen IRl nAvt :aigsHi GIA den da eiella Iddl Gial we
N\

[ AL .
Excle usikdll ds2ile otar 42, s Guellsal & Aissisla Hilddl »1ud a umel
AV i),



| A (1§ { LA {1
i Fwl O bl G il in
5 PTER ST L | (e 1 |

BT BT
OO L1 R

ssla-17 .
Table :- a1 2nisn 2uar Insert Table dialog box 2undi ¥4 Number of Col-
umns ¢ Number of Rows ol 2iven aua dzdl s 1 2dol ag) ses
xAgsHi GHRI9),

Object :- 2 nsiel Heeell cmri smgzeni Install sda sudlSeiial object iy
aidsui Gl as) o

Hyperlink (Ctrl + K) :- a1 2ust w3 Cursor text box #i 63 § Text uaje
(Select) sed &2 canR o staliedla 2191, 251 it AN 1 DI3e321e1 2cel i Hyperlink
G2 St ) den Vsedeic 24 o Hyperlink Gu2 (sts s2di deit 2191 icieild sida 3
ARiEicl vildl 2si ©1.

4.7  Format Menu (Alt + O):

Font :- ansial ueeall Nyscdaie aidsui wie sda A6E S AceAYyse Font of adid
%€l %l a1z il 21 &, ¥dl 5 Font Size, Style wRr.

Bullets & Numbering :- a1 emsucﬂ veeall Yyee il 2andsui [yl Wyl YeRilal
YE YEI USRGII [Gigell sisavr s3 2si 8.

Alignment :- s susiell weea) wie s3a cuieie sio, onell, orior (Justify )
o Align s3l aisiat .



Line Spacing :- i st uegall fyie2elel s clolical Ul 5 usal Al i o

line dz3ell av2n ASSA S2a1 HdIAL &l dI 53 AS) ©OI.

ditd : s ciencan ugdl auier uzie (Select) sah one line spacing Hish i

Change Case :- 1 diisticl seeall aisae (1) Sentence case (2) lower case
(3) UPPER CASE (4) Title Case (5) toGGLE cASE siguel case #iail sigyel
case i waldd sd) asi 8. :

Glle1 1 Vil Viludl USAN AIS AGE S AGE AYE WIE 5

Replace Fonts :- i aisidl ueeeil wie s¥a 20 3 2ioe sl Font oiedl ausia1 8.

Slide Design :- a1 sustell ueeell Microsoft office 2003 wnd darR il
Nyscdae eadsel (shiida) aucmiz i e wiealld 2auancll Guaipt 53 2si ©l.

Slide Layout :- 211 isiicll #eeil admie :aigsg Layout qar 4nd (Task pane
GuR) dall N VI Gleaa Hididl 81 dl cied] uer s

Back Ground :- 31 sl uee2ll Mice2ia xagsat el ¢ (Back ground )
oied a1s1a ©. Fill Effects [@scu wie sea Back ground o %€l ¥€] 1212 et 2nil

ASIA .

4.8

Gradient :- an Tab #i »nda & g€ [@scu dar 5 (1) Colors (2) Trans-
parency (3) Shading Styles il Apal [Gscy adsel QNG AEGH
Wit saRll :aigs agy 2HIsUS il NcAal AA Gigl . WY UHILI,
Texture :- u#t Tab i sws (Texture) dar Bakcground G &1 O
U WRAE 53] 2SI B

Patterns :- 2 Tab #i qel Y& usRdll el ilicl ©. ¥ Forground
e Background i 221 i ciecl 2181 ©) gl A2 3Acll WwiE 53] 2s1 Y.
Picture ‘- a1 islicll #eeell aAgsan WUieh oM 21 il asdl 251 ©1.
e <1 uor Tab #i Set s3a [Ascu i addiiel :aigs 5 seeeia sigddl €25
2aids w2 sue: Apply 3 Apply to All cizal (Sais 53 32 53 aisi €l
Tool Menu (Alt + T):

Spelling :- 1 ansiell Heeall Vyeeela sidaHi Adliell ol yur) asii .

Research :- 1t siisiel ueeell St wel 2togal et 121 él wél Dictonary i

Research Web Site Guzeil 2iil 2isil ©.

L3

e d
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Theasure (Shift + F7) :- 3 usicil ueedl siguer 2ieea wiat 181, 216eal 2121

N . . \ A A\
Uidl 01']@] IR QIR AU HiZ QURlel €9,

Language :- an ansicll seeall sinelercti avia aviiemi 23elloidll qqa elieiar w

ViU sg aiYicl SA1 2A6E S GuldMi dal Hdl ©1 a Set 53 2sia ©.

i I Correct Two INKklal Capitals 0 % 0 e 5 ] k
§ Capitalize Firsk letter of sentences o, ;
| [*%#] capitalize firsk letter of table cells |

7] Capitslize names of davys i
{ [¥] Correct accidental use of caAPS LOCK ksv i
{4} Replace text as vou bype e

Peplace: wWikh:

; I’I Qe ﬂ){ [ Cancel

a5la-18

Compare and Merge Presentation :- a1 austicll Heeall 61 Dysed2ie 2u2vnd)
As1A1 O del del Asellani an (Merge) si 2sil 8.

Macor :- Macor 2 atisticll 246 8. et Word #i g v1n a wwidh Macro
Record sd da Run sd aisia 8. Macor Run s2ai Macro #i avid el
uua a3 A2 ®. Visual Basic Editor el ueeall record sda Macro #i 32si2 53]
asia 8. dux ad Macro uer avil 2si1 .

Add-Ins :- Microsoft Powerpoint #¢ fasauaami anda [y 2ndlse aia
hY

auricll dclseieit i sl earRl w3Rad wuer GY3) 21siel 8. ¢ Microsoft
Power Point ¢l sik18t1 o) [Gead 8.

Auto Correct Options :- 38l a1 visicl xeeail
- Auto Correct
- Auto Format As you Type

- Smart Tage ui 210a x&1 & [Ascu skrifda s3 d AaSdel cior Guaisdl
ad as ©.

Auto Correct :- ® Rics il 3 oS Guzall auil asig otedl, det Hi Symbol Hizi)
a1 ® Rics weie s us 8. N diRdr 1 Ricsel ¥3RaAd wen A At S1 Gisel 216¢
A A A AGield S A NG & Rissni aieand o).



gd. (r) »®
(c)—>©
1 Aa Auto, Correct ol seeall aiRarR Jtad 2A6E Vil o dviid 2 a we dor dwmi
GiRaRll o viidl 216e i Ao oled] aividl, aus  teh — the

Auto Format As You Type :- dsce2ie #i aviler iy 218u S22l 5 dka o Auto
Formate #i detl 226t e 3udunell aviler cieaid 2. :

el.a. Hyphens ( _ _) den 2enel ( ___) ciecid a2,

Smart Tages :- 1l sl AAUIG 2145 usrell HlEdl v, d widdl 112 Qsnida
Vligclt v G sd] 21S) O,

Customize :- a1t iisiell #ee2ll Toolbar 16 detl G naa Command a3Raud
yoror 2l 281 81 el ollet ¥3d Commnad wtet Toolbar OFF s3l aist ©1. an Riary
Option Tab #i2il Icons adRka 2icieild [scu on / off 53 aisi .

Options :- Ms word i i@ Options 16 Power point wi e Options

¢ N\ N 5 NN e ) 3 * \ N AN
Asiig) 5141 s ARy B, ¥4 3 dui wuda Security Tab ui g Myeead sida Hie 6
usikel Password Set 53 2sia .

-y Aol Fave mgnaeviya il
T A ey e

i e Ul e

e e e

i v [ e S |
viisla-19
. Password to Open :- & Password il #x sc2eiat sida vidl 21514 & i
S5k 53) 21sidl all.
. Password to Modify :- 2 uriasell five22ia siga viidl 21521 8, dHer adi

SeSR S3 2SI O, .
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General i |
e Lt R S
Sacurity

ng and style "

sl b g 7 (aduanced.. | |

|
File sharing settings for this dasurhe.nt e i

Password to open;

Fasswaord Lo modify: ,

| Digital Signatures, ‘[

T e e e i e i et 1 O A e e g L

Flremove personal InFormation from file properties on save

D MACKO SECUPIEY it sitioneidlonesecen e anensine Briesecn ek by e iy b

Adiust bhe securnity level For opening Files — =
that miaht contain macro viruses, and L-TEET-I--‘;%E—':H”E}-'J-S—J z
g specify the names of trusted macko

developers,

. Gancel

215(c1-20
4.9 Slide Show (Alt + D):

View Show :- a1 2usn 2iuar Slide Show 3iis Ag 22, AFS v sla Bup

Eundl el M ANIA A MHIBI Ns Ul As eads 251a Guaal AR 2. cdsH

ollAen enomi el ouy AR Rige MNar Hed). ’

. & ueell andds Gur wal w2 Gualai sk,

. = RInell 2a1gs Bu oar we Gualdi s,

. # Uial U1 54 &1 ¥e usell Vot ¥dl 5 Ball point Pen, Felt Tip Pen,

Highlighter wiell stduer 2is Yot v3Rana yoror weie sd, Alg MxceAel i
1S ACE oflA v, agy e sig 25 A2 AS) ©). 2t WS B Yetotell ink

ol SGR uet oiedl s ©). an da 5@ Anotation v a1y Slidshow oig
sl caR, Save yel 53 2AS) ©) aei € el 53] 245) o),



Airo

afpaint Fern

sisla-21

W >t Riga Gwe [Sts s2al amisfd-R3 i cidicn it Ag 1A Fell el
i 2Ag Areeda siduel ciordl aigs Guz ysull ad s ©1. Sl

Black s White Screen si «agRana uxiol ciedl 2s1 ©1. a2n & Qs

hY Y

aiaiadl auid Spacker Notes sl 691 di a Screen Guz a1d uer 2si .

na Few

< Skatus Surnry

3 Progress

4 Attention Areas
2 5 Sehieduls
= 6 Delvenies
4 7 Costs

@ Techrology

9 Resources

g 1D Goals for Next Review

sisla-22
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Steup Show :- il vusiell ueeall Slid Show set s3 asia 8. st B
susla-24 ywe Set up show dialog box aai vnd.

P, !y‘ma”
. {5 Presanted by speakar (Full screen)
4 MgEl owsad bt ar ini:ii\)idual (wihdow)

3 Brawsedak a Bjosl: (Full sg:man)

; -xfh-uW swwna =

i mma“r&r

diigla-23
Show type Ricid :-

Presented by a Speaker (Full Screen) :- 2 f[dscu wie s3d@ &9 di 2aids Show
sedl quid daigs v Screen i dund) (¥ Default &.)

Browsed by an individual (Window) :- 21 [Qiscuell 2aifs, Slide show €2l
eads Screen ofl a2d 2uidl, den Window o gaoiiz uer 2uig,

Browsed at a Kiosk (Full Screen) :- a1 16 uem @scu oia a4mdl 2f2uil o 8.
a1 [scwii 21u Pen 3 Pen color WiE 53 asdl a2ll, 22Q 5 Slide Show ex12161
eadsdl sicil ony ofld AN wonal Rice 63 Aar 4 @&, Foll A iasdic Guaor
53 2usid) el

Show Options Riexa :-

Loop Continutously Until ‘Esc” :- an Riscuell aen? Slide Show Ag 2 cAR
a loop wi Jisad N2d 3 dedl zads ue) sdel & uadl 2ads ciad), ‘Bse’ B
eollaaizil oiey 219).

Show Without narration :- Slide Show auid, Slide i g Nairation &
Desable saa1 wi& 211 [Ascucl Gualor saami a1d &



Show Whithout Animation :- Slide Show awid, Slide s i@ animation ¢
desable s2ai w2 i [scucl Guaildl SAR I O,

Show Slides [aeuo1 :- .

All - 214 fascucll Slide Show #i oieiley 2aigs Ral Hnel.

Form -70 2 fasewi Slide Show s¢ :aidsell Ag sdi & et s¢ 2andsal oie
5201 © d aiss] 53 AsiA O.

Custom Show :- i [ascusi, Slide Show 3¢ i Scal i Custom Show 21
doiella ®. M ait Custom Show cielda &3 di o i Ag) sielicdld 2. FHi ol
sicida Custom Show #iail Sig a¥s Customshow wie s3l 2is) ©.

Advance Slides (Gouot :

Manually :- 2adsal 2u2 2l 812 ©ai 242 @R As v s ais Manually
Ad &ia di a1 [Gseu wie s2.

Using timinges if Present :- a2 Set up -4 Manually ailg &k caR it [ascu
wie s2aill i wud) Slide Show 2.

dlits : 218 Rehearse Timing g 33 8.

Performance [Qiend1 :- 316l Slide Show resoluation [Gscucil ueeell a2l
resoluation set s3 21si2 8.

Rehearse Timings :- a1 dHisiiell Heeall 41wl Giglda €35 RAIISel Vel awi e
2l0€, 2AGE AYG, AU, 6fl AR objects o uua Yol Set 53 AsiA B, ik s2aiRl]
Show eawua 51 3 uB [Sus wR aids dal, oW 28d object avdll effect Yoo
A4 A run A,

clea ¢ a1 w2 €35 asa 33 effect viudl g,

Action Buttons :- a1 aisiell :aisui Qe usiren Action oieat Gi2l 2siel 8.
1 oizat Slide show awd Click s2ai adll 112 a wGi 8. 218 Action Buttons
uiell awl ar3Rana Yaoig oleet [SUs 5A. carR olie Bis(a-254i ciaican el Action
Settings dialog box %ia Hmnal. ‘

135



136

s Ackiom ary ellel, e
| Ok P
O Hyperiel to: 4

| BEiplay snirid: |
: Bl : el

RSBl Coried

visla-24
6l Mouse Click 5 Mouse Over ciol Tab ui s 212uit [Ascy 2aval 8
¥ a3Rad Yo wie 3,

Action on Click fdendr :- 282d S o a1 olzel BuR (Sts seami 2110, ca? sd
Action Perform s2aieil & a Set sed. 1udl 2161 None [iscu uie s3a 8,
Play Sound faeo1 : - 18V sdi aiid oizet Guz [Eas s car Paly Sound ui
Set 5@ Sound Play 22

Action Settings :- 211Gl 2uswi N o111 & o siavel Set saa wiS B,
Animation Schemes :- 3 d Object Guz 15/a-264i ciaida Siguer Schemes
uinl 2us) €.

;. Apply to selected slides:

~ 1 Appear and dim
Fade In all
: | Fade In one by ore
| Pade in and dif, il

T slide Show |

Bsla-25
Custom Animation :- a1 usudl seeall wie s¥a object & animation dey
sound ol 142 vl 2usiy B,
da :

- ueM ¥ object o 142 viudl & d wzie s,

- Custom Animation Guz (Stis s2al a1sfa-274i eefida 251 Task
Pane e 22161 2iar 4.

- Add Effect ciea [5as s3] o33 effect Gia).



Entiance

F »
- Emphask: [ i i
%. s My s
Exit > ;
»

\'jg;g rictlon Paths

Sy

TRNR, . A fevan btk

L

a“

an5fa-26

1O mause alick
[T autamatically after

4

gla-27

- i Effect an 2iciella @scu var § 2us(d-28 wwel, Start, Direction,

Speed 43R Set sa.
- Play oieal (Ss s2aiRl Edit Mode #i & Animation efl 21212 olan s
- Slide Show oizat [Stis sean Slide Show aig 2.

Slide Transition :- 2 st carRi Slide Transition o fafdes fascu Set s3)

DR

N

asia 8. Appliy to Selection Slides o di vian fAscuniell sig is fAscu wie
sdi d¢ Priview ciaiadl. Modify transition &l speed @ict sound o @i
fiscu Set s 28! .

Advance Slides :- i Slide Mouse Click Guz @m0 aeil 5 iu Aol 21ys

hY

eIl via o Set sd asi ©1. Apply to All Slides cize (s s2a 2 [Ascul £2s

t

ags Wi @ usal.

Hide Slide :- Yye2216 izl sig uer :aids Hide s2a1 w2 an susnel Guaiia
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Custom Shows :- - tsc2eia sidaniel 21ys wiesldl 2aids o« aud Slide Show

Hi udl & ol aB a1t Jishel veeedll auR Wiaie Slide Show cieidl 21S) ).

i

BRNIEIUN =D

GcLn = Ly s G SHici T
Sornething e J
« Statue Sumry

Lreslissesr lesss
Tosts
Tectiro oy
el res

PR

5(a-28

- i gl Al isfa-284i cicida Custome Show dialog box sai und.

- New oted [sés seal Define Custom Show dialog box aar una.

. Slide Show Name #i i@l uzigailgj oimi 2sindi.

- Slide in Presentation siell wiealldll zaids wie s Add cledl [stis sal
d. 24 aigs Slides in custom show #i ciciad! ¥al T wa - ﬁlcécu
Guar 53 Gue, clld suHi Asd) asia B,

- OK oiedl 565 s2al Custome Slide Shows aair 212 .
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Power Point :

TdlIER]I]

ug-1

uA-2

ugl-3

u-4
-5

u2-6

u-7
y2u-§

u2t-9

Power Point Slide ¢ 21210 aara #i2 A to Z yomaiuiall 52 youar
EoliaRi ?

% amwmi Power Point Slide cionaari, yéirRami e gRliaami 2110 8 o
@dIG il N2

#u Presentation ui Spelling check s2a1 w2 sg sl sHuami A1d
by
€97

aanicl Slide ugs) aidl Slide Presentation yi Gdai s¢ s s0 £6ia2ii?
it 53a Object Guz wndar dlal sarell Rice (handle) ¢f 5131 ¢ & ?

dis Slide #iell ollyy Slide wi Formating siil ska san gadl Guaios
s22i? ' :

Gradient tab cll Gual1 s2a1 53 dialogbox vilag usai?
Power Point #i cda-ade e2liadl sigdact s qimell Hicviami 21d & ?

aur [demwici Organization A¢ Gilidi?

u21-10 raid skl sig As Alren wie Power Point Prenation oieidi?

Uil - uiiei : Ture / Flase :

ug-1

usgi-2

y2-3

yg-4

u-5

u-6

-7

u-8

u-9

Slide Guzeil text i text panes #i viddl ©.

Slide Show fAscu gRrI s ueMi ANs sdl aark Power Point Slide
clich 2a3uMi oIl s B,

Wizard <ri oiciaami nda Slide #i wx Text yard] asi 8.

Slide Sorterview cizat 3t Power point window il eredl ciogen vjeii
ollIcl @i vida 8.

Animated Scheme text ui Slide Show e2wua g2adl (Visual ef-
fects) 112 G2 ©.

ull, doriird, adz Object 2l aieitaa iisldet Vector drawing sé ©.

Power Point ui Presentatipn Save sai ul Undo el Redo s3
2sig atel.

Power Point i cieRdll siduer Graphics o wie s del Guaio Tex-
ture a?ls s3l esia © ?

Clip Art task pane ol Guallor 2is3lel eafciel 12 Animation #i Giami
NN
A O,

\

u21-10 Emphasis effect va £2iid 8, $ &at Object Animation 1Rizal o121 30

NN
Ulgieie ©.
9
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