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Dedsa 8lv

Naw
Ctreates anew document based on
normal template.
Alfernafive: File — New
Shorfout — Ctrl + M

Saves the active domument or
template.

Alfernafive: File — Save
Shorfout — Ctrl +3

Save n

® <

QPO EH BT w0 -

Dpens at existing document or
template.

Alfernaiive: File — Open
Shortot — Ctrl + 0

Open

It zends the contents of the document
as the body of the e-mail message.
Aifernafive: File — Send To — Iail

E-Mail

Prini
Prints the active dooument vsing
current defaults.
Alfernafive: File — Punt
Shorfout —» Ctrl +F

Spelling
Checks the spelling in the active
document.

Alfernafive: Tools — Spelling and

ramamer
Shorfouf — F7

Copy
Copies the selection and s it on
the Cliphoard.
Alfernafive: Edit = Copyr
Shorfot — Ctrl + C

Format Painter
Copies the formatting of the
selection to a specified location.
Shortof —» Ctel +5hift + C

Print preview
Displays full pages as they are
printed.
Alfernafive: File — Print Presview
Shorfeuf — Ctrl +F2

Cut
Cuts the selection and puts it on
the Cliphoard.
Alfernafive: Edit — Cut
Shorfof — Ctrl + 2

Paste
Insert the Cliphoard conterts at
the insertion point.
Alfernafive: Edit — Past
Shorfof — Ctel + 7

Undo
Rewerses certain comimands.
Alfernafive: Edit — Tndo
Shorfouf — Ctrl + 2




Show ~ Hide Zoom Control

ahowsihides noncprinting, q Grales the editing view (Zoom).
chatacters, Alternafive: View — Zoom
Shorfouf Ctrl +#
100% -
Show /Hide @
: . PR —
characters,
Shorfodf: Ctel +*
Mormal » TimesMNewRoman = 12 « B 7 U |[EE S E i &EE [0 & -~ i .
Style L Mormal - Font
Applies a style or records a style Changes the fort of the selection.
by example. Times Mew Roman Alfernafive: Format — Font
Alfernafive: Format — Style Shorfof — Ctel +3hift + F
Shorfaet — Ctel + 3hift + 3
- Bold
Faut..'ﬁze B hlakes selection Bold.
Changes the fort size of the = Alternafive: Format — Font — Font
selection. style
Alfernafive; Format — Font — Size B F/_/_,_,-/-""/ Shorfout — Ctrl + B
whorfout — Ctrl + 3hift + T | |
Lnderline
Halic Formats the selection with contimaons
Iiakes selection Italics. f"fi undetline.
Altermafive: Format — Font — Font Alfernafive: Format — Font — effects
St-j,r].E U _'_'_,_,_,—o—'—"'_'_'-'- Shorfoef — Ctrl + 1T
Shorfouf — Ctrl +1 —




Fonut Size
Chatiges the fort size of the
gelection.
Alfernafive: Format — Font — Jize
Shorfeuf — Ctrl +3hift + P

— 12 =

Lialic
Makes selection Italics.
Alfernafive: Format — Font — Font
style
ahorfouf — Ctrl +1

=

Align Laft
Aligns the paragraph at left indent.
Alfernative: Paragraph — Alignment
Shorfout — Ctel + L

B//f/

Bold
Makes zelection Baold.

style
shorfouf — Cirl + B

Alfernafive: Format — Font — Font

Underline
Formats the selection with contitnious
undetlitie.
Alfernafive: Format — Font — effects
Shorfeuf — Ctrl + 1T

Align Hight
Aligns the paragraph at right indent.
Alfernative: Paragraph — Alignment
Shorfouf — Ctrl + R

Center
Centers the paragraphs between the
indents.
Alfernative: Paragraph — Alignment
Shorfout — Cirl + E

Justify
Aligns the paragraph at both right and
left indent.
Alfernafive: Paragraph — Aligniment
Shorfof — Ctel +17

Numbering
Creates a numbered list based on the
curtent defaults.
Alfernafive:
Format — Bullets and Numbering

Bullets
Creates a bulleted list based on the
curtent defaults.
Alfernafive:
Format — Bullets and Numbering

Decrease Indent
Decreases of promotes the selection
otue levrel.
Alfernafive:
Format — Paragraph — Indentation

Tt
(1l

Borders
Shows of hide the horder toolbar,
Alfernafive:
Format — Borders and Shading,

=0

Fout Color
Selects and applies Font Color.
Alfernafive:
Format — Font — Color

Increase Indent
Inereages indent or demotes the
selection one level.

Alfernafive:
Format — Paragraph — Indentation

Highlight
Highlights a selected piece of text in
the chosen color.
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Find and Replace

Find |Reg|ace || Go To

Find what: |

[ ] Highlight all items Found in:

More ¥

Cancel
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Find and Replace

Find Replace | G0 To |
Find whak; | w |
Replace with: | w |
3 " % 14 % % $!

Microsoft Office Word

( » Word has finished searching the selection, 0 replacements were made, Do wou wank to search the remainder of
\'\'/ the document?

1 14 % $

Find and Replace

| Find || Reglau:e| G0 To |

Go ko what: Enter page number;
Page A
Seckion i
Line Enter + and — ko move relative ko the current
Bookmark = location, Example: +4 will move Forward Four
Comrment items.
Footnoke
Endnote bt -
Previous ] [ Mk ] [ Close
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Change Case

C:' Sentence case,
() lowercase

() Title Case
) EOGGLE cASE
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Tabs [z
Tab stop position: Defaulk tab stops:
| os )
Tab stops ko be cleared:
Alignrment
(%) Left ) Center ) Right:
) Decimal ) Bar
Leader
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K ] [ Cancel ]
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Font |Cha[a|:ter Spacing | Text Effects

Lakin kexk Fonk: Fank skyle:
| imes Mews Foman b | Regular
A ~
Italic i i
EBold b b
Complex scripts
Font: Fonk skwle: Size:
|Times MNews Foman V| |Regular V| |12 V|
Al bext
Fonk colar: Underling style:
| Aukomatic V| | (none) A" |
Effects
[] strikethrough [ 1 shadow [ small caps
[ ] Double strikethrough [ ] cutline [] all caps
[ ] superscript [ ]Emboss [ Hidden
[ ] subscripk [ ]Engrave
Presview
Sanple S aiEbgelt. =
Thiz is a TruaType Font, This font will be used on both printer and screen,
Default. .. QK ] [ Cancel
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Ok

Presiew

col #: widths Spacing:
L u | 2] | |
Ll | |
L | || |
apply ko |'-.-'u'hn:nle document “ |
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Presets [T]
Cne Two Three Left Right
Mumber of columns: [] Line between
‘idth and spacing Preswvigw
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S5pelling and Grammar: English (L1.5.)

Mok in Dickionary:
Jawahar Knowledge Center is an initiative by the - | Ignore Once |
Gwalrnenﬂ of Andhra Pradesh to train the students = |

) ) i Ignore All
pursuing various courses on ernployable skills to meet
the industry requirernents and there by bridaing the gap % | Add to Dictionary
Suggestions:

[ N - | Change |

Change All |

J AutoCorrect |

Dictionary language: |English (AT ﬂ
v Check grammar
Qpkians. ., | | Cancel |
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Page Setup

Margins | Paper " Layout |

Margins
Top:
Left: 1.25"

4
4r

Bottar: |1

Right: [1.25"

4

I!

Gukker: Gutter position: |Left

Otienkation

Al

Portrait Landscape

Pages
Multiple pages: |N|:urmal L

Presview
apply to:
W'hiole document w
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Header and Foolter
Insert AutaText Insert AutoText = |8 = | EE o

A By 22 | E & 5, | dose

* +

Create a header or footer

1 Onthe View menu, click Header and Footer.

2 To create a header, enter text or graphics in the header area. Or
click a button on the Header and Footer toolbar.

To insert Click

The current date Date -

The current time Time -

Common header or footer Insert AutoText, point to
items, such as running total Header, and then click the item
page numbers (Fage 1 of 10}, you want.

the file name, or the author's

narme

3 To create a footer, click Switch Between Header and Footer
to mave to the footer area. Then repeat step 2.

4 “When you finish, click Close.



Create different headers or footers for odd and
even pages

1

2
3
4

n the Yiew menu, click Header and Footer.

Cn the Header and Footer toolbar, click Page Setup IEI
Click the Layout tah.

Select the Different odd and even check box, and then click
OK.

If necessary, move to the Even Page Header area or Even
Page Footer box.

B How?

Create the header or footer for each even-numbered page.

B How?

To move to the header or footer for each odd-numbered page,

click Show Next on the Header and Footer toolbar.
Then create the header or footer you want.
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