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OFFICE AUTOMATION TOOLS
RATIONALE First Year (Second Semester)

This subject aims to cover the handlin
involves various clerical tasks, sych
enables people with lower skill
commercial world, automation help

g of whole field of word processing. It also
45 arganizing customer data or creating reports. |t
levels to perform higher-level lasks. In Today's

s the users with a sophisticated set of
commands to
format, edit, and prnint text documents. It is used as valuable and important tools in the

creation of application such as newsletters, brochures, charts, presentation

documents, drawings and other graphic images This will make the students proficient
in office automation applications

/ DETAILED CONTENTS /

1. Word Processing
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Word Templates. Explonng Template und Formation ol Documents, Selecting lext,

; Editing
text, Frndimg and teplacimg text, Character and Paragraph

.|:I.'I'I'1I.:|TE|r1E_'_ "'|||J|_|,1||'|..|,[|||' I‘l“”'ll...l]“ﬂﬂ
And Styles, Inserting and removing page breaks, Header and fooners. Page No. Border &
Shading. Change Case. Cheeking Spelling. Working With Tables, Insert Table, Delete Cells,
Merge Cell. Graphies And Frames . Page Desion and Lavout, € reating and  Printing Mereed
Daocuments, Foenypling N

e document with a passwiord, Printing documents
2. Spreadsheet

MS Excel Concept - Creming, Saving, clesing, Edmng o Workbouk. Imserming. Deletine Work
Sheets, cnkarimg it o eedl, Bpving and l"lulll'-l'l'll_-' from selected cells, entenne formuia,
handhing operators in Formula, Functions, Mathematical, Logical, statistical, text. financial,
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changmg data shgiment, changing dote, number, chamcter or currency fommat, changing font
adding borders and colors, Printing worksheets, Chants and Graphs - Creating, Previewineg,

Modifvimg Chart<. LOOKLU P VI OORLP
3. Presentation

MS PowerPomt Concept U reatmie, Opemng amd Savine Prosentalions Waorking in Dhlferent
Views, Waorking ol Shdes, Adding and Formaring Tes, | ormutting Parmgraphs. Checkine
spelimg od Corredtimg Pyping Mistikes, Making Notes Pages

I Handouts, Drawing and
Workimye with Ubyects

Wbding ChpoAre and other pretures, Designing Shide Shows usng
teanpliates, Rohediwe innmg, Sarrabon, Mulivmedia effects- Apply Transitions Between Slides.

At Shude Lomtent, Set Driving for Transstoms dead Anomations, Insert and Format Mediz,
1 1w, EW ORI Pt P s Wil |-.|...-,'..|-_.|!_ |:"'.||II'.|II_' Al € oteed lina a thl‘l_ Show, PFH‘I"FI-;.'
Prosentafions

4. Database

MY Acvess Conceprs Dutshose, Belatioal [ Watabitne.  Integnin Edperanions: Creating

drespgsiree,  vuanekprdatonge table sirsciurg Manipalateen of Dats: Query, Data Eniry Form
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5. Google Office Tools

HE AR ww

ad

Creatmg, saving. downloading. sharmg files folders from Caonogle dnve, creatmg andd shating
lll'le_:lt‘ i e wnid |;-\,r|.|-|.|1 dﬂ.l_ & "“""“F il q.,llm_“”*!_ lll'lll'l'ﬂll.' th{'l", Il'“l-lrllH" II“I1 (SN TR
Crowngtle sheet. Croogle formes and form responses creatmg Coagtle shides 1o present your ideas

/' LIST OF PRACTICALS /

Tooks to be wsed : Microsoft otlice | obee CfThee ipen d MTice /4 Suite

Creatmg o document using different font, changing font size and color, changing the
appearance through bold el underline

Creating a docament using subscript and SUPETSLTIPL, justelicatyom af the documient

€ reate o document using Bullets and Numbermpg

{reate a dodumment using page number. header and footer

(reale o document wanp inserting page hreaks and column break . line spacing

Hirw 1ov use miand mergee mnd macro in MS Weord
Creating tshle formatting cells use of different horder styles, shading in tables, merging of

cells and partition of cells inserting and deleting o row in & tahle in MS  wiord docament
Apply spelling checker, prammar mistak es thesaurus in o document

Create o Houcher wang femplates. page setup and pont preview, and then print than
e ument

Work ing on spreadsheet like adding. deleting, merging cells, layeout and wyle

{ rfeale a table and perdorm operation uang predelined function on i

In M5 Excel procedure o swilching between difforent spreadshects and weork bk

£ reate o ypreadiheet and print selected g well as Tull workboaok

( reate u spreadsheet woth LOCK TP LOORUP eatures

( reate different charts in excel and implement lormulas Cautematin and use delined |

{ reate a Powet Foint presentation using shde iemplate

{ reate a Povwer Pornt presentation using animalion

reate g Poser Poomt presentalion Wsing transitinn
{ reate a Power Pomnt Presentation with Adding movie and sound

{ reate a Power Pomnt Presentastion with Adding tahles and chart ete
C hanging ulide color scheme in presentation

Viewing the presentation usimg shde nav pator

( reate, Save, Pun gnd Print the Power Point Presentation

 reate & diushase table using predefined ternplate

{ reste & databese form usimg form wizard
{_reate and share hiley {olders in Catsughe dhive
reate and share Crople doca

{_reate and dhare Cxongle chedts

 reate and share Csieirple Forms

Create and share Google slides
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(Word Processing)

MS Word Concepts

Creating, saving, closing, opening an existing document, Using Featured Word Templates, Exploring
Template and Formation and Documents, Selecting text, Editing text, Finding and replacing text, Character
and Paragraph Formatting, Automatic Formatting and Styies, Inserting and removing page breaks, Header
and footers, Page No., Border & Shading, Change Case, Checking Spelling, Werking with Tables, Insert
'T;m. Delete Cells, Merge Cells, Graphics and Frames, Page Design and Layout, Creating and Printing
Merged Documents, Encrypting document with a Password, printing documents.

1.1 Introduction

Computer ™% general purpose electronic device i Systemn software load w4 ™ 4 Fifea
i W oAEa o typing, presentation, song play, files T print ¥, game F71 520

Operating system 9B FH program 3I9EEE  HTM T @m Notepad, Wordpad, Caleulator
mlh—m fasm w4 #1 %3 74 a9 "0 F software F1 install T ¥ € A computer F
et fvm = #m 4o %09 & 90 application software %1 3EYTHAT 8

Application software program ®1 U6 W95 # = Rl w0 #) w09 § FEEE wwH S0 E

1.2 MS 5w (MS Office)/Libre office/Office 365

Microsoft office Desktop applications ¥ use FF9 519 0 % 990 software @ 1 %3
W A W= FIE R OTEE AW MS Word, MS Excel, MS Access 791 MS Power Point
appheation software 5@ ¥ M user F office Hadt Fw4l F1 IEA F AIEIE =9 #1 § MS Word
Cenkiop publishing 54 letters, applications 3 documents fom@s T Al W e # A
I"_:”"'"”" 1 type T, store T, articles, brouchers, test Tre 991 ﬁﬂ '-‘:‘[ﬁ‘lﬁ? e W #1MS
Excel U Electronic spread sheet - Numerical @ WETHE T3 ﬁ charts, reports,
Presentations 997 #7 9= 90 F wols 7EM wAl #1 MS Access 7% Relational Database
""."‘:'-llﬁfm--m. Svstem (RDBMS) package £ A Data management tasks % handle =7 &1 MS
Pawer Point TF presentation software # 3 ]:mjfﬂ'qﬁ (presentations) =94, slide show present




2 | sfes sichhs
F12  |ectury deliver 5 | compuber prrnr-nt.nnnnr-il graphics, ammations ¥ e WA 3
s & wme wm b 9§ e W AR A MS Offior TE T package # W iR BFE user

¥ ¥ office ¥ computerized ¥ # e WE W OHfEwE WEE owm #i
®1 appheation gt wares & HET il 9 W 'ﬂ J-I'ﬂ=ﬁ e 3JEm Window ﬂﬁ *|

M= i KT

M Office # == £ appheation software S2% (components) 3T t—

(smponent Detail

Micromaft Word Word Processor

| Micrasoft Excel Electronic Spreadsheet
Micrmeofl Access Database Management System
Microsofi PowerPount Presentation Package
Microoft Front Page Web Authorty Package

®m Word Processors

Letters T8 Documents ¥ 787 (typing), edit (H¥EE) #T3, Print %14 A welwm w
Word processor 7% Loy lpphﬂl.mnpmgrl.mfm # fa=s WeRmW | user text documents,
fax covers, memos etc ¥ type, edit, format A9 print FT FHA #
s o v %A # A9 5 spell check (TR F AT FA),

\nsert 7, mail merge | F9 letter F UF document ¥
&1 UE-TH woh A9

betters, application (orms,
mwﬂmﬁfﬂ
graphics | FO pictures, druwing eic )
fer A% SrAEE S ¥ A0 T document ¥ FFEA A9 software ¥ letters
TOEHS ¥ A8 F Pnnt ¥ W) AT MS Word T% Word Processor #1

Computer ' TETEA = documents #1 creste 797, edit F7 7 print 91 word processing
w=rn T f “‘ﬂmﬁwmﬁmﬁﬁimﬂmﬁwaﬂwurﬁpm
wwam #1 7 word procesmng ¥ ST9% word processor T8 document %1 52 #73 #9 printer ¥
smvewm A E’wdp:mﬁmﬁdwumrm?ﬁmumﬁ?mmmi,?ﬁ
electrically disk T store f&m m mow # @ = w froA fam W @ww #, Commands

:hlﬂﬂmmuﬁ!ﬁmdﬂ}-harmmi‘,mpmwiﬁmﬁﬁzﬁmmmﬂ‘!

Ward processor T 781 software program # f#@% EW Document 1 create, store 781 pnint
w @ e b

¢ Ediung

® Formatting

& Spell Check

@ Grammar Checling

& Obyect Linking and Embedding (OLE)



W M5 Word =Y Open &=
TERATR e ey 77wy 30y o
SR W I Uty o
;F::q:i;im KA IEIC T C b 2o I oI AT W & g
1 H WREETR 7w oam wr e mn $ LT MS Office 31 wow et &
91 Start —» Program -» MS Office - MS W

m e @

ored

B e e

"
Y SRS —
& Pl [

-

iy P e e 7T

W e P e L
| v Fmromel OFus (esiwes S
=Wrmod? L | e, TIT

¥ St D Paefn I
(i) Start button 77 - . e
HT % TTEE ANl programs|
 Hom W ——» =T
(i) THEEY start button

(i) Microsofl Office B
h‘!lcms.uft wioi
W1 select FI1

(i} All programs
Microsofl office
F selact Tl

1.3 MS Word & R sl &1 s

MS Word open %73 & W12 8 T8 ¥FN F window open g7, Wt f& 9 screen shot ¥
weffm #1 T #
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1. Office Button
r 97 TE bution # #1 TE button menu bar § B 71
e =% faweg w1

Microsaft Word & TaR FU |efl cormE
click ¥73 ¥ file T document F1 gave, open, print

W Button ¥

2. Quick Access Toolbar
en F1 shartcut F1 TF T4 fEm =0 #1 T8 ZemEn [ sAheEm

& fuma w1 GTE1 speed B 71 T 2

ar Toolbar title bar 8 FFT F
sy § 33 T command T oplion 1 add F7 U WA
4 3 W command TE TIESN # WL E

F=% 79 menu ¥ submenu =
3. Title bar
Title har window screen ¥ Lop q wm B TA file 1AW [hsplay 7l B
fault 7 8 ‘Document 1 fere w7 B0 A

—— L - R R de
# file 71 FEH) A9 A save fm TN T Document | & v W fem o file F AW wefdm w1

Title bar 3 719 FR B T hultons A —
T “mimimize” THTH Gpen faan program Task Bar ¥ 301 WP F
- Farit window % width %1 FEL W awa #

FET “maximize or restore down
fram “close™ 1 program T file T I 74 F1 F4 FWE



4. Formatting toolbar as Hrafm I s

Formatting toolbar B texy 71 formattin

g HA A R s o

pold. italie, underline " = huttons BB A0 B font, fon aize
5. Menu bar

TJ?-'Ih:lr title h{ll‘ + A m .ﬂ] 8 tab bar i o i _
Menu F1 select CRC IR options &1 drnp down list dlﬂplu:.r v Menu 7 display F1a #
6. Ruler bar

Iti'ﬁ \Tﬁrﬂrd A 2 ruler 710 %—Hunmplu] T3 Vertical. Horizontal Ruler text '
9 T E A9 Vertical Ruler text area % 9/l 7% #191 #1 Ruler & Xt area % farge
farmat @ =0 wF@ #)

Text area ¥ alignment 51

Horizontal Ruler document #1 width (left 74 right margin) 3

N measure FA] T
Vertical Ruler document 1 height (top ™3 bottom margin) # measyre ——

7. Status Bar

% text area ¥ faTHT A= FW # T Bar ¥ “Zoom Level” 9% tool #1 # Fors meya @
page ! zo0m in 71 zoom out A1 S T $1 K ST page number, language, word count
line number TG option ¥ T8 &0 ¥ ¥/ #|

B. Scroll bar

# Scroll bars ¥18 #—Horizontal 591 Vertical stroll barl

Horizontal ® sereen display 1 left = right shift = TF #i

Vertical scross bar 8 sereen F display F1 up 30 down shift =13 2
9. Text Area or Work Area

% TEH HeeEyy] 9 21 Work area 98 T FA @ W91 text document F type B wm #
& MS Window F1 W94 9F BF B

10. Help

MS Word & f#dl option & =t 728 &7 F faw Help =1 wm &0 # 59 F1 Button F
T |1punmﬁlm'&|

1.4 How to use Home menu in MS Word (2% o9 @ & &% A< &1 390)

I
et | S omaw epessd S Gy e - .
- a = oww a1 C 1 FTTE T F— - Rabbd daEpi e )BT ' apbmmirn t e
e P, (0 F Bodma a e ® g @EEED R e | 1 ey == ® . "

g - [— ¥ 1— = Ii-
& 3 3 & b
S 3w B 0 WefiE £ home menu 9E 9T H S @ £l

1. Clipboard
4 option & WA cut, copy, paste T8 format pointer 4

Cut—%# option & B fEH 1 text, picture W shape F1 UF ¥ J cut (B2 FIE



8 | siftra sk o=

cliphoard T paste T insert tem o wwm E
Copy - fgst ot 72 picture T shape ) copy FH H A select fHm A ? R moleg
f&q ™ Data T Right chck % copy #1% e §A7 T paste fam n W #

Paste— Paste ¥ FET paste. pasie special, T8 paste with hyperlink option qees # fam

v T Emﬁdﬁunupnumfﬂfm"ﬂﬂ?ﬁﬂh

#FEN cut T cop
e B data 1 U TWE A ol

aT=TA - eyt W A ¥m # T T 39 cut option F1

:mqmrm‘-l'lﬂmfl

FTF W remove FTF TR
B cut T copy ¥ THEL T W A 2 W

Paste 50 e = Data ¥ TF 5
=
Copy ¥ e Dats ®1 76 37 07 797 & mF ¥ Data $1 T8 A W 7@ 01 599 Data

% T & qoi. remave 0 € B
# @ wgn @ I EW R TEE MR A Text W

Format pointer—3f 7% & Toal 37
[”muhnFE-Tme}'fﬁ?m*wm muqﬁﬂiﬁ“mmMi| ﬂﬁm-iﬂ"mr
Tex\ ® TF ¥ TF 72 % @0 fent, colour W size change T3 TEM # @ = feufa A f99 format
& s Text ¥ F7F 7 WA select FA % = format pointer W click T 1 78 ¥ click ¥4

# curgor TF brash 3% T 9 T # 5 Text select ®T1 T same 99 # format select f[F7 0

Text T 3 0N

2. Fomt
g s font W

Foot—T¥E%]1 help A select

yios © 9% opuon apply F74 & feu IUE= [ {
¥ gu AT F style F1 TN A T R
Font size—¥A% ¥ @ Text ¥ size & W 7 fEm = TEA £ AT single line W
b ® sige W2, WGEN £ A Text ¥ select F ¥ FETIH T 8

Clesr formatting—55% help & Data ¥ 74 w G ¥FW F formatting 79 Bald,
ltalic, Color TROTE &1 7% click § w23 & feu wEm T S #, 7O Text delete & T 71
word start T # By default setting ar foafa ® 30 FA #) Clear formatting F fo Text F1 767
B select f&m ¥ =frw

@ Note TF Text & Highlighted colour 1 781 &2 7

Bold—Select 8 €0 Text 1 21 (Bold) $13 % fag, wam w0 #

ltalic—Select 53 €0 Text ¥ frm 73 * fF0 wam #4 #

Underlline—Select 0 ¥¢ Text #1 underline 71 & A0 wam fem = &
ﬂ—ﬂaleﬁfﬂrﬂﬁﬂhnﬂﬁ?ﬁﬂf{gqﬁ#mﬁ#mmhﬁh*l
%1 9% number T

paragrap

Strike throu

Subs cript—a ¥ formulae & SaE ¥ FTA AA subscript il
character & WA @12 srEn 1 fFmn w0 A

Eu.p-n!mﬁpt—-ﬂﬁﬁfmﬂ Muthematics % formulae fi wHm F1A T superseript HECH #i
7E f&H calculation ¥ number T character % Top T W12 AEH f fem wm £

Change Case—IH#1 922 A O f&0 ¥U a2 ¥ sentence case, lower case, UPPER
CASE, Capitalize Each Word 7 tOGGLE cASE 7 Fr & fem wam & P




_EHHT'-E[E-H:I' s 2
fgm A TWEA A RS L&
Fﬂntﬂnlur—!‘ﬂ?ﬁqﬁ:ﬁﬁﬁﬁfﬂmmmmm - .
w7t & o R R R B TR S
tﬂute:ﬁﬁwﬁﬂmmam‘qﬁwﬁma&mﬁmmﬁ.
3. 40T (Paragraph)

THE 37T 322, spacing, page break T8 line bres
mafa setting F7T qFA 7 ﬁﬂ—ﬁ]ignmenl.. spacing

Bullet and Numbering—57 37 Fuftn 51 fafa= =9 5 oy
o e h T M symbol fomd &

k. l'l Uptm:n iq:"FEEI t ﬁ'l'-H'IH EIB H
[-\.Iﬂ thEmE l.:'l.'.l-][lr g"q”iql

Decrease Indent/Increase Indent—39%! 422 ¥ Ty 5

TH F F 3
st ) % forg T T € ) mder B W R Y T S

&
Sort by Ascending 37 descending F B &7 #731 % fom watn w73 # 44 A27 T Z2A,

Ao AW F ATEN R w wEd ) AR Awd # oA F sEn s @ a9 s
T TR B H A B

Show/Hide—39%F1 T2% 4 ¥19 @7 127§ 2| =09 % fom wam =0 #

Left Ctrl+L—T00% F1 914 77% 74 & & wm w73 #1

Center Ctrl+C—TaTs =1 w9 ¥ =01 % foau wam w14 &

Right Ctrl+R—mms 1 zrfl 0% 01 & fom wam &3 7

Justify Ctrl+)—TTFE F 9rf 37 =9 7F F M F o9 26 ww | e 511 F
e sEm w14 #)

Spacing—&e fH0 70 Tmrs F) Siffm w5 e 9w e F e g s #)

Theme Color—TH4 & F{AW WEF W 98 F01 (Shading) 57 & oo g9m s394 &)

Bottom Border—al21 am 783 2] (draw) 9 & fA0 wam &7 21
4. Style

TAFt 722 # Normal, No spacing, Heading 1, Heading 2 57078 style ¥71A & fom wam w7 )
5. Editing

& Document T A9 28 T option perform F7F Data edit &7 TFd 2

Find —t@# "gg 4§ fad W T@= = Wmrs &1 @red & (a0 w6 F 0 f

Replace—®a4 # @w fad Rt af 7 927 & fern wam &ed

Select—HAHR F WEE # 42 3N wfeiae Toz w14 & fo wim = &
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1 o9 o @S W Insert Menu 31 JTART (How to use Insert Menu in MS Word)
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,nHH' ]

A sy . y X s b vt

g ) e Qud o 4o I S it LR

::: - -:.-.- : L L “‘rr. Blis i -» TS _w
T_I 3 3 ) () (B (7

'}mh;?ﬁﬂﬁtn’hﬁiﬁuﬂﬁﬁmsﬂnhﬂenuﬁﬁﬁ{?]qﬂhﬁaimnmé_|

1. Pages STGPIT Box | |
irg A=A A9 option #% # Cover page. Blank page, Png_-:' f‘ErEHlt {EEED] EFFF fefeafaa #—
Cover page— &9 i Publication 3 Document LE R oW & A THE Tﬁ':r

cover page O FT3 79 wan Fa T #1 TEE st #E FER F Model pages TEE H ITEH FR

$ s=ry =g Customization o F THA | . o ‘ ‘
e (new page 1 W) Insert 13 & fem wim F1A €1 98 Cursor

Blank page —Blank pag > 5
1 fafs F A Blank page Insert T #1 Cursor 7% Paragraph % 5 # T page FH M
' & Insert ¥

ﬁﬁmrpmph*ﬁiﬁﬂaﬁf )
PnﬂB:ﬂk—erBrcﬁiﬁmmiﬁT‘ﬂiﬁ'ﬂTﬁﬁ?ﬁﬁ?ﬂTPmamphmﬁﬁmw

mgpﬂiﬁnﬂ?;lﬂanEﬁakﬁmﬁEﬂFam.grﬂphiﬁwpﬂg&ﬂﬁﬁ#ﬁﬂ'ﬂ_mﬂ?ﬁ’rﬁ

2, Table
T option BT page T TF T
Ex¢el Spread sheet #17 Quick Table % help
3. lllustrations
™8 aption 5 57 & Document ® Picture 3 Shape Insert H4 ¥ option ITEE B B
e faw=y ¢ fow A fam —
Picture— 374 Document ¥ #%7 Computer & a9 JPG, PNG T BMP 57012 picture 31
Insert &7 & fam w@m fam @m0 €
Clip Art—%® 1 picture % AU # #1 & W= THF A0 g g
Eh.npe:—ﬁ!fﬂ:l TFW F ﬂT?If?I"JI Line, Arrow = e Insert 4 F frm WA ﬁ’l e
wm“ﬁ'ﬂmwﬂﬁmﬂﬂil
Smart Art—7F TF U5 shape ¥ M communication 1 =oft & fom wam #7a 1 3Ee
Urﬂphj_{:u.l list 317 #1 process 31 A9 Diagram #1 Insert 79 F fAm wm fEm = # Dingram
Insert & T2 TW W Text W Type ¥ AFA 2|
Fhlﬂ—fﬂfﬂr_-l 9FN % chart (Pie, Line, Bar, Area 51f2) 1 Insert &4 & fee g fam
T Bl Chart select %79 W U%F Excel sheet open 81 #l # f750 53 5780 Data & edit FF
chart & ¥9 & w2 =1 7% 7
4. Links
T Box & =1 @14 oplions foem f&® Hyperlink, Bookmark s Cross-reference # f3F

sfaw Table ¥ Insert T Draw f&m = TFa £ THF TN
# Calendar, Table 318 Insert f&a = @Fa &



o e
o fred % @@ W ¥H add FT TFA ¥ W A Cross-refe SRR

rence %
T ? & cross-reference 1 Hyperlink &% = % Fariy ce Bl TE T wa £ s ok

e | Ctrlselick 9 link #1 fol re
Bookmark Box open 74 F 12 399 Bookmark =1 select T g0 to button mﬂzﬂml ';:Hq
Cross Reference—#1d T%1 § Numbered Items, Heading, Table, % 3980 1% wrearfons

ﬁgm#ﬁqmmiﬁ!ﬁTﬁmmilmﬂﬁmmmﬁmm%
ﬁmﬂmmﬁ%aﬂIM'ﬁﬁﬂW%mmﬁmﬁnﬁﬁ?qm
feme THE H O A A0 FAN G E FE A et R A W A v o vw e v o
#zn Fam W A W T TEA # FH Y etrleclick B wE =10
5. Header & Footer

T8 e 4FH F 3R A9 option TR fSE Header, Footer 5 Page Number Hraz #
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Header—30#1 Wim #% § =faqifz 71 zmea, Ta F1 99, M Fv T2y A fFmd F f

M F1 WEA F W U WA F ATEN -G HOSFT 71 Note $37 (Top Margin) 30
A wifse ar e B
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Hrer Ae wiw ur fram g &)
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W % Jafn wiHz fem fa 5 $1 % A SEAEa W HEd f
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TH ZE wieE & #1219 faeee fosm f3E Text Box, Quick Parts, Word Art, Drop Cap,
Signature Line, Data & Time 31 Object ez # fagm wim fa=fafmm 2—
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ﬁ#ﬂhww:ﬁiﬂﬁ%sﬂnﬂgmm:ﬁiﬁiﬁfm
=TI

Spacing—TETE = WA e M W w 0 w4 w8 i Oy sfer e
#rm o ° o foem =

Arrange— 573 WwE = %0 9 W Am TR ¥ wEES 92 579 F FU o s
2,

Text Wrapping—2%= T 51 72z 3 s 51 mawm, 72 fagrs 732 ¢ %2
#iw Z95= Zf1 UE SfZm, Wiz 92 w79 ¥ fAm e w2

Bring to front/send to back—F5 &1 79 ¥ 37 = 9= 573 F fam fam 3 =
A Tz T IF ¥ WM =94 2

Align—U=TE ¥ T9m 92, M52, H27 a@ I, fofEA wE 9En S04 ¥ R ow R
Group—FHi I M A PFIG M AEMsFA I W aAMFRATO N E
w¥a £ %0 vw WN AEETR W 9 ATOE M A6 FA

Rotate—7172 #1 2= & o199 fag=r 1 90 f=0 &%, 90 20 7%= fem 2@, T
effrat=m A on A" § @ 42 B FE=OUE 1 OAEA 7
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i‘r:ﬁ#wa—mﬁ*ﬁuﬁmh
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FEET o T TFA B
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Delete &7 T8 #

Write & Insert Field—fFmz qm wp
Write & Insert Field Group #1 Fm g 2
TRl 1 TFa B il ﬂﬂﬂﬁmiﬂﬂﬁ
e =m T8 st
TF 7

A S
™ fAwe o Extra Fields IJ'I‘=|-E'I'|. T S T

Preview Result—a = ud =1 =4 T

1 B " e —
mmﬂﬁﬂmWﬂmﬂmihﬂ“mm%] A T % st v

. Finish—I%FM M9 % 35 ofes

AHE Bz, fuz B
Message 1 foFen faem foody 39 w4 %1 Ty =7 o ¥ M Send E-mal

1.9. How to use Review Menu (Review Menu &1 39z

o R - Drarsastd - bl Wi
: Lo Besnan Fup . mrE— EpEarie [ B | i
" Y Veprvvmman, vy - LJ .,._J - L e
f 11 u _J L e .
_wlhur‘mr‘wﬂil‘ml L P ﬁ .‘%"J"—-"- i:r H-' e, _' j
i p— il e o | m—y D= = ] v B + il L sapan ey
e g LT T — E [1g e

T8 Menu # 6 Groups 76 & &1 % 54 faim 9 9 gsfm ¥

1.

Proofing—Proofing 9 4 9% E..'I?.]'q? ¥ HE Commands 200 & n-,gﬁ-.]-m
Command T4 bp-c]hnﬁ & Grammar 591 81 $0% 57 %5 9 Word m Paragraph #
o Y, T B T Spelling £t 0d {_:rdmmariﬁ"ﬂ ] T A 1:!';"]1—1 F AT w49
FA Fl THA UF W& F GG (synonyms) A% antonyms TS w1 @ fAw
Thesaurus @%@ =1 WM #73 # 99 Translate Command F BT MS Word T ﬁrq
HEM-EN WM H Document F1 Translate ¥ 37 %3 # Ffaa 9= 1 2igee 59
B 39 T ) AeiaE w0 Zmee s w5 aw s am W A % fEm g A
AT ITEER H B

Comments— 74 fFH 7"a =1 e fan o e v = o 7 @ @ e =0
T A E

T‘rncking'—Tlﬁ"t T A Svatem &1 fFEl 379 User & W9 91 Share &4 & M
Tracking Group 59+ A0 @gd F8 31 ¥Fa@ ¢ 59 5 Word Document Y Tracking
w1 T T # A 39 Document ¥ BF e Editing 1 39 Tracking F 571 4 CET
#1 A 9 9fit=Eaa ™ Document o EE # 3% Word 30m ® foaa Bl 3R UE O W
% Document ¥ Edit T mn # 38 W Tracking sqer! famarm 1 9% Command
Multiuser Systems 9 9g1 ®M 3 &

Changes—Changes Group ] e Document ® 80 Changes F1 Accepl £
Reject © T & WY AW B BE WM & (AT IEE Accept 1T Reject Commands A R
Accept Command & & Document B §¥ Changes F1 Accept (WATE Changes 3'T|
Document ¥ Add FT) fem W ® ﬁT Reject Command # B Changes I
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Macro—7% 7% 810 m VEA tfeorm b 0 6 AT e
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1.11 Creating, Saving, Closing, Opening an Existing Document
B Creating a New Document

(1r M5 Waord apen FTA E A meny har ¥ file aption T click 711

(1) File option W click 71 A 7% drop down list © new 37 silset |

{11} Blunk document 1 F &7 Blank document 51 sflect T, 57 create T click Fm,
|

Microsoft @ T 7 Installed Templates (79992 ) 0 A0 document 5579 5 fom o
AT Templates F1 59 F)|

* MNote :

(i) Window 1 home screen T right click %= 77 drop down list § Microsoft Office
word file select 3 T new document open FFT 71 T )

(i1} MS Word open F77 & T2 Ctrl+N (short cut key) T9F B TN document open 59 =
wEA

B Saving a Document

(i} Menu bar B file menu 97 chek )
(i) Drop down list ¥ save #1 select FI

(i1} Save F1 *H foe locntion M drive % 31 folder/file select ®T7 377 file name FF
field # file &1 9 fowEm fom 9@ B file save T =8 £

T S T document By default document TIF folder B save BR #1
liv) Chiek on save bulton.

& MNote:

i1 File 1 save H19 F fﬂ'ﬂ Cirl+3 (short cut key) 50 wgm fomm = %I

i) Microsolt Word 7 file 989 %1 extension .DOC #W 1 MS Office F latest versions
(2007) 9 extension [ DOCX ¥18 7

Save—3A lfu!hn!uml H UM file F save w14 319f qrfum T & fem fam @ 2 =W
HHFE GAL EW file F New Name H save F1 HHEA 1 File 1 save 13 ¥4 €9 file menu J ol 70
Hil'f'l' wplion 07 Muousi E'u_mh-r A WE chick %1 #4 71 Click 77 71 file save option dialog box
LA I]ll'F!I".tﬂ A ®FEER File Name FEs a0 weq @0 505 2 { 914l Folder 3 Drive) 3
HAE & 1 R $HER 4 Save Button ™ Mouse & B Click %t #3 # fagy wam File save ®
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A F
Save As—28 Command 3 Fam ¢ fEA W g wEE (Ol file) F FEA Dupheate file +

T B save FI HFA #1 afz e UTT-'I document ® F2 changes M editing 1 ® @ Save as

option F1 use =75 modified (edited) FTEA 7% Am H save F1 W THEA # FabE PH OEES #OE

AN (unmodified) T T # saved 7%l F

W Opening a saved document
(11 Menu bar 9 file ¥ chek <11 57 drop down list § open FF option T elick )

(it) Ohpen % dialog bax nppﬂ'ﬂrﬂ"m el 393 file # 99 S file open FT AFd & |

¥ location select ¥ TE 14
i1} Open 9% button T click i

Note :

iy Ctris0) shortcut k
open wFA B

ey press T4 T open =9% dialog box open AR IR ﬁl T 7=t file

galact T

W Closing a Document
(1i Menu bar 3 file optio
chick &7
i1 File close ®73 # TEA we fi
on Yes button to save changes.
1) Click on Ne button. if you do not want to save the changes.

n selsot F771 {77 drop down list ¥ close FHSF aption 97 right

le save T8 &9 7@ #, 7 % dialog box appear BT click

|

B File Operations in Word
Copy a File
o TTET & wEE W e W
& ¥E Pull Down Menu F Open T s w0 R
* hﬂﬂﬂ!ﬂ?ﬁ-‘lIi‘ﬂ"rmi"J'Il‘ﬁl'-'.Hightclltkmﬁﬁmmﬂﬁiﬁmenuﬁﬂﬁﬁﬁmm

5T F7A 7
* hﬂuﬁﬂvmmﬁmmiwmmgmﬁeﬂmiﬂmmPasm
%73 #| TF @7 O U A FE wEA 75 997 # TR LR

faF1 7 fe%

Maove a File
& TEER F wEe 7 e #)
¢ T Pull Down Menu & Open T {7 1|
& 78 A F1 Move 579 § 78 7 Right click 7 51 F2 (eut) W fFH &0 71

& 75 WIFET § Move 791 £ 38 W Hught chick ™ fF7 Paste fae W click %74 7

Rename a File
. m%mfaﬁmmclmkmh
® 7= Pull Down Menu F Open T click &7a 7




7 W |
- ‘ 17
& '-Frﬁr_ﬁ Fl Rename &7 # 30 77 Right click %7 wr strey oo -

click F13 ) TR R

ame AEey €
& 1AM FER 2 A9 Enter =41 #

T4 =8 "fed W T s R i ,
¢ T e 7 =9 Wr.rmfﬁtﬂﬁ?mwﬁqamﬂ;rmmh .
m ‘]ll'l EI . I:""i:l.'-."- :"I.H.] :j-_q'l'-_;-

Delete File
® THAR & HEA FFE W oclick $99 #)

=

¢ 7@ Pull Down Menu ¥ Open W click %79 #4
& o 1A F) fRer & 36 W Right elick %1 979 91292 359 % Delete frse o ok
A
Undo and Redo
& P ZFET F Undo F 1 30 9
#1 Hqel #W 2 1 Undo %7 783 7

& fm wr F ¥ Undo 90 § 98 381 0 & 1 252 20m0 4 Redo w7 ook 57 .
OFd &

ﬁéﬁﬁﬁhﬂrﬂmtlichaﬂ#ﬁﬂﬁmmﬁ%&ﬂﬁwﬁ

1.12 Select Text, Editing Text, Finding and Replacing Text

Text ™ T8 H49 options Edit menu & 37 ¥ &9 @1 o553 7 B
M Typing text in the Document
(i) Microsoft Office word F1 open T4 F 717 window open FT|

(i) MS Word F1 window ¥ working area W TF O = o # faos curae B
Inserting text point FF =91 7|

Working area w upper left corner T WEf¥M BR #1 0w kevboard Ft Fema 8 e @ g

i
M Inserting Text in the Document

(1) & A Text F Insert 77 ¥ # 39 Text Right ¥ Cursor &1 place F1a ¥
(i) F57 Text type F9m

& Note: 3 7= F 49 3 space F74 % [0 Text § 92 Enter key press 74 H Line 9
spacing T T TEA B

B Selecting Text

Text ®1 keyboard 9 mouse B select fFm =0 s 2
ia) Keyboard BT

Document & A8 T 8 Text T select 71 7 78 37 309 # first character W cursor F1
place fran e @1 T shift % =g Arrow key T T T Text F1 select A 1 OFHA 7
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Rrey strokes Description |

s

T selpct one chiuracter Lo the nght

Shil
(Shift - = I'I'r- wiloct one character 1o the laefi
Shafy - ° To sebect one line up
Shifi « = ITn select one Line down
{Shift - Lnd ITn seipet the end of current line

Tir eelect the end docament

Shift = Ctrl - End
To select the begnning of the document

Shft - Crrl « Home

gr) + A T select Lthe entine dacument

th! Mouse BT
i ¥ B Text
nir 5 Mouse ¥ Rught che
Text select F7 r
it 57 cursor T Reloase ¥ M
rrr w7 T welect FET TT et haghliyght il I

P i 7 = first character = fur=or 351 s tion T-FH tl
\ T hold 7% Mouse 1 T TH drag fFm =M 7 57 7%

& Notre
il Word ¥ select 7= 7 70 word W double ¢l

{11+ Paragraph ¥ sclect 72 ¥ &0 Parugraph T Trple
fom m = B

il T HET  pen Lence

u;lr.i:ﬁ_:f o word ﬁlﬂlm il mm
click ¥4 & Paragraph select

5 fom Cirleclick ¥4 A sentence select fFm 1 w1 £l

B Deieting text
i1 Delete f#8 M3 a7 character #) left sde cursor place F74 T Delete key &1
Character delete 50 T THA f| TH TFW cursor #1 delete i3 77 9 character ¥

Rght sade T place 73 ¥ Back space key 37 delete fom =1 A 7l

ey 1 HETA # word 7 puragraph 1 select F1F Delete

i1} Delote 37 Buck space
fsm = oA ¥
iy Menu bar 8 Edit Menu B eelect @ll FYF Delete key

delete femm @ mwm B
B Editing Text

T Text ¥ =0 T 70 Text femg 71 Ediung o1 #1
=7 ¥9 Document B Text £l

press 4 W entire document

Selection, Deleting ™ Typing Text change/edit 7 A f

B Find and Replace

a8 fF5E T W ?;'1'41 T q"lﬂm_"' 4 71 Find commuand 57T il L prae T A
lace F1 = i

oF &% document
T WA T p

ﬁﬂ?phrm-mﬂw#ﬁhmplm?umaﬁ
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ta) Text & T2 (Find Text)
(Y Edit menu 9 Gnd T elick 573 %

iy 57 find and replace dinlog hox appear T

(i) 57 find what 19 3 field T 0 %2 F731 # a7 frrg 3,
ib) Find and Replace 377

() Edit menu 8 replace 77 click FTH 2
(i) Find what box % F#%4 Text %1 72/ # =77 fomm 1)
(1iy Reploce with box H fag *92 9 e 7 9 Fema

tiv) F57 find next 97 click %74 % T ReplaceReplace all click %7 %3 2

Fary) Fepiace 1= Tan
Ryl mihugl -
gl ot s L3
| Horg 3 LR
- -

1.13 Character and Paragraph Formatting

5 document ¥ Text T formatting F73 & e —

1. Text/Charncter fa8 formatting 7 ® T8 left click 7 7w 7% Te

_ j R xt select FTa7 F
Mouse F! Drag T8 select T4 71
2. T a1 y=orpm T oftsds w1 a2 #H—Font, Font Size, Font Attributes,
Font Color, Font Dialeg Box, Margin, Aligrung Text, Highlight the Text
H Font
‘ 'LTEIlfl type face, size T design 311 lotters, numbers, special characters or symbols =1 spt
#l font 71 - |
) T8 character ¥ formatting $74 & a8 TR T8 select wHI
i) Menu bar 9 format tab T click 1% font W click 11
st TRY font dinlog box appear B
#* Note : Default font Times New Roman #10 il
i
() Text selivl FT5 font name box i :
: 1 lﬂh! h]lll_‘ IE d]’up ‘i'l“"”. : p a i o &
T'ﬂ'“:' 1‘“'“1 q ‘-HFH” J_h':ﬂ_‘ “3?- ’IIIHL J-“_-.Iq_lfr_ ;‘]‘"Th o 111 L]I': h FFIT th_:
B Font Size

MBS Word 8 fom %1 s/em | | 1638 7% g mEa By
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(1} Select the text

(i) Format menn 8 font @ ¢lieck %00 197 T% dinlog box appear frm faH size e

document ¥ charactor 1 giee Hi"ll"'l"‘:ll fae e #

bt Font mize box 8 arrow T click F7 drop down st T mize ¥ select T HbA :.'r
I !"l_\rm'u'rnp toalbar B AA I{'I“’h m fort W gyre MFEN T WA W WA K
B Fom Attribute

Fort % feature ® Fonl Atinthule w4 & W Bold, lale £t Italic

U nderthine — 4____

(11 Select the text and then click on B. T or U button on formatting | £ O =

Lisiilamr 1, T - .
& Note : Shortrul keves Boid Undearling
Hold — Crrl+B;  Malic « Ctri+l.  Underline — Ctrl+U

B Font Colour
femg 78 oot ¥ onlour ®FTH W polour FEEA # AU font eolour button & Tgan fFm = t
(1) Seloct vexl
i) Formirting tool bar ¥ font colour A & T ¥ @ arrow W click M
fitp) 187 polour dinlog box appenr |
(vl W colour WA # AN select 73 T character/text T colour 3 M
N Margin
Marpn T 57 # fE page W HF WER B Text ® FE T type FT0 R
Margins are measured from the edge of page
Margin = 87 8 FA f—Left margin T3 Right margin
B Aligning Text
Text Alignment ¥ T779 Text 8 ff¥9 column & 32T Arrange 71 MS Word ¥ by
dofault mlymment. left justified a0 {
a THT A Algnment f&m T T —
Left Align (Ctri+L)  Select text %1 Left Align %79 F fam
Right Align (Ctri+R) = Select text ¥1 Right Align 79 % fam
Center (Ctri«E) Page Margin % 3980 Left 517 Right 714 Margin % w4 Text
Justafy (Ctrlsd) Left 7 Right 2 Marging T Text 1 Align 7
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Thio e Heggin
'll'. fa [ Fa

Lofl align  Cantor align Jusiify
{®) Alkgning text using bunans on fermating tooibar

- e _"‘—\——\— ——
Then peoduction of o good Hi-Fj T prodhachon of & good 1) |
lnicin prakars faguires thal i Il Rpmaknr s rovums that tha
spaakars bo antiossd Dscsws Spnahers b nncione [~
of o numbar of Turdamenial of B rurnts of Tund s i)
progmiing of Inuisgascies

FIrigami e ol L= EL T ST
(e] Coniar alignad st

(b Laft milgred lax

The production af i good H-Fi The sroduckon of a oo HF| |
s akons roousan hat b inaagenian rmgquYes that the
npEalary e wcloaod acausm L L BT T e bl ause
al @ Aumber of fundsmanisl of & number of tundemecis
proparlios ol IoElsos s pripariien of \oudspmakars
(el Right sligned text (#] Justify raat

1.14 Automatic Formatting and Styles

Automatic formatting and ﬁL;fIEE w fﬂ'ﬂ' tmma MEn lzl:a_r W elick FIM T wee 5 defined
styles 9 70 ¥ fl document #1 F90 #731 F a1 7 &S appl

y fFm = = 2
Home - Styles — Drop down list ¥ Bl 9 style W click #13 & d eat ¥ style
automatically change fFm =1 w2

el e g T p—

2 T e M S T e 1
DGR e o - Iﬁ*&*ﬁ--man-im_m.
Tt -

7 Nt s | T :---.-.--r'n-r!r-ln-I.l-u:--|a-~ﬁ~2 i

Asietm N R LEEILT ﬂﬂb' dadi
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" b gt Frudeg | swgieg o [p—
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A
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Chok opan fhe e Ao figd

1.15 Inserting and Deleting Page Break

U Page Break apply 75 % & #itg #—
FEEN Insert option T click %73 o)
SH Page layout W elick %75 4

{w) Position the curgor where you wany to insert

Select Insery — Page Break ., Chick O

ar
Select Page layout —, Break —. drq

d », -
B dlaw list Oper BT - elick on MNext page or FH.E'E
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1 mHFW:rﬁmnﬂH#mﬁﬂﬂﬁ

Tﬁ’mnpuun“mf#hﬂﬂﬁmmi:mnupm

= T

== 3 famE oUW | S F o w 5 i page

ot 4 T2 T AR W fEEw w0

=y ﬂﬁwﬁ“mmﬁ}ﬂmﬁﬂ?ﬂnpumlmmﬂmWh

’Tmfnumbmrln:eniﬁﬂﬁ'fl
!H-umrnﬂmﬁi#mmmwmiumiﬁmimﬁm

Ll Sl el mm:mmhwﬁmmmhmmﬁ

ﬁmemfmﬁmmmﬁﬁhm:ﬂ#ﬁﬁm:ﬁﬁm

PO TE W e ¥ Hbu&rnmumntWﬁﬂﬂiiTTupHamnﬂﬁmiimt_m

meﬂrmﬁarmﬁmummrmmwmiwil Header 7 Footer 1 ¥am
ﬂ'-"':’T"T'3”Pwm..lht.:_lu:.i'mrmm:-ﬂﬂfmmﬂﬁhﬂi*mmmt.ﬂﬁﬁ
Documents ¥ W7 792 & o2z %7 5% £ 30 I 723 § EA T £1 Document ¥ TS
Page T Header T Footer 0T 2N I0 7% Header 57 Heading & 919 79 U5 Footer 57
Fumﬂriﬁﬂﬂmmi:wmﬁﬁmm{ﬁﬁmd:rﬂn Footer HE9T™ &

og= © =rE e

n AW menu bay

| AR R am S Decument T TEA Page W A0 AT Mouse cursor F1 Top margin
g TEm

Y ™ W 9 lneerl tab T FE %7 W @08 Header and Fooler option femmd 7
I o fers € s TEE W9 bwit in layout and design option gtz A =
Header 9 Fooler P91 93 § 0 Edit Header @ Edit Footer 31 =74 %31




3 WA (Tm A, T = T I, Jan oty i

#79 Document % Page 77 =T w7 I p

age T Header M Footer 9m & Eib1
4. Header 317 Footer

¥ 9 FAF U Clouse Header and Footer button T Fers 57

1.17 Borders and Shading

W Za% § afET S (Adding Borders to Text)

Text F1 =01 7 border A A7 %79 9 Borders and Shading command %1 wim
= i

A border is an outline that is applied around text of different types. It can be placed
around selected text or paragraph.

To place a border around a text or paragraph, follow the steps :
# Select the text, paragraph.

* Select Borders and Shading option from home tab.

The Borders and Shading dialog box appears.

L
i_:U
= L R -
E srms el Fags Lapms Brtereran Ly & S
= i -
b e £ B U KN B E S Ay T —
Fhals Fromatue B8 s s, w gy W A TR RS S ) o s
et i [ 5 g o

P A = NPT

2 Bt

L e mge
B Rvie
B Errges
st W 1r
J  TigEs Beede
udd L= iquy
FHH T T e e

Rl LI T T P

® Select the Borde
border should 5
* In the Sy
El-l'!l.'l.l:li_:l'v.l.r1 abD

ra tab in the dialog ha
sy £ box, Many settings are avallable
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® To change the rofor of border [ines, click the color drop-do

from the color pallete

# In the Prevww box vou can preview the horder for vour 1ext

& Click the OR button The border wll appear .3.n'r|_:r1r_| thi ™

B NOTE : To remove border from a paragraph, choose None option in the setting

area of borders and shading dialog box.

In case vou want separate borders around the pa

LTG
a1l & T1eE

]

" I"‘.'I'Illl""""": FI’.I‘I“'h".ﬂ"_ -] H-:.-'f]lf'h -\.']"I-\'JI -";l'l'

To place a border arcund an entire page if

vour docume

ading. Borders and 8

wn arrow and gelect a color

aragraphis!

ragraphs assign a border to them one

nt. follow the steps :
hading dialog box appears
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& Click the Page Hurider Ll

& Yelpet setling and atyle
& Click Agpdy Lo list drop
@ Whade odee wrnienl pilint
® Thin seviinn

mint LI

@ This sectinn - ALl except [irsl page plucen n border arcund
Fii et seetian excepl the firsl g ol Lhe

Al

arrow b select one of Lhe

i W fRariler wrsiarid wach ol thi [

Firat page only places o border wround the

eLien

m derare A &N 791 (Bhading Paragraph)

Tzl & & codour 9 grays

wle patiern ade

o foallowing
sigen o the entire document

firut pagie ul thir urrent

sich of thir pages of the

| @7 ahading S R
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You can add colour or Brayscale the text in the paragraphs. Th
Phs, )

colouring or pattern is called shading,
To add shading to text -
® Select the text and make Sure that the insertion point
® Select Borders and Shading.
€ Select the Shading tab,
* To select fill color, click the calors

pattern behind

1510 Lthe gelected text

The Borders and Shading dialog box will Appear.

from the colar paletee in Fill area
® Using Apply to drop down arrow to designate whether

the CUrrent Paragraph or
sghould be shaded. W Lext

#* To select a Pattern, click Style drop down arrow. Select a pattern from the |ist.
® Click the OK when finished,

1.18 Change Case

—_—

Change case 71 774 # & = = uppercase, lowercase WU ¥ fgEn wis F case
change 79 % @ change case Fuiz = use‘ﬁF‘m T B TR R mwﬁ?mﬁ
impartant THZ F capital letters ¥ =R 579 5 fom 395 90 7 FEw o change cage
ZT uppercase T TfEfm w7 29 %)

L #ER WEE fo I92 W case WA T # =9 S w3

2. 98 T{EAN F format W9E T #FE w09 8

3. Change case dialog T8 open 21 £ 77 dialog 199 & 979 Wiwrs =3 #

i)
1]
fiai)
(hw}
vl

Sentence Case : 9 F w9g ﬂmaﬁmﬂmmnﬁtaﬁﬁﬁmnﬁﬁmi@
lowercase : F9 FMT F1 small letter # TafT Fra 2

UPPERCASE : 31 1571 # capital letter 8 9iraffs = #

Title Case : 79 F W& 94 ¥ capital letter § frafis FIH 2

tOGGLE cASE : 9% capital letter 9 fom 732 & M letter 7 79 small letter
ﬁfﬁﬁ-ﬂmﬁﬂﬂpIMJWﬂqﬁ!ﬁﬁﬁéﬂ]ﬁ

1.19 Spell Checking in Document (Document ¥ @ & 37y e

Document 8 .‘:'q.'l-l.-ll'lr_Lg and Grammar ) TAfFS 557 1{’1!’-!74 F fAm iSpell check) 2 W T
fa m%:mnmmmmwawﬂmami-mﬁmnﬁmmﬁﬁfmh
| BT 8 Heview Lab 97 T @

2 Spelling and Grammar foF= 51 a9 A ¥

Note : To Run spell check, use F7
[ RETERE T

fllawing buttons to check yaur spelling and grammar
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this word i hroughout the
R LR e Rl

|I.|,'|.1nl‘r Omnee—lenore this word onee. bul l;anl- lgrnore
check 1 agmin TE =t ¥ TF W gnore diwumpnl1q:i e

e | W e T check F7) 1)
Next ﬁenlrnrr—-rh:-ula. the next sentence,

Ignore Rule—lgnore this rule throughout the
| document

Add to Dictionary —Include this word in the Change —1'sc the suggeste
R T B WS FEET | Suggestions pane.

el

d work mn the

| program s dichionary |

wir= o

Change All—Use the suggested word to
change all instances of this wiord

Check grammar—Select 1o correct the | Unto—Undo the change

iinmmur it this document

AutoCorrect—Lse the first suggested work

ench time vou chek, AutoCorrect.

 Options— This optiens dinlog box appears.
 Select how the progTam COrmecis spelling and
limmm.ur for all doruments

When Spelling and Grammar have been checked. the Readability Statistics box displays
e § pEe 4% P9 T readability statistics box fEe i (4]
v an how big your sentences are word count

5wt femdt €, v wem fE R

With this dats vou may do an analves especinll
etc Fﬁﬂnﬂhﬂwﬁmiﬁmm

met..

1 20 2™ (Tables)

MS Word ® table menu w797 tables create 14 3
'Iﬂﬂ“ fe

ﬂmmmtwummﬁﬁm

B Z2&® T (Creating a Table)
Tiﬂrlnunmﬁnumﬁmfiﬁmﬂmnim
table insert T&@ = TN #

@ ZEEA 3 288 IO (Inserting a Table)
Lmhhiﬁrﬂéﬁmmtaﬁﬁﬁmmﬁii
iﬁFTlnﬂrnlahF‘WFTthe?ﬂWﬂil
iﬂuwﬂ'ﬂlfulumn?ﬂmiilfﬁﬂﬂlmkmﬂn

® OK 77 L4
2 Selact Table = Insert - Inser! table
@ The Insert Table dialog box appears

Imnmnuumﬂﬁmﬂliﬁﬂ'ﬂﬁﬁ

pse F1 dry FTE)
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* Type the required number of columns and number of rows,
* Click the OK button.

A tasle with the specified number of columns is inserted, at the cursor position.

4 codumns
. P

4 rowes

L.

—
To enter data in

Tab key. the cetl, click in the desired cell and type. To

u 2am s s (Madifying a Table)

You can modify a table a
; ny time 1e., vou can add/'d '
the row height and column width. g i

move Lo the next cell, yse

rows/columns. You can thange
To insert g row [eolumn -

* Click in the row/
* Select Table » Ingert SO want toinsert a blank (new) row/column
‘ A--Bluli-mun“

ol ingert o Lo i ;
{!hu,_m.. i P Phears.

Approprinte LipLaam,
B T, Row 7 Hay
To delagp

l:'utumn&-'rtrw-ﬂ-.l'l:t"”ﬂ- :
* Select

the columngg);
g rowisleal] -
* Select layoys fod  Delose i#ryou wnt to delete.
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& From the sub-menu of Dedete option choose the appropriate option.

In case, you select cells. then Delete cells dinlog hox appears.

() skt cels joft

(7 Shift cells |

(&) Delete srtre fow
() Delete entwe [olumn

oK [ Cancel

-

Select the appropriate oplion.
m gt 2fam Refic BT (Deleting the Entire Table)

To delete the entire table :
# Click in any cell of the table you wikh to delete.

& Select lavout tab > Delete > Tabie.

@ o
P dﬂr. W CUEREE (AT TR & ]

a4
4 o wapr Fpgpr aim i o et prend LETl Bopeas ] Canign Tty

¥ i b-—"i il = 'i ;‘ 1 ey '—l f] s BN = o tiklrene P ==
' ojere B sm v L -l " adg e 1 e - -
. e . . | i 4 e =X e o Mniluise ol il 2
B P e a By g Ll Le
- e e S i
= [ewld § oa ¥ - —
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To delete the contents of the entire table, chek four pointed urrow (crosshead) on the

top left hand corner
m #1 B Merge (TN T Rere HTAVETEAT (To Merge/Split Cells)
To merge (combine two or more cells into a single cell) cell :

#® Select the cells vou want Lo merge

of the table. The entire table gets selected. Now, press Delete buttan,
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*® Select lavout tab > Merge Cells aption,

‘E‘E b9~

Table T
Home Inwert Fage Layout References Maitingy - ® Toak
Dewgn Layoun

R B MR = e o

2 Hegnt ¢
| Seledt  View Properties | Oelete  Iniet Insent Insent  Insen Meige  Spin o
- G et - Abave Below  Left Pight - el £ piti 'FII:"I:NI: Autafd :1‘_ Width: g
Tabile Rowi & Callimng i T Merge

To sphit cells :

* Select the eell.

® Select layout tab > Split Cells option.

ﬂ "! = F - Table Toph

Home Insert  Page Layout References Matiings Peview View Detign Layiat

s HE Y W R e

A ';ld Height
[ Calect Jigw Properties | Delete | Insert  Iniert  lnsert  insert Merge Splt  Spet Autofl | =3
| = Grdines; . dbove Below  Left  Hight el Ol Table - =g VPIOERC ]
| Tatile Rowi & Calumny T | _ Merge

1.21 Page Layout

F:— —— — — ‘-=_=t_=—=|
Word Description
Mormal view Typing. Editing 3 forma tting & frm
Web layout view Shows how the document will look as a weh page 1

Print layout view |52 Fm swimm, som Biam s Lo

Reading layout view | 988 Reading WaM %13 g

Outline view Document ¥ structure T2 Frm & 29 51 head

J g 7 drag FTF text 91
move, copy, recognize H1 HEA B

MS-Word ® 3T documents %1 Tt B T Views §—Normal. Weh Layout, Print
Lavoul, Outhne 798 Full Screen ?

Normal view 3 HM &g Horizontal ruler =1 Al %A i’|
At €1 AN Headers 3 Footers Wi famd =% #3) = Vie

EL Margin areas display
hurd page break & W N % HEFA 7 {Soft page b

W T TR R RS soft page break 3
reak MHE MS-Word show 70 2 79 text

"2
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e pape & TP 9OTE = & A0 Hard page break 3 FF M Page ¥ 91 11 A ure Ins

¥ & A A dotted line ¥ Fu B frmm 7 A

Web Layout View ¥ JE@m # 309 48 & Hﬂﬂﬁmﬂfﬂti’mﬁﬂﬂﬁmh
# TR Weh browser ¥ W0 T ST ER lm}'ﬂutﬁ Wf| ®a7 Horizontal miﬁrhﬂ]ﬁ 4 # rﬂFll
@ page hreak display IE #IM T Y document TH single page ¥ F7 A fermmd = 4

Print Lavout View defaull layout view ¥ TE TE view # &t f& hard copy (printout) Y
frmre # TR Horigontal 3 vertical 21 rulers frmmg 32 # Far 3TH document H text 79
pieture F1 exacl position ( FTETEH frwfa) wm weA £ THE sa] W margins (top, bottom, left,
rght! ot frmre Z@ 7 Aa TEE mrtd ™ 8 Headers 9 footers wit femr G %. Prinl Lavout View
#1597 77 View Menu ¥ %7 Print Layout option select #7| Print Layout view T e
page T& Notebook T page ¥ w2 sem-aem T ™ #l

Outline View @ 379F document i contents traditional outline format i femrd 3 & 7
ext headings & T4 indented €7 # THE TH SARE toolbar T # R 39 headings %
open T close ¥ mEA £ AN detanls T FH T TR F wFA # 79 headings Ea promote 3
demote ¥ #7152 #1 Dutline view ¥ 73 % 0 View menu § FF OQutline View select
#7| Pointer ¥ main heading ¥ left %7 Plus symbol W move #1| 3HH UE pointer =7 -fEm

a3 arrow B comvert Bl WM Arrow symbol %] click 7% 39 heading THI TR O

Outline toolbar 3 Collapse button F1 choose T THH T
aag % temporanly (srFard w9 #) collapse ¥ AWM

(T v A femt 0 W W tfm w E o

heading ¥ 5718 F8 collapsed headings #) = ufz 2% Expand button click ¥7d ¥ 7%
sub-headings & 7 femd z7 7 (WEE H =1, will appear again)l f&al heading 1 restyle
73 7 A4 IHF U% @0 ¥a4d (demole) T W= (promote) #F74 1 Outline toolbar T
demote T promote button W click F71 57 approximate heading style 97 click w1 fF
heading ¥ T9% subheadings ¥ body HEA move ¥4 ¥ I9F Plus Sign ¥ drag F7I -
W19 drag 70, UF honzonts! line T8 \ndicate FM % heading F91 appear T HT line 377

qFT WY W UFW #9, mouse button F1 G54 (release) 7 3
Full Screen View 3 document #F1 1 screen T wan = wEW B TH ToafE W outle bar,
aF # A STE text BEA g #PTE T Ve # AW

meny bar 3 tool bar P ¥9 | f29
#i mf= =M 3T menu command T FET £ A screen F mpmﬁmﬁﬁ?ﬂﬂﬂﬂﬁﬂﬁm:mm

grey line) W point ¥ 79 menu bar #1 view O shide %7

MS-Word § Zoom feature ¥ FEF@ A display F size F VI W aAgE W wEA & AW
text F1 TE FTH oF T OHEA 71 Zoom percentage 10% A 5O0% 7% set F1 T FHA #1 Zoom
percentage ¥1 set #73 77 standard toolbar 7 Zoom box T Zoom dialog box #1 use f&1 =

= B

il T

sub-headings ¥ select |
sub-headings dissppenar (T94) # T
(T 7T AN heading ¥ T TF wavy line

1.22 Encrypﬁzﬂncmmtnfﬁﬂumrd
¥ WY e P uﬁtﬁsﬂm?wﬂmmwmmmqmmm
Sreh fe W ST 379G SRR SRR ¥E F T W Secure i Password Protected T
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Hﬁiﬁih?m!ﬂq‘rﬁ:ﬁhﬁﬁﬁwﬁﬂmswmdﬁmmw-.- i 3
e 3 Rl e ] i
Protected =1 w#a #) Faswivard

1. Using Tools Option—38 #1% T wn Fa5 a3 T | op d :
w7 & B afx T 3 O G SR B Sk 7 o 6y g e
TN TEW S TR WEAL AT AR T v wEn

2. Enerypt with Password—3% #1% g0 a=ma wop Pas

; sword Protected Ztere o oy
A Secured ¥ &1 M TAN SR Recommendation # LY

% AT AR AWM oA wer wy
Passwaord Protected =900
Steps for How to Make a Password Protected Document in Microsoft Word 2007
iEncrypt with Pazsword)

Etgp 1. 'ﬂﬁﬁ qﬁf“f M5 Word ﬁ'ﬂ drﬁ'-f Ilﬂﬂ =T T|.Fi FILE leon 77 Chick gﬁ”
Step 2. 3 3T Left Hand Side 3 7% Prepare ™ Click %1 #m,
Step 3. THE TR Encrypt Document T Click 57

iﬂ o S0 AN I DR
N

& " £ ls -
= Yetw dndl edit doqumenll progerties, uch -
N :} Dipen an Tidhe, Aubnor, snd Kepeardgs = =3 -'Iii:]‘g
| f Iniperet Dorumrrst

H S | Check the dotument far hidden meladaka

af persanel indaimation

I ﬂ G
| 21 E Inivease the wefwity of the Soament
" H
B ver 2 [ ot e

1 Grant pecgle accetd wivile reMhcting thepe P
= ¥oilify B2 edd, Logy, snd st
| | ﬂ Pripare  » Add & Dhgetal Sigrahiee
Eniise e miegrdy of the documerd oy
e - o ::::1 :.:m-hh gl Lignature
—i an

I Le¥ remdies
. 1 Encwy the todumeni i tanai
:Ii.; Pubdeiti & Hdke if read-snly ana

Run Compatibelity Cfecies

"" Check tor Teatur
| 1 P
Lloze wErbiong of Weig WEIRORED by -rarhes

mtﬁm q‘h ﬁai:'ﬂﬂ'ﬁ_ TH OK Button 7 Click =7
THIE BA fFr og Button ™ (7i0) w7,



Lo 1¥ voulos o forpel Fw pameord, it camiot b
e [F g ademabie 0 beer & o paveeorth ared
fier coremoeieg doouret fee T @ sehe paor
(Bt Tt gEmsenrh @ Lpie -gEre ol |

[ = ][ coee |

Step 6. ¥% 77 THIEZ 31 sgve $74 ¥ 90 @EA FW ¥ Save Icon T Click F71
Step 7. ¥75 TEEE F1 save T3 F1 Location ﬁq i f57 Save Button T Click &7

W Tips and Warnings to Encrypt Document with a Password
& Include at least one number and one non-alphanumeric character in your password to
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1. Edit Menu — Copy

2. Right Click on Slide — Copy

3. Shorteut key Ctrl + C

Presentation T TTT H1 Paste HTA

L #fE i Ay R | e e o F F 9 Paste T 99 2 7 home
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L. Edit Menu — Paste
2. Right Click on Slide — Paste
3. Shorteut key Ctrl + V
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w R Content select %7 spelling option T click F13 0 TF dislog box open ¥ Frob
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B Drawing and Working with Objects
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Tl B B D 1

Table Pcure Chip Photo Shapes Smartan Chan
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B Rehearse time. Narration _
¥4 slides T transition effect 7rm = # 7% TR slide ¥ speed it sound F set f
A 21 Mouse chek ™ 78 Automatically mouse click F71 T TH-TF effect show ¥ 2, Wy
sutomatically & TEF ol & 0 e Enaffm =7 fom @ #1760 999 #1 Rehearse timing F¢

= ¥
COMPUTER - ksl By

d —~e=
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& 1's¢ Rehearsed Timings to rehearse the imings of slide with audio.

® Click the Rehearse Timings button

@ Pracuce speaking and advance the slides as you would in the presentation

@ When vou have completed this elick through the end of the slide

® Choose whether or not to keep this iming or to retry

When vou want to record narration for the slides

® Click the Record Narration button
® Click Set Microphone Level to check the levels of audio input

@& Click OK 1o record the narration
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1.

Animation 15 defined as the transformation of an object from one stage to another
Transition is generally used for smootheéning a scene while shifting from one seens
to the other scene.

2.

la) Animation effect can be inserted and tested in any view of the camers,
3.

tb) Transition effect can be inserted and tested in the front view of the camera,
M Transitions &9 Flll_[_ﬁ (How to apply transition)
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Anmimation option show ¥ 73 2
#1 Animations panel T click F73 stide T 5mm- 3em

Transition to this el T click 7% fafi=s FEa T
oFd 7 :

shide pan

TEA F W Advance

e W9 Deactive W1 %7 wah#t 3 7
e 2 fms

& T apply to all options
slide option 1 help § g mouse click
. . Automatically afier option # use Time
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3.15 Printing Presentations

resentation = Wl & T IHF UF Hard copy HT 9TH TEY B A Lanil
% slide content ®1 %r-am AT TE BT faf
RUET R A B S {

E UET F views B Presentation %1 print fem

There are ma ny aplions for Printing a presentation They are
* Slides : These are =l

ides that you would see if you were showi ng the presentation. one
slide per py gi,
* Handouts :1,2.3,4,60r9 PET page,
* Notes Page -

this option allows for more sl
This includes the shides

ides per page,
and the speaker notes
* Outline View : This will print the outline of the Presentation
Click on office buttag s Print ( fre e fen Y EF E -
- ﬁmqhuxumm.mhﬁ:rm
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el Normal view id} Outline view

PowerPoint Presentation 1 Extension T EATE?

g PO iby PPT ie} .PTP id) .PPE
PowerPoint Presentation ¥ new W8 919 #1 shorteut key 71 §7

() Ctrl « N ibi Ctrl+8 ie) Ctrl+ M (d) Shift + N
Run Dialog Box ® PowerPoint ®1 Open &7 & A =y femar amar £7

tal PowerPoun (b} Pwrpoint

ic) Powerpnt (dl Powerpoint
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(al Excel ih) PowerPoint
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. T\ Option F1 use PowerPoint ¥ Shadow,
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a7

(al Color schemes

text color 3T hoy F FE W ey

(b} Drawing tools
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T Slide Show &1 FH TH "4 57
{a) Delete 929 =1 Zar?
(¢) Right arrow F1 =31

id) Background color
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{e) a 37 b=

(d) Table ¥ slide ¥ insert 5 T =1 T3
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(b) Editing % 2 select %1 M slide %1 hide 513 & frm
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| Database, Relational Database, Integrity. Operations : Creating, dropping, manipulating table structure ‘

| Manipuiation of Data | Query, Dats Entry Form, Reports. |
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41 Introduction of MS Access
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® Tabi * Query
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4.4 DBMS Software

® Oracle Database Software
* Microsoft SQL Server
® Micrusoft Access

Microsafl Access 1= a Database Management System offered by Microsoft. It offers tk,
functionality of a database and the programming capabilities to create easy to navigay
screen (forms)

4 5 3z #eie fwen & BTaR (Advantages of Database Management System)

® Controlling Data Redundancy (¥z1 e+t & frdfia &%)
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1. v (Relation)—frémr TF I W dae ¢ Fagn
Columng T Attribues # =@fm fem wm &

T W rows M Tuples =

2. TUH (Tuples)—755 =7 frowm = rows T FEE #
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Type of Data Description Size
Short Text Text, including numbers which does | Up to 255 characters.
not need caleulation. (e.g., Mobile
numbers).
Long Text This data type is used for lengthy text | Maximum 63,999 characters,
or alphanumeric data.
Number Numeric data type used for storing | 1, 2, 4, B and 16 bytes.
- mathematical caleulations.
Date/Time Store Data'time for the years 1008 bytes.
through 9994,
Currency It allows you to store turrency values | 8 bytes,
and numeric data with one to four
de laces,
- |decimal places
Aty My bynye o ;
LT ﬁmuumqm number ar assigned by | Foup bytes (16 bytes if it is apt as a
lerosoft Access when ANy new record | Replication D),
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2. INSERT—Table T 221 # jnaert F771

1. UPDATE—Table § 992 20 41 update FrEm

4. DELETE—Table B A records 1 delete 70

6. CALL—lava subprogrim w1 wiE Fwra w fem

8, LOCK TABLE—Concurrency #1 frfam w73 = fam
W DCL
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i g T fefatam 7 —
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MS Access queries 9% facility 7 fae% mem 4 w1 v & = query table 59 T3 #) 3
query lable existing table § 9 8 & w9 2

ployees F1 T a9 Emp-id, Name, Age, Post,
ent 9= WP R & ®9 4 w6 £ g Emp-id, Name 3% address 51 AP
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B Select Query o & FE AW R
" gER : sty W # TR T f
B3 AN W TETM WIS SN, WE YH WA W o1 g e ofge W allow F #

seires w47 TN TS T ) AF wEe, F FA subsct date " s
# seloct query TH select <(atement F F9 T W

g a1 THE 9TER = T
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WF WA FIE common type query T SQL
WF.HIMQUT'ITH'H mnrﬁfﬁmﬂﬁﬂ?

Step 1 : Database ¥ gpen WA #. database window Oper
v feas ¥R L mﬁwwmil

ton T click FTH B, new query dinlog box TH FA 4l

Step 2 : New but "
# et OK 9 click w74 #, show table dialog box 7m

Step 3 : Desgn option #1 select w7
7 T . _
Step 4 ; 52 EVEE B @ 24 tab W select F ¥, losses table T e F7 2, show
wable F1 close ¥77 F ford close button T chck w1 # 7 losses table weite w7l
title bar T douhble elick Fra ¢ am A fields F1 select F1A )

Step 5 : Losses rable :
Step 6 : Selected field T #, @ | fields query grid 7
e WA i
Step 7 : Critena ¥ condition femd 71
click ®74 # MU SQL view =7 #

click ®74 £, hold T drag ean)

SQL view H query #1 examine F F A0 vieww

B Action Queries
1. Make table query—Make table query FEA access query type A actually o
ewll T4 W create #7# #1 Resulting table FEFT source table & S B4 % TE 1 TEE R
rmrrmhlrﬁTﬁT‘l'Tﬁl Tnhkqumﬁﬂﬁiﬁfﬁﬁmswpﬂﬁﬁ?— '
# [Database window o guery T chek w1a £
# Design view create query ™ double click 74 # ft5? show table
show table dialog box ) w2 w2

& Tablel 7 title har ™ double elick F7A
& Selected fields ¥ click ¥7F hold 7 drag 01 £
& (Cpiteria row O desired field B FEZH 29 o fl

¢ Sort row T sort method select 70 21
type butien # drop down box T chck FiA

# tablel T click 14 & 3

# 7e Tl fields 1 select FF ¥

# 74 make table query option 1 T

® Query
virF TFE mauke table dialog box open 1 A #
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e . R - )
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B Append query

T# append query 7% table § {-’-ﬂ! table B records #1 copy FTA § A |aat :
LK - d ¥ T
append F11 #) Append Query ¥17 F Ferfafom o o # T
® Database window tablel #1 click 373 #, 2w copy option T chooss T3 #

® Paste button W click 79 79 paste option ¥ 7 struciure only under paste option %1 EGai
#1

® Table %1 4 fiFmd # 99 OK button W click 77 ¥, table 2 5 foma 2,
# Queries button W elick F74 #)

® Design view H create query T double click #73 . show table dialog box open 77 #_ oy
table 1 T double click FT% show table dialog box F1 close 7 23 #1

# Table 1 % title bar T double click F77 # 30 7Y fields %7 select F77 ¥

* Query grid 9 selected field 1 click, hold 7 drag F73 %)

# Query Lype button F dmpd?wﬂ box 9T click &7d & 7 append query type F1 choose F13 7
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* Query F1 run F14 £
M Delete query

Delete query criteria W 319ftA table ¥ A records ¥ remove 7 # Delete query &
freffan steps —
L. Query type button ¥ dropdown box T click ®13 #]
2. Delete query & type I change 78 #)
3. Query F1 run ® #|

B Update query

Update query eriteria T smenfrs

table "H' records ﬂﬁ update FrH tl u .
update UErY create T =t steps BT _t"_ pdate quiery
Table

L ® copy #70 # append example ¥ fam #)
® Run Query
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oge @ f
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Step 1 : Database Window 0 Query T Click ®ra #
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Step 3 : Show table window 3 table

Step 4 : Table F1 Structure Dis
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B Import and Export Docs

Step 1 : Resize your Google Drive window so that the portion of the desktop containing
the file 1= visible. Then, click on the file and drag it from the desktop into your Google Drive
Step 2 : When the upload 15 complete, the file will appear in your Google Drive
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Step 3 : To choose what file format w open the file with, deou

) ; Hechick the filename in
Google Dnive. The file opens. Click the arrow next 1 Open with Google Sheets in

center of the screen. A drop-down menu displays EIVIng you file wmver

Uploading Directly in Google Drive

Lhe top
IEF ] |'|11!l.1"|

If the file you want to uplead is not located on your desklop, you ein ulsn et
directly from the Google Drive window,

Step 1 : Click the New button in your Google Drnive. A drop-down meny displays

o gle Drive sl

-

" Vil bty
B wypeme .
B —oones Do #
2N Parel wih e
51 e
=t B e b
ﬁl - m Cet i L o]
i e —  crps e
‘ * il ra

To upload a single file from your computer, select

the ' b
Upload files. new button and then select

Step 2 : Once you select Upload files, a browser
: ' window will apen :
want to upload to Google Drive and select Open, pen. Locate the file vou

Go gie Drive -
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A status bar will open at the bottom right hand side of your window, showing you the
progress of vour upload When the upload i1s complete. the file will appear in your Googis

Drive

5 6 Googie Sheets I &7
Tm= ¥z TF ¥ % 2% spreadsheet ¥¥F # 778 7= 3 ¥ #1 Google spreadsheet 2
s W TS wm w meE 1 F MS Excel £ %7 wen # 40 wm 20 79, TR W GEEE 553

[
W.Mrmwmﬁi#m!ﬁﬁrﬂimﬁmﬂﬂﬂﬁilﬂ?#

T ET T RN I E W et s drams & fAU w0 B android.app WET B

B Googie Spreadsheet & g &2 & me?
F%n&rmf&ﬂrgiﬁr#hrﬁmmmmfmtr

B Google Sheets, MS Excel # &8 Fem 22

1. Cost
MS Fxeel @5 # 30 1 B T3 ¥4 B W @9 I8 FAA0A 0R ®99 F) OEEAR A% 3
s SeEw w0 gF 9 ¥ W AE B OHEH 88 (T 520 A T = a A
warﬁpmﬂﬂﬂWﬁWﬁWMﬁmmhﬁ#%ﬁwqﬂmmt#
s T SO 5 (T 325 =Y W ¥ E #

2. Coliaboration
MS Excel W 3% UF §E% W UE # wE ¥ owwa § wE 4 aiwens o f)

Fﬂ:ﬂftﬁhﬂlwfiwwﬁﬁhmwmﬁmﬁﬂmWﬂﬂ-ﬁf#ﬁ—‘;ﬂiﬁ
mrim W wEa B @A # ZenAtd F frAE A Google Spreadsheet g §1 =2 frEe B

3. Statistical Analysis

mmﬂﬁhmﬂmﬁmﬁMM|wﬁmmﬂwﬁm
77 & 901 Google Sheet T 7€ 0 A A fefower fn # 3l 38 @ &0 T &
4. Easy o use

T TR T AT ETE W I A @ w7 A § W fF wm A A s wa T A
grr wm fedz B @A

ﬂmﬂﬁmnhvn'ﬂmmtmﬂ mmfﬂrzﬁmﬂihmmw

dw v wm oA TR W save TEA R

W Google Spreadsheet use BT & BTTE

1. Make It count . o _
mﬂmmﬂﬂ#MWHﬁi-mmﬂmﬁhmmmqﬁmm

]rrp:‘. %
ks a o fargA w1 A
2. Get a head start with templates
qﬂﬂrﬂzﬂﬁmﬁﬂwmw
w1 & WA mummmmmmmm
#t e fase B

b o 73 FTE A S W H e A b
#) sofe Zree 1 AA & fem T A




3. Get lo your Spreadsheets Anywhere, Anytime
_ ._qnﬂ_‘rﬁ:!mﬂmﬁaﬂ@Wﬁ,hﬂﬁmfﬁﬁmilmﬂmhﬂiw
=eTEr f-ute'ﬂ?-ﬂ?ﬁﬁ_Wmmﬂhﬁifﬂu_m#mﬂmﬁl#mh I
4. Never hit “save” again

TR T W T o SERIEE 99 e ) 5w s fen e ¥ ;
K ™ = = " o i = L, = | = W:ﬁ 1 (]
T FJEE "9 i % (AU 2wR MR R 3= 9 o ol
5. Works with Excel
T F W W AW I e R OIR W WA €, edit 1 TFA £ 37 save
6. Convert Excel files to Google Sheels and vice-versa

9 excel T F1 Google sheet ¥ 792 %1 1%n # fa98 519% wwww 91 51 1950 38 o
ST T WES #1 UEEE 8 0 S o 699 B -
Conclusion

%ﬁ‘ﬁguﬁg]aspm%dsheet#ﬁﬁﬁﬁimlwmWﬂﬁﬁﬁaﬂﬁéﬁm
mmﬁmmmmmmﬁﬁmmﬁ?mmmﬁmﬁ
TN ST T W W OWT W % wifam
B Create and Sharing Google Sheet

Step 1 : Firstly sign in google account.
Step 2 : Click on drive.

Excel 1 %129 May)
T OIEA 7

- = b § L -

Step 3 : Click on new menu and choose google sheets then click blank spreadshest

. L ]
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B e
(] = e 4
o —— -
L]
-
Ay 3
- ——
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Step 4 : Create sheet on blank spreadsheet
s : ; .
& . o = 0
) = gt Z .
(=) : _
Step 5 : Click on share button and share with others.

5.7 T B Fd #7
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TR R W T gEE W wAE T 2

e T # wemm ®oAm e wEn & oAt ofd ey owr e b

& fFemea =4 %Y (Online Survey Form)

& Hiaerea W S (Online Quiz Form)

& e e WY (Online Review Form)

& TE TfazyE wiH i{Party Invitation Form)

& Fi=== wfd (Contact Form)

& =T i (Biodata Form]

& Ataenss A" FH (Online Job Form)

& TEE HYETE FiE (File Upload Form)

T HH create ®11 F ﬁ"‘m TR FAF www google com/forms 971 W81 WUE #E
Google Forms Templates fammE 2 3 f9W THT T Form create $791 93 # =4 T T
wifs) s #TE Templates # T8 71 & @ W9 Blank Form W 5% 1% %% 519 Blank
Form W click 01 @ 9% T4 ®d F 11 960 % Questions 999 F @ Option foém @1
W §—

1. o2 W (Short answer)

2, T (Paragraph)

3. TEErE =EE (Multiple Choice)

4. =SFEF (Checkbox)

B Efﬁﬁ’f (Drop down)

6. e S9AE (File upload)

7. T =R (Linear soale)

8. weErTA afEm e (Multiple Choice Grid)
9. o= wfam T (Tick box grid)

10. B2 (Date)

11. 211 (Time)

; me (title) ¥ # i wm fem i
_ &1 form
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5 8 Creating Google Slide to Present your Idea ____/_J—*”—'___
_hased soflware

3 h eb
Google Slides 15 a presentalion program included as part ol fea. :Mlc:r also includes
office suite offered by Google within its Google Dnve service. The ol octively, Googl
Google Docs and Google Sheets, a word processor and HprEHdir:ﬂ:ﬁrP?:wﬂ EI.InJ.I':kH-Prf;
Slides ; , anp for Android, 1L i r ncarhll

ides is available as a web appheation, mobile app o compatible with Microsoft

and as a desktop application on Google’s Chrome (S, The app

PowerPont file formats
Slides allow users to create and edit p
users in real-time. Edits are tracked by user with a
ntation. Each editor’s position s highligh
ps what usors can do through
hine learming, inclu

using mac :
epntalions, and “Action items . &

resentation onling while collaborating with other
revision history that tracks changes to
ditor-specifie color/cursor

ted with an ¢
varying degrees of permissions,
ding “Explore”, offering

|lowing users to assign

the prese
and the syslem regulat
Updates have introduced features
suggested layouls and images for pre

tasks to other users

Features
gerves A5 A enllaborative tool for

Editing
Collaboration and Revision History @ Slides
resentations (o real-time. Presentations can he shared, opened, and
le to see slide-by-shide and

cooperstive editing of p

pdited by multiple users simultaneously and users are ab

character-by-character changes &% other collaborators make edits. Changes are
saved to Google’s servers, and a revision history 18 automatically kept and

gutomatically
option of reverting ta previous Versions.

gsers have the
Explore

Launched in September 2016, “Explore” provides additional functionality to the Drive
suite through machine learning. In Google Slides, Explore d}rnamically generates design |
suggestions based on the contents of each slide, The “Explore” features in the Drive suile
follow the launch of 8 more basic research tool originally introduced in 2012.

Action ltems
¢ announced the addition of “Action items" to Slides. If a user

In October 2016, Googl
writes the name of a person the presentation is shared with in a comment, the service will
intelligently assign that action io the person. Google stales this will make it easier for other
collaborators to see who is respongible for individual tasks. When a user visils Google
Sheets or any of the other Google Dinve applications, any files with tasks assigned to them

will be highlighted with a hadge {logo).

Add-Ons
In March 2014, Google introduced add-ons; new tools Trom third-party developers that
adds more features to Google Sheets.
Offline Editing
ns offline, users need to be using the Googlt
enahle

In order to view and edit presentatio

A Chrome extension, Google Docs OfMine, allows users Lo

Chrome web browser
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offline support for Slides files on the Google Drive website The Androsd and 108 apps
natively support offline editing. h

Flles

Supported File Formats and Limits : Google Slides presentations can be saved as
ppt (if newer than Microsoft Office 953 PPUIR. pptm, pps. ppsx, ppsm, pol, potx, and
potm. Google Slides presentation files converted to .gslides Slides format cannol be Inrmer

than 100 MB. Images inserted cannot be larger than 50 MB, and must he in either jpg,
Jpng. or non-animated .gif formats,

G Suite

The Google Slides app is free Lo use for individuals, but it 12 also available as part of the
business-centered (G Suite service by Google, which is a monthly subseription that enables
additional business-focused functionality.

B Create and share Google Slide

Step 1 : Firstly sign in Google account and click an Google Drive
Step 2 : Click on new menu choose Google slide option

5]

Click to add title

Click to add sublitls
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1"'.?'“ :{ L TESmT i ol

Step 4 : Save Google s1iod




Step 5 : Click on Send button

What application is best used for creating a prese

ntation?
ta) Google Docs th) Google Drive
i) Google Sheets (d) Google Slides
Where Google files are stored that allows them to be accessed from anywhere
you have internet access? .
(a1 r:"'--'HI" £larm ibi ':.:II,II“-.:!I' DOves
(e} The Hiowad idi RAM
Used for storing and orgamzing information isimilar (o Microsoft Excel
workbooks) :
L) |'cM|-r Pl ihi I'J'_\'.r_'Fl |:"'|.|_|.:a
i) Drawing id) Sheets
Free serviee from Google store files and create, share, and manage documents
with its own productivity apps :
Lah l.lnlllHI.:' .Ill'.'ll-l.ll ||:'l| '.illll.u_'ki' -th'L'|:"|
el Liogple Dirive

td) Microzofi
Where do you fing

documents created from Someone elge that allows Vou Lo
either Edit, Com ment, or Vigw?
tal Under Shired with M

ih) I-r'llh'l f'l-1_'- ||l'|'|.'|I
el s Folde

id) Undey Hevent
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6. When you click on My Drive what two things can you view?

(a! Shared with Me & You {h) Ieon and List
ic) Files and Folders id) Recent and Drive
7. If vou can see a small image of your document, which view is this?
{a) List View iby Drive View
icl Shared View id) lcon View
8. How long does a document remain in the “trash™
(a) Indefinitely (b) 60 Days

e} 30 Davs id) Until you remove it

9. What are the two ways you can add documents to Google Drive?
(a) Upload and Create New (b} Share and Save
ic) Create New and Share (d) New create

10. Cmumﬂmﬂeﬂmmuﬂummvmnmuhwdﬁleu:
iz} Drive Share (b} Folder
id) File

i} Comment file
11. This permission setting allows someone you Share a document with to maks

wigmﬁﬂmmﬂ:w“thermmda}:
i) File (b) Save

el View id) Edit

12 Part of the interface that allows you to look for a specific email that yo
previously received :
(a) Gmail Drop Menu
ic) Search Box

13. This is where you receive your email messages :
ia) Menu Pane ib) Search Box

ib) Action Button
{d} None of these

icy Inbax id) Labels
14. Fra:n.ilm‘iccpﬁﬂdadhyl}mgle:
ig) Gmail ih) Inbox
id) Chat

iel Shared with Me

15. Another name for junk email :
a) Trash {h) Spam
idi None of these

(e} Virus
Answers
. (d ¢ 5 d & ic) & (a) & lg 7. {(d} & (g 9. (a) 10 (B
| 18 d = (o 15 el #. fa) 18 (B =
]
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PRACTICAL-1

I Creating a document using different fonts, changing font size and color,
changing the appearance through bold/italic/underline.

Step 1 TERan MS-Office TwiFTA Hiaar &y open FIE MS-ward open S|
Step 2 : F9 FMEE ¥ (top leftmost corner)

Wt w 7 Mew= =i (Ctrl + n)
press TTF pnew 09 open ®|
Step 3 : ¥4 word FFH B 92 gy 1)
r\-ri'-' - . i ———
o 5 . " ‘-' ] Gt A = = L]
B e B B L BRSO P Y — :_ . LB i 1-_\_'

LT AL P
M T L it | T
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e

Step 4 : 99 T8 799, 59 m e

F font Cap-4 .y
T W S i i AT W hame 3y R fom i
m & change 9990 Mm@ ¢ ;

T FE T b wm
+ WErT | = T fomt

-": r TIT
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To change the font, font size and color
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To change the appearance through bold/italic/underline
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PRACTICAL-2

§ Creating a document using subscript and su
W Tarr W e franqn |

perscript, justification of thy

document

1T Lot dad a5 ad O ppew WTET AR
l.T.ir-un-.lf' Wi |

superncript € # fry 2wed W) TAE2 AN by
apra #1 mreraz e W HEA P

Wiep |
bart o+ M5 (e

-
T
1] g bom T 2

Wisp 2 Jq TEs
piim i gug e I ierpy 0 AT rggr ml
D= w70
_;’.-:' wome  waan  Toge Loyt Gelwenary  Malng  Renew  Viaew
-; & - - T LA » 118 'If .I][{" !'E'E‘h"i-:-'.l’lr*!"'r
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Step 4 : 75 Ty fam 7wz W 73 F aubscript ) # =7 TEz & AT Home g w T
X, option T f&0F 70 W Curl + shift + = press FT
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Htep 5 ; Hubmeript 1 superrncript ) Teuvas ara o fuey f99 o i
FEEE 2 w0 Wy T 4N

Justification of the document
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PRACTICAL-3

i Create a document using Bullets and Numbering.

Htep | : @090 =] FER apen ®II
Step 2 : 77 792 71 wih 7% T pumbers T bullets inwert 7 & 149 hame menu &
g1 FFTF )

paragraph T4 8 hullets ™ pumbers insert w7 W aplion
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:-‘} [LRE Y e Foge Layout s e =
TR MR =Rl 2 THE
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Step 3 : Bullets 1 773 #7175 am
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After Applying Bullet and Numbers
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PRACTICAL-4

| Create a document using Page Number, Header and Footer.
Step 1 : ®EWaH MS Word open 0% U% T4 s w=ri

Step 2 : T9%F AR menu bar ¥ inerl option W e = fran TV T TET F aption
w=fim w1

L T |

gy W0
§ . [ Tage e L EE TS L 1]

d 323 Ug4siTm e
TS SR o i

S i

Step 4 : T8 T B vz § 05 gar oA W s s,

Step 5 : 3@ UF =M down fAsr @

? famm THT o M aption B s qfa!-.n - 3 FAET (=
T AMEH) page number insert 37 oHA B

Step 7: Header option W7 eljck 1w % drop down list T

Header/Footer 1 locatoin ltnpl':luwm"Ieft.-'nghtJ 1A E 9q
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PRACTICAL-5

i Create a document using inserting pa
spacing.
Inserting page break and column
Step 1 : TANEE new MS word file open i)
. - column break 1 apply %79 % =1 witE ¥ TEFN insert option T
Step 2 : Page break 317 co y .
fs %73 B 317 T8 page layoul option T faers w13 # foen 2 e fa o oo s wxfim 2

(i) Insert 3T W 4% F7 page break 59M w0 foem F7 srar 4 fadt i
lcurrent page H next T8 W W) o w7

ge breaks and column break, line

1 break
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(i) Page layout option T 9% 73 8 hreak ATIA W e w73 1 U list open 71 7 #
Faed fon Mo #1951 =2/ @ 99 51 break fa o #)
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Step 3 ;

Column ¥ hreak 73 % fru THEYY Ty layout

Step 4 : ¥4 column sifor m o 79 4w fae &

. . =4 1 fafiys Oplion open B TR 7
m o owfers g VTN (U column = column T FF o

lumn T3 3= ptign; select F1 =M,
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PRACTICAL-6

§ How to use mail merge and macro in MS Word
Step ) Strr o Al Progrom o« MS Offico » MS winrel
Miep 2 0 Malings o« Start mail merge

Step 3 99 [ umenl Mg w1 & [ Jotlers aolecl &N

BAail RAapr e - .
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el smusiEig wEil
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Htep @ Click an ecimbing sl s Browmse

W MMesteges -

Seleat recipients

==
" e A =sinling lisl I

Eleet Preanm bl ok fairtmet g
Iyiar & riewe ligt

Lise an ewisting s

Wse mames arno adaieyse s
Teearm & Tile &af a dataliaie

1 Browse.

N )

-

Step | ol 6
=¥ Mesl: Wirite your letlei

= Frevious: Starning document

Btep 7 : Documents —» Address list fexisting list 1 9m; upeEn

= = 4 L ¢ Lebwanen » Documenty o Adilors

Liiganus = Hlew folder
-~

o Dhapmerty

Ml

Last Mame  Flisy Mlarme
Bl T e Eattry
Brertinan Mickiand

Diavig William
Frrasy [lu‘

loneg D
Post Melissy

- Potliaey
B e

W pmpties
e DS AC)

New Sasarce

File name  Lddress Lisi
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Step 8 1 Seleg table s click OK

Created

Description  Modified
sa2013 1111 P TABLE

L2013 21111 PM

Thus 14 the list of recspients that will be used in your merge. Use the options below to add to or change your imt
Uie the checkboxes 1o add or remove recipients from the merge. When your tind s ffﬂ.“ﬂ_f_f:ll_ql}
idsd i : wualh

| Dats Source Luhl-n: o | Firsl Mame v Tt -

Eddress Lt at | 1024 Lakeview Cis | Paach
Address List xbe ¥ |Brennan Whichael M 1123 Main 51 Wt
Eddress List o ¥ Do William Mr. 540 W 4th St Apt 121 M ¥
| Address Lstadsx ¥ |Forest Eliza Ms, PO Box 4351 Rer
Addreds Listabn ¥ |lones Dan Mr. PO Box 805 Ramal
Address Ligt.sbo [« |Post Melrza M. 3202 Maplewood fve  Rahen
| Address Listadss ¥ | Thompson Shannen M. 300 Acmeln, Apt3C  Speng
Address Listein {_E Walters Chrig e 436 Church 5t Cotam
L4 ¥
Dats Source Hefene recipient last
| Agaress Lldsn ' 71l sen
h ful_'[gr
‘75 Eind guphcates.,
T_,I Find recipeent
o valgatr agdiedien.
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Step 10 : Click on wiito your letter. o |gypor dnm fam A0

Mail Mey e v X

Select recigienty

L AT L -.1-||q 1541
Select frgm Outiach Cantely

Tvpe 8 ness bt

Use a0y exrsting list
LLTrEntly, your regipienty are
ieleded from

[Eheet15] in " Aaddeess List e

!'f': weiect » different fint

—
L Edd reopient it

Stepial b
= Heat Wite v bt
£ Priiod 'E:J-Fr'ﬂq;i.:qﬂ!ﬁl

Step 11 : Click on address block .

L i 1 1 i -

Mail Meige ot

Whrile o ety

Ty s Aol alrracy At
B swriEE Ul IFTEET Nave

Fa aad reqpient imfamatgn
o youn ier ohck 4 OLE1-B
i Tl 30 £ FEM. Eind TRER
ik ame of The & Bl

™ addren misi
B Greding une

=% Flégliuific posEage

[ I m BAaiE dhdy

wwhien sdy Base tngghurd
et g poar Ll DHgs S

&% you may know, 2019 marks our 12th year of doing business. Cher Traen yuiu can revsew and
Brown o & "l'lll' starfug into a robisl COMpany wantby o 700 gmnplc :::ll:ill.ll_f EYSALRT auT L]

] Ol grewth would not have been possibla without loyal customers lik
axtend 1o you & 200% discodint on your nest orde, I oul way ol sayi Srep 4ol &
business. We'll keep working hard to provide the best possible Custo6H B Wl Frevors e 9L
products, just as we've always done. Thanks again for choosing Adwe d= Presibid Lebe apaigian
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Step 12 : Address block B lottor ¥ address &0 w1 f@m smam, then click OK.

Specity addeen ehementy Bravirw
et reoipient s name wn Uhis Lot FErE i1 8 preview from joud dedipaent Bk

- ==
et Bandal b e 1 b H -

Teihus O Tyndal b
M, Jash Ramas b il Eathy Abedion

Bl bl Dl Rsmaan i 1024 Lakewigw Civ :
Y —— | | 77" O G *

oF ImLEi (Empany name

[ insen pastal gadrens:

Frwr nOoade thie countyAdmon in ine 009l |
Sy indiuge the pountng Tegian inihe aderest

Correct Prablemi
3 W fems in your sddness Dlock are missing ef et of arder, uie
Unied States Malch Freddt 10 idantity the carect address elements from

i masting it -
& Format sdareii seearding to the gealinalien cournegeon Match Fieids._

& Only iodude e EEArTErE T g o @ilfférent Man

Step 13 : 781 Address block T8 greeting line ™ click F7 inset &3 7

[ 5 = i F i i -

Mail Merge  **

Wirite your fetner

H pow have not alresdy dane
nAddresiBlocks WO, WITE FOUT laiter naw

To mod necipent ond armadkon
b pour lekEer Click a Focation
in R document, and then

ohich gnee of e emE Belav,

3 Addreis Block..
i Greeting line
4 Lieatranic postage

N macee eme..

wGrestinglines When you have finizhed

5 it [ lick Mesi
As you may know, 2013 marks our 12th year of doing business, Over Thistr ks Gy it el

grown from a tiny startup into a robust company with gver 200 enmpl; ﬂ:mn:m FRCR IeCipienT §
a Our growth would not have been possible without loyal customers lik

extend to you a 20% discount on your next order. It's our way of sayl Step 4 of 6

business. We'll keep working hard to provide the best possible custon 5 Wi ey it

products, just as we've always done. Thaislis agein. for Eousig Al o & Prevsowr Selbd oecipieni
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Step 14 : Now click on preview the letler
L3 I b
F letter ¥ address sfh Ereeting line 5 B Then el)ck on complete the merge

L]

¥ ET rﬂ'il-r.'j.r.'n- - M

Freview your ledieors

Lme uf bag merged feten
Dt dd heee T4 gewgiess
BfidAfes lefier aligs ares g

ihe foidawong

I: . | Heripians |

Makie +harnge

Tou Can psa CRange poar
PEemnLeEnT i

The praview il owa you o Lo BdA sepipisrt Ky
a&e how recipient data

Tl..uu., Eathy Alberison Uns the WTwe to e _‘
1024 Lakewview Cir Preview sach letier
Peachires City, Gi

Exilidle 10l fetiguend

will appear in sach |sttar

When yau Bave fifs e
PAERIE ARG powur 1eTT i, Emew
Hewt, Thern pou can pisnd thae

Dear M3 Aloarisan,

A YERU ITREY ko, 2013 maerks our 12th FeEar Dfd"ﬂﬂl business. Croer merged leTiery o &t

grown from a tiny startup inta 3 rabust company with over 100 emgilc ;__Tﬂ':r:::r::r:; S

Ot griowwth would not have been possitsla wnhd:ut h:f-.-at customars ik Step S of 6

meoped e vou 208 ioaat e yoe nest oder Kyl imrution ol ol

' =

Step 15 : Click on print or 78 individual letter %1 edit 71 T ¥

Mail Merge e

Complete the merge
May Merge i1 ready to
produce your letters,

To perionalize your letiers,
click "Edit Individual Letters,’
This wall apen A new
document with your merged
letiers, Té make changes to
all the letlers, switch back to
the angmnal dacument.

Merge
E:g. F’n% "
r""_, Edf i diaal lettery

Stepbof 6

& Previous: Preview your letter

L1 ;TR f
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Step 16 : Merge Lo printer ¢lick UK,

Print records

ol

) Current record
C" From:

Step 17 : All page — click OK as shown in given pieture.

v TS | rose
atatus ldle

Fang Printer...
Triere Lesmark X422 (b5} -
Where: 10,1, 160 [ | Print to tije
Comment [ Manuasl dugley
Page iange
L

Copies

Number of gopies 1
Twrment page SElRETiOn

i : 5P
Fages .H;Fﬂ I :]J i."'l Collate
Type page numbers and'or page ranges l_1-

separated by commat counting from
the 1tard of the dooument or Lhe
seciion. For enample, type 1, 3, 512 or
pisl, p1sd, pls3-pBsl

R Y | Drocurmen Zoam

All pages in range i | Pages per itheet I page
Scale Lo paped fige Mo Scahing

ok [~
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PRACTICAL-7

I Creating table, formatting cells, use of different border styles, shading in
tables, merging of cells, and partition of cells, inserting and deleting a row
in a table in MS word document,

Step 1 : Start button — All Program — MS Office + MS Ward

Step 2 : Insert menu W % &1 5T table 3o W fem =03 A O AT W
B w7 twm fee F A B

o
1; i

[ I

SEsa==fos :

Creating table, formatti
g | o | | [ [ [ of cell 4
] alls, and partition of ¢
EEcsssssas

Y j-: x

| o Vo Binrt i — AR P
T insert Table.— iy 2 - insen sy T fim
o DQewws Tabie
3 Vgt T et L
G Epirl Spessdiheet
C  Chsick Tabies

swa;qﬁﬁﬂmmlmImwﬂﬂﬁiﬂﬁlﬂEm'ﬁmﬂ%ﬁm#fﬁqﬁ %0 M insert
o= T draw Z99 HwW W WE@W FE AW i—

(1) Insert Z9 I | TRITAN table (row 3 column) %1 oz fFm =1 %@ 3 Table
size option & number of rows T3 number of columns manually fill #7 ¥4+ fFvz %t =
a5 B

Insert Table ? 4
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Tl I?rnuﬂﬂéﬁﬂﬁ@mﬂmmﬁmﬂmmﬁﬂﬁtl

an:ﬂﬂtﬁ"u cells, merging cells, and partition of cells,inserting and deleting a row in
a table

Step 4 : ¥ ¥ ™ T4m W faerm 3 A menu bar 8 design T4 layout TH F 7 options
show AR w.? ﬁmﬁ HETE] ﬁ é’qﬁ a,ﬂ fﬂﬂﬂﬂtt-'il'lg1 CEHB-. column inﬂEl’t."l‘lElE[-E ETE| m
sptions 5 =@ 2

Draw F1 T4 297 W right faers 19 § o T@s T operation perform fet o = #1

i

Menu bar ¥ f==mz Ao W f5as w04 | fafu= 739 style A@H show B
Step 5 : % columns ¥ B 573 F fAv Taw w miz fFew F0 cells F Wow &1 AW, f@

lavout menu ¥ B cell option W click F71 (Select two # more columns — layout menu —
merge cells)

gy aa-o)-
- Home e Page Leyoul Rufevwnaes. i Hipamas

v | Devon | v [
T ENEEFT TN e

L | Wil Eroperties Thrieke lmpert  Bnasrt naer  ingad LT T 4111 Aautefn -E e L
" Gaudlsnd s i Abiowe HBelow  Left Fighd el Cwitn  Tabls L p il
Tatiim B B oy e Bdauare I el

Step 6 : Cell F partition F74 F 0 F49 cell ¥ partition F44 35F1 Fer% F1 fiFT layout
menu B split cell F9A F1 fF F11 8 cell T partition 0 wm #)

iselect column — layout menu — split cells)

Et—:p?:"l’ﬂﬁqﬂﬁhﬂmw F1 feeiz &7 # W 79 row F 9 next row insert F791 # 399
select 1 77 fR7 layout 3T9H T fFF F19 F row & column field # row #1 insert = f2dR
51 554 2|

Inzert Elh'r_l'i-‘l! opLion a1 m Eﬂ‘:{ ﬁ ﬁmqﬂ "T"ﬂ' oW EF E L 'ﬂ'ﬁ row insert E"I' Wﬂl

) ¢ o . LFTTES P [ = P ]
L _!‘J - e PR — EararEramn dam LEEEY W Bwmigsn | Lagmal ':__E-'H
e I T T T R I L ——
wiert wew enpeitas  Delele  bmen i b cded b e we At S e G 2 T Gianeess € m—
Sy Bt B s = i g Erd Has &

——

Step 8 : #90 9gH 747 #e# FI 5 design menu T 9% %79 A border and shading
down {1 sifem 37927 # ¥8 379 down T2 8 last option border and shading @ e =19
HUE T option window open | ﬁT".':-"ﬁl




[ FT W0 o W i P vl e

=
1 o= =
Rl f T : g :

T W9 AR border select %Y TEA & o shading W1 %7 w3 #

Barders and Shading 7 x|
Borders  Page Border  Shading
e | Sipagha: 1 Prewviaw
25| o | e it o o o e
R || ey
— S B
1 =rrameesms v
=1 i oo s = B
=1 | R =SS s eSO s
=] s 2 mmm s
5] > His —[¥] Apely to:
| Table _1.._]
| toronta tne.... |

[ % ] come

W?Wfﬂ'ﬂmwﬁﬂmneﬂ FOW insert HI9 § I
right elick F73 97 row/column insert M fesE =13
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sebeet ¥ 7 FRT seloct F1 T row 7
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PRACTICAL-8

I Apply spelling checker, grammar mistakes, thesaurus in a document.
Step 1: MS OfMice -+ MS Ward

T —— .

»offiee button s apen s select the file - click (e

velick spelling & graommar.

%HF i B A e B

- - S eess Wy =

i Step 2 : Go to Review menu bar
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Step 4 : To apply Thesaurus =% 313 Heview menu —» select word —» r'ig'l'.ﬂ._ corner W
research T 8 window open it Famd select 58 M0 word A related 39 word EFm — T

word T right click 79 1 jpngert 3o W fams s
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print that document,

Step 1 : Start button — Al p

Step 2 : Office bulton — new

SEwe. BT

Step 3 : 39 Installed templates T click 7
repart) select F| — Click on template Radio button

rogram
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PRACTICAL-9

g templates Page setup ang Print preview and then |
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TE WEA D templates § § TF (equity
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Step 4 : Create button W click F73 @ 45t 9 0 tomplate open 8 T 7R dext T click
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Step 5 : Page setup & AT page layout option T click w1 famf page 1 margin,
orientation Ud gize % set =7 HHd £ {Template T text 79 image ‘Zlfﬁ o get BEI £1)
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Stf"p 6 : Pr‘iﬂt FEY) e 3
Previwew % 0 click Home buttom —s print —+ print preview
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Step 7 : Document print #1 F B Home button — print — print — OK (5% fafu=
options 3 current page, page no. T no. of copies) document =+ select ¥ print 7 o4 t1)
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OF ] Number of gopies: (1 [+
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Type page numbers andfor page % @ E'Ci:ll'!.t

ranges separated by commas counting
from the start of the document or the
m'hMI tm 1! 3r 5"'"“
or pisl, pls2, pls3-pls3




164 | 5w sichim e

Step 8 : Save F74 # o Home bulton — save — file name (7# file #1 location # @
change &M 71 9= %) —schek save
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PRACTICAL-10

] Wt::m-g on spreadsheet like adding, deleting, merging cells, layout and
£ :

Step 1: Start — microsoft office — microsoft office excel
Step 2 : Spreadsheet ® cell 1 add T fesiiz %72 & 97 home menu T 8 cel] Som @

insert T4 delete %7 T%A #) mdugy 77 79 coll insert T 2 AEl cursor ¥ s = fer

insert cell 3™ T e =000
Step 3 : 78 0 cell T insert fFm # 45 7 70 cell 71 foriz =71 & = =0 5 f=s
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Sl.lrpﬂ::rﬂ-'lmu. *1 add 71 fesflz w13 % 90 first
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Step 6 : 7% layout 19 W fa% F13 § working sheet F1 AL, margin AR ¥
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~Sep T 1 Home menu a1 & styles i & faes s W %@ W F fAE gpen # A #
TEn ﬁ‘l‘|-'l-Fr=l LAt .‘i'}':[l!-'\. IR & TN O ﬁ-‘ﬁ;‘ﬂ e, 3-T| IqﬁFlF_ m Tl _:!iﬁ 7 ﬂtj'lt' HPPI‘F o 1 A
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PRACTICAL-11

| Create a table and perform operation usinn;aduﬂnnd function on it.

Step 1 : Start — Microsoft (MTice — Microsofl office excel

‘i'vtttp 2 : Menu bar 3 formula tab T click F74 # %% library 3 predefined function
ERLL i A
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Step 3: 39 T column % #77 F average Freern § 7091 #9% FF autosum W S
F79 H UF FM down T2 01 $59 average T fFF 1 A F97 F T column ¥ average
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Step 4 : T/ ¥¥7 minimum Td maximum T 4 FEEAZ 6 TEA T
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concatenate — ¥4 window pop-up T fa@d o5 F79 I cell T TR 21 AT
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PRACTICAL-12
I In MS Excel procedure to switching | orendibiate i
workbook g between different sp

Step 1 : T 3 workbookhs ape

n ® R Multiple workhook ¥ 7% switching % 3
methods #

J Dbt S Vol = 4 ') nu-.-'.:.-.n......m. :

b Db e, Vil o 11

sStep 2 : Method 1 (Short cut key combos)
1 (Ctrl + Tab - 7% application i fafa= windows & T switech F7 TF5 5
2 Alt+ Tah - Alt F1 press F7% T80 ¥ 30 4= windows #53 & T Tab press F73 &

-
x

f55 window ¥ switch 701 ¥ =8 Alt key F1 release 7 o

IMi-:rnsnﬂ Excel - DataNumen Sales Volume in 2015 | )

Lozl |

Step 3 : Method 2 (Toolbar w1 HEEW °)
1. Click on view tab —s Click on switch window — ¥4 sub-menu ¥ T35 workbook ©
fezh W @ click F7F switch 1 HF4 )

el o [ 2@
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Btep 4 : Method 3 (Quick access toolbar B button add FI4 W)

L Chick the small arrow shown in the quick access toolbar.
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PRACTICAL-13

i Create a spreadsheet and print selected as well as full workbook.

L]

Step 1@ Siard

rd
Step 2 ¢ ¥% menu har ® FUEW option ) JREW H UF areviiy ® UF student F reco

create HiN
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T W faz wrd % fem
= prnt — prnt fees vy working 12 T % corner ™ ¥ offics 29 F1

H T workbook iz & s e
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Step 5: ﬂﬁmmﬁzmﬁﬂmﬁﬁmﬁ%ﬁmmmﬁﬁzmmmmw.
Step 6 : % office button W oo T — print — print

Step 7 : ¥9 U= 7% {42 open EF f90H selected 0 # v e 729 T click 4
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PRACTICAL-14 5‘&

§ Create a spreadsheet with LOOKUP/VLOOKUP features.

Step 1 : Stant

e Aldl I‘Tl'bﬂ'l‘nm

¢ MS Office —- MS Excel

Step 2 : Home Tab @ TF 7 table create &t faER] 919 voter @) w7 uE
T sheet ® registered voter % =1 A 7H sheet # political parties & A F

(2] el "~ ™~ - W | =

Hoame | Insert Page Layout Formulas !
L
= - -
T u‘ Arial - 10 - A A
FPaite Capy = i
- JF Format Paimter B £ U - —_— = '&' =
B Clhipboard B Font -
| A9 T (= 000 ] S
«] A l &1 [ ¢ [ D
1 First Last Pcode
2 Smith Fred A f
3 Robbins Termy 1 .
4 OTeill Susan B
5 Parker Scott D
6 Perkins Ralph D
f Talbot Angie T

Step 3 : Formulas tab then click on Insert Function sub-menu cursor % D2 cell ¥ T87

(]l bl 2~ ™~ -H|=

Home Insert

Page Layout

aoSum Recently Financial Logical Te=t Date & Loc

- Used =

- - - Time = Refs
Fumnction Library

—

| D2 = AR &= N
| A | B | Cc R— 2l
1 First Last Pcode Political Pan
2 | Smith Fred A | _J__]_ =
3 Robbins Terry 1
4 OTNaall Susan B
£ Parker Scoltt D
6 Perkins Ralph D
T Talbot Angie T
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Step 4 : U5 T window open ¥ ol virokup function F1%T search =M s Then elick
on gv button
F ol = - - =

_ P —— [T | [ T —— M s - el L]

[—— e ey "—uu—---l- 1-'" =! 'I'--ln [n 2 D TR P — B (R Sikgry
P — AR Ve © Wetprprae - f Fpog © Pumatiamg - Slaragpes ST L F
. Fham 1 Bemrem Ll gy
o - - - o -

W
- ] &
7 Gsbtwew  Tem 1
£ CTPewdl Tasnmn 2] M
B g T [a] - L
- — i ] Eara e e @ e
T T milet £ B T -w
. —_ o T
- L=l aan L B - S ST S w— E|
™w
- Tt i B Sy
g _ =
i | -
el | W S -
B | =
L it
i | oot =
ke == 1 TEICT. ——— =
B Ll T T e —
;‘: Joar merveral et SIS kS orme LewE wiring
. -]
=
=r
P ——
i R fe e ramnn L ox || Conen
=5

CONCATENATE = - ®oof K| = _ _

ﬂ E l'.'.-_ n I E '=_ _E'-y —n— .
1 Fhesl Lt Poode Pl ]
| Rt Frod & =
% Oobltes  Temy 1 _
4 Ohedl iy B W
o Guewy: B %
& Fakns Faiph g | Searchfora fanction .
T Temat | Angee T AL | & |
E
:ﬂ O seleCl & CATEQDeY]  Recommended E
11 Sabect & furschiorg:
T _ = |
3 L e
u HLOCNP

i

5
e =
L}
L ] VLOORLP bonkoug_ valos, table srvay, ool mdes numrangs ook )
14 Lisie, fiowr & wishue i B bePienost colewn of & Lalie, angl then de burns & valee in e
20 sawr Fow friem g colaen you spealy, By defsut. the table must be softed 5 an
1 sl o der
)
b |
2 Fei. o B A ion | x| | cenem |
= = p
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Step 6 : 9 Function Argument Insert 79 % A0 7% 79 window gt Frem values input

e
LTS

uET IJ-'I'HhHF' ﬁ-.'lrrl".ll.]llﬂ Cregte Ei-ill ]-'I '-IF'll P["n'[lf' q.%" [‘-ﬂﬂ!ﬂ' leI'I"‘ wnrkﬂh[ll:l‘l_ q f"'“ EE ;ﬁ

describe FTM

WL - B v K W CRRLP
A e R (& E F G =

1 Firm Lmas Peods alitlcal Pai
& Hreith Fred & =W CHOHAR
3 Rpbbem Tery i
i DTiedl Swian B
L Pade Scof [}
& Pgmarng Raigh o
P Tl T
Hl P e — — ———
a1l
:"1' LD
=2 | oo _ e b ]_'TJ -] EE
:: '“--“ @ Ei L ERTTS IRt~
4 Tod_mebese_musem | E2 7
% Fiarge ook [ - et
T =
IE =,

15 o for @ vslse 1 e e TTST colie of A tabie, grad Then renens B vslos i e Saee Fow e 8 colmn o
ety By Getmdl e Daive st be ported n a0 BSoende onides

o

= Lookosp walise & 0 value o b Bl n e et cobmn af S Labde, @l ca0 e 8
:'5.‘ wahot, &1eferee, o & teat mireg.

&

24 Frrnks remali =

?E e e ———
25 | o Fw Sraaar [ ox || conew |
b

Step 7 : Lookup_value type “C2%

VLOOKUP -~ ® o fu «VLOOKUP(cZ}
TSI WSS Be IEES RS - ' 0o - F- ] F G H
1 Firs [T © Politcal P
2 Smath  Fred SV DORUP(C2)
3 Robens
4  OTEedi
L P
6 Perkins
T Talbe
e
5 | Fundction
0 Wi O e
11 i -
2
13 1 abir  array [EEI - AR
x: [ S T rEl - asey) ey
i i : Pie| = ioage sl
16 Flmrege et (P | =
1F
o2 - =8 of § Lmbshs e S e lLa T 8 vikue iy e e row FOm 8 Gelamn Fod
e b vt Gy - 0
14 Lmhl;:hﬂhﬂﬂmh“dnﬂmqﬂ .
o Lk ke ummmh;-nnhhtmhmnrhu&.-ﬂun a
21 :ﬂ‘_ & releane, oF & el Sg.
EE -
x ;
24 | rorrde resdt = - . )
E o )| coms | !
| e oen e PR :
27
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Step 8 : Tabl | a . ) .
N A box 2. Party_codes 3% 51l sheet 1 values insert %111 3 %

___ moome =B e b AR Ty ¢ A
oy " ] 0 P "

PARTY ~ A i ) - :
]
oF
- H
- 1 _*‘m—w
. ' - amr
:. H - .E s
- | Vil e B a0 B = o S T ]
p | o i IH Py
i | ik —— E [ Ir——
» .
- e e T DI T e e e

O ruker :Thhﬁn:‘:-l-l‘--_-i:—'-l

I m | L]

TR TR
5

» Per Barm

B ey el Seecaadied

[ “u

T =
- F
M-
' W

Step 9 : Column_tndex_num B value 80 =7 value show 211 Column value 2.

o = % ® oo | SVIOONUP{CL. ‘Party Codes' laTnas, 2)
R B - | (¥] 1 [+ H
1 Ferm (] P F
1 Reh Fred -
7 Robbees Tery 1
P S a
LI = o] o
& Pawgmp HDmph 8]
L ] Ergen T
]
B g BT |
= e . ;
41 f f== 0
02 Loemlny_walae |5 E-'ﬁ'
hia lﬂh—n oty Comie AT 843 ;3 -uﬂ-m;hh-xwwﬁnh
12
5

B _wokip \* &
s T @ ) S Pt coken of § e, Sl e PR v-ll--nh s o P B IR v

e
| ey B Seieas e Ok St b moried e s o .

|
E. ool emihe drs B Cobae a5 el ey Froe seech S e g e
| henshs ber rw il Ther fraf comenn ol «shaee o Fwe Labie o opbem |

e tm e (= e

EHEEENETNG &
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Step 10 : Range 1I'I-|1-hnp 9 trunTalse TR aplion select L IRl

VILOOKLIP - X v fi =VIOOKUP(c2, Party Codes'|AZ R4S, 2, Tale]

iy 15 C D E F L) 4]
1 _First Lot Peode  Political Party
£ Smith F i i {-ur,r.,; Ba5 2 talse) 1
1 Roblens  Temy q
a4 el e B
L Parles Srolt ]
& Pefogne  Ralph (]
T Tl e F
“ m— | — - — —— —
10 -
4| oo
'h: Lookop_webse || = A"
:: Table mrvey Tarty CodesiAZ-B4% @ = {1, Green"; 2, Reform™; 1, "Whig™. 4, Teler
L Col_waders_mwn = i:’;_] - 2
:? Fange lookp  Saine EI = FiL5E
18 = Teermocratc”
15 | Looks for & vahue i the iefemost colmn of & table, and then retums a vakue in the same row from 8 column rou
Eﬁ meo®y . By defmit, the tabhe must be sorted i an ascending order,
Fa M-.mwﬂ:uﬂhﬂmu&hnh#ﬂmhmﬁnﬂn
s Ascencing order] = TRUE or amitted; find an exact match = FALSE
i |
i |
2 Formuis result = Democrsie
26 | mep or tw frenon | o | | Conced
il

Step 11 : Click OK
(X] el = -~ -Cll |~
“ Hame Insert Page Layout Formulas -
- = - - .
JSr =T B 8 @8 28
Insert AutaSum Recently Financial Logical Text Date & Lod
- - Time = Refs

Function Library

Function - izsed ~ a=

D2 - (- £~ | =viookup(C2.'Pa
A B C I D
1 First Last Pcode Political Pa
2 | Smuth Fred F=% li:lumgcratuc !
3 Robbins Tearry 1
A OMeall Susan B
5 Parker Scott D
& Perkans Ralph D
7 Talbot Angie 7
8
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Step 12 : aft a7 Function copy ®va # == 89T insert function T

' elick 71 #m)
n Hoame et Page Layoui Formudat View &

Data Feview
=
i T g @008 g @ :
inz Avtobum Recently Finamoial Logical Text Date & Lookup &  Math biore -
Pvu;l} - Liied = " - . Tims = Heference = & Tng = Funchiont = My

Funttion Library

D2 w (= £ | =VLOOKUP(CZ, 'Party Codes'|A2:845, 2, FALSE)
» A B c [ B | E i G
1 Firmt Last Pcode Political Pa
lsman  Frd A
"3 Robbins Temy 1
4 ONell Susan B
5 Parker Scott b
6 Perons Ralph D
7 Talbot  Angie 7
B

Step 13 : Table_array value ¥ cell reference %1 absolute 7913 F 10 cell reference ¥ 21
#7 € sign TN 27|

Lok vae [ bbb =W
| Table array PartyCodes'$AS2:88$45 | = (L'Green”;2Reform’;3, Whig":4,1...

Col_index_nom 2 [ -
Range lookup FALSE ] - ruse
= Democratc”

' Looks for 8 value in the lefimost column of a table, and then retums a value in the same row from a column you
| gpectfy. By default, the table must be sorted in an ascending onder,

Lookup_value i the value to be found in the first column of the table, and can be a
value, 8 reference, or a text string.




180 | 5w sk

Step 14 : ™ formula ¥ 5 ol § copy F71 # @0 column F mouse F help & 94
drag #7 =]

lI] H = B = =
m HMome Insert Page Layout Formulas Ciata
ff X @ B @ B B
Insert AutoSum Recently Finanaal Logicall Text Date & Lookug
Funcwon = Lised = - - Time = Referen
Function Library = ——
D2 - - £~ | =VILOOKUP(C2,'Party
A B e B ] D =
1 First Last Pcode Political Party
2 Smath Fred A Democratic
3 Robbins Termry 1
4 ONeill Susan B
5 Parker Scott D
& Perkins Ralph D
7 Talbot Angie T —
8

R TS
| L

e |
E

-
-

-uuz

ERCELLEMNT

AT
THARSPTILE
L B sl TS

Wi RFET Fiaiminm

Step 16 : 3™ LOOKUP formula % 70 argument select %07



Select Arguments

Lo LI
This Funiction has multiple argument lists. Please salmct one of Hherr,

Arguments:
ookup value lookup
Jookup_vaiue, arr 3y

Hedp on this Funckion ok [ Canced ]l

Step 17 : VLOOKLUP %! 7% # function argument field § value place 7% formula apply
& — click OK

Liosokup v alse 'ﬁi = Ty
Lonodensp o = teleren
HERN_reoor B _@ & el e

Looes W & e aither from § DNs-row oF one-column range o from an array. Provided for backward compatibiiy,

Lookup_valie = 5 vaiie that LOCELP searches for in Lockup_vector and can be & fumibes
test, & logical value, of 2 name or reference o a value, '

Formass res =

weE on B Purction I_ O l ]_ I:!.-.:E-J
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PRACTICAL-15 4

I Create different charts in excel and implement formulas (automatic and use
defined).
Step 1: Start —+ All program —» MS Office -+ MS Excel
Step 2 : F48 WA worksheet select %M FAea) chart % ®0 8 i s b
Step 3 : Select enlls including ealumn title and row labels,
Step 4 : Click insert tab — chart option —s select chart type

I @ H q = p- = Eﬁhlfm_fhlﬂ_ﬂl"ﬂﬂ‘f-l.m’ e l-#.--r-".-'..-'!"! Ef-!-ﬂ
= o insert | Page Layout Formudas Coeta Purvhive Wiew
= o il
= . At »
A ] ) Soer (gl o T dag 2 O R
PwolTable Table  Picture o Byl - Une e  Bar  Arca Sclter Other  rypemes
- BEL - - - # = = Chaets -
. Tabiles Huitrmirons 3 :-_n Colaainr - L5
| &l - .3 J=

T Tl )| (8]

1 [Month  Sales Expenses

2 |ian smo00  sw0000 | gy =

3 |reb $80,500  S15, - !

4 |Mar 575,000 5;:3 L.l.' *&5 J&-.Ji L’j

5 |apr 590,000 S30,000 Cylinder

& [Mmay $105,000 saso000 | :

z Jun $130,000 580,000 'LI-:] |!H J—'—!p— ii

W 4 ¢ M| Shestl Sheet? . Shest3 | =

| Rewoy = | Cone el Sum 7SO0

IR i
Py TR

sl aA] AA| W

|
|l AN Chan Types.

Step 5 : Click on 2D column, 3% select {9 3 chart worksheet 7 appear ¥ T

—
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w -l - . et e MY ol st s S i L
[ - — e P s [ e .- ks - e — R |
|
. b T
“ *i D5 sl Bat L I ﬁ-h | i * h ‘ -~ I
g — e Pyr—_— Fiasih § 8w |
L R S —— } gl L |
e st ik it P Sy B —
b Lt ] - E -
R -
u - i L [ : (4] L i i o i _!_ L _'_ i - [ |
2 .— _-*I__I:!@_!‘ L | B0 eam Ce—— o s " |
L | 5 O G100 |
] G iy &35 1wy 4 d0 whg
e | & 0o Tt Lalul)
e OG0 43,000 s
- SHOE N S N P -l._
il _.;I'!.'-h 5 2 & S0 T 4 g | BT T h
¥ LAD B § B Ergaroa: |
i LD i
it }
wal DO
L ¥ L e W
= d Talk FAw g [N um |
(== Set) Geser) | Shestd
Step 6 : Chart title %3 % 70 Click on layout — chart title — click on above chart.
I d q v ' i o rhedt gmpripes ST pga Wi gl Lis £ it Tadin = - w
1 -.:’. ] ] L LR ] Formuign Crala ] W o s g P - - = ¥ |
E o mang Sl egeaiid i - 5
H ?‘,‘h—iﬂ' e m —J =i Tentm Labaia _"I :_'—! i"I'_.J T e
4 Bureet fx A Yape e Tawig = |:|:: « | el Tt - T “:: w ol i ct =
e il g L £t B B wok g vaiinel
[ L ___-' — r] i mpt @upley @ chuet Taw A o~ "';
B = Crrdire e Crweviay Tl firt [T I 1 W i ill
i 4 e . A -
et tapen M| meiseatee . i
T e = U} Ot R Ty § A |
¥ T SO 15 0 Filthr 0 T f Cabrd
S : = res S roveee st .

d L G Lon oot

PHE 0.00¢ Rfsiw Trle Cigrimmc [ | |
. g i F] .l f |
M ;- £ il
L S0 e [R5 L T | [
il s vl B0, 000 LD D00 . [ B L
[ ] Laa Bhn Wi
|

' | |

LR 1
it v

i Pl han

CEE
&
o
o
2

E
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Step 7: Chart 1 type #8714 ¥ 51 click on design tab then click on change chart type —
dinlog box appears — select chart type — OK.

——r - —

L B ol Sl P e
Sy

=

Home
&, & T

8

Change | Save As Switch  Select
Chact Type Template Row/Column Data
e lE‘E_ ] Data

Step 8 : Chart ¥ layout ¥57H % &0 click on Design tab — chart layouts — more option
—+ click high right to select layout.

17 _compamyzales fessonlé - Microzolt Excel l:l'urt'l'm
Formulas Diata H!nﬂr Wiew Add-Ins

Char Loty
o | More |
B Change the averall lagout of the
(8" Ty 8
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PRACTICAL—]E

I} Create a Power Point pPresentation using slide tempiate.

ET

Step 1 : Start — All Program

Step 2 : O

L .HH I"hHr.-!l ol F e
e but Ly

» Microgolt Powar Poini

: 4 new —s inatalled templates W AFM Gt 77 0 inatalled templngs
w 5T open B OCATAA|

[ My Flin hmeam

it - J

Step 3 : 59 contemporary photo album T4 + template F1 select F11 T ore ite M click

b sl Flaris L oy
m—

=3 I -tl! —

- mimman S

-
-
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1EEIaﬁm3ﬂ‘izﬁrrq§m

_ Step 4 : Template 7 9r 7 T picture = 4 Image T click F71 delete button press
T < Template T 59 leon 97 loft click &)

-
S = - —
= - T S — - [
. =

; i d Mp— e

- = = T

== = = i - L i = — .

_— e w crw e ame .

m— -

| ] | ¥

=k pom To adid picruind

- o - .
I wet Frifunm
T = Thea PC & Cocel Dk (T3 ¢ Usern ¢ DELL o Pachorey o v & ! .
T TR Lipen oidar n
. P 3
e Y T
| il C=uiciegp I
.i. S PR '
d :’ ----r-\-!_ L) .
| ~ rreer g B el Friy pREHE 20030506 R b ff "SR] £ 1t '-."l-q FIERSe 10014
- TLur i .m-l
L
e
= LR S R |
B |
B B e w |
!
i Onaibinee - 'l
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Step 6 : 39 picture 38 template

. T insert 7 AT 6T text 90 click F7F text change
wia LR 7 click &9

R ]

— -
i — — ——— - [ = &
-'_' e 1 IR e _.'. s o T e
e T U e R I T e e el e
- —ree i —

EEE R
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PRACTICAL-17

i Create a Power Point presentation using animation,

Step 1St < All programm - Microsaft Office —» Microsoft Power Point

Step 2 Home 5 lavont W olick w3 wr falas layout open 71 T i layouls qH FE
T select 9

Cis e . I
!
i La— e Mrege Avdmatiany  Sllile SR e B
- . . L
"? L | [ L | L T B
i .

Wilie s Lonient LeiBinE Meaddsr

i
T |
Team i Frl F 1A g asi e Tais iy
=
= e R e s
[EEREY Condant with Piitia) @ waikh

apiinn Capkian -

Step 3 : Animation create ¥4 #F 0 Animation tab T click %70 313 faf%= Transition
(Select wipe down), Transition sound, Speed select F1 754 7

e ol =M (LT T L —— = 3 =

R e T S —

[ [ L]

S "H'!H'F-Il--hﬂtr_ll-l.u'!i::_-- e

Step 4 : Transition sound T Right elick %79 7 drop down list open B 59 Breeze ®
click ¥ 39 breege T left elick %7 @ 2 5 590 window open 8l

g ol ® @ Lo EL L o | p—m—

.- - L e -

‘B SAT AT AW =

. — ——— ._1-

SR

INTRODUCTION

- fl:ll'l"lﬂl-l-l-lrl s A EITT RRLATATT, IR O A wedsrdd der ivieg
Trom a word “comgiite” whch mieam to
calculare. S | stinple words you can say that
comgatiEr (4an slectiond device which s used for =
Lt ralrodatinm

=
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Step 5 : Animation — Animate — Click on fade (all at once)

\ || -8 Drawsng Tooli
in" o "0
_'-‘} Hiome Imuert t'mulw- Animal il Shide Show Fewirs [ Foi st
I'-I-r“_‘..:‘ii; pd Animate: an at Orce =] = = < -I ~me
Premew ' Custom A mh“:-"" . 1 : _J _1 __ﬁﬂ J 'ﬁl !
M FOEY

dides 4 Dutiing o | Al At Onee

. — By 15t Level Paiagraph
INTED Wipe

Ab &t Once

TS A mes e = By 151 Level Paragraphs

NI 6 e el e ol m.h

Al AT Once

Cusctom Arimalion..

BLOCK DA RAR OF COMPUTER

Step 6 : Custom Animation F 0 Custorn Animation T Click 771 f57 Window ™ Right
side corner W Add effect T click 97 ff7 3098 TF list open ¥ 30 2938 T &3 Option F)
Choose fF7 f%1 8 T% drop down list open Fr&7 5@ fF98 Custom Animation creste 7
W)

- Ll B —— by R — S —— 5
— e e e, | s s Bea [ -

Simcs [mme e g T AR STETT TTE

S . —

INTRODUCTION

Vo Computer s mof an ocronym, it it & word derived
from a word “compute” which means 19
calculate, So, in simple words you can say that

EEFYS FEPE

Step 7 : Animation ¥4 % f&7 Right Side corner W click F11 3 Option F1 select M)
9 Start, Speed, Direction
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INTRODUCTION

* Comguter by paf oo aoronem, IF s a oword desived s
from @ word "compaite” wehilc b means to
calculate. So, in simiple words Yo ca say that
compedtad s Gh electionic device wimech 18 ided for
fast oaloulabiod.
A gnputer i a8 gEnasl pur pose Sleci o
device that g used to gerfarm acithmeric and
opical eperitions autcomatically. & computer
cimmgints o 5 centegl POl Uil ano soemse
tormm o rrsrmory."”

] o e -
o e i e
- Vg ===

Step B : Animation F1 789 35 T Window & Right side corner T = = Oiptions 7—
Play and slide show

INTRODUCTION

+ Computeris mat an acromym, it is 4 word decived from
awurnd “rompate” whiich means to caleukste. So. in
shiipale words yon can say that compaierds an
electrodic device which bs used for fast calculation.

“Acomputerisa geaeral purpose electronic device that
i used to performarithmetic and Iogical operations
automatically A compuoterconsists of 2 central
processing unit and some form of memorny”

Step 9 : #4 save H -l
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PRACTICAL-18

§ Create a Power Point presentation using Transition.
Step 1 @ Start — All programm —» Microsoft Office —s Microsoft Power Point.

Step 2 : Home — Lavout T Click =4 T fafys Layvouts window ™ Open 1 W) A
svouts ¥ 7 TF layout select F17)

Rayuew WiEsw

SECUOR Header

Title Dby
Conjent weth Picture veilh
Caplion Ceptinn

Step 3 : ™F ammations tab 7 click F071 971 14799 TFW F Transitions open § 5739

L L] TTAELTN et ——)
i -
— i o am — - — - — - —
T
=+ o | -
— e — i Lo

e C—

“-anaa

SR ] Bk f o e G ol A
MYSS—mil B NAFKX ¥E®

A LA g e

—

HEs <X W

a4 ?

T TR P TR IST T ES

LS o



Step 4 : =% Transtions 2 £ Wipe down & selet 525 3= 5 75 show 55 2 2
H‘- ) W —

O e —— — -

. — - - B Tt m——
 i— — T | r———

[re—

Step 3:7F TF window spen T Anmatons — Traneties sound T dick ¥ = W

-ﬂ."i- down e oD Toor _E':_:'E"IJ'- = elick —

T - e—

OK

Step 6: == Slides = Tranainon apply 7= F 7 Applv to all = click =%

Step 7 : Click on office button — Save — given name & location to Presentation — Cixk

W iy
B 2 o5 =
G e iy o
P _—
1 im wtre -
LN g
o= = .
- L i'|.--'_"r:l|_ S —
H =
&=
= ¥ .
‘g - 1. -
i e e PR ey
f - . " kL I
P & =
_i . B PR &SRO L L .
P ST -
o e b =
e .
Jom = :
ill- Cf e _.\,:- —
L —— — i —

E'ILE'P 8: Save W click Eui Anmimated slide save T =T




yames s | 193

PRACTICAL-19

| Create a Power Point Presentation with adding Movie and Sound
Step 1 : 98 051 MS Power Point ¥ start 74 & fin

Start — All programs — MS Power Point
I N LB AL

s Insert tab

\ et o
IR A Se=nen e — ]
Step 2 : Insert tab T click F14 & WE submenu movie 7 click F7% movie from file
select FTA E

ko o maves ok g
ERETL T T

I3 inseni Mower

i Prw T — P
Step 3 : Tfc ¥H 57 system # available video insert A1 A & 39 select FTH OK W
ehick ¥ 27

b o Locel Dii IC:F & Uneis & DEIL & Pictuees & ireenabhot
Pt Prldes

bl
w0 1
& Dmenicady & =

uhel a
- 7 @

i Decumeriy #

= Fanee #

il dEinop

PR R T

prachosl

L] e
rraris ml
L werndwpta

iy Macrenph 0¥ |

il Conmlivsvy
B s P
o ey

L

Filt e | pesetival

w

e Fibes

Ok
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. Step 4 : 3% movie ¥ shideshow ¥ %8 start F00 987 # 7 79 automatically 7 ehick
Wi

Microscft Cffice Paarpri o W | |

o Puoe 35 you want e sound Bo start i the dhds show?

Show Help » > |

| Automatcaly | When Cicked

Step 5 : T8 shide 0 video insert B

[ L PRSI T S —

- — —— - E— - i

Step B : Power point presentation ¥ sound add 79 2 M sound submenu T click T
Sound from file F1 select F7A )
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Step 7: 53 % 73 window open M 9 &=t lncations T TF drive TR w4 #)

Music — apen
L immmrt S
= a 5 Tha
Cugarian =
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Step 8 : CD audio add F73 & A0 play CD audio track T click %43 %) 757 time duration
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Cip selecton
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Step 11 : 7= ¥4 F! %9 home tab T click FTH new slide g 7 title and content T slide
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PRACTICAL-20

j Create a Power Point Presentation with Adding tables and chart etc.
Step 1 & Start

s+ All programm
Step 2 : Home

» Microsoft Office — Microsoft Power Poinl
s T Javout 97 click 4T @ %3 9 layouts window T open & T 017
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Step 5 : 58 Design T click 1 1 table &1 design open ¥
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PRACTICAL-21

changing slide color scheme in presentation.

vy Microsofl Poswer Painl

Step 1: Start -+ All programm — Microsofl. Oflice

Step 2: View -+ colour
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PRACTICAL-22

j viewing the Presentation using slide navigator.

Step 1@ Start —+ All programm — Microsoft Office —» Microsoft Power Poimnt.

step 2 : Uhick on shde show tal — custom slide show
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Step b5 : Shide show 20 up slide show s slide show T all, then elick (K
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PRACTICAL-23

| Create save, run and print the power point presentation.

Step 1 : Start — All programm —# Microsoft Office — Microsoft Ofice Power Point
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Step 10 :
piint

Power Point presentation W BN print Wl 1 wRd 21 Select Office button —s
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PRACTICAL-24
§ Create a database table using predefined template.

Szep 1 : Siart — All programm — Micrnsoft Office —« Microseft Acosss
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Step 3 : T8 Predefined file name #) change %1 3% #1 Then click on create button
- T

Step 4 : T student record % et T table open ¥ 3 table H first cell # 1D (entity)
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Step 8 1 New T click %4 A form open 7+ Click on save and new (Data save 71 7070
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PRACTICAL-25

I Create a database form using form wizard.

Step 1 : Stort s All programm —» Microsofl Office — Microsoft Accoas

Step 2 Chek on hlnnk document —s creste

| e S 1 3 Tw.n:rw
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Step 4 : 59 tab key W right key press FT4 entity 79 add F1 w4 #
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PRACTICAL-26

I Create and share files/folders in Google Drive.

Step 1 : 789 WA Google Drive open ¥4 & A0 Chrome browser ¥ address bar =
gmail com =&

Step 2 : T¥F W UF page open §M ¥ fF 9 ghow W T 1 7HE FW AT gmail =
password type & login Fm
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Step 3 : Gmail open ¥ FT00)
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Step 8 : Google docs =94 % 170 new ¢ right click E Tl
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Step 8B : P99 912 % page open 71 ATIN A fama M5, Word &1 778 €10 o
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Step 9 : %7 79 document file =T
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Step 11 : File F1 share %74 % U right top corner T 7157 file share %7 #%4 ¥ #
left side T file T S0A A1 UF drop down open &I fF 79 Share ™ right click F1|

Step 12 : 57 T Pop-up window appear a8 9 ¥9 receiver F1 email address or
zubject type Caal
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Step 13 ¢ Finally receiver F1 Nile sond T #0)

Step 14 : Google Drive T folder =99 F 51 89 New W right click ¥ TF dropdown
OPET) Tt 5T 7 folder option ™ elick F|

Step 15 : & T box DIET 7r foEE 79 folder ¥ name tyvpe F11 7 create option
click &7 =
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Step 17 : Folder F1 save =14 & & folder ™ right click F17 1 dropdown list open Bl
T zave option T click F1M
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Step 18 : 3= ¥A folder save 71 T B
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=tep 12 : Folder = file ¥ save 739 & A file ™ mght chek F90 #iT falder @ movie =17

e e -~ ]
. ==
[
B - FEEFETT E F ST
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PRACTICAL-27
I Create and share Google Docs.

Slep 1 0 9987 9%H Google Drive RTRTL #F= % F o ehiramoe browaer 36 address bar 5
gl o Eeti U

Btop 2 : TR W% UH page open BT A R S ghow BRm o &) T w0 ST email or
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Step 3 : ¥UH gmail open & A

Step 4 : 301 page ™ right side top corner T Google apps T click F17 37 Google apps §
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Step 6 : Google Docs 575 5 fan New ™ right click F7
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Siep 10 : File & 9m 23 & e menu bar % 9 untitled document W right click F7%
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Step 11 : File F1 share F71 & &1 right top corner T 511 file share 7 A # 2 left
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PRACTICAL-28

I Create and share Google Sheets
Srep 1 ¢ He .

ol D open 29 S5 0 chponie browser % address bhae o
' e vl . W T : .
. - R page open B1M A5 1R A whow T o @) 38 TR email or
Pl e ' N '1.‘ vy e
]
L
i
] W
R T
n T - [0 = E 5 r
Step 2 :

: ¥ nght top corner W Google apps W right click %1 & 399 Google apps ¥ q !
Geagle Dnve T nght chek T8 Google Drive open ® F0m)

=

)
X [— "o
: oG ¢
E' o ™
< o

'E'L_l

R & F

® : B Q
" a = a -
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Step 3 : @ New W onght chick 97, 8 U drop.down open 8 31 FH Google sheets ™
ek FM T FT blank spreadsheet W right click w51 9 f& S feamn m &)

2
e L
] [
- -]

] —l

o - ¥ ———TF
Step 4 : 375 12 TF page open B FIM A FeFa MS Excel F1 T ¥ e 5 S92 frmmn

—— o
| R
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step 6 @ T 9 TH sheet M rocord T w107

e

o N 0

Y o
s - e amemEaS - caracoR]
SE.F 6 : Sheet 1 319 27 F 70 menu bar % 7 untitled document T right click 7%
sheet 1 58 27|

s & i3 i
A
o =30
0 o
= L 1! £ n .
[
- [+

= ﬂ" t v
n R A— &

e T T
Step 7 : Sheet F1 share =01 ¥ 90 right top corner W FEHT sheel shars s N
[ - - : ¥ P
left sade ™ file 91 a7 @ UF drop-down open T TEL EH Share T right click
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H-""I' " Mt w0 eflicle "R
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PRACTICAL-29

I Create and share Google Forms.

Step 1

Step 2

PN b O

| CHEETTY R ;.',l'l'u"lll TR AT . '|_‘|'.1':|-I. N1y I'.i""-"in.',"' :"I‘.II"' " I'lh'lh or i:-l-.l]_";l' e

»Lrogle Forms

1 BES N

Offeow Auricsma b T

ir
4 TH ¥FN TF Google Form open 81 s

PR e Se—— = W

[y T T T =

o e
5 O-QEN ©

Choose thame &
-
- R Ehkwn ood
LErtitled formm
.. S
i i s T ripem Cempsie f = Add mus
Foirtie
v
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Step 4 : Untitled form W eight elick %733 97 goxt ) edit FFm 1 55 A

iy
[ ] —— . ;
s il

Compuber SciEnce & F -
iy ce & Engineering a

n r _

Step 5 : Untitles question T click & question 780 f57 option foram

T HEH option text F edit FI1)

— By e e [ =] -— Bl . L] =
[ Sp— ] ._u'
B idmitem O ff soeme—ee= B & 0 = -.
—_—
Computer Science & Engineering
TR ki Hrs "L_ l - A
Te
=]
4¥
i A s W | 8
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Step 6 0 Add option or add other 8 7% oprion add =74 # A add option T click 71 317

i et i M add ooy =7 elwek /I

[ . : =

TRpUter SEsmce £ Engininaring

Step 7 : T8 =W UF form 47 2 =@

_omputer Science & Engineering ,
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Step B : Google form send 93 & fom right cormer T gend button click F71 7 form #1
send &0 =1 w=m #1 o email M link ¥F 5rom A form F1 share %@ 71 75" 2
Step 8 : Click on email

i 1]
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PRACTICAL-30

| Create and share Google Slide.

Step 1 : T9H A Goo

gmail,com T FHF §1T TF page open ¥ #7915 94 show &0 TH ¥

|

o am = 05
oM
' oL
B 4 )

e b= g, O

i‘hll“' DNrve T #7494 = =0 chrome browser ¥ address
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Qeep 2 : T pmail or password type FTE Jogin F
Step X : 79 mght top eommer Lrengle apps right ¢lick 1M #& 3779 {oogle apps ¥ o
c e —:,;5.1 rlirk WIT r',-'n:{il' I v N e DL
Qtep 4 : ¥5 New T pght elick 77, 7 TF drop-down apen =T wtr w0 Google slides ™
K W
- .= .
k|
@ m—= . |
. s Tl B i "
L

.

Click to add title

Click 1o add sublitle

S Y —

- - o | —

B --—

Step 5 : &9 hlank slide T right click ¥, A slide open 1 i
= fa=%= Power Point F1 77¢ ¥

Step 6 : 79 slide ¥ 70 left corner T + sign 30 #1 70 W click F7 § T4 shide add @

"




Office Automation Tools

[L]

HH:"IJH! Ta T diglopue hux open c—
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Step 9 : 59 slide ¥ share 17 ¥ 0 opened pop-up window T receiver #1 smail 3
subject type F7% send T right elick =91
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238 | sifyw sifehem e
Qw55 317 wEwagof gdamuanh seeR  m—]
wefRita e

|, TTEmrETeE WY w47
(a) Mt R (Operating System) ib) =2 At 9 (Word Processing Program)
() WEHETE TR (MicrosoRt Windows)  (d) =78 & 51 78 (None of these)
4. MS Word =1 fagtaand == §7
a) TafEm e {(Spelling Checking) (b) =i (Graphics)
{¢) = (Both) (d} 378 & =18 781 (None of these)
3. THUR T T T FATS F G wrer # fon wm zvbn w E7

() 1SS (Winzip) (b} &= (Winword)
L) THTH BT (MS DOS) idy THTE FE (MS Word)

4. UHUH aE 2007 | W FWE, W w00 2 w0 H w0 o R &
(a) B (b) sTFH F29 tch = idy ¥
5. fom wmos g atagie w1 fie w03 & od S w2
(a) f= (b) =4 5 fisy (el T fisg (dy e
6. ﬁﬁﬁcmﬁﬁmmaﬁ?ﬁiﬂﬁt—
inl Alt + B by Ctrl+ O () Alt+0 (d) Ctrl+ B
7. HEEEE WY W SETENEA &7 J Ve e Tt §-
ta) Ctrl + Shaft + U (b)) Cirl + A (e} Alt+ E (d) Ctrl =1
8. ww frikm & v stegife & ws v it gee wwet wn i fram -
(a) BTEUTIE (by wa-friem
) =g (dy Feres
9., WHEE W15 W S0 URTETHE ST i viEEwe it i
ia) Ctrl + L. (th) Cetrl+ D
(eh Shift + L id) Tab
10. UTTOTE T FIE i HET 3engs A o e T st v fear s 27
ta) Cerl + Shift + U ib) Ctrl + E
{ed Ctrl + Shaft + D (d) Ctrl + U
11, UHUH ¥ SIEE w0 wEem £7
{a) TEFHT {b) ¥
(c) TEEE id) =98 8 =1 39
12, wH AT & e s R e e s e ame TR FTAEA L
) fzere (b} F==1m
(e} T id) =8 aw




13.

14.

15.

16.

17.

18,

18,

20,

2].
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e axfem o firfry wa et g A fe 47

fad 107 100 ih) () H 250
el 108 500 (di 103 1000
Pt ST it w5 AT % T A o e fa s g e A e
(a) ¥2% (b) WEEHE
(¢} FTEIEIE (d) =78 7 it
= =g # waferz T o e e 87
(a) i fETE e (b) Tt farsr =1 s F=T
(¢) fErEr 52 w0 (dy T fawE = S w8 "
o St e e 3 e it e -
ia) Ctrl - C b} Ctrl4 N
fel Ctrl + X (d) Ctrl+ B
W, WUt 7GT U F T Vi she st AT &7
{g) Ctrl = X, Ctrl + C,Ctrl + ¥V th) Ctrl+X,Ctrl+ L, Ctrl+ C
() Ctrl+ X, Alt+ C, Ctrl + C (d) Alt+X, Alt+C, Alt+V
e, B T 3R wET SEgEE W fadt wEeE W gt SegiE @ damge g
e E-
{a) 7= (Link) ib) FEiEE (Hyperlink)
(e} BEdie® (Hypolink) id) fera (Linkej)
Farft it S w TR T e M i et B wEe = fen feafe & g ety
(a) BASTE (Selected) (b) = (Import)
() T2 (Paste) (d) T 8 w781 (None of these)
MS Excel &1 mhr—rmﬁrm‘rmt?
{a) Word Processing Program (b) Presentation
ie) Spread Sheet Program (d) v A
fareit vt & wam A & A USH AT —
(a) A 16384 by IBI (e} Al k)
hﬁﬁ!ﬁi‘ﬂ&iﬁmﬂﬂqiﬁﬁt-
(a) N 65536 (b) A 256
id) Al 636
{c) N 256
qﬂﬂﬂﬁﬂnmmﬂﬂﬁﬂﬁ*ﬂ“‘t‘ R
) e ﬂiﬁ (d) T T A
(c) 77 9 B a7
mﬁﬁhﬂmwmﬁm 265
{a) 254 ) 257

ie) 266
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95 faﬁwuﬁﬁqﬂﬂmm&:mwﬂﬂﬁﬂﬁmﬂ --------------- el Ll
farar AT g -
(n) HE AR () ib} == ()
ic) FEEEm (L) (d} =®fea ()

26 e ST W WIE T AV T Ay A4t W wy wwA £, svata adkvie @ w0 ot

mgqmrﬂm IH T O wiE o HIAT &l 2w mA §

(a) IR T (Freeze-Parnies) (h) WM #2 (Freeze-Sheet)
(¢) TR (Paragraph) (d) &9 | =13 TF (None of these)

. Text U7 f&msh gy Operations performed R 7

(al String functions ih) Data funetions

tch Logical functions (d) Financial functions

28. mmﬁmhﬁﬂﬁ?ﬂﬂ?ﬁqﬁzWﬁ T afe MY edit T TF worksheet original
sheet T T2 foR for rfar s = #, ot e @ command we e S
(a) New (b)) Save As
(e} Edit (d) Save
29, TSV W O T % Fon 3y e v w2
{a) Table (b} Formula
ic) Field {d) Variahle
30. T Y 9T & T 1 TR WG T B 3 AT UT T Ay E A A,
| population field 97 2T =7 =i HTETTHAT E—
la) Ascending order ib) Decending order
ic} Alphabetical order id) Random order
31, THHYT W E WE-wA A e Era £7
(a) T (Fade) (b) =T (Box)
(¢} ¥ 3 (Fly In) (d) Fwr 749 (Al of above)
32. WiETGIEE © THT UAYH Wea faw uv stmarfia gran g7
la) = ¥A=¥H (New Presentation) (b} =% TH2T (Blank Presentation)
(¢) A ¥ frarg (Auto Shape Wizard) (d) T° | F1E 981 (None of these)
- PR e ATETEE FES VI WA T A O ST O A= A
la) FWTE @7 (Slide Sorter) (b) #EE W 7 (Slide Show View)
(c) 9121 47 = (Notes Page View) (d) A& 5 (Normal View)
34, FAHT T HE FATSEN W A WA gt e 7
{a} F132 97 (Count Bar) (b) =8 97 (Status Bar)
(e} F2 =W (Current Bar) (d) FviEm i (All of these)
35, WTEH W P19 a1 ol STahRT 6 T3S W YO W &7 F5d £7
fa) Highhghting (bl Dragging
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— e 4 - it
%*"‘Tm'frfnfrnﬂm.rﬂ'mwﬂ“|mihm1ﬂmth
2-aagh =gl | e b

-
R I T

b l'.r'q."r-h .;:ll‘l.i'
"f- T:'I||l 45!.-|||l'r

Hﬂﬁruﬂmmmmﬁﬂ“mﬁWPﬂnuﬁmiﬂ%*
wr=sm=h

B P Assd n mevwm alide

) at &dirlese

-h- [H-nnr' _w.'.; ';:-.rfp:

Fiie {ipen idi File New
wuumm Hﬂlilngﬁmihﬁmﬂlﬂmmmrﬂm
s ETAT e

&' The meorrect word appears in all capital letters
B The incorrect word has a wavy red line ynder it
£ The inoorrect word appears italscized

d: The mncorrect waord appears bold

=AU TAWE T SAGE I F B GO F9 1 e o warn & e k-

& Shift « F5 iby Ctrl - Shuft - F5

e} Tl - F5S idi 8 % W

oo mfEmo ey

ia) TETR WEIMS Word) ih) TEE T (MS Excel)

e} TETR TATTIZ (MS PowerPoint) id) TETR URTH (MS Access)

- aTaT=g IEvd ¥ @2 v ferw v % e ow gl s
) TF (Chart ib) Z¥ (Table)

e FEE (Shde) id) 2?52 (Template)

i e farevor § 70 wpE o wraA wew -
81 TEETT WIS R (Desktop Properties) ib) frEra IR (Windows Properties)

irj WEAE lFIFJ‘Fﬂmet] idj m a2 | iDocument P!'ﬂ-ﬂl‘l‘.ﬂi}
. %= ufos wraten Zew g

ai femr (Design) iby = (View)

i 92 i nsert) id) ¥8 {Home)

View M Slides ¥ presentation H slides %1 mimature representation ® w0 o
yetm et . wEerh

far Slide show iby Slide sorter view

) Motes page view 1d) Outline view

few o 9 ME PowerPoint &1 Uﬁmﬁ ‘ﬁimﬁﬁ_-_..._....,_ﬂﬂ‘ f

] VW
la) AdIGELLGN (b Shde sorter vie
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(] Notes page view (dr Cuthine view
46 Presentation H JUFS 1Y &8 Slide Show s @ . 1 wrgws Frofafer of
ank
ial Transibions command (hi Speaker transition
¢} Cuostom animation id) Preset animation
47. Ty fewnes 8 wys = widfEn 7 #ansz = e W amea: F2A
ial Degign plntes {hi Templates
icl Placeholders idl Blueprints
48, W TEE T wegl Gy @t iz v & fem faer o 3 fawe war g 8-
{a) Help (b} The Print Buton
e} Prant id] Eecent
49. 99 handout ¥ $27 a1 ST W & faw, sima w0 g -
ia) The title master ib) The slide master
ic) The handout master id) All of these
50. MS Access FTE7?
la) RDEMS (b} DODBMS
(c) ORDEMS (dl Network Database odel
51. Wies &1 Ofs o & fom fam Key &1 3uam fman &7
(a) WIEHT = {hi T W
(c) 2w H (d) Fuafam =i
52. =fa= =1 frer O & fare weere & wr=ra = waAr #7
{a) ferrm sy 2w (h) =T = F am
(c) faars & zm (d) FT |l
53. UH BETEW ZfEE @ AT #1 s1oft i am s ey 7
la) 299 by frerd
(c) HIeE {d) Fwirs @t
54. MS Access T =T T B2TEHR & WAHLITT 317 w1 Zrar 2
i) .mdh (b} .mad (¢} _doe {d) T | =1 T
55. foaer @ we-m Teraw wieke T 2
ta) 2fam () w4
() Trevemafmg id) frord
56. D.B.M.S. FaT 7
(a) =ZZmEs qTAa2 =y ih) Z=m=A g9 faey
(c) %2 oH famd (d) 719 4 Frf 77
57. frard g k-

fa) N (b #¥=m
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'r--“?m?'?;"-'r-'-l-'rﬂq'r id) T8 O =% &
s tefigruw S
2! Set of field b} Set of attribute
tc) ﬁf‘l“f object (d) Set of tuple
59. 7T H W I urEmaie wasrn % 2oy w stsia 16 8-
iz} Table th) Form fc) Worksheet id} Modules
§0. 7 ¥ ED w = = T o
i@ ﬁ:Fnrmr (b) == (Cursor)
el =9 (Cell) (d) =% (Recard)
g1, THE W F UIED § 21T wwmr sz w4
ra) I (Wizard) (b) L2 (Assistant)
ic) =77 (Realtion) id} #79 (Coach)
62 feamss = § ez faseeT #29 @ Right s =73 & e fem fawms =1 woim wieg =y
b3 coick ek Aok o d
(a) F==iz T (Delete field) ity === 7 (Delete Rows)
tc) F=ai1 F1=2 (Remove field) (d) fr==7 71 (Remove Rows)
= wedﬂweﬁmdmmtﬁﬂﬂﬂﬁmmm
ial Om vou school network (b) On'a flash drive
ie) Somewhere in california (d) In the cloud
84. How much storage space do you have in your google for educators drive ?
(s} Unlimited () 500GB
) 1TE id) T have no idea

85. How do you create a new folder in Google drive 7

8. Once you create a file, you must e it

(b) Click Drive’ (Left)
(d) Click trash

fa) Chck “New™ box
te) Click “Dmive” (Upper Corner)

() Share (b) Save fe) Hide id) Name
SoIHATE

L %l 5 4@ &£id & @6 & (bi & fal e (b
I ‘g ) 1% (c) W i€ 14 id 16 (b} 1% faj s (&) 19 fal 9o Ic
Nl e (a) g5 fa) g4 () 5 (d) 96 (a) 9. (a) & fb) 9. (b} 30 (b)
Wod s (b) 38 ia) M. (b) 35 (b] 34 idl 37. (b} 3a (b 39 (a) 40 (c]
§d 42 (d es (d) 44 (b) 48 (b} 46 fa) 4L (b) 48 (c) 49. (c] S0 (2]
| M. la) s (d) s3 (d) s4 (a) 88 (c) S& la) #1. fa) S& lc} 8% ich @& ic)
L6z ep b gy (d) 4 (a) 68 fal 66 (d)




24949 | afre e e
dfrs wes vd 398 Inx

L. Toolbvar 97 we) & it w1 wm &3 smar - wmm 47
- I ewt W WA w o oW vt ol asm am o wam % ol & e uw afaEr 9 frmr
2. Individual chart slemoents % vinlues &Y Faesy ﬁtmﬁmmm LT
TAT—Add "datn labela™ W mdividual chinet eloments % values 8 @a & &)
3. 3T ot presentation ¥ full sereen mmlrﬂ’ﬁﬁMf?
FH—HTE W Y S A TR W W wefim #0 # fem Slide Show view button T T

w1
4. New table W73 & %W ¥ #w gt #4#3: wangw
T TN W ervate 3 W H1 3l f um we daw moEw o W A View
W IqEM w5
3. wmﬁ?@ﬁmwnﬁnuIHMMﬁmﬂﬁﬁ;ﬂﬂ-ﬂf?
IAT—SUM FHH $1 I FF Excel sheot ¥ rows 31 columns #1 F8 40 W@ &7
aFd 'El
6. TEHS ¥ LOOKUP a9 w1 397 3ugm &7
FAT—Microsoft Excel A, LOOKUP %= fwst duit = smooft 3 value return #1
7. wrEyite A &7 e it
IT—FEER H e T M % # w W mEd #1 IEH rows 4 columns ¥
intersection #1 cells FET AWM Bl
8. Cell & WA text &1 wrap &8 w7 wewd §7
IAT—HTTH] IH text F1 selection FI7 ey fan am wrap H1A1 98D '&. AN fFT home 24
q wmplexlﬂf’ﬂﬂ?'ﬂﬂ' A A F ﬂjlﬁ'{tc:twmp?ﬁ'ﬂﬁﬁ%'l
9. Custom Watermark 38 &1 e £7
TAT— T =Y # OH2TE w91 F {90, Page background group H 99 layout &5 W LI
a7 s w1 3R SN SRTE 971 Picture SIRTNE W text ST option I W
3 mrEEn e w5
10. Google drive F1 7
IAT—A free service from google that allows vou to store files online and access them

anywhere using the cloud.

11. Google drive ¥ FT¢ Save button 41 &1 7
I—Google drive uses nutosave, which automatically and immediately save vour files a3

vou edit them,

12. MS Office  fafia=r vl =1 @)

IAT—Word Processing, Spreadsheet, PowerPoint presentation, Cutlook
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1% MS Word window & 9759 urs a2y #7

FH—Title or Caption Bar, Toolhar, Cursor, Scroll bar, Help assistant, Menu bar, Rular,
Status bar, Document navigataor,
14. Save and Save As ¥ 507 a7 §7

2 B
IAT—Save and Save As options do the same work of saving a documnt, However, the save

as command allows the user to save a file by & different name and format. The save option will
save the document with same name and format as | was saved to very first Lime.

15. Header 787 Footer 'tﬁl'lﬁﬁ"!,'?

ITT—Text or graphics appearing on the bottom margin of each page is ealled a footer,
while on tap margin is called a header. You can create header, footer the inclide text, graphics
page no.. company logo, author's name, chapter name, title of the document.

16. Tahle =41 FiA1 #?
T —Row T Column ¥ HH% Table Fwemm &
17. What are Title Bar, Menu Bar and Standard Toolbar in MS Excel ?

FAT—Title Bar : Title bar shows the name of the document and is situated in the top of
the window applhcation.

Menu Bar : Menu Bar contain various commands under various topics to perform some
special tasks, It is located below the title bar.

Standard Tooolbar : Standard toolbar 1s shortucts of different menu option to execute or
perform the menu option in the easier, efficient and faster way.

18, Excel T filtering ¥ 31T &1 qagi &7
I—3fE 953 78 fo= 4 W T ¥ %@ Data search F7 2, 1 filter F use &% 70

=
i

19, UE =T Presentation 1 S27-347 fayraamd gt =i ?

TAT—Presentation WEIE w44 % B0 4 P's 1 @@ 1@ Plan, Prepare, Practice,
Pn—.-.-':en'll
20. Normal view @ ®IH-% A Panes STe80 £ £7

TT—0Outline Pane, Slide Pane, Notes Pane.

Farg e

. Microsoft Office 1 #7 @ fas &% s #7 ¥9% 9w #17-F9 § application package
HAFE?

2. MSWord 1 7 MS Word & 7% 71 document 37 & Save 74 % fafd 71 #7

1. Standard toolbar ¥ &7

4. Menu Bar fafa=1 goil & T s=md




246 l'ﬁn:lﬂhngu

5. Mail Merge ¥ - g
B. Macros ¥ % 17 2 5o 5 o3 #
7. Spelling & Grammer option ¥ 57=3 5772

8 Tables 73 Borders ¥ 2 3 iy oo

®. Formating Toolbar ¥ Sfe= Tools wvd,

10. Spreadsheet T3 Worksheet 397 wovs

11. Paste ¥ Paste Special ® &5 =7 #°

12. Hide ¥9 unhide option & %= 3 7

13. Cellwmem &7
14. Spreadsheet 7@ §7
15. MSExcel® turihuﬂhhmm =R
16. Data ¥ display ¥7% ¥ T Excel & ¥15-31 & charts present 7
17. Alter ¥ 599 w3 &7
18. PowerPoint Presentation F Screen % a9 wolbar 3 =5sw 1w
19. Shde show T &7
20. Rehearse time ¥ 27
21. Transition ¥ @ &7
22 Master slide /-5 54 £7
23. Presentation B chant 5! fFe =R addfEm s 59 71
24. MS Excel 75 MS Access ¥ 597 371 #7
25. Report ¥ &7
26. Table 74 form f8 ¥&W tF-T | = 7
27. Primary Key 75 Foreign Key ¥ 27

28. MS Excel %1 file /9 extension & save 1 ¥4 &7

29. Print Preview 501 87

30. MS PowerPoint, Word Processing, MS Access ¥ file extension %11 #7
31. Google Shut ¥ &7

32. Google form 5 w#r T 7

33. Google form 1 share %4 f&@ 3w £7

34. Google doc 5% woR Aun f&d 7 5% 7
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| eI 3iRew § Aot ¥ B B ¥ R 3 g7 H-aE Aidae

;o o e e

8,
10.
)
1Z.
1.
14
15.
16.
17.

18,
1B.
20,
21.
22,

£ B

Cirl « A
Ctrl+~ B
Ctrl + C
Ctrl =D
Ctrl- E
Cirl-F
Curl + G
Cirl-H
Cerl + 1
Cirl +J
Ctrl + K
Ctri+ L
Cirl - M
Ctr] + N
Ctrl + O
Cirl+ P
Crrl + Q)
Cirl - B
Curl+ 8§
Cirl « T
Ctrd = 11
Cirl 2 V
Ctrl « W
Cirl - X
Cirl - 7
Curl « ]

. Ltrl « |

+ Shift - Delete

- Al < Tak

T B W ¥, e g 9 of A-ad i o, v Ak

ITauEe diH1 3 e @ E
T WA ) U ey e o
T Aiom w E

2T T HeA F F o
WIEE w7 & fd

A el o e e e

Selected item F cut FTAF fea
Cipen apphication #1 switch ¥4 & feu



R - edbte ... -

2aB | s FewT=s o=

a0, Cirl - Al = el — Window task manager #1 reboot 74 ¥ fem

31. Cirl + Left arrow — One word % left ¥ move 70

82, Ctrl - Right arrow — One word ¥ right # move F51

33. Cerl« Uparrow  — Beginning of the line or paragraph % move 71
34. Crrls Downarrow — End of the line or paragraph 1 move 57711

35, Shift - F3 — Selected text case ¥ change FT1

36. Crtrl-End — End document ¥ cursor F1 move T

37. Ciri< Home — Beginning of document ¥ cursor %1 move #7411
38. Curl - Space — Highlight text T default font F1 reset F7
39. Ctri+1 — Single line space 29 & ford)

40. Cirl-2 — Double line space 24 & &g,

41. Crl+5 — 1.5 line space 59 & fFd

42. Curl+Aly+1 — Text ¥ Heading 1 9 charige 71|

43. Ctrl-Alt+2 — Text %1 Heading 2 ¥ change S|

44. Ctrl+Alt+3 — Text ¥ Heading 3 # change 71

45. Shifi - F7 — Thesaurus F Activate F73 & fam)

46, Alt-Shift«T — Current time # Insert



ODD SEMESTER EXAMINATION, DECEMBER - 2019

ifftsw aiterer zea (0ffice Automation Tools)

w54 (Time) : .30 Hrs. MM - 50
Nute ; Artempr all questions,
Ttz ; Wt ¥ Ht EF HAY
1. Answerany two of the following | 2= 5= 10
fe o A frel 21 % T Sifan—
(a) Explain the use of of following shortcut commands of MS Word
MS Word B 7F 791 Shortcut HAE $1 HEEET—
(1y CTRL+X {iv) CTRL+V
(1) ALT +Fd (v} Esc
(i) CTRL+C
b} How would you reverse the last action done in M5 Word ? And how would you do the same
action agmn 7

MS Word 3 ol anfiadt #rd 31 fFe W A reverse fEm T #7 @41 39 w1 w1 A0 Q@
fm www w1117
(c) List five features of any word processor. Explain the printing of MS Word document.
farit Word Processor &1 & ora faimmsq i HeEE T MS Word YETE H Printing
T THHEY
Answer any two of the followmg :
f= & & fFl 91 & T Aifem—
(2) What do you mean by Orientation of & document 7 Define types of Onentation in M5

Word,
T WE F Orientation & =0 3fwwa #7 MS Word # Orientation F

Eatad
(b) Explain different ways of adding and creating Tables in M5 Word document.
MS Word &  Table %1 9157 ag1 %17 & fafe= I +1 Fae
() How would you write a Formula/Equation in MS Word ?
MS Word 3§ Formula/Equation w1 fm = n e #7
Answer any two of the following !
fr= f @ fsll @1 & T Sife—
{a) Why are charts used in MS Excel 7 Write steps for creating charts.
MS Excel # Charts 341 Wit fast 9 #2 Chart ¥ & @ & [
(b} Explam the **find"" and **sort”™ aperations of M5 Excel.
MS Excel # “find" Td *sort™" SaTerl #1 Feww0l
in copying a column data which is the result of some function of other

[2=5= 10§

THEAT FI W

[2<5=10]

(¢} What is the problem
column data 7 Explain,
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