MS Word 2003

Word Processing is perhaps the most common and comparatively
easier application to work on any computer. A word processor lets you
to change words or phrases, to move whole sections of text from one
place to another, store blocks of text, align margins all in few seconds.
Use of word processors has changed the Ilook of official
correspondence, reports, and proposals etc. to a great extent. MS
Word is an advanced word processing product by Microsoft company.
The powerful features of Word will allow you to create even graphic
based multicolumn publications such as Fliers, News letters and
Internet web pages.

This section provides an overview of MS - Word and deals with the
following features:

«» Starting MS-WORD-2003

« File management

Editing documents

Formatting documents

Printing documents

Inserting pictures into document

Tables

Password protect of document

% Inserting objects of other type(MS-Excel, Photo Editor etc.)
«» Other features

% Mail merge
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Start Word 2003
% Switch on your computer. Click Start button then point to

Programs and then click on MSWord. You will get a screen as
shown below:
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PARTS OF WORD WINDOW

Please see the picture below for a visual image of parts of an active
window has:
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Menu bar This is the traditional windows style drop-down menu.
When you point to any menu title and click once with the mouse, the
menu will open displaying all the commands available under this
menu. Clicking on the desired command would tell Word to execute
that command. Some commands have ellipses (...) in front of them.
These commands have further sub commands. Commands appearing
in dim mode cannot be executed unless the prerequisite functions
required by that command have been performed, e.g. you cannot use
the Copy or Cut command from the Edit menu unless you have
selected a piece of text first. Many commands also have a keyboard
shortcuts specified against their names.

Standard toolbar Toolbars contain buttons, drop-down menus and
other controls that help you to quickly alter the appearance and
arrangement of documents by executing a variety of word commands.
Toolbars are very helpful and convenient in quickly executing
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commands without having to go through menus. The standard toolbar
contains icons for basic functions like opening files, saving files,
printing files, cut, copy, paste etc.

Formatting toolbar This contains icons for changing the look of your
text (called “formatting” in computer jargon); for example, there are
icons for changing fonts, styles, font sizes, text alignment etc.

Ruler The Ruler lets you make changes to margins and indents, and
helps you create document as per dimensions required.

Scroll tools These helps you travel within your document. You can go
anywhere, up and down, right and left in your document mainly by two
ways: Using the horizontal and vertical scroll bars with the help of the
mouse; Or using the keyboard to press PgUp, PgDn, Home, End and
arrow keys.

Status bar Also called the Status Area, this is the normally the last
line on your screen. This gives the following information about your
work—

e Current Page

» Section Number

e Current/Total pages in the document

e Current Cursor Position (where the cursor is presently located)

e Current Line Number

e Current Column Number

e Record Macro-whether macro recording is On or not

e Track Revision-whether revisions have been made or not

» Extend Selection

+ Over type mode-whether you are in Insert mode or overwrite
mode

Cursor Also called the Insertion Pointer, this denotes the place where
text, graphics or any other item would be placed when you type,
overwrite or insert them. This looks like a tall, skinny toothpick and
keeps blinking so that you can locate it easily.

Mouse pointer When your mouse pointer looks like an I-beam you
should be able to move it freely on the screen. This is used for either
placing the cursor at the desired place (take the mouse pointer there
and click) or choosing any command either from the menu or from
toolbars. The mouse pointer changes shape when in the process of
doing certain tasks and the cursor disappears.
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TOOLBARS AND THEIR ICONS

Word Standard Toolbar

DERa 8RRy ® < CHOF= S @Y v -0
MNew Open

Creates atiew document based on Dpens at existing document or

normal template. O template.

Alfernafive: File — New
Shorfout — Ctrl + M

Alfernaiive: File — Open
Shortot — Ctrl + 0

']

& _—

Save = E-Mail

Saves the active domument or It zends the contents of the document

template. as the body of the e-mail message.
Alfernafive: File — Save Aifernafive: File — Send To — Iail
Shorfout — Ctrl +3

Priut Priut preview
Prints the active document using Displays full pages as they are
cutrent defaults. = printed.
Alfernafive: File — Print Alfernafive: File — Print Preview
Shorfout — Ctrl +F E’. Shorfouf — Ctrl + F2
Spelling Cuz

Checks the spelling in the active
document.

Alfernafive: Tools — Spelling and

ramamer
Shorfouf — F7

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

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

MS WORD

Cuts the selection and puts it on
the Cliphoard.

Alfernafive: Edit — Cut
Shorfof — Ctrl + 2

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

Undo
Rewerses certain comimands.
Alfernafive: Edit — Tndo
Shorfouf — Ctrl + 2
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Show ~ Hide Zoom Control

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

. I Makes zelection Baold.
Chmges the fortt size of the = Alfernafive: Format — Font — Font
gelection.

style
Alfernafive: Format — Font — Size B //_,_,-/-"’f o CUL+ B

Shorfeuf — Ctrl +3hift + P

Underline
Lialic Formats the selection with continuous
Makes selection Italics. L~ undetlitie.
Alfernafive: Format — Font — Font Alfernafive: Format — Font — effects
style U | Shorfouf— Ctel+U

Shorfeuf — Ctel +1

Align Laft = Conter
Aligns the paragraph at left indent. === | Centers the paragraphs between the
Alfernafive: Paragraph — Alignment indents.

Shorfouf — Cirl + L

Alfernative: Paragraph — Alignment
Shorfout — Cirl + E

Align Righi
At ey, =
horfaf _>' el j:_;fRP 28 Aligns the patagraph at both right and
— | left indent.

Alfernafive: Paragraph — Aligniment
Shorfof — Ctel +17

Bullets
i= Creates a bulleted list based on the
current defaults.

Numbering
Creates a numbered list based on the
curtent defaults.

Alternafive:
Alfernafive: - ] .
Format — Bullets and Numbering - Format = Bullets and Humbering
Decrease Indent Increase Indent
Decreases of promotes the selection = Incteases indert or demotes the
ofe level, al selection one level.
Alternafive: Alternafive:
Format — Paragraph — Indentation = / Format — Paragraph — Indentation
Highlight
Borders Highlights a selected piece of text in
Shows or hide the border toolbar, 1 [E] - the chosen color.
Alternafive:
Format — Borders and Shading, P
Fout Color A
Selects and applies Font Color. —-—

Alfernafive:
Format — Font — Color
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File management
Creating a New Document

% Click on File Menu
% Select and click New option

% Otherwise click | [3 button on the standard toolbar

Opening an Existing Document:

% Click File Menu
% Select and click Open option

]
% Otherwise click '[@ button on the Standard toolbar.
% Double click on the file from the open window

Saving a Document

+» Click File Menu
« Select and click Save button.

« Otherwise click button = | on the Standard toolbar.

Moving through the document

% Open any word document. You can move the cursor to any
location on the screen by using the arrow keys on the
keyboard.

% Right arrow key is used to move one position to the right of
the cursor

% Left arrow key is used to move one position to the left of
the cursor.

% Up arrow key is used to move one position to the top of the
cursor.

< Down arrow key is used to move one position to the down
of the cursor.

» Page Up key is used to move down the screen at a time
Page down key is used to move up the screen at a time
Hold down Ctrl key and press Home to move to beginning of

the document.

% Hold down Ctrl key and press End to move to end of the
document.
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% You can move to any position on the screen by moving the
cursor with the mouse.

% You can use scroll bars to scroll the text upward and down
ward.

Closing a Document

« Click File menu
% Select and click Close button.
% Otherwise click % on menu bar

Editing Word document

Cut, Copy and Paste options

These options will allow you to Cut or Copy a piece of text
from one location and to paste at a new location.

To do these functions,

% Place the cursor at the begining of the text to be selected.
Drag the mouse pointer over the text. The text will now
appear in reverse vedeo as shown below:

Jawahar Knowledge Cente
3

% Click Edit menu and then click on Cut option (or) click ==
icon on the Standard Toolbar. Move the cursor to the place
where you want the text to be pasted.

% Click Edit menu and then click Paste option (or) click &,
icon on the Standard Toolbar.

For copying the text from one location to other location the
same procedure is to be followed. The difference between Cut
and Copy is that while using the Cut option the text will be
removed from its original location and pasted at a new
location, where as when using Copy option a copy of the
selected text is pasted at new location without disturbing the
original text.
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Searching text

+* Open any document.
% Click Edit menu and then click Find option. You will get a
screen as shown below.

Find and Replace

Find Feplace | GoTa

Find what: w |

[ ] Highlight all items Found in:

More ¥ Cancel

% In Find What text box type the word you want to find and
then click Find Next button.

% Continue clicking Find Next button until you get the screen
shown below.

Microsoft Office Word

1 ) Wiord has finished searching the document,

% Click OK button and then click X to close Find and Replace
dialog box.

Replacing text

» Open any word document.

» Click Edit menu and then click Replace option. You will get
the dialog box as shown below and type the word with which
you want to replace.

oo o
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Find and Replace

Find | Replace | Ga To

Find whak; |

Replace with: |

Mare ¥ Cancel

% Click ReplaceAll button once. You get the below dialog box.

Microsoft Office Word

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

% Click OK button and then click X to close Find and Replace
dialog box.

Moving the cursor to a specific page

% If your word document contains more than one page, you can
directly go to specified page by clicking Edit menu and then

clicking Go To option. You will get the dialog box as shown
below.

Find and Replace

Find Reglau:e| G0 To |

Go ko what: Enter page number;
N
Seckion T
Line Enter + and — ko move relative ko the current
Bookmark = location, Example: +4 will move Forward Four
Comrment items.
Footnoke
Endnote bt -
Previous ] [ Mk ] [ Close
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X/
A X4

K/
£ %4

R/
A X4

In the Enter page number text box, type the required page
number as shown below.

Find and Replace

Find | Replace | GoTo

ao ko what: Enter page number:

~ 4

Section

Line Enter + and — to move relative to the current
Bookmark lacakion, Example: +2 will mosve Farward Four
Commenk items.

Foatnoke

Endriote bl

[ Go To ][ Close ]

Click Go To button. Cursor will immediately jump to page 4.
Click Close button to close Find and Replace dialog box.

Formatting documents

Bold, Underline and Italicize the selected text

X/
A X4

K/
£ %4

X/
°

X/
L X4

MS WORD

Open a word document.

Block the text by first clicking at the start of the text and
holding the left mouse button and drag to the desired position
and then release the left mouse button. The selected area will
be highlighted.

Move the mouse pointer to the button ‘B on the Standard
Toolbar and click once.

Move the mouse pointer outside your text and click to release
the highlighting. Your text will now appear in BOLD FACE.
Like this you can underline or italicize the desired text by
using the following buttons

L0
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Left aligning, centering , right aligning and justifying text

Left Centre Right Justify

% Open a word document.

% Block the text by first clicking at the start of the text and
holding the left mouse button and drag to the desired position
and then release the left mouse button. The selected area will
be highlighted.

% Move the mouse pointer to Align Left button on the toolbar
and click once. Your selected text will be left aligned.

% Move the mouse pointer to Align right button on the toolbar
and click once. Your selected text will be right aligned.

% Move the mouse pointer to Center button on the toolbar and
click once. Your selected text will be centered.

% Move the mouse pointer to Justify button on the toolbar and
click once. Your selected text will be justified.

Creating Bulleted and Numbered list

% If a list of items are to be numbered automatically it can be
done using Numbered List option

Ex: Microsoft Office consists of
MS-Word
MS-Excel
MS-PowerPoint
MS-Access
MS-Outlook

% The above text is to be selected with mouse.
% Click on the Numbered List button on the toolbar i=

% Move out of the text and click to release the highlighting.
% Your text will now look like this

MS-Word
MS-Excel
MS-PowerPoint
MS-Access
MS-Outlook

nhwnhe

Now re-select the text _—
Click the Bulleted List button on the toolbar. =

R/ R/
R X X4
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% The numbers should be replaced with bullets as shown below

« MS-Word

o« MS-Excel

« MS-PowerPoint
« MS-Access

e MS-Outlook

Indenting Paragraphs

% Select a paragraph with the mouse.
< Click on the Right (increase) Indent j= button on the
toolbar. '

% Leave the highlighting on and click once more on the Right
Indent button.

% Click once on the Left Indent &= button. Your text
should now be indented by one Tab stop. Each time you click,
the paragraph is moved one tab stop.

Changing case of text

% You can change the selected text into either UPPERCASE,
lowercase, Title case or tOGGLE cASE

% Highlight the text. Select the Format menu option
% Choose Change Case option. You will get the dialog box
shown below.

Change Case

{f_i' Sentence case,

() lowercase

() Title Case
) EOGGLE cASE

[ 84 ]I Cancel J

% From the list of options select UPPERCASE to convert lower
case into uppercase
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Indenting text with tabs

% Type your name and address as you would at the head of a

letter, but aligned with the left margin e.g.

K.Manohar

H.No 10-334/3,

V.P. Nagar,
Malakpet,
Hyderabad.

% Move the cursor to the start of each line and press the Tab
key. Just as with the right indent button, your text will move
right. How much it moves will depend on the tab settings,
which you can change in the Format, Tabs menu as shown

below.

Tabs

Tab stop position:

Alignrment

(%) Left

) Decimal

Leader
(%) 1 None

O4__

Defaulk tab stops:
0.5

Tab stops ko be cleared:

) Center ) Right:
O Bar

e
w

X]

Clear all

[ Ok ] [ Zancel

]

Font Controlling

% To get different character styles we can change Font type
% Click on Format menu
% Select Font option. You will get the following screen.

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

% You can set Font type, Font Style and Font size and Color
of the selected text.
% Click OK button.

Note: The above options are also available on the Formatting

Toolbar
Mormal = ‘Werdana * 12 - i
Font style Font Type Font size Color

Creating column wise documents
% Open any word document file.

% Click Format menu and click Columns option. You will get a
screen as shown below:
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Cancel

1<
=
o
—
=)
—
=
=
o
i
—
i}
e
=5
[=
o
=
=

il

Mumber of columns;

width and spacing Presview
col #: widths Spacing:
ECH N ) |
L1 | |
LI | |
apply ko |'-.-'u'hn:nle document w |

% In the Presets tab, select Two option to get below
screen.

M
-
1]
L
baL
un

Zancel

Cne Two Three Left Right
Mumber of columns: [] Line between
‘idth and spacing Preswvigw
Col #: width: Spacing:
| © |2 [§ o5 .

Equal colurmn widkh

apply ko |'u'u'h-:ule docurment w |

« Click OK button.
« Your document will be converted to two-column document.
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Spelling and Grammar Checking of word document

% Open any word document.

% Click Tools menu and then click Spelling and Grammar option.

You will get the below dialog box.

S5pelling and Grammar: English (L1.5.)

Mok in Dickionary:

Gwalrnenﬂ of Andhra Pradesh to train the students
pursuing various courses on ernployable skills to meet

the industry requirements and there by bridaing the gap
Suggestions:

Dictionary language: |English (s ﬂ

v Check grammar
Options. .. | |

Jawahar Knowledoe Center is an initiative by the - | Ignore Once

Ignore All |
add to Dictionarsy |

Change |

Change All |

AutoCorrect |

Cancel |

% Note all words that appear red color in First box are spelling
mistakes. If you want to accept the suggested word, in the
second box click on Change. If not, click Ignore button. You
can also add a word to the dictionary by clicking on the Add

button.

% Continue this process until you get the dialog box, shown below:

Microsoft Office Word

"
\l) The spelling and grammar check is complete.

 Click OK button.

% Save your work when the spell-check is complete, so that the

corrections are saved.

MS WORD
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Printing document

Set Page Setup options

>

% Click File menu
» Select and click Page Setup option. You will get the following
screen.

L)

D

Margins Paper Layout
Margins

Top: - Eottom: (1" -
Left: 1.25" - Right: [1.25" £
iukter: a" % | Gutter position: |Left w
Cirienkation

Al

Portrait Landscape
Pages

Mulkiple pages: Mormal »
Preview

apply to:

Whole docurnent w
Defaulk, .. Ik ][ Cancel

% Here you can set margins (top, bottom, right and left),
paper size, paper source and layout.
% Click OK button.

Creating Header and footer

% You can create header and footer that include text or
graphics. For example, page numbers, the date, a company
logo, the document’s title or file name, the author’s name, and
so on. You can use the same header and footer throughout a
document or change the header and footer for part of the
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document. For example, use a unique header or footer on the
first page, or leave the header or footer off the first page. You
can also use different headers and footers on odd and even
pages or for part of a document.

The Header and Footer tool bar is

Header and Foolter
Inzert AubaText = Insert AukaText - | #H M ﬁ"‘ | EE [

wU'-"hl |E4§Ep|glnse

To Create header or footer

Create a header or footer

1 Onthe View menu, click Header and Footer.

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

To insert Click

The current date Date -

The current time Time -

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

the file name, or the author's

narme

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

4 “When you finish, click Close.

Creating different footers or headers for even and odd
pages
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Create different headers or footers for odd and

even pages

1

2
3
4

n the Yiew menu, click Header and Footer.

Cn the Header and Footer toolbar, click Page Setup IEI

Click the Layout tah.

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

QK.

If necessary, move to the Even Page Header area or Even

Page Footer box.
B How?

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

El How?

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

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

Preview document

MS WORD

Open any word document.
Click File menu and then click Print Preview option. You will
get a screen similar to this.

GOVERMMENT OF ANDHEA PRADESH

Frotm,

B girisha
Employee [d 4528,
Bowenpally,

Secunderabad,

To,

The Progratn Manager,

Instution for Electronic Governance
Iasab Tank,

Hyderabad

Bir,

SubRequest For One Day Leave

In my absence, my filesfclients/duties will be
undertakendassigned to [names of individuals or departments]. [If
appropriate, state how your employer can contact you during your
ahsence by phone or e-mail]. | understand that during this time | wil
cantinue to be respaonsible forthe employee portion of my health

henefits.
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% You won’t be able to read your text, as preview is just for
checking the layout. If you move the mouse pointer into the
page a tiny magnifying glass icon appears. If you click on
this, it magnifies the selected page.

% Press PgDn to move through your document if it is more than
one page long.

% If you need to make changes before printing, click the Close
button to return to your document

Print document.

% Click File menu

% Click Print option.
% You will get a screen shown as below.

Prinker
Mame: 52 11192,168.1.2500HP Laserdet 1020 v
Stakus: Idle Find Printer ..,
Type: HP Laserdet 1020
wWhere: USE001 [ Print ta File
Commenk: [ ] Manual duplex
Fage range Copies
) all Mumber of copies: -
{:} Current page
) Pages: Collate
Enter page numbers and/or page ranges
separated by commas, For example, 1,3,5-12
Print what: | Document | [Z00m
) Pages per sheet: 1 »
Print: All pages in range R e
Scale to paper size: | pa Sraling w
options, ., [ QK ] [ Cancel

% In the above figure you can set default Printer name or you can
select other printers from the drop down menu. You can set
which pages to print, how many copies to print, the page range
like “1-3,5-7", whether to print all pages and so on.
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% Before printing, make sure your printer is switched on, is loaded
with the appropriate paper [A4], and is on-line.

% If you are satisfied with the layout of your document, click on
the Print icon on the toolbar to obtain a printout. You should see
a message on screen showing that your file is being prepared for
printing.

% Click OK button.

Inserting pictures into the document

Inserting Clip arts
% Click Insert menu, click picture and then click Clip Art. You
will get screen as shown below

B Food - Microsoft Clip Organizer

! fle Edit wiew Tools Help
o ]

"_’l Search... ﬁgo\lectmn List... \

=) Clips ‘Qpllnga_._!
: Collection List -

ﬁ Communications 4
5 & Concepts i
3 @ Decorative Elemen
4 ﬁ Emations
ﬁ Fantasy
ﬁ Flags
@5 Food

-5 Gavernment
-4 Healthcare
-5 Househald
8 ﬁ Industry
4 @ Leisure
5 @ Maps

@ Mature

ﬁ Dccupations

ﬁ Pastel
-4 Paople
@ Personal Appearar
-5 Plants
-5 Realistic
: ﬁ Religion

4 @ Srignces

4 @ Seasons

ﬁ Signs

ﬁ Sites

ﬁ Special Qccasions
-5 Sports

-5 Symbols

ﬁ Technology

-5 Todls

5 & Transporkation

2 @ Travel

£ ﬁ Weather

ﬁ Web Elements

™

7

[Elle @

B G Nl

< I

100 Items

_—— = o B
14 start © B G | untitled-Part

% Select the picture and then click Insert button. The selected
picture will be inserted at the cursor position.

Inserting WordArt

% Click Insert menu, click picture and then click WordArt. You
will get a screen as shown below:
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WordArt Gallery

Select a Wordart skyvle:
Wordart | ordA™® woraar, Wordhl Wordart) &
Wi WordArt Wordet| o221+ Whoeairt| & ™
. ; YW
4 w wardArt || -WordArt| WOrdA ||
WordArd| WOTGAL '-ETH;};ﬂﬂiﬂ =
Ttz “ g Condiri ; ~
L 8] 4 ][ Cancel ]

% Select a WordArt Style format and then click OK button to get

the below screen.

Edit WordArt Text

Faonk:

Size:

|'l'r Arial Black

| EX E3jea

Texk:

[ ok

] [ Cancel

]

% Here enter your own text ( for example type Welcome)and then

click OK button.

MS WORD
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Dragging Margins on the Ruler

% Change to Page Layout view

% Choose View - Ruler, if the ruler is not visible

% Point to transition area (where the grey area turns white) on
the ruler. The mouse pointer changes to double headed
arrow.

Drag the margin to the desired position using the mouse. Watch

the change in the Ruler's dimension as you drag.

Page Breaks

Page Breaks are the places in your document where one page
ends and a new page begins. Many things affect where page
breaks will occur. Factors include the size of your paper, Margin
setting, Paragraph Formats and section breaks.

Page breaks appear as dotted lines in Normal view.

Forcing Page Breaks
% Move cursor to the place of the break.

% Choose Insert - Break
The Page Break dialogue box appears as below.

Break @@

Break bypes

) Calumn break

) Text wrapping break
Section break tvpes

{:} MNext page

) Continuous

{:} Ewven page

() 0dd page

[ 84 ][ Cancel ]

% Click OK & the page break appears in the required position.

% To insert page breaks press Ctrl+Enter. Page Break will be
inserted at the place of the cursor.
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Drop Cap Feature

% Select the Paragraph then Click Format menu and then Click
on Drop Cap then you will get a screen as shown below:

Pasition
Mone Dropped In margin
Cipkions

[ Ok ][ Cancel ]

Now Select the required position for Drop Cap and click OK
Creating Tables

Tables are preferred when compared to using spacebar or tab
for alignment to give a table format, but Word has another
excellent feature for alignment called "Tables". This feature is used
to create financial reports, catalogues, accounts etc.

Tables consist of rows and columns. The text can be typed in
the cells. The size, shape and appearance of a cell are controllable
features. You can also convert a text to a table and a table back to
text. It also supports importing and exporting data onto a
spreadsheet.

To create a table using Insert Tables Button

% Move the cursor to the place where you want to insert the
table
< Choose tables button ﬁ from the Standard Toolbar

% Drag the mouse to highlight the desired number of rows and

columns in the tables menu
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% Release the button. An empty table is inserted.
To create a table using table menu

s Choose Insert table from Table Menu . You will find a
dialog box as shown below:

Insert Table El

Tahble size

Mumber of columns: |

LEINER

Mumber of rowves:

AutoFit behawvior
(#) Fixed column width: Auko
{:} AukoFit ko conkents
() AautaFit ko window

i)

Table skwle: Table Grid [Eutc-FDrmat... ]

[ 1 remember dimensions for new tables

[ I ] [ Cancel ]

% Now type the Number of Columns and rows as you require
and set column width Auto. So that the Column with will
be equal to the width of the text. Now click OK.

An empty table is inserted in the document. Now inserting rows,
columns, Deleting rows and widening the columns is very easy.

Insert Rows:

% Place the cursor in the table, where rows are to be inserted
% Choose Table and click Insert Rows option to insert rows in
the table
Delete Rows:

% Select the Row which is to be deleted
% Click Table and click Delete cells option.

In the same way you can do with columns also
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Table | Window  Help
j Draw Table k

Insert k I
Delete [
Select 2

Merge Cells

il

Split Cells, ..
Split Table

7] Table AutoFormat...
AukoFik »

Heading Rows Repeat

Canvert F
‘% l Sart...
Formula...

4 Show Gridiines

Table Properties. ..

Using Formulae in the table

Tables can be used to prepare financial statements. Different
functions can be used to calculate Column totals, Row totals,
Average , Count, Minimum and maximum of given values etc.

To use a formula in the table
% Keep the mouse cursor at the place where the value has to
come

% Click Table menu and then click Formula option.

You can see the following dialog box.

Formula E|

Earmula:
|=SUM{ABCVE] |

mumber format:

| v|

Paste funckion:

| v

[ Ok ] [ Cancel
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s Then click OK button

If you don’t want the above function, then choose another from
Paste function drop down list.

Sort the Table

We can arrange the data in the table in some order i.e. By name,
By ID no, By basic etc.

To sort the table

% Select the table by using menu Table -> Select table
% Sort the table by using menu Table -> Sort options

You will find the following dialog box:

Sort E|

Sort by
B = fscending
Wame W | Type! | Text L © &
— ! = () Descending
L
Thiaddress
B (%) Ascending
Tvpe: |Text R =
(e = ") Descending
IUsing: |Paragraphs bl
Then by
Il lisk has
(%) Header row ) Mo header row
o] (oo

% Now select the sort by field and click OK

Numbering Pages

% Open any word document.
% Click Insert menu and then click Page Numbers option.
% You will get the screen as shown below:
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Page Numbers

Paosition:

Aligriment:
Right

Show number on firsk page

x

o
T
m
<
[}
-

l

oK ][ Cancel ]

K/

< By default the page number is placed at bottom right corner

within the page. You can change the position of the page
numbers by selecting other options like "top of the page,
center" from the Drop down List boxes.

< Choose the Format button to

review the other

page

numbering options or choose OK button to set the changes
made in the Page Numbering dialog box.

Auto correct

AutoCorrect stores a list of common typographical errors and
their spellings. When you make an error, Word detects it and
inserts the correctly spelled version of the word. You can add
words to the AutoCorrect list, based on the mistakes you make.
Look at the AutoCorrect dialog box.

AutoCorrect: English (U.5.)

AutoText

Replace:

AukoCarreck

Correck TWo Ihitial CApitals
Capitalize first letker of sentences
Zapitalize first letker of kable cells
Capitalize names of days

Correck accidental usage of cAPS LOCK key
Replace text a5 you bype

with:

AutaFarmat

Show AutoCorrect Options buttons

Srnarkt Tags
AutoFormat As You Type

Automatically use suggestions From the speling checker

84 l [ Cancel

)
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Note that tm within parenthesis is automatically replaced by ™ with
trademark symbol. To Add an AutoCorrect

% Click Tools then click AutoCorrect, type the word in the place
provided for Replace and With Options then click Add and
then click OK. You can Delete an AutoCorrect option if you
don't want it.

AutoFormat

Use AutoFormat to reformat an entire document using a
selected document template as a basis for the changes. Templates
are supplied with Word, or you can create your own templates
based on a document in which styles are applied to text, headings,
lists and other text and graphic elements within the document. You
can use Format/Style Gallery to view and apply available style
templates to your document. Autoformat applies a style to every
paragraph and heading. It typically replaces indentations created
with spaces or tabs with paragraph indents, asterisks and dashes
with bullets, and so on.

Auto Text

The AutoText feature lets you store commonly used passages,
such as addresses, contract clauses, etc., and insert them
whenever needed with a click of your mouse to create an AutoText
entry.

% Select a graphic or text block such as your name and address in
your document.

% Pick the Insert / AutoText menu selection: The Auto Text
dialog box is displayed as shown below
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AutoCorrect

AutoCorrect

AuboText AuktoFormat

Show AukoComplete suggestions
Tao accept the AukaComplete suggestion, press Enker

Enter AutoText entries here:

- PAGE -

Attention:

ATTM:

Author, Page #, Date
Best regards,

Best wishes,

CERTIFIED MAIL
COMFIDENTIAL
Confidential, Page #, Date

Presview

AukoFormat As You Tvpe

3

Smart Tags

Shiowe Toolbar

Lockin: | All ackive templates

QK l [ Cancel

% Type a Short name in the Name box and click Add.

To use Stored Auto Text

% Type the short name of your Auto text and Highlight it.

% Click Insert/ AutoText from menu and then click Insert .

The

text is inserted in place of the selected AutoText name.

To remove an AutoText item:

% Pick Insert/AutoText to get the AutoText dialog box.
« Pick an AutoText name and click Delete and Close

MS WORD
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Password Protecting the document

% Open any word document.
% Click Tools menu and then click Options Click Security tab.
You will get screen as shown below.

Options E|

Spelling & Grammar Track Changes I=er Infarmation Compatibility
File Locations Complex Scripks
Wi General Edit Prink Save Security

File encryption opkions Far this document

Passwiord to open;

File sharing options For this document

Passwiord to modify:

[ ] read-only recommended

[ Digital Signatures. .. ] [ Prokect Document. ..

Privacy opkions
[ 1 remove personal information From file properties on save

[ ] warn before printing, saving of sending a file that contains tracked
changes or comments

Skare random number ko improve merge accuracy

Make hidden markup visible when opening or sawving

Macro security

Adjust the security level For opening files that might [ Macro Security... ]
contain macro viruses and specify the names of =
krusted macro developers.

[ Ok ][ Cancel ]

% In the Password to open text box, type your password (Ex:
type mahesh). Your password will appear as group of ***,
Click OK button. You will get the following screen.

Confirm Password §|

Reenter password to open:

Caution: If wou lose or Forget the password, it cannot be
recovered, (Remember that passwords are case sensitive, )

[ ]9 ][ Cancel ]

% Reenter the same password and then click OK button.
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% Close the document by clicking File and then clicking Close
option.

% Open the same document by clicking File and then clicking
Open option.

% You will get a screen as shown below.

Password

Enter password to open file
E:\Documents and Settingsiieq)Deskiop! Test, doc

L O, ][ Cancel ]

< If you type the same password as earlier (mahesh) then only
you can open the file.

% Enter the password and then click OK button.

« If you want to delete the password click Tools menu and then
click Options.

% Delete the password in the Password to open text box.

Click OK button. Your document will be unprotected.

L X4

Thesaurus

The tools /Thesaurus menu selection gives you possible
meanings and synonyms for selected words in your documents.
This helps you be more precise in your writing. To use the
Thesaurus, position the cursor in front of a word or highlight it.
And Right Click and Then you will find a dropdown menu and
select synonyms option select Thesaurus menu as shown below .

T Test - Microsoft Word BEE
fHe Edt Yew Inert Fomat Took Tl Bidow Hep Typs a question for b 1

The tools /Thesaur,
meanings and syn E
documents. This he & oo
To use the Thesau
or highlight it. Use
RIESS..

writing.
of a word
pction or

Select Text with Similar Formatting
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Lists of possible meanings and synonyms are displayed. Pick a
desired word so that it is in the Replace with Synonym box and
click the Replace button to use it. Use the Look Up button to find
alternate meanings of a selected word in the Meanings box. Click
Cancel to exit the Thesaurus dialog box without accepting any of
the suggested changes.

Creating a Mail Merge document

Following are steps involved in creating a Mail Merge document.

R/
°

Create a new data source and enter information
% Create the main document

Insert fields into the main document.

Merge data source and main document.

*0

>

R/
¢

L X4

Creating a new data source

This file is created basically to store the information like
addresses which is to be used to merge with the main document.

& Open a New word document

<> Create a Table with following information :
First Name Last Name Addl1l Add2 Add3
Bhaskar Rambha Banjara Hills | Road No.3 Hyderabad
Ashok Reddy Kukatpally Main Road Hyderabad
Ravi Kumar Gandhi RTC X Roads | Hyderabad

Nagar

Save the file as address.doc and close.

Creating the Main Document

% From the Tools menu - Letters and Mailing>Mail Merge.

% In the Main Document area of Mail Merge Helper window click
the Create button. Clicking on the down arrow opens the pull

down

MS WORD

menu.
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0§ Document1 - Microsoft Word

Eile Eu:.ili: Wiew Insett  Format  Tools  Table  Window Help Type a question for help = | 3
E . .I'_J l_l_fj @ l_&h_‘._".jjll__j L-kl | ?.%l | ::ﬂ. J | B} v N - | [I\l ; |.?5°.'"o v|$| o
Mormal = Times Mew Roman -~ 12 - | B U | ::_ EE §?| = .& = .x.:

~ Mail Merge i s

ll
i
W

T"

Select document type

Wehat bype of document are wou
working on?

— (%) Letters
i) Envelopes

() Labels

{:}' Direckary

Letters

Send letters to & group of people,
You can personalize the letker
that each person receives,

Click Mext bo continue.

o
* Step1of6
[+
¥

B [ext: Starting document

B(E|= 8 < I O
ipans b |awoshopess N WO MA@l - L-A-=S== 030
Page 1 Sec 1 11 ak 1" ln1 Cal i EC [TRE EXT OWE | Englishiu.s | | GE

W

% Select Letters. and under Step 1 of 6, Click on Next
Starting document as shown in the above window (step 1).

% You will get 3 options to select from the following window

» Use the Current Document
» Start from a template.
 Start from Existing Document
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E.jﬁ' Document? - Microsoft Word l:||§]|i|
i He g&:@m Isert Fomat Tooks Table Window Help x

Select starting document

How do vou wank ko seb up your
| letkers?

i (%) Use the current document
() Stark from a kemplate
() Stark fram existing document

Use the current document

Start from the document shown
here and use the Mail Merge
wizard to add recipient
inFarmation, ;

Step 2 of 6

% Mext: Select recipients

i |

4 Previous: Select document bype

a.l-mo Il | >
Draw~ i | AutaShapes ™\ ‘;L__lDLtalﬂ*: Gl | P2 A-S M

Page 1 Sec 1 11 Ak 1" ln1 cal 1 REC| |TRK | [EAT | OYR Er 5}

Select the first option : Use the current document

Type the letter leaving sufficient space to place addresses later

L SERNERENRRRRERE RERNERES URNNRERFERRNURRERRRNRRRY. 2| ® 7 MailMerge v x
Select document type
what bype of document are you
Government of Andhra Pradesh working on?
® Letters
From < Envelopes
Chief Ezecutive Officer £ Labels
Institute for Electronic Governance ) Directory
Iasab Tank
Wb 4 Letters
Foeraba Send letters ko a group of people.
Yfou can personalize the [etter that
To each persan receives,
Dear

You are requested to attend a meeting at Secretariat to review the activities of
Tour wing,

Yours Fasthfully,
Click Mext ko continue.
Step 1 of 6

-
+
@ g Mexk: Starting document
¥

[Cthief Exe cutive Officer

ECASIN \DO‘@.;.. & - .ivé =]
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% Now click on Write Your letter link (step 3)
Then you will get following window.

Table ‘Window Help /pea stior b F - X
B Lol g = @ 100% - » 4 MWormal + Justif - TimesMNewRoman - 12 - B 7 U = Ll = = =
QX3 B B,
- | % [ B W1 » MR B IR0,
g---w-1---|"‘2---|-"3---|---4‘--|---5"-|---' LR j‘# Mail Merge v X
| Select recipients
Select Data Source =R
@ Use an existing list
Look in: E - & : 2 -
S 1‘J Iy Bocuiirts j b @ ol Tk } Select from Qutlook contacts
P @Backgrnund.dnc @reg.xls Type anew list
;& @bannar‘doc @sample.dac
Sty B computers, dac B schaols. doc Use an existing list
el My Pictures cover,doc @SRUJANA‘duc Currently, your recipients are
T = My Received Files @cts.duc @TA—NAC.doc selected From:
i } My Videos E1 emails.bxt tnp\cs.dnc [:\Documents and SettingsiadminiMy 0
Inj My Documents MFS Most Wanted Dema @faculty-incentwasa.dac @tourfurmat.doc Selack 5 diferant list
) Symantes undstransfer, doc alkin Inkerviews for £
i Symant fundstransfer.d walkin Int for £
H P ) Updaters B global. doc Edit recipient ist. ..
rofcover,doc @Jawahar Knowledge Center,doc
T Deskiop % | ~$ddress.dac 2] lansettings.bxt ]
«1 Account,xls @Natiunal Degree College.doc Ll
A - ] I actionplan, xls E] Mortan Antivirus_ Key. bxt
Iy : E@address‘duc @NOTEl.ch
o Favortes ) advt, dac B plat.dac
4 | 1§
oy — &
File name: ]| :_J New Source. .. J Onen
D My Metwork ’
Places Files of type: JA\I Data Sources {*,odc;* mdb; *.de]LJ Cancel
You are requested to attend a meeting at Secretariat to review the activities of
your wing.

% Now Select an Existing Data Source i.e. the file
address.doc and Click on Open Button.

Then you will get following window.

Mail Merge Recipients @

Tao sark the lisk, click the appropriate column heading, To narraw down the recipients displaved by a
specific criteria, such as by city, click the arrow next ko the column heading,  Use the check boxes or
buttons to add or remove recipients From the mail merge.
List of recipients:

| ¥| Last_Mame ¥ | First_Mame |l ALl X AT AL
Rambha Bhaskar Banjar... Road... Hyder...
Reddy ashiok Kukat... MainR... Hyder...
Kurmnar Ravi Gandh... RTC¥ ... Hyder...

|
Select All | Clear all | Refresh |
Find. .. | Edit... | Validate |
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Click Ok.
Then you will see the following screen

B a3 e s <] ¢ ¢ MailMerge v

Write your letter
Government of Andbra Pradesh
If wou have not already done sa,
Insert Merge Field ! write your letter now,
Ta add recipient information to
To Insert: wour letter, click a location in the
H H " Address Fields @ Datahase Fields docurment, and then click one of
The Chief Executive .Ofﬁcer thes e below.
Institute for Electronic Governance Fields: _
Masabtark e ) s .
-
Hyderabad L?jsdt_Name [ Greetingline...
tddl
Addz -:: Electronic postage. ..
Add3
To |||| Fostal bar code...
El More items. ..
When you have finished writing
wour letker, click Mext, Then you
can preview and personalize each
recipient's letker,
Dear
Tou are requested to attend a ities of
your wing =l
Match Fields. .. | Insert I Cancel |

Tours faithfully,

« To add recipient information to your letter Click on More items
and insert the fields wherever required.

After inserting fields your document may look like this :

ite your letter

Government of Andhra Pradesh

INyou have not already done so,
wite vour letker now,

Tao %dd recipient information ko
woul letter, click a location in the
docufpent, and then dick one of
the itkms below,

Tao
The Chief Executive Officer

Institute for Electronic Governance

Masabtank Address block,..
Hyderabad m reeting ling.,,

-=: chronic postage. .,
To. “" Poktal bar code. ..
«First Namen«Last Names
ahddls Bl Mare items...
gbddin ‘when you have Finished writing
abdd3n wour letter, click Mext, Then yvou

can preview and personalize each
recipient’s letker,

Dear «First Names

You are requested to attend a meeting at Secretariat to review the activities of
your wing,

Yours fathfully,

Chief Executive Officer
Step 4 of 6

g Mext: Preview your letters

<8 Previous: Select recipients
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%+ Now see Step 4 of 6 and click on Next : Preview your

letters
m] - —
Preview your letters
One of the merged letters is
Government of Andhra Pradesh pivienedhersNolpieyion)
another letter, click one of the
Following:

To
The Chief Executive Officer

Institute for Electronic Governance

ce Recipient: 1 e

m Find a recipient. .

Masabtanic Make changes
Hyderabad ;’sotu can also change your recipient
T Edit recipiznt list. .

o
BhaskarRambha Exclude this recipient
Banjara Hills When you have finished
Road o3 | previewing your letters, click Next.

. Then vou can print the merged

Hyderabad letters or edit individual letters to

add personal comments,

Dear Bhaskar|
Tou are requested to attend a meeting at Secretariat to review the activities of
FOUr Wing.
Tours fathfully,

Step 50f 6

Chief Executive Officer g MNexk: Complete the merge

“« o ow|4

4@ Previous: Write your letker

2]

% You can preview all the letters by clicking on
Recipient 1..2.. so on

< After Preview come to Step 5 of 6 and click on
Next : Complete merge
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< After completing the merge you may print letters or

Tools Table ‘Window Help
B < -

R AR S AN RAN- =

d Field ~ 2 M 41

@& O e

edit them using the following options :

- @ » A Normal + Justif + Times Mew Roman  ~

» R

To
The Chief Executive Officer

Institute for Electronic Governance

Hyderabad

To
BhaskarRambha
Barjara Hills
Road No.3
Hyderabad

Dear Bhaskar

Tou are requested to attend a meeting at Secretariat to review the activities of

your wing.

6F) 'I"'3"'I"'4"'I"'5"'|a--'l'\

Gowerntnent of Andhra Pradesh

Mail Merge

K

Complete the merge

Mail Merge is ready to produce
vour letters,

Ta personalize yaur letters, click
"Edit Individual Letters," This wil
open a new document with yaur
merged letters, To make changes
to all the letters, switch back ko the
original docurment.

Merge
23, print...
@ Edit individual letters. ..

There are several options while printing letters. You may print all
letters or selectively. It is advisable to check the formatting and other
details of merged documents before sending them to printer.
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