Microsoft

£ Word2003

Microsoft word & ?lell q&u? quelg Al§ed? &. Al Al§ed-]
yeeall office 1 @G S BSYell AsA oy &©. Word H[ document
dare §3) asta & A w3[Ud Y¥Y editing A formating UQL §7]
astl . Word Software Al Gualolell &AMl €eLSl el & 4
stlearml qeu?l aud 8.

@ Introduction :

MS-Word ¥ Word Processor Hle-ll 3§ Program ©. il Program Microsoft
Corporation UMl U.S.A. -l A5 Ul &RL AAR SAAML A B, AL SU-ALAL 2UUS
(Bt e 8. ¥ (Qa-il Alell sy @lst dd »ivuia 8. Word -l Heeell
document oi-ldl eAslA B. A printing 53 AL & A% document L SRBL AAe
uglL 530 sl ®. AL BUic document o editing (YERL) A formating ld(RLd
53 ASRL B,

@ MS-Word 2003 H[ &) Facilities :

1.

MS-Word 2003 -l Yual facility % & ¥ il AUl aSu s3I AslA B.
clell dHi 28cl el Mdl Yaudl AstL . dell AAWHI 2lsU sl
dpesAML CUMIR UsL 28 a¥ O.

MS-Word “{ g document Gi-icfl st & A A printing WSl &S AsL
8. dell sl e s3I ASRL .

MS-Word Hi automatic saving facility 2l S1§ AlsS time interval set sl
ML d time interval ¥{ document automatic save 2l %L ©. (&l.d.
€2 5 YI{l2) %2l document M[ SL& work $cll duld power off 2l& 1
QR HI2IMPLAL work A UL oLl ASIA SlA.

Auto correct option -l H&€ell document Ui 2ldl regular spelling mistake
1 correction automatic sAdL aAsle B,

Auto text option -l He€ell ¥ text A dlFAR dAWdl-l %32 usdl sl d
sortname AUl add $3| 3R Yol Insert 53l ASEL B.
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10.

11.

12.

13.

MS-Word M[ multitasking -{l U8l facility uslL ©. %4 As Al o § dell
ag file open 53| ASKA B.

Book mark option -l #&€2ll document Hi SL& AUs5A text ¥ graphics GUR
AsALOl ¥S AslA O.

Document « Normal, Web layout, Print layout, Reating layout, Outline,
Thumbnails, Fullscreen 4913 option H{ %8 ASAL B.

Date and time option «l M&€ell document ML Sl 2AUsSA position GUR
select Sl format Hwol system Yi set sal w4l Date and Time
sl el ULl Insert 3L ASLA .

Paragraph option -l H€€2fl document i select S ALS54 paragraph
margin change 53l AslL ©. AL BURAd page list set s3I ASRL O.

Columns option -l Me€2ll document Hi 2€dl text A news paper style
columns Yol set §3L ASLA .

Change Case option -l “&€€2ll document M[ select SIell text -l
character 1 %€l %€l case Ywol Sl AslA .

MS-Word [ document H{ select $2¢ll row A+ column UHIQl{ Table
oLl AsRL B,

How to Start MS-Word :

— All Program — Microsoft Office = Microsoft Office Word 2003
R sels sd.

Ad-2 :
— Run UR sells $3. — WINWORD type 53\ W2 sells 5.

N N
ARetle 1A |
| Yesoid{l screen (A2 |
Bdl Hual. | g oY

4F) Microsoft Office
L. Word 2003

Copyright @ 1983-2003 Microzoft Corporation, &l rights resenved,
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MS-Word il Screen (a2 aulddl :
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Titlebar :

Ms-Word 4{ Screen «l 2dlell GUR-L AL2IM[ AS Horizontalbar ldl Hul
®, % Titlebar 35 wlMuld B. ¥ Program  Application 4 -ld
(Microsoft Word) 1 Active Document o ™ gald ®.

Menubar :

Titlebar «l IRl % bar %ldl YUl &, A4 Menubar §& ©. %[ Word -l
%€l el Menu options (€l.cl. File, Edit, View ddR) sldl HW 8.
Standard toolbar :

Menubar «{l {12 Standard toolbar ldl HW &. FH[ %ldl HWdl %EL-
%€l tools 1 mouse -l Hegell select 3 vor »suell w AsalSeil
Editing command -l Guallol $3 ASlA O. €l.cl., New, Open, Save,
Print, Cut, Copy, Paste d93.

Formating toolbar :

Standard toolbar <{l 2dl2l formating toolbar °sldl Wl &. ¥ *ldl
ndl gelgel tools 1 mouse L uegell select $3L formating
command -l GUALoL $3| ASA O. €l.d., Bold, Italic, Underline d93.
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[1]

> Rulerbar :

Formating toolbar -l {12 Rulerbar %ldl HWl 8. dH[ Mouse -l &€l
Margin A+ Tab set $31 ASRL O.

> Statusbar :

Ms-Word il screen -l 2dlell AL CL2MI statusbar ldl HUL ©. FHi
Active Document (2+{l Information %cl ¥ Cursor position, Page no,

Line do? asldl ¥l 9.

Word Menu :
Ms-Word H[ Menubar H(

(1) File (2) Edit
(6) Tools (7) Table
File Menu : (Alt + F)

I
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e
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L% e e bl mH
ERRITT T IO RATTY FERRN T s
AT gk T = LT

="Arm ns HEOU DAre w1V Sy

galal W §d4 9 menu dl ui 8.
(3) View (4) Insert (5) Format
(8) Window  (9) Help

¥l Menu 2{l filed management s3I 2sl
. FU[ Adl file create $dl, dd save
5dl, save S3cl file open $dl, file close
sl du file  printing 524 Il facilities
Hledl command $Al B.

New (Ctrl+N) :

AL sULl-sl Hegell Ms-Word M +dl s15d, Web
page 5 E-mail message oi-ldl aAslA . Al
SULS Ul Titlebar 40 Documentl Ag <slal
Y 9.

: New Document v x
GO A
New

|1 Blank document

New W2 sells sedi A yoyoi Tagk 23 doenet

IE_D] ‘Web page

pane °&QL ]'LU].@. (06]'”3[10‘[_[_?;) ' E-mail message

@J From existing docurment. ..

Templates
Search online for:

o G0
Adl2l Blank Document U2 SHlS =5

DEJ Templates on Office Online

Sl Adl siSd U 219, B on my computer. .,

& on my Weh sites...
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& Open (Ctrl+0) :
AL sHLISHL Hegdl SISUBL save Sl SIS wldl ASRA D.

"File Menu" H[ "Open"
option select $2dlel
veldl "Ctrl + 0” command
Aludlell screen Bu?

‘ / Open 4 Dialog Box <sldl
Wi ®,

@ Close : (Ctrl + W)
AL sHLSHL Heeall open Sl filed close S3L ASERL O.

sed sl dl A Yol dialogbox
sl Hual.

- " A dl modification Ll file 1 save 3l
close 53l Al ®. A | mwa " Y ol modification save
sal R file close s9 s B, A " cancel " QY dl il
option 4 dialogbox cancel 3| sl O.

@ Save (Ctrl+S) :

L SUL-SHL Hegell current file A save $3| ASRL O. AR file A UM duid save

Sl SlHA AR file . UM UG 37| E— —
&. MS-Word | €35 document file
.doc extension @19 &.

;_;l' Save UR click sdi A
Yol Save Asd dialog
Box %ldl MUl &.
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Save in [ path Al uRelle filename 4 s18ag 3t a@vil
Save UR sells sedl s19d save o wA B.

& Save As :

AL sHLSAL Heeell save sl file -l copy S3L AsUL ©. AHed § AL Fdl o
o{lo file Ms-Word Wi ci-ldl asta .

@ Save As Web Page :

AL sHLSL Hegell Word L document

‘l Web page dﬂ% save Siﬂ ASsLAL f) Thzaga bow Lier, dency ishes Lie chown whil eu g wben
wr Slenl s bree. Treae are moea's gqoesd oee de Hen's Tide depeada

°5—2“.§ Web page da% save Sél 2}{'1 opza tha Toae. BLact 1: rilated Wiek wrea sinee the BITE af YToaog,

17 tae ecs are akallakcd fren the earh, nk].:l i zine tie 'fo af
r " huwar belgas ¥ Toess sLpply w105k ol men's teds. Troes ar: blesslag

Internet browser 1'I-l- U‘Il(’l.cllll_l Mla- Eb . ka mbn?’qj'f:g\::t. qive choids ehclier. Wzwers. ond foaake Frioe aas
N . necmaamry fas wvery ronnbre, Tresa heautify heie sernnndiags. Tresa
CZ,“_Q &l-l_l_ Character fo rmat hep ta weeresme fhe Zovsr ans werry <2 the vazld, Wwasce thens ane
! Frara, theea aorziadall. Tresa sbrae d-ada Cleeds giae rain, Tresa

Traaths a0f YapIay s senceplsca, and Feap ool Cowmer lasvas

Paragraph format’ Page layout’ of Aroes bate L irzon Aealds, acd give bazk opgen, s praceat

Editing, Graphics format, Table | @i J

format 4913 CledlS L B, i~ o T oot at
& Page Setup :

AL suL-sl Heeell page o AAd-AE2 margin A Header & Footer f U8l
setting 531 ASRL O.

Page Setup U2 sdls sdl 1A
Yesold Page setup - dialog box
Bldl HUL 8.

Margins 4( Top, Bottom, Right, Left,
Gutter (elL8SUatl eiLaL) e
margin set $31 ASLA ©. dell gutter
position ‘Left 5 Top’ 2Avil ASRL .

& Orientation :

L option H{ paper 4 orientation portrait (Bl¢f) 5 landscape (L) AuY
8 d set 531 ASA .
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& Preview :

AL option Hi page 5¢ Euld o Y ASRL O.

Paper ¥l option [ paper size -s5l $31 ASLA © dell d-l width

(USIWLES) A Height (BAE) set 53 ASIA 8. AR ©llE
U2 sells sl page setup -ll setting apply o A 8.

@ Print Preview :

AL sHL-Sl Heeell Active Documents Print 2ldl USdl ddf Page BUR output
5q lsnal A wouBell screen GUR B ASAL B, L SULISHL SlAEL A B §
%l document Ui SI§ e el AT elAdl Al YRl AsL 8. Fell Lot
Yl RAAIAL A 21A 8.

Print Preview (el
ofslR lsnal
Close UR SEls sl
s3lell normal
document [ Ll
.

"'_'—
[RES[=Tem o T

@ Print (Ctrl+P) :
UL SULSHL Heeell Active Document
4 st GUR printing $3L AsA B.

1. File : Print U2 scls sdi A
yesold Print 4 dialogbox <slal
Hunal.

____________________________ Ch
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2. Printer : Print sladl sl [Nl GUAIL Al 8. d wsleil Aldse s3L
AslA O A properties U SALS Sl . printer -l setting change 53l
AslA 8.

3. Paper Range : il option ¥i 5edl U%-l (e stedl & d -Assl sl
AUld & 5 oell Uy, current page (Active page) 5 Ul Page number (AYS
o Uos) -l print Adl .

4. Copies : ¥l option M[ print -l $ecl sl stedl © d set sAM(
A .

5. Scale to paper size : 2l 545l He€all current file L HU[SAlA AlssA
Paper size AlUdl HIS 2l . FU5 Letter, Legal, A3, A4, Ab.

& Send to :

UL sHl-sAl Heeell current file -l MUl ALSSA AR USRS ASA
. FU 5 UL s1ddd Mail d3ld HIsddl €L Aeldl d Fax U Hlsddl
Sl dl Mlsdl AsRL B.

@ Recent file list :

File menu Y[ properties s4L-S+l {12 Word “{ 8c@ vladmi wdd file  list
olctladiml A 8. -l Heeell ded vllddi A1ddl #Yys file 1 ARuLctl2ll A
open dialog box -l Me€ ddR s3lell vilell aslaA O.

@ Exit : (Alt + F4)

AL sUL-SHl ueeell Ms-Word -l otslz -lsull aAslL &.

File — Exit U2 sells $3l. OR Alt + F4 Press $l. OR Titlebar -l
auillouy Aqldd B9 close button UR sells s2dlefl MS-Word <l otelR
ALsull st ©. A&l 51§ document save SAL A Sl A Exit SHLS
AWl {2 Yol dialog box wlal 1L 8. }

Microsoft Office Word

X[ Alddl
document save 2[2LL B Do you wank to save the changes to Document3?
ddR MS-Word | LR
Asull asta ©.

L Yes ] [ ¥l ] [Cancel ]
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[2] Edit Menu : (Alt + E)

it €l
= g P LR
=L Lo T
I h-i
B | TR
= r e o N
et | L Menu i file g editing ol A¥ .
it Ll | FU 5 file Ul 818 select 56 text A AS |
o ae |1 euell ol Reld @ el el select |
Alan. cne || 5 text file Uil &2 5l el AR |
Rt e | sl Edit Menu Hi 28 a3 O, |
e\ Y,
A oal

(1) Undo Typing (Ctrl+2Z) :

AL sHsdl veeell Bed ¥ sl s el A sl wAR FAd s wsA
®. d-l Shortcut key (Ctrl+Z) *Z ®.
GelsWL : (1) Rl 5 AL SIS AssA MUSAL copy $3A Sl AHA s
$3d copy -l Audl Sl dl did % Undo daudl Ctrl+Z
AUlug. ®efl Copy e Ul wlal Hua (8.
(2) SI§ AssA UUSAl Delete [g2] 83 SlA A A d Hildl
wel Aunddl el dl dkd Undo eldl ~Z dud. Zsul
B st sloULL sl iell Yset 2g €l dl Undo
SHISAL GURALIL 7.

4l : Undo s4l=sl yeeell Bed ¥ s1d 53 €la Al ¥ Ayl
Y5 eldld 8.

Ad : "Edit Menu"“iell "Undo" select sdlell dleldl Ctrl+Z tiudlell
Document H{ UGB Editing command [e.g. Cut, Copy, Paste] 2ll sl
55R e AY WA O,

(2) Typing OR Redo (Ctrl + Y) :
AL s Heeell Undo a3 % sl e eld ddl auulell yst  ala

®. ¢sHl Redo $HI-S Undo sHisell [A3s st s ©. %l shortcut key
Ctril+Y (*Y) 9.



®3)

(4)
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Ad : "Edit Menu" H{2ll "Redo" select $cllell eldl "Ctrl+Y" Jtiuctell
B € Sl Editing Command -l S3lell wMe 2l .

Cut (Ctrll+X) :
UL sHLSHL Heeell select $2e Text ¥ Graphics 1 &2 53| ASERL V. L select

$3 M12L window M store 218 1 &. %2ll Document (20l il select $3e
ML oflost Relldl Paste sML-Sell Move S3l ASRL .

dle : i dd cut SISl Gualal Text 1 oy wouR af
odl sla Aed § Move s2dl sl cal? sedl.

Ad :

Step-1 : 2l YoM document M[ %33l CL2L mouse &RL eldl keyboard
(Shift + Arrowkey) d3 2192 3d select §3L.

Step - 2 : "Edit Menu" ¥{ "Cut" option select 3 dteldl "Ctrl+ X" tluclell
document [ select $3e MLl § a8 A B. ¥ document Ui S\ ol
Ul Paste sHl-Sell Move $3 ASA O.

Copy (Ctrl+C) :

AL sUL-sAL Heeall select e 5L AlssA Text A Window clipboard M copy
s3I ASlA B.

Ad :

Step-1 : 2l Yol Document Hi %331 Mol select $3.

Step-2 : "Edit Menu"M[ "Copy" option select $2clell teldl "Ctrl+C"
Aludlell select ALl window clipboard [ copy S$3L sl .

Step - 3 : QURCILE UL text -l copy Sl Sl UL cursor 48 ¥ paste
SHIS AUl o text -l AL copy 2l B.

Office Clipboard :

Computer 4l % 5 ULl d@ull 5 RLsL Cut 5 Copy S 813 R A clipboard
Ul save 2l 8. RURGLE paste Sl clipboard iefl UlEy paste ol 8. dul
AsAlel 25 clip save 28 A5 B. ARolle dl wdl s ud 9.
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@ Paste : (Ctrl + V)

Edit — Clipboard U2 sells scll -l Yol
taskpane open 29l

ol dl uldl sq el dl Clear All UR sdils
Sl d wdl o A 8.

AL LSl Heegll A2UB Copy 5 Cut sHL-S2ll select 536 Text L document i
Paste $3| ASIUD.

Document ¥[ % %A paste 53¢ Sl d el cursor €8 %8 “Edit
Menu” H[ paste $ML-S select $dlell teldl Ctrl + V command

Aludlell cursor position U cut ¥ copy $3A GLL paste 2l 3.

@ Paste Special :

Al sUL-SHl Hegell text |l formatted 5
unformatted copy 1 paste s3L ASRL O, AN
Ad ULl Copy S text A paste $3Y R
unformatted copy 29l. %2 Paste special -l
yeeell formatted A unformatted AH of d
copy S3L ASLA O.

Ad : 2wl A ued sl text 1 select s3I AL copy Mg [el.cl., Bold,
Italic] RURALE Al Copy 83l Paste Special Ui %8 %l "Unformatted" A1ulg
dl text formating sl USEldl copy paste 213. ¥ %l "Formating" U?
click alg ol text 1 % formating 5 e [el.cl., Bold, Italic] d 2l

paste 2(3l.

D AR hietr=frw e sty vbep o



(1)

(2)
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Clear (Delete) :

AL sUL-sHl uegell document H select $3d SIS ALssA text &2 83l
ASL B.

Ad :
Step-1 : 2l Ueld document M %330 UL select $2A.

Step- 1 : "Edit Menu" [ "Clear" option select $3| Enterkey press $2dlefl
select $2E ML 2 2 A .

Select All (Ctrl+A) :
AL SULSHL Hegell dudl ofell text AsAULRL select $3I ASR .
Ad :

"Edit Menu" M[ "Select All" option select Sdlell teldl "Ctrl+ A" Aludlell
Y % document select 2UlA O.

® Text select sl »AA Ad :
Key board 43 selection :

SLE A5 AlssA AL Select sal HIE Shift + End
Cursor Ulodleell Gu-{l Hil&dl select sal Hie Shift + UP Arrowkey
Cursor Ulodlet-tell 1Al Hil&d) select sdl M2 Shift + Down Arrowkey

Cursor Ulxdlet-tell el O{L"g;ﬂ Hi[&dl select 52al HI Shift + Right Arrowkey
Cursor Wlalet-ell stofl oitogfl HilEdl select sal Wie  Shift + Left Arrowkey
Mouse d3 Selection :

¥ HUS| select 52l €l Al A3ALAML mouse § UlS<R @8 8 mouse -l
Left key €otldl uu{lA Becl HU[&dl select sl €12 d select 530 ASLA B.

dl€ : Selection §2 $2ql H1& S1SUQ Arrowkey -+l Guala s2al.
Find (Ctrl +F) :
AL sHLSHL Heeell document Hiell SIS AlssA Word find 3 (ALl ) AsIA B.

Ad : "Edit Menu" H{ "Find" select $2cllell eldl "Ctrl+F" command
Aqludlefl Find Hleq dialog box osldl Wil ©.
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Find and Replace

Find Replace | GoTao

Find what: || v |
Options:  Search Down

[T Highlight all items Found in:

[ore ¥ Cancel

4l "Find what" box M{ % word find $dl el d word [EL.d.
COMPUTER] type 53l Enterkey press $dlell %l d word document Hi
s dl d word highlight 21de ldl HUL 8®. %l d word document Hi
Asell el daud sla dl sefll Find Next deldl Enter Aug.
Document Y[ €l % ¥ -4l COMPUTER -l word find ol s U
"Word has finished searching the document" §dl massage d ©.

Replace (Ctrl+ H) :

AL sULSH Hegell document Hiel 81§ ALsSA word find $3| Al woURL
4dl word Replace 31 ASRL O.

Ad :

"Edit Menu" M[ "Replace" option select Sdlell leldl "Ctrl+H" SHL-S
Aqludlell Replace Hleq dialogbox <sldl “Wl 8.

Find and Replace

Find Replace | Go Ta

Find what: HEERAJ |
Opkions:  Search Down

Replace with: MIRAT] v|

[ Mare ¥ ] ’ Replace ] [Replace all ] [ Find Mext ] ’ Cancel ]

gl.d., As5 document M{ ¥ wRARL U.S.A. quld sl d-l U
America $?¢ €l AR "Find what" box Ml % word find sl SR df

____________________________ Ch
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UM g [US.A]. QURClLE "Replace with" box M find el word A %
4dl UHell Replace $2dl sl d UM type 54 [America]. cUROLLE
"Replace” option select $3| Enterkey press $2dlell Find elddl word -dl
AMell replace a2 ®. %l find 2lAel word document M[ Asell dElR
quid Sl2L dl "Replace All" option select $?¢. %R document M ¢iél
% word replace 2§ <1 A3 "Word has finished searching the
document” ¥dl message Ald 8.

Goto (Ctrl+G) :

AL sHL-sHl Heeell document U[ SIS 2ALssA Page No, Line No., Footnote,
Endnote 5 Bookmark Gu2 Asdlfell ¢ skl &. d-l Shortcut key F5 ©.

Ad :

"Edit Menu" H{ "Go to" option select $dlell taldl "Ctrl+ G" dtudlell Goto
command 4 dialog box ldl “ul 8.

Find and Replace EHE

Find IRep_Iace Go To |

Go ko what: Enter page nurmber:

Enter + and — ko move relative to the current
location, Example: +4 will mowe Forward Four
items,

Previous | Mext I Close |

Step - 1: 2l Uald "Go to What" ui2(l %33\ option (€L.d. Book Mark)
select $2L.

Step - 2 : QlRCllE "Enter Page number" box H[ Bookmark mno. type 53l
Enterkey press sdlell select $3cl Page no BUR Aedldell ¥ aAsl .

Object :

Edit H4ML 2de Object $HL-Sl egell Word document [ Insert SRUML
Aldel 51O drawing 5 object M[ %33 351 3 ASRL ©. M SaAL MR
Al v Word document M[ Insert 3¢ Picture 5 Object - Select 53l
QUROLLE AL SIS BUR Click 5L, M sdlell 1A ealeul uMIElAl Screen
wldl Y. BHL Fd Picture -l el YL ALLNML 33 YURL deRl 3L
ASRL B,
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[3] View Menu :

(Alt + V)

,
I

Menu -l GUOL 2l 9.

I
N J

“nzbekes

Marhy

=d ooy

Lo BT
& Normal :

UL SULSHL ueg2ll document -
Normal mode Hi 8 ASRL O.

View — Normal YR Se(ls Sl I
yoso{l screen £uilel. ¥+ Ul Horizontal
ruler %ldl YU ®.

dl& : Normal view HI screen Gu?
Header %7 Footer N aASidl ell.

& Print Layout :
AL SHLSHL Hegell documentd

AUl Menu -l Hegell document 4 AL |
| AL View H[ 1§ ASA & A |
| document View on/off sdl Hle il |

S

gned mwCLE
il ol

.| deadagla-cuz
Sl

I, Sare LT 1]

A Talur, ,
“Ller

e Fep

T | lwmgrs s

Teddx 3l buaer

gamah gy =

RN _ T T PN T T |
T T . e 1

Whaalic Sodam ¥
ey oAy o nisdeapaniel comganth

aluienr oyl s iy 1z
sl spee 0wl

Srarmciacbaiic o Syiem
aTipar wlion
Al acieon

e ok o
wCrET OF ol

Semen 2 Beten
w33

L I N VI [T

Print Layout mode ¥{ %
ASRL B, .

A€l Horizontal Ruler du%
Vertical Ruler %sldl HUL ®. Print
layout mode Mi document X[
header A footer ldl HUl ©.
AL A AHUBAML document
+ print layout mode i ¥ %ldl

i 9. ST e

I G N Wed feed A NN e kG i e :[E
A= B AR I, Bl D5 LT e o e
L e ad St t i EEARE SRR
— _ 0 B

KiInat IR SA88m v

T [T [ S o |
al_nka tnpether zocend ng o plen
ok s Ep e ke

LNa e ST R a7 SR D
sCrparealen

wrleraslan

mrld e
airlrgeien 4
e Db sdbw

frgininis §LF
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Reading layout :

AL SULISL GUALIL document 4 AUSIAL FH ciuAl HIE SAML wd O, 1L
SHL-S AlUdl document A reading layout mode Hi %1 ASRA B,

View — Reading layout : 21l layout Hi otsl? lsudl HI2 close UR
sels sl ud B.
Outline :

AL sUL-SsHl Hegell document A Outline view mode H[ %18 2ASA . Al mode
Y{ document Heading, Subheading ¥}t arrange 28 oA B,

1 500 Pk b - Moo Wl E
D [h e fee Ppea [mb e Hmes B irim seomw

HAR-F e BEak- N o N NN ey IR o] Sy |
i T = deed -1-=--r:|.|]l:ll..l_!i!!l:]‘1.ﬁ_]
it e ey e o =T 3w 3 [V 50
o Elananite of Systean =
w Bl s mnd ks
| LaliE R
Tl
v eFawdea)
sCreiranTet
+ sEalnadatas ard Imeriaes

a=tn

v ABSLTCE < I idodtis
wlchematc madals
+ wFkia! ayesed wecele iFFRT)
+ wSralic opebam moneke | Sondt Choet)

r N\
I %HQD- O‘LL%\;') sAlddl I + wlignaml e syslenn rodes
| task pane 4 on/off 3\ | . |

= Characteristics of Open System =

I Ql.gl_?‘l. f) I _ + sl from osksice =
________ / :Tlxl.l. [ NI E!D W P 2 LF .
ﬂm (= R ) o T T P DR P LT
Toolbar :
AL sHI-s-l uegell toolbar 4 on/off 53| ASLA O. L =i
= Ao
toolbar on $2 dl d-l AN v mark S AsIA AA A 5 .

Screen UR %ldl U, %l toolbar off &9 dl screen U2 * "
ldl Hnal [&.
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& Document Map :

AL sHIsl Heeell document H[ dlddl W&l heading o list w1 AsL
8. el AScll heading BUR click sdlell document AL A % AL BUR ¥&
AslA V.

TE BR g e fpes ek T peke Hee

T R I R AT W T L Oy TR View — Document Map

i Yremba e R TN ST X I e e |
| e
B EETEETT =
bt e e _—_——— ES — — — —

| AL Hiell ofslR lswal wie

| View - Document map UR |

| II slell sells sealell osiz |

{I::--..w-u- \L\:.-C;:-I.:I:denl=_r§4_Jl I "ﬂ.guﬂ. °6CLL€R I

T T T AT T ) [T J
of L AT Crmy - Ry v T Lo - s a

@ Thumbnails :
AL sULSHl Hegll As Uosall ollwt U UR dRd °§§ ASIA .

N
“ quiell ol rﬂsmcu Y2 sl View —

 Thumbnails U2 sells sl oteR Alsull °z>’cu$& !
& Header & Footer:  ~ T~ T T T T T T T/ T/ /T

AL sHL-SHL HegRll document Ui €35 Page BUR Header 1 Footer %18 S 8.
SLSUSL osHl U . A L R F €5 UKL e}urlcjj SURERE L @uerﬂ
ol el dl dd Header A 11°erru 3
end Hi Sl dl d footer 5& &. AM[ |
document ARl ALMI ASALS 12 B,
Left, Centre, Right, Ml ¥ elfU Y
sl d s3L AslA B,
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Header type sl U&l footer M[ %dl M2 Switch between Header &
Footer A press 2l u$ .

Footer type sAl U8l ol lsndl HI close UR SELS Sl otsIR
ALsull s,

Footnotes :
UL sHLISHL Hegll Insert Menu &lRL oi+lde Footnote 8 ASRA 9.

|'tf~‘-l : 91 AS Yy Footnotes insert &l edd sl dl
Yl S$4l-S Highlight 2ddl Alal yud -l[&.

Markup :
AL sHLISHL Hegll Insert Menu &RL o+ldd comments %18 2ASRL .

Full Screen :

AL sUl-SHl uegell document A full screen Ml S ASRL O. Sl menu
dAus toolbar ldl ¥widl 2ll, $5d document %8 ASRL O.

View — Full screen

6T Al mode Mi2ll oelR Alddl close full

screen U2 Sells $¢ deldl keyboard (el
Esc key press $dl.

Zoom :

AL sul-sdl ueeell screen BUR document -l size el § eelsl ASRL B,
Minimum Zoom : 10% ¥ Maximum Zoom : 500% Ul ASRL ©. U@
AL A page with zoom <l df GuALL 2l B.

View — Zoom

dle : Zoom Y[ &ulid] document l size screen Y2dl ¥
sl 8. print out 4l dl font Al ¥ size €9 d
Alqel.
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[4] Insert Menu (Alt+I) : _ _LI—
P:-;eh;_'rb-es.
Ve — ~ard .l-lll..n
| L Menu H( &l 5 La.
| document M[ SIS =2AlssA File, | |~ ::::“: i
| Symbol, Pictures, Date & Time | | |t cummur: .
:&‘-L"K Page numbers Insert Sél: Fiat E
TR
Qs R B

& Break :

AUl sUL-SAL Heeell document M[ Page Break dd% Column

break $3| ASRL O.
'V){—

el d el 502 @Y g,

FZ e
Lo

n-admed.

) Hyal b

I

2l Weld document i % @l WX Page Break ¥ Column Break $2¢

Insert — Break U2 sells s2dlell "Break" dialog box °sldl Hwal.

%H( "Page break" option select $dlell document M[ cursor -l
el Page break 28 s9l.

%H( "Column break" option select $2dlell document ™[ cursor -l 2elld

Column break L& °s9l.
T

@ Page Numbers :

Y2 5els Scl break apply el ©.

Al sHLSHl Heeell document H{ Header 5 Footer -l Wlalatd BGU Page

number Insert $3 ASRL .

Insert — Page numbers UR
sdls sl "Page numbers"
dialog Box %ldl HWal.
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Position [ dropdown list ¥{el numbers Header % Footer S8
Position U? insert sl ®. d select 5.

Alignment box (2{l number alignment ¥4 5 Right, left, centre,
top, bottom set $31 ASRL .

Format... box U2 sells $dl number 4 format 3 2Autq 8. d
455l S ¥ 5 123 5 abc, i, ii, iii 4dR.

& Date and Time :

AL sUL-Sl Hegall document U select Sl format Yol Date and Time
Insert 31 ASRL .

& Auto Text :

AL sHLSAL Hegll F Text A dl¥dlR dudlidl 32 usdl €2l dA sortname
AU Add 31 33Ald Yol Insert 3L AslA B.

Al waH ¥ HUSAA Auto Text
Al library 3l Add $dl sl d
select $3U.

Insert — Auto Text : New U2 S¢lls
5L deldl Alt+F3 press $dl 1A
Yol Create Autotext o dialog
box ldL HUL 8.

Short name type $31 OK U2 $Ells $cll auto text -l library i add
a8 .
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2% s Add 52 Alss2t MR document Ml AR ¥R U3 QAR insert
g sl WS §3lell "Insert Menu" [ "Auto Text" select secll dd dialog
box %ldl HUL ©.

Sortname type 531 Insert U SElls $dl d-l
Y3l HUSl document i Add 21§ . A %l
library el -Alstvll &dl €A dl Delete U2
sclls s3L.

OR

Sortname document [ type $3l F3 ludi
ugl Autotext «fl Y3l Hilddl 2wl .

& Symbol :
Al sULSAlL Heeell document ML current cursor position UR select S
symbol insert $31 ASRL B. P ———
e R
J— i . |
Insert — Symbol UR z ; i ? fi :I \; '";]: i ':‘ E L J ] =
sdls $dl "Symbol j, L R T
dialog box ldl “wal. e el R e T d "
S o P e e rraPaT
Font Wiell alod \’!’\ e T
font select $3l. o

Insert U2 Sl§ Scll o cursor
19 symbol select $3L. position U2 insert ol °s9l.

<& Comment :

UL sHL-SAL Hegell document ML SIS Alss5A S & paragraph U comment
Insert 52dl Sl dl s3 AslA 8. slF alsA & Aoel vel sl eulda eld

Al Yol % Al5A A0E 5 Al U1 comment Ysdfl €ld d At
5 dldi select s El.cd. ACT
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Insert — Comment U2 5dlS $dl comment add 29l. dM( <
comment dudl €l d duil oslR sells sl d v,

IsF EHE HINE JCH 1PN EREY  H
i i L LY. W = =4

1 1 ==y 1 P
4 Tasiulol o Mesbeiloner 0 BJ ] EEEEMIE. - - F® —.%.5.]
T

on €A dl % comment
S Aslal. .

Corpim, febwr ha
Baciabed)

AL sHLSl Heeell document Ui €35 page <l AcH{ footnote Y5l AslA B.
footnote «l BUAL2L comment Fdl % ©. Comment %l document -l printout
adatfl el dl dl comment «fl %A footnote Hscll Al LA B.

Al Yl % QA0E U Footnote insert Sl © d QAGE U cursor
AuL.

Insert — Reference : Footnote U2 sells $cli Footnote o dialog
box <sldl Hul 8.

kopinahe and| kndnata r;
Lo_dion
-'.»';i;'-ci:&:‘: it e ® e 4..-|
LA Irdaf -an —art
RO Yoy
Format M %€ symbol U2 sells s3l ”::”':’ = el
Al symbol select $3l. ot T =
m ,1 rl 'l o PR Rl
=0 pply WR s€lls 2L Insert UR sdls Gprowanm essa 9]
sl Footnote-Endnote insert 219l
AL QUL ¥ note duidl Sl A duil ik

asLal.
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& Caption :
Al sUl-sHl Heeell Equation, Example, Figure 5 table A dalcdl il&dl
dAR s sl dl d Particular MURAA Particular No. l{l ASRL &.

€l.d. Equationl, Figurel, Table 1 d313. ¥El auto number -l A4S
8&cl B,

Inset — Reference : caption U2 sels sl .%:;] |

e

"Caption" o dialog box %sldl Hul &. ;[ |

N . . | F- s she b -roeeees
d4l "Label : __ "oylefl | e e et
Equation, Example, Figure, Table | aern- ° v | e

adlMlell Al GuaAlal sAl slA d

select 531 OK UR sdls $:d.

@ Cross Reference :
Al sHL-SAl Heeell Bookmark, Footnote, Caption dd? KUl ¥ KU Page
WR ysd 8 d el asi 8.

Document [ SI§ 2AlssA Insert $3€ Bookmark, Footnote, Caption dd13
HilSdl sulell Wit see ®. d dl sHLSl Hegell el aAsp B,

Cross reference UR click

. . Reference tvpe: Insert reference to:
50l cross Reference :jj |F00tn0te w | |F00tn0te number W |
dialogbox °Zﬁ_q_|, ll,lh_ Eb . Insert as byperlink [ 1nclude abovebelow

For which Fooknaoke:

{ CONDITIONS APPLY

AUl %l Reference °sldl
sld d drop down list
Ylall select 59,

. J [ msert ][ cancel
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& Picture :

AL sUlsl Heeell Active Document [ SIS RALSSA picture Insert 53\
ASA B, 2]

Lresaa
Fage “hroers. .

D= =nd The. ..
* Ak 3
i o
A .

Trnal.

Al welM document [ ALSA | 4§ oy
position BU cursor Yl Rt 2oe ’

"Insert Menu" M[ "Picture" —Z el oo,
. . 22) (0 o [ antis,
Option select $9. : el i sl
= + weAL=urg

| onrap
Al e

RN LA NIRRT

e ClipAI’t . g hac

%4 "Clipart" Option | H&€ell Picture A document [ Insert $3| ASlA .

; CHp At - .
—r Insert — Picture — Clipart U2 scl§ 52dll
(1 A ywotd dialog box sldl “wal.
o4 chi-
M- B R 4--|
Tweda d v Eﬁi?
A wedatz b o Search for ¥ [Awa duil
W sdls sl d [Ava 1 daldl
clips oldld 8.
dulell = clip 9dl Sl d select 53\ Insert
] ¢ e de. W2 click $dl d clip document M[ 1§
L asiA B,

@ From File :

AL LS Heeell slSULL drive Hiell original pictures document M[ insert
s ASIA B,
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Fanl el IlEI

2 5-3 4% Wil-
DeTé&p- Insert — Picture > From File WR
o sdls sadi 3 Yool dialog box ‘ - E
Bldl Hual .
\ix - E
-~ LT
""s
Look in Mlell 209% path select 3. L=t == o T

QUROLE Picture select $31 Insert U2 SEl§ $di d Picture document
Y[ Insert 21§ A 8.

& From Scanner OR Camera

AUl SUI-SHL Heeell scanner AA camera Miell direct picture dS ASRL O.
& Autoshapes :

AL sHLSAL Heeell SR Adl autoshape document M insert 3| ASRL .
Insert — Picture > Autoshape UR 5dls $cll autoshape <
toolbar open 2Ll ©.

19U autoshape select $3L Draw $3L Sl B Eo kD
ASIA . s

& WordArt :
AL sHISAL Heeall TR Adl headings style Hi Ul ASRL .

Insert — Picture — Wordart U2 51§ $2dl wordart
Gallery < dialog box open el 8.

AL2Y  Style select  s31

[ ] ur sdls sedi aui
A9 text type 53\

R sdls s:q.

L, SRS L R B

PB-'s?f:l”l.t aordle,

i!-'-a.l'.':-'|'n’-'u il Worddrt |t
|w Froran

hi1{|'ﬁ'om.tr|

S

Wee '-|l|."""'{'1_'_|'.

|
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