@ File:
UL sUL-SHL Heg2ll Active document H[ o{l®y SISUQL File Insert $3l

Al YeM Active document i ASSA Position GU cursor AvL.

b iy [~ =]
(L2 ]

"File" option select $3| Enter
key press $2dl2{l "File"
Dialog Box ssldl Hul 8.

e

%[ "Look In:" option ¥{ 2l el % File Insert 52cl €l d File 5§
Directory H{ & dd 14 Select 529 cAlReile "File Name" option U %33l
filed M select 531 A2 Sl UA sclell Active Document Ui select

sl file Insert 2l 8.
@ Bookmark :

AUl sHI-sHl Meeall bookmark create $3 AsRL ©. Fell document i SI&
AlssA text (particular line / paragraph) 5 Graphics GUR ASdlfell *¥&
ASRL ©. % documentHl U2 Sl $cdl paragraph 5 dis sld dl dA
bookmark s2dlell d uR sells Sl bookmark Aed d paragraph BuR
direct %8 ASRL .

< Marking Add 5?9 :

Dockmardk: HE
Ad : IB:fcu'c-i'rcrﬂ
Al e ¥ Text A marking [ N
g sld d text UR cursor 48
%Y.
[ -
QRURHULE "Insert Menu" open | w4 FHae o _idi

s31 dMl "Bookmark" option | ' Umecmek:

. 5 Y | rid aT
select s2dlell df dialog box | |
Bldl i B, e
Cn
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oU( "Bookmark name" i SLSUSL sort name (El.dt. A) A}ld Add
$2¢ el d Bookmark name store a8 A B.

AlssA Marking U wdl UL :

"Insert menu" open §31 dl2{l "Bookmark" option select $2¢. dl(
Bookmark -t list 4(e{l % Als5 marking U2 ¢ €l (€l.ct. B) d select 53l
"Goto" option UR click Sdlell d mark $3c text U2 %S ASERL .

Hyperlink : (Ctrl + K)

Hyperlink «l Gl As siSadl olly swd-dl link AlUdl L2 el
®. Hyperlink -l GuloL HlelAl Webpagedi sldl MUl &. AL SHL-SHL
GWaADL Sdl Ml Al UM SIURL text screen BUR 2O S AA
QUROLE dAl select 31 Insert Menu M[ %8 Hyperlink G2 click $2dll
QA Ywotdl screen slal w8,

Insard [ [wperlink 2
Lirk Tartesdzp |MEST =TT
= I aReha 2l 3
- E Vel
Wl Ea i o e mocks &| 7 Exchwak ..
il . R - .
Fodar | - 2 . .
P TagebFrars..
Flazsr T =
L=k Erciazd | <A nidalida
Faces Tl
1_—1 EE]
[ ol e L Fricd r:_l -
Disxvren: Fis _
L
o Ak [Refon kw346 IESTH o T b -
2
[ B
i1 end

adl e Browse duldl oled BuR click sclell Ms-Office <l file o list
dclal. dulell % file A2l link Aed § $UsAL $G sl A file Al UM
UR click s31 OK tudlell d file f U AgA (Path) Al odld &,
QURGIE OK 2uudlell & A select 52 2 ddl s6R oedls A A
d AL BUR MIBA cursor A4S Al A MIBA arrow [(FoRU[ oledld
AL [(BoR d¥ click sealell ¥ slde Hyperlink [ select secll s o
stde open 2.

|-12’ez : Hyperlink ) g Gualol web-page d-idal Hi& eli2l o.
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Format Menu : (Alt+0)

Formak

Fonk...

Paragraph...

P
R -3

Bullets and Numbering. ..

Borders and Shading. ..

Columns. ..
Tabs...

Drop Cap...

Text Direction. ..

Change Case...

Background

Theme. ..

Frames

=] AutoFormat...

Skyles and Formatting. ..

Reveal Formatting...  Shift+F1

Chject. ..

. . N
AL Menu H{ document i ALSSA |

| text o formatting 3| ASRL &. %Y |
|'% document Hi SIS s text -t |
| font, style du% size ctecl ASIA B, |
| Document dell? sHs ot-ladl L |

| Menu -l GuaAloL 2ud . |
. J/

P
I

Font : (Ctrl+D)

UL SHLSHl Hegell document ML SIS
ALsSA text -l Font, Style dH% Size
olgdl ASlA O.

Al weM document Hi %33 text select 52U.

QURCllE "Format menu" H{ Font option select $2dlell Font
dialog box <sldlL Hul 9.

FU[ "Font" option M[ %33 font select 53 (ElL.cd. Times
New Roman) Font style option H[ <33l style select
s, (el.d.,

Regular, Italic, Bold, Bold Italic) cLlRellE

"Size" option Ui %33l character | size select 3 (EL.d.
10,12,14,16....) Enter key WA sdlell Selected text Hiefl
select $°d Font, Style ¥l Size UMIQAL character <sldl

yu 8.

(m
co
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o A&l Underline R click s2dlell single,
double, 432 type «l Underline select
s ASA B,

o el H,0 Ml (2) 1 select 83l sub script
Aludtell & HO display 29l

o 3rd April i rd A select 53| super script
Aludlell d 3w April display 219l

e s Word 1 strike through option el

A5 AslL .

LR T souda
Liio a. L
....... P E
T 2
- "
£ = oz *
T Poie '
—_r - - bruw | pr -
e Lrra e
wnrk = |nan "
V-
Tl w g T dal - Mua on
T s reraor g Y 1 [mj e
T 1 Taew an
gz —xma
Fuha
T -
— Gaeple 0 BELEIE
ot Tl e = et
| ta.a . | k] | |

€l.d. Category : 6€/SE/ST/O6B€/0

Paragraph :

Al sHL-Sell document M[ select $?¢l ALSSA paragraph 4 Margin change
§3 ddl Margin YISl $3lell set $31 ASRL ©. dM% document [ <A
Spacing dH% Table spacing select $3l1 dd set 3L AslL .

Ad

Document M[ %33l Paragraph select
$3l "Format Menu" 4i "Paragraph"
option select $31 Entre key press
sdlell "Paragraph" dialog box ldl
8.

FU[ "Indentation" Option [ 2lo2
Margin (Left, Right) select s3l
ASRL ©. AR "Spacing” option Ui
Paragraph -l 2A3dld™l & ¥ dul
%331 Space select $3L ASLA .
dd% "Line spacing" option MI[
paragraph <l €3§ line dA <%edl
space qAudl sl d

Ircznks &z Zped-a Al - e
EHLE |

@ g . - ol oked hobknz o=
[TL BN 1)

ut < 5 ML -

2 1 3 e . e 3
o

LT TH CE: E N 9Ty I

L L. E; | anga » i
-

T e T s
(s
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@ Bullets & Numbering :
UL sUL-S{l ueeell document ML €35 paragraph -l detal yEi-l
A3ULdHL bullets d4% number set $3 ASRA O. FU 5 dRL M 3
YRAL A, ASAAL M AUl qudl Sl dl dd auss ofiddl Qul
bullets d4% number 35l sl B.

URLE Format - Bullets & Numbering UR click $2dl
dialog box open 2l

192 bullet daldl number patten select $3L 0K UR sells $dl
d & ywol insert ot B. %l Adl bullet dladl sla 5
number format change $dl I customize U2 S¢lls $dl o set
53 AslL .

& Border and shading :

Ul SISl Heeell Active Document Mi Border, page border -l shading
AWML asa B.

AML YWwL A8 option ®. (A) Borders (B) Page Border (C) Shading
QLA Hiell SLSULL option apply Sl ML Al UM text 4 AlAse sdl U3 9.

Format — Border & Shading
R CliCk Sle 'ﬂ.a 1‘]5060".'\15 Far koo onl B iy
dialog box ldl Ul 9.

@,

(A) Borders:Gu2 galcul uwial
dialogbox H(2fl box U sells s3l
Lo style select 531, color select
s3 0K UR sdls sd.

(m
co
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e (B) Page Border : «{ld 3ol

o e T _ dialogbox [l box uR sells s2U.

boes T TR ALY style select 53\, color select
B | Pl away 5l A %l fancy border tudl
E . o el €12 dl art -l drop down list Hiell
g o | e e Adse 53l 0K w2 sdls 59
Bl o e rrrre— ,/i/

_u.n:lm E L

cnzen | 3 Lo | o

B " T T T |
il

(C) Shading : Select $2@ text 4i background color ilUdl il option -l
GuaaloL a2l &, Fill Hiell color select $3L OK U sells sdl color fill
2l .

|

*

| ikn - -

L -

|

EETE Y N |

@ Columns :

AUl sHL-sAl Hegell document HMI 8¢l Text A News Paper Style Columns
Yool set 53 ASA B,

Ad :

Al UelM Active whole document select $2L. [Ctrl+A d3 teldl
Edit menu [ select All command d3.]

QURCLE "Format" M[ "Columns" option select $dclell "Columns"
dialogbox <sldl Hul 8.
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Sa kd Avhoe __J=

53l (€l.d. One, Two, Three, Left,
Right columns) ®de 0K U2 click

E LI T

== AlUdl document AHlUd select
A columns Yol B AslL B.
=k - Rl LEEE N :I
& Tabs :

AL sHL-SAL Heeell document Ui S8 Balancesheet 5 Paysheet %<l numeric
UlEdl elfu sdl M2 Tab set s3 ASIA O.

“Format Menu” H{ “Tabs” option select $31 A2 Sl UA
sdlell “Tabs” dialog Box ldl ¥W 9.

Ul “Tab stop position” option H[ %

position U2 tab stop $dl €L . position

Sa ST %' linch M[ (€L, 3") type $dl. LRoUE "Alignment" box

Hwe oo o |M[ €35 tab step Ml document M[ Text document il

.. | %33 Alignment (Left, Right, Centre) select $3l Entre

La i = |key press $dlell Horizontal Ruler Bar M[ €35 tab
position set 2Acl ldl YW B.

& Drop cap :

AL sHLSl Heeell current paragraph -l Meld character dropped capital

d3s display el 8.

g e [2]=]
Qfld- : & ) SEion

Al Yol % paragraph -l Ual¥ | W ‘W
character dropped capital $cl Sl d | TEe mwes e
select 521. El.d. "Honest Labour | .

" [erio o =
Bears a Lovely Face.

y et p—
. R L TEEN, T T u =

cllRolle "format menu" HL “Drop cap”
option select $2dl d dialog box sldl HUL. ] e |
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FU( "Position" Hiell %33l option select $3\4 [El.cd. Dropped] OK {lUdli
selected paragraph -l Weld character Dropped Capital d3l¥ *ldl YU 9.

‘ onest labour bears
A lovely face "
Change Case :

UL suL-sl Heeell document Ul select 53¢l Text L character 1 %EL el
case (El.cl. Upper case, Lower case, Sentence case) M[ 3dl ASRL B.

Ad :

Al weM Document M[ %33l Text select 52U.

Change Caze [ 7] |

" Sentence case.

QlRolle "Format Menu" ]'l.l_ " lowercase

"Change Case" option select % {PFERCASE

skdle(l "Change Case" | € TitleCase

dialog box %ldlL Hul 9. " HOGGLE cASE
Ok I Cancel |
FHlell gel el option select 31 (1A Yol case otedl ASERL
SELECTED OPTION EFFECT
Sentence case €35 sentences -l Weld e&R [Character]
capital 3 ASlA B.
lower case €35 &R [Character] small letter i 52l
ASEA .
UPPER CASE €35 character capital letter M[ 5l ASRL B,
Title Case €35 Word -l Wel™ character capital $31 Sl
8.
tOGGLE cASE €35 capital character small A €35 small
letter capital letter i 5dl aslA ©.
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& Background : b

P T
:::T :u.- rb{l SISl Heeall document:t\
i Background ALYl ASLA
FTr ) \ ___________ /
> E ] L)
r [ibeng HHHHHH- | Eill Effects w2 sells sl
28 e —HE L Aol AEd  Gradient,
& BT Texture, Patern, Picture
S effect AWl ASAL B. T

dialogbox 1A 3wl B.

Printed Watermark : il option
R osdls sl A ywold
dialoghox asldl Ul 8.

%H( text watermark select |-
53, ¥ text type Sl sl |
d type 53 Apply W click |

53l close R sells sdi A I
Yool effect ALl aAst2 B.

P r—
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& Theme :

Theme d A5 As[Ad Sl %EL %EL design elements A color scheme il
AYs ® %H{ background, images, bullets, fonts, horizontal lines A" ¥-A
elements -l AqHLdA 2UA ©. Theme -l He€ell Professional - well
designed document dAR $3A ASRAL O.

(o ———————— .|
Format — Theme W2 click $2dl 'iz'fh Heudimg | alyle
AA Yot dialog box wldl HWU &. | T

el
ki Folasid Lire:
f i
[
rmem e -
N Bivin Heailuge Zatsl:
" San Pl Tesk Suple
e ?
il [T EEER
-

Choose a theme ¥[2[l 09 theme _-m«
select $3L OK UR click $d. e

[Faemn | ][ =

@ Frames :

Frame -ll GUl2l web page design $2dl Ml 2ll2 ©. Frame -l He€ell web
page [ eldd BN @wdRdd Ad oledl Askl 8. AR SIS web
page L el el MIME [AMU%d SRaAMl A 8. § % €25 oL AS web
page €2ld ®. d €35 ML A frame 5& B.

& Auto Format :

Auto Format | “€€ell document H{ &l heading, bullets, numbred list,
borders < symbols A »suell format 3| ASERL . L BUAd L SHLS-L
yeeell Internet Address, Network Address - e-mail address { Hyperlink
53l sl ®, ol hyphens (--) 1 em dash (—) ol cledl aAslA &. di font
command Y[ effect select $3 default UR click $2dli d automatic 2l =12
8. sd AR oflxl S1Ts WALS 5 AL 1 A effect wudl €l dl direct
Autoformat izl 2l asu 9.

& Style :
AL sUL-SHL Heeell active document A UL AAIL style Ul ASRL D,
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& Object :

UL sHIsl Heeell document Ul YsAUM( AAAl Picture 5 drawing 4 3R
Yool format s31 ASLRL O.

QlRelle Format Menu Hiefl style sML-Sl -lA d object -l
type ealde . (%l Picture s dl U Picture ealdd e.)

Ul click 8. Fell 1A ealetl Wl dialog box %lal Hual.
lerathena: )|

1A ealdd dialog box M 32 :_,T:'"' c o I -
Yool object 1 format $?UL. e I

e o L.

Cogn: o o E=H

SO T SRR SR | I |
e |

i | _owew

Assignment 1

ANKIT FADIA- ETHICAL HACKER

Want to learn hacking? Want to be personally trained and certified by world
renowned author and computer security guru Ankit Fadia? Want to be recognized for
your computer security expertise? Want to be considered amongst the best security
gurus in the world? Want to climb up the career ladder and improve your global job
prospects? Want to become an ANKIT FADIA CERTIFIED ETHICAL HACKER? If your
answer to any of the above questions is a yes, then you have come to the RIGHT PLACE! To
catch a criminal, even YOU have to start thinking like a criminal. No prerequisites required.

An ANKIT FADIA CERTIFIED ETHCAL HACKER is a computer security specialist who
has insights on the science of ethical hacking, knows how to discover loopholes in target
systems and is able to setup security systems to counter the computer criminals. Professionals
who undergo this training and certification program will have the necessary knowledge required
to administer security solutions to companies and individuals by making computer networks
secure.

INSTRUCTIONS
» Make font size 24 and do underline in a title.
» Format first paragraph as following:
Font:Arial , Size :- 15, font color : red, alignment : center
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» Format Second paragraph as following:
Font:Arial black , Size :- 18, font color : blue, alignment : right

Y

Apply 3 columns to first paragraph.
» Apply Drop Cap In Margin for first paragraph.

» Apply Header & Footer As follows.
Header:
Your name Middle Name Surname
Footer
Date Page no. Time

» Bookmark the second Paragraph with A name.
> Apply Border and Shading to the second Paragraph.
»> Apply Background color.

[6] Tools Menu (Alt+T)

Al Menu H[ Spelling & Grammer check $dl IS d4% mail merge -
document protect $dl 2l facilities 28cll &.

@ Spelling & Grammer : (F7)
AL sHL-sHL Heeell document [ ALssA word -l Spelling check $31 a-ll
RN dl word replace $3L aAslA O.
Document H{ clell el A ArR(AUs) 4 @ eAld B, AR dld
dldd A Spelling Mistake €2ld .

Tools —> Spelling & Grammer U2 s¢ls scll I Yol dialogbox

Lol 1l 8. f*
k\—' b

Ignore U? sells scllell d eye AL Ay [

AL & D A ARl A Alsull A B.

Add to Dictonary U2 sells sRalell oa
eddddl Aced word dictionary [ add
slell d suRA wlel A€ olcld.

Change All U2 sells s2alell vllel 2oe 1A ealdd suggestion box -l oe
%15 Replace 21§ L 8.

Bl o B v, Lo ik 152
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@ Reserch : (Alt+Click)

o

o

oa

SIS oedl ALl oe Edl HIE L SHLSHL GUAL 2l B.

search for [ 2oe dufl uR
sels sectl 1A Yoot d-l wl-ell : :
Aog oldld ©. deldl F AoEHdl |
Al 2loe laudl Sl d Ao |
U point 2AvQl Alt+Click SRclefl i vmiii it

QA Yoo Ao list oldlad. e

Set Langauge :

AL sHLSAL Hegall di O} . language set S ASL oL

Language — Set Language YR SELS [, . 0esees
sl A yerotd dialogbox ldl WUl &. |[HEHEK
' e,
SLAMI g
* L ML ] -
Toocide o hilan wdoyg s adn iy
2‘[1:)24. language Select 82’1 _. ;J:ll!;:lel ke Lkl allogen,
. Drlll_l e by ubn e g rAame-
I-I.Q 8(‘0.8 SQCU. a. HL‘:t:::I-aqu:-:e s kol
language set 28 L O. N CPTI : S EYTE

Translate :

AL SISl Heeell SlOUBL language Hi document o fUMIdR S ASEL B.
Step Tools — Language — Translate

AL SHLISAL BUALL BUR sl Research command ¢t As % ©.
Hyphenation :

AL SULSAL GUAlotell AR type Sl Al complete ol Aed oy
automatic Alg o HA V. UL SIS 2AcE ALY ™AL Sl dl d ut A
Adl Ml Al A B. AR Hyphention on Sla dl 2Ace Y3l 2l -
SRL Al Udl ol Sl dl - Al GuALAL cltslHl ot ofly dd-Ml type
oAl 8.
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Itgphanation =l Tools — Lanuguage — Hyphenation U? s€lls

B sl lA ywotd dialog box open 2l 8.
IR S 25 %l Bull dialog box Y[ Automatically
alin g s el e Solnid =

hyphenate documet mark $31 OK tUdli

et ) L X Sl J 3 on af ou .

@ Word count : -.-u.:um
Al sHL-SAL Heeell document Hi AlsSA paragraph \’.’1 I
Ul word, character, page A% line «l Al Ll | iy, -
ASRL B, e ;

11 ek frardne . avand oo

ot ol A

& Shard Workspace :

AL SHULISHL Heedl A5 sl dell? Ulset As document A A AF V. AU
Adl UR sl s A5 B,

@ Track Changes :

UL sHIsl Heeell document HI $AML AL YEURL dElRL Fdl 5 insert
new text, move, paste, delete, format change <92 %€l el (Rl

veeell ealdl as 9. I e
Ll o _t_.;t"::-.-?r I_wu‘:-l L 1.- 1II;-.I ..IJE: = EHI b I
o= IS EEE

| sl dEr aymlag. yoo Shisser s ke e dele - Ie=ms

Tools — Track changes

w2 sdls sl AL | Pt ok S p— e
option on 2§ %L & :
A Reviewing 4 g
toolbar on el ©.

36l JURL d8llRL Astnat | Reject All Changes in Document | W sdls
KRl d g A8 %A B.

& Compare and Merge Documents :

UL sUl-s{l Heeell specified $°€ document ML 2ddl YURL 5 delRl
Active Document Hi{ merge $31 ASIA B.
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Protect Document :

AL sUL-SHL Hegell document A Protect 31 ASRL O.

Tools —

pane %ldl HWal.

box ud 8.

Protect Document UuR
click sl {ld yxoiy task EENETNIA

%33l restriction U2 click 53l
Yes, Strart, Enforcing Protection
UR click sdl 1A Yol dialog

Slark Enlorcing Froleclion

[T I RTIH Il |
57 Tmmg uord

Uz w o e by s d e rsnvo-e dosave
sty Ie b omed 0 v el

Irbecpew, aessediopdonall e us
|

7 Lank oo decHor

‘A erizshed cmers oo remrose dozamek cnchecior. T
Jozaret tanc vobme srd L o JEE Bk B st

] =]

confirm
password protected 21§ 1A &. dd uilell ARl o AslA . AUl SIS ISR
s Asldl tell.

@ Online Collaboration :

AL SULSHL Heeoll ALl el note (A HUSAl cvil ASA Ol dell
server (A9l uel W&l duil ddl 2wl =S|l AsA B.

(m
co

BUl-l dialog box H( Password
type $3l Renter Password to

: Ml wWol A% password type 53l Aludl document

Protect Document

ry
Che aocumenc:

|N|:| changes (Read only) w

Exceptions {optional)

Select parts of the document and
choose users who are allowed to
freely edit them.

Groups:

[Ewervane |

& More users...

3. start enforcement

Are you ready to apply these
setkings? (You can kurn them ofF
laker

[ Yes, Stark Enforcing Protection

See also

Restrict permissian, ..
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Mail Merge :

Mail merge {l He€2ll A5 document, letter, envelops URell d-l YelL s3L &Ll
of-ldl ASRL . ¥ AAL HA2L S A RUR ¢llE printout email Fax 531 Hlsell
sl ©. Document File 1 Data File A A{l 52l facility 2@ Mail Merge.
As % letter As Alel &l otell @ulsad Wsadl sl R adl d @Alstl «ys
HI[Ecl o cledla . oLl letter A-AL A % € B. dl letter type 53 % HUEAL
OlEdlRl ©. d Mail Merge d3 insert $3l letter dlR 3| ASIA O.

Yol Active Document H[ Tools — Letters and
% 33 Sl dualdl & Mailmerge — Mail
d edu sl Merge U sels $d.

Mail Merge U2 s¢lls $di (1A
UHIGL taskpane tld2. d¥l
select document type [ Letters
select $31 next : Starting
Document U2 5ells .

GuR Yol sells sl A wHdlg

taskpane ldl MW ®. dHl select
starting document Y[ use the current
document U2 tick $3| Next : Select
recipients U2 sells s2dl.

“ seran
aklaus iy TN The e el Pems T lik Sde b E
PR L X [ | Lt i St s S g o m L S e el
0 [T T T T s O Lfg ez e L lpg u BEE RGBT

Bul-l dialog box H[ next
UL 1A IRl {17 taskpane
Rl YW ©. dHl select |
recipients i type a new list U || P
tick $3| create... U2 SEl§ §Y. o imoiesuscszazaag

L L -
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s i amLopl

Crate U click $dl "New Address Mwn?t\w‘j i
List" o dialogbox open 2lel. dM( st
customize U2 click §3| ¥eel 2gudl i
Sla dedl Avil cltfli  Remove U2 e
click 530 lstvl gal A Adl GARqL |T= 1T T e T
Sld dl Add uR sels s3l GRRdL. o o O
Fow Ldd css L £t | |
i i cAlRoLE enter Address
e information Y[ &l wdl.
new Entry U2 sclls s3l el
Do paisuealus iz R Qs R wudl sla
e I W WPV Aedl Al austal.
HU&dl AL ugl close U
W sdls sl file o B4
name type 53 save UR M;m
sdls s29. i'h
e S — =
E= a——2
M e RS
P e Enter $3¢ Record oldldQl sl
s £ T sl e sld dl edit u?
sefls s3L YRl aAsiL A %l
RreR el dl - ywo
W click 5.
::.d : ..b. kb =]
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Sl screen U2 mail merge toolbar dtldl Q. Fui
Insert merge field U? click 83| 3§ As 3\ filds document I 4sdl.

! Fhor avp salenn Al Werr

I I Y e I ] T wWebha =4 JuACWrSR Wy -3
RN - e Se - X WO W T T . . Y0 ] L e |

L a0 L tm UL m

T T 5 R T R R B T T P

:-|_-

R T S S S

Ao 3 kel AL e L ALK ] [ A e T St Sk
‘-

wTilles ~Tawl Ficwes «Zaal i

wALH2

sl

w2 ik

I

If fo any relzzon, yocas dedemenr an L-mai iz nod delivered e
v e b

womeevdice ol s Gl cowill L el ol mto woie

TR CN T C S el B T | '-‘k-..:-j.~=wﬁqﬂ

Skl . 3 Lie W0 e ikl L stz GF

QUROILE Mail Merge toolbar Hi merge to new document U2 SEllS
Sl letter dAR &S 3L

1" Ton anngn zbrer s Aol Mol

Pk Vem 1-w P ' S Y UREC W I | FzagodEne i - u
Mg o= BT P P 5 J.q'h!"lil-'i--,'*,jﬂ'.‘illﬂ|:.l‘16!‘é -d!l::.i--v!

Py med- T rewscww s oo opsw TS = —looE =z oo s )
= CELL P =

A A bheaxdEd= W 23 A bBoi] e BT S VB aE e e
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Envelopes and
Tools — Letters

»  Envelopes

Labels :
& Mailing > Envelopes and labels

: AL SHL-SAL Heeell Envelopes U2 Mailing [To 1 from]

address Print 83| ASRL &.

Ad

[rvelepes end Labels
Toeozer | Ak |
I E e £

2neal= FL sulenk,

L R TR E T
Alraileene g,

RER, T CERDGE,

LR NE N 2 TN m'l

Al Y2 "Tools"
Menu H[ SHLS WR

Enter Udll
"Envelopes and

= T .
) ceedbe ZoalEn:
Srcieny |

Mirg = Sl

S Al e wari,
Witzdpu Frade,
Aheedst 3l

S0oe PN, e CWHEDCT W UIN ORI ALbCEC o T

Labels" 12 Dialox

LB - H-r
| —
— m box ldl ¥W 8.
= 00X
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Ul Envelopes select Aulg. A+ "Delivery address” Ml % 2dRell 5
Qs HUSAL Msddl SlFA dd UM AL AW 2BU 9.
A4 "Return address” i % {2ell ¥ lst Wlsddl sl d ldig
A AR el 2 B,

P Lables : ¥l SISl GUAL Page GuR 3Rl Y%l labels print
SAL W 2l B.

Al WM "Tools" Menu Ml %9+ "Envelopes and Labels" SHLS
UR Enter AUd( 1A Yool "Envelopes and Labels" 4 Dialog box

Fldl yu B, >)
)

Envelopes and Labels EH

Ervelopes  Labels |

&ddress: M ™ Use return address Prinik |
ACTUNIV ﬂ Mew Docurment |
2nd Floor, Parth Empire

. Cancel |
Rambaug, Maninagar,
Ahmedabad opkions. .. |

™ Delivery point barcode e

~Prink Avery standard, 2160 Mini

 Full page of the same |abel Address

™ Single label
Ru:uw:ll 5‘ Cu:ulumn:ll 5‘

Before printing, insert labels in your prinket's manual Feeder,

FH( Labels select Aud. AL ¥3RALL Y¥o Labels Type
$3\ print eldl New Document UR sdls $:d.

____________________________ Ch
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@ Letter Wizard :
Tools — Letters & Mailing — Letter Wizard

AL sHLSHL Heeell Letter Wizard Open 2l 8. %-{l Heeell 3SUell letter
create 531 ASLA . BU[ letter create $AUL HI2l AR option %ldl YW O,
[A] Letter format [C] Other Elements
[B] Recipient Info [D] Sender Info

[A] Letter Format :

| rllber Wwie i =]

Irtorr Ptk Ihn!ﬂ:\'!ﬂ: Irfa | wbecLleres | =rd= lrf:l

Ire T [Txscas, Tune 22, 200 =]

W bouhiy pctlor 3 pd ol a1 Ly e

umazpapdeypi H LT R P FH
|F|js:--.i.||d Al ﬂ Fi L.k

¥ e 1y e da] val)

WEer athrpeas s e etk A e bor -
Hewrvezk szacs coss ko sitotheas nooc™ " 3‘

K] [ ] cana |

Date line: by Default Date line off Sla ® %l letter M[ Date BGHRdl Sl
Al [ ollel uR [sus sl adl el oily Addl-;etdl UsiR-l Date osldl
Wil 8. Fulel w3dld Yol Date select Sl

»  Choose a Page design :

TS

FHL AU AAI-HAIL Page design Hiell 2uell ar3Rauld ywotdl
Page design select $cll. 1€l ULl Professional letter <l design
select $°e ©.

:Prafessional Letker

[
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»  Choose a letter style :

T —

FHL AU HAIL AL letter style Hiell auell 3Rt ywot-l
letter style select $cl. 1€l AU Modified block letter style select
ERICHESR

» Pre-Printed Letterhead :

AL option Al BUALL SU-lAl AR letterhead UR Printout Adl L
2lld 8.

[B] Recipient Info :

Lefier Wkzard

14l s Fenwd  eaxsw nfe | G4l e Fhamal. | Saska il

Lrf s Tt o sbeoe b che omzcr voo A s seedig = bk

Shenl e Loz Sl e n Eoye, Ik -

decpisrkFrars |L|r|:le N LaEa -

obeary mderssr |G LS P O Jool anchkckeor <ooda,
Faiy, Jomllal
Il

T ivha

Zoangle o twhonn 1o Maw Coresne

Les-Lirpk W, Loeqw w
ke ORI IR Cinkr
K | | L]
* Recipient's Name : |Dim|:u|e M, Solanki h

* Delivery Address : [a-1, Fint City, Gpp. andhkalyan Kendra,
Ranip, Ahmedabad,
{India)

Al ¥ st letter @vlld Sl df A AL AR 2SU 59,

____________________________ Ch
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*  Salutation : FU[ ¥ AlKAA letter duldi SITA d HIE AAL-ALIL
Aoflertiiell 33 Aollet select 52¢. el QL Dear Dimple Solanki
Select 3e ®.

|Dim|:u|e M. Solanki @
[C] Other Elements :

Letter Wizard

In reply bo -

o =
e =

%4 "Include" [ AR Option %ldl HU ®. ¥ by default off sl &. ¥
d option U [SUS Sl d ON 2 = 9.

P Reference line : A&l %3l Yol Reference line 48 ASL 8. AS|
AU |In reply ko @ Select S .

(m
co

Sardar Patel Institute of Public Administration, Ahmedabad



»
»

Mailling Instruction : sl %33aAld Yot Mail sAL USR] B d
Select $2¢. Mail &l el USR-L sl ®. Fdl ¥ certifled Mail,
Confidential, personal d313.AEl AIULL [PERSONAL MAIL v| sed .

Attention : A8l Letter HI2 33l ollotdl sl d Type $dl.
Subject : A&l Letter ¥ [Aold M dud B d type 5.

[D] Sender Info

*

Letter Wizard

| Letter Format || Redipient Info || Other Elernents | Sender Info

InFormation abouk the person sending a letker

Click here to use Address Book: e -~

Sender's name: Miraj R Solanki W

Return address: 3-19, Pink City,

i Cpp. Andhkalyan Kendra,
[ omit Ranip, Ahrmedabd,
Clasing Previgw

Cumplimentarg |%espectl‘ull\,f vours v| Respectfilly yvouts,

closing: !

Job title: b _ .

& | | Mitaj B. Bolatdi

Company: | hd |

Wy'riter by pist | 3 |

inikials:

[FliEndiosuresi! |1 2| |Enctosure (1)

[ Ok ] [ Cancel

Sender's Name : v|

Return address :

el ¥ st A Letter HlsAd O, dAd UH AL WA A8l type 5.

Sardar Patel Institute of Public Administration, Ahmedabad



Closing
Complimentary

(1) Closing :

Respectfully yours w |

FHl wUe option (2l Complimentary Closing : Select $q. el
ALULL Respectfully Yours, Select e ©.

(2) Job Title :

v | @&l Job Title Type 54,

(3) Company : | v| €l Company Names
Type $9.

(4) Writer/Typist : | v| Al & @lst Letter

QuR sAl & df Name Type $d.

(5) Enclosures : | v| Sl Letter Al 13e

Copy +l Awil Type sdl.

B3 Do urmentls - Bicrosell Word

i H Ml %> lra: Fmi " - iz il e omw by He Y I TEES Rl o
RNR= NENEE NEN <N e B TS e = = 1 ] [ S i e ] |

o Moy Ted— L r e dama - -||B rom D= == fE-|IEEiE EEIE"P‘v.&v!

w """'E:""" e e g R T ; =

G 1%, Mink Cily,
Dy Al b lvean Beudra,
Brvnw, &lunenlalil.

1 neply b
PCRZdk L

. tampl e kL nlanks
Li-Ly, Pink Loy,

Dor. Andhialyan Kendea.
Hawn, idnmelalnl.

Allmzulm:
Cear Dimple k. 5aolank)
timhyert

Lpparane ket hara.
ReEpectiully yours,

m o= o«

e ogebesss N N 1D A EE A 2-A-STc@al
[ | e, 1. Ak fZ r? il FE. ~7 EaT % WE
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