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

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

— 12 =

B//f/

Bold
Makes zelection Baold.
Alfernafive: Format — Font — Font
style
Shorfouf — Ctrl + B

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

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

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

Centar

Centers the paragraphs between the
indents.
Alfernative: Paragraph — Alignment

Shorfouf — Citl + E \L
\ \

curtent defaults.
Alfernafive:
Format — Bullets and Numbering

@a&%q}h at hoth right and

\J‘

\ Paragraph — Alignment
trl +1

Bullets

Creates a bulleted list based on the
curtent defaults.

Alfernafive:

Format — Bullets and Numbering

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

Tt
(1l

Increase Indent
Inereages indent or demotes the
selection one level.

Alfernafive:
Format — Paragraph — Indentation

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

[

[]
41

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

\

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

b
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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. u

Creating Bulleted and Numbered Iga\e .C

< If a list of items aﬁj\tLgsAQXngere tomatically it can be

done using

tloe)-‘
P ( GM \\Qﬁ!\sloft Of écg@sgi

MS— xcel
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—

T

L)

L X4

% 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

R/
L X4

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

>

R/
25
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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:

Jawahar Knowledge Center is an initiative by the w | Ignore Once
Gwalrnenﬂ of Andhra Pradesh to train the students
pursuing various courses on ernployable skills to meet

the industry requirernents and there by bridaing the gap % | Add to Dictionary
Suggestions:

Ignore All |

Change |

Change All |

Dictionary language: |English (AT - ) e CO *
)
W

[v Check
Check grammar M}\ Cancel |
— \
o\ *

é\,a\lalord %& red color in First box are spelling

P Istakes. If m 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

"
\:!) 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 Page 17 of 40



% 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 ﬁl

Tahble size

Mumber of columns: |

LEINER

Mumber of rowves:

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

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

i)

preVt® o

% 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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x

Page Numbers

o
T
m
<
[}
-

Paosition:

| Bottom of page (Fooker)

Aligriment:
Right v

Show number on firsk page

o) (oo ]

< 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 u\(
cO-
6aj)ograph|cal errors and

error Word detects it and
word. You can add
n the mistakes you make.

AutoCorrect stores a I|st of c

their spellings. When yo

inserts the corr mﬁlj\ed ver5|on

words to Im ect “m
Pé oCo o]

%ﬂ\ rrectyd|
P ( AubCurrec's Calish (U.S.)
AukboText AukaFormat Srnarkt Tags
AukoCorreck | AukoFormat As You Type

Show AutoCorrect Options buttons

Correct TWo Thitial 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

Replace: itk

Automatically use suggestions From the speling checker

Ok l [ Cancel ]
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0§ Document1 - Microsoft Word E|@[E

i Ble Edt View Insert Format Tools Table  Window  Help Type a question far help
B RN WA 0 = W RN . S A R e [ e N 81 ”
i Mormal = TimesMewRoman - 12 - | B O | = = = i iz iE | - A-x

A iMail Merge.

Select document type

Wehat bype of document are wou
working on?

(%) Letters
i) Envelopes

() Labels

{:}' Direckary

Letters

You can persofalize the letker
that eachge CEivEs,
conkinue.

Send letters to & group of people,

a\ gp 1of6
O"e B [ext: Starting document

ol 1 ECL (TRE| [EXT | [O%R Er_nghshliu.S

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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