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1 came to the rather awkward and embarmassing conchusion that | was lost. Only god
kncws what | was thinking: not pscking s rosdmap beforshand, | hadn't just simeply
Forgotten it enther, | knEw | @Rt have & rosd map in my possession before | even
The Macaw Flies Away “planned” this Ntle adventure of mine. | guess my arrogance got the better of me this tme.
©Oh welll There was 0o way | could farfeit my adventure now, anyway, since | anty just
started and I'm slresdy smack-bang in the middie of a town that's conveniently in the
The open rasd ahways feels sorrowfully smpty to me. IU's the “No Mans Land” between middie of nowhers o well
the places you lesve behind and the times you look forward to. | swear | didn't nip that from My Bttt wemr v ot v v s il o nmsmndl
8 book; Fm really wise with words, trust mel I1's @ void, really. I's dry, desolate and not very games, don't they? | know this isn't ex
There's nothing here in the desert, just & bunch of rocks and a straight concr e Tha el
path for me to drive slang until fate trais me to the next destination | %o happen to sturmble it T4 il Felon’ T
upen. wicinity of the street, loo
| anby just got my drivers’ license a few months ago, so Fm still getting the hang of pulling Almast immedistely. a5 |
around & big machine with what sssentially is & circular, rubber pige. | was shuiys used to widar
those half-pipe steering wheels that kids ke us used to play with in the penny arcades. The This ascited me & bt 1
cirche-pipe still feels & bit slien to me, but | know il get used 1o it sometime. Same ather e wrer e
people would ke to think othenwise, of course They all think Il newer leam new things or vty st s Wi
some crap like that. Its all, "you'll always be the same arrogant, self-centred person you are o b s
mowl”, but whatever. That's just their opinion
Basides, I'm starting to fesl like F'm getting the hang of driving this caol ride arcund! 1t's
Iy wintage  yau count vehicles fram the BOs. 1t & rusty sld machine, but i stil has
the touch; some others may have s different opinion, but then again, ke | said, it's their
opinion. | mean. who doesn't fke an old vintoge convertible with high suspension, a
spacious glove compartment and classy signs of fatigue on its shell? Actually, | should reslly W's & treacherous clim
give that shell a good re-spray at a customs shack sometime soon.. and | really should fix machine is still surviving o
thot mirror_ and | really could use some spoilers on this thing. and | wouldn't mind s0an, thaugh. This car can
modding my steering wheel last forever, after all. Ever
i : ) — - . anything to da with death;
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HIgehEUE 3t TRER HefEd (Interrelated) S¥hcid URIFTT (Applications)
3R RN P T E &, R IHfed T4 4 3t I Fed ¢ |

g BfaS IMMIcR Hidhe AEedRR & Sl fafi~T 831 H &9d 4 W J-IRT Bl
g

S— 3 HAHM | 1989 H HISHRITS HUNTT §RT Mac—0S & foly I
fd>ar 1T |

R T 1990 ¥ fASIST & Ty WM GOl ST T/ | MS—office 30 3iiftha
Bl fdereT IR Ried & foru UM Ramor o |

SE D 15 MS-office 40 T 1994 3T ST € 6.0, UaAeT 50, UIR GISC 4.
0, HeT 3R UaIg 9T |




Day—office
MS—office 3.0

MS-office 40

MS-office 43,
MS-office 95
MS-office 97
MS-office 2000
MS-office XP
MS-office 2003
MS-office 2007
MS-office 2010
MS-office 2013

MS-Office & Txprur
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MS-WORD
* TH U9 ds HIgsh gRI [dpNd ds U o |
o UGBTI Y DRI SIS AT SXIdS] Bl Fellield Hul & |
* I8 Udh ds YRR Udhol &, T F8rdr |
HAERY < U3 Fd8R 9 ddhy SEhelu Ufea 9T

TR D DR Glaugdsd fHd S Fad o |

-




o $THH URFRNT A-gsll & A1 & <ol 911 (Tool Bars) &1
gfaem W ST 2 |

« SI9— Copy-Cut-Paste, Find and Replace, @i, 2ifer
Fxae (Auto Correct), Wi TS UTR &I Sifd &R,
getcd dar ek (Bullets and Numbering) scafq |




VIS-WORL

o AISHIGNUC ds G¥Tdol Bl g9 AT IR DA & oIV
oTfrremelt Sudxer (Powerful Tools) Ug™ & © |

o Hig Yl TWIAY g9 F Ugol I I S&drdol H§ Blg 4l
URads H)- & foT¢ A T8 98 d 980 9N <o g
Jdhe —BI' 2 |

* To Open or Start Microsoft Word

* Click on Start > Program > MS-Office > MS-Word
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Open Dialog Box

8
i) Open.

—"'l |_:-'| » Libraries » Documents » - | 4 | | Search Documents g |
et = — i =
Chrganize « Mew folder H==. = 4 lﬁl
W, Microsoft Office W— DDcumentg library T
. Templates Includes: 2 locations
: Marme Date modified Type T
L Favorites I
B Desktop L OneMNote Motebooks 32572017 10:22 AM File folder
B Downloads = @ Both countries have a common wstrategi... 3/29/2017 7:47 PP PMicrosoft Office
P ] Document 4/1/2017 6:44 PM Rich Text Format| _
o @ KAVYSHARMA 3/24,/2017 507 PM PMicrosoft Office
o= Libraries 1] SAMSKRITI 3/27/2017 5:02 PM PMicrosoft Office
|=_§| TR @ suchi 41972017 4:02 PMM PMicrosoft Office
‘J'II Msic b @ AT S= 43,2007 4:49 PR Microsoft Office —
[l Pictures @ THTIATCTHT # i 3/29/2017 8:01 PM PMicrosoft Office
¥ Videos @ = = 3/29/2017 6:19 PM Microsoft Office
e Siok : _ g - R U i e ot R i
- (A [ T | r
File name: - All Word Documents - |
Tools - Open I"r | Cancel |




~ Viewing the Toolbar

* HZPRIUC de H TIaR TRel TR ST HRIEH TGl Dl UM

Nl 2 |

* TEER H 980 AN BRI & Yiche Bkl & OT®T SYIRT fdbar S

gohdT & |
¢ R HAYIH BH g GAR¥Ed HeAl © fob SiEd TolaR whiv &R

N

fears ¢ (Visible) <&1 21
1. 1R T Visible 8 & forg—
2. 7 R # View R fdctd &=l € |
3. 9 Pull down Menu # s (Toolbar) &1 Ta+ &= € |




o UL U HY ¥ IS (Standard), BRACT
(Formatting) =11 S8 (Drawing) ST &I -0 B o |

o I CEERT & ol H Wewes (Standard) oI BRHCT
(Formating) CTaRT &7 STIRT e 31fel Bl & |

¢ TS TAIR P 3 g (New), 3UT (Open), T
(Save), feliT , TFR U4 T (Print) S ¥ <& & |




* BRI TAIR & =1 Be -H (Font name), BIc A5
(Font size), < s (Font Style), #ifiv (Margin), tRems
(Paragraph) td geicH 3IR =R (Bullets and Numbering)
SIS Ted <& & |

o Ifq BH AT AT 3T TR DI I T IR HDhd 3 |
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1. ¥ IR H File R fded BT T |

2. Ui Pull down Menu & Y (New) dT TI- P © |

* Glell SISl (Blank document) S99 & oTT Blank document T
T TR & AT HIshNiIe H USH cHeie (Templates) TR 3TETRA
RSl §99 & forg smfr 31‘3"%1‘\’ T TR B

[ File | Edit Wiew [Insert Format Tools Table Window Help I'ype a question for help 5tk
O new VP Bk E F oo 8 3 TR a3 Y @) | JiResd [
| = cen... Cr+C  fewRoman + 12 + | B Z W % == t=. (== iEFE |- A -6
| & TS A N T L
|,_!i_-] Save  CZhrl+ |-I'I = - -

Save &y

Permission




Imsert Fage Layout References Flanlings FReview

Available Templates Blank document
A Home
Ll =2 D |
| | | -;"'-\—L--;"';. _—
Elank Blog post Recent
document | templates
- | & '
Save & Send Samiple My templates Mew from
templates existing
Help Office.com Templates Search Office.corm fol | -»
| 2] Options — &
B = @y |3
Agendas Eooks Brochures |
and booklets




~ Save Dialog Box

.....

» Libraries » Documents » -

E

Seomh Dorprmsnts

Organize MNew folder e, ﬂ
¥ lat - .
& Templates Documents library . _
| : rrange by: Folder —
] Includes: 2 locations
54 Favorites &
B Desktop Mame Date modified Type ™
& Downloads = . Onelote Notebooks 3/25/2017 10:22 AM  File fol| |
';E Recent Places Both countries hawe a common wstrategi... 3/29/2017 7:47 PR Micros E
KAV YSHARMA 2/24,/2017 S:07 PM Picros
o=a Libraries SAMNSKRITI 3/2752017 5:02 PM Micros
Documents suchi 4,19/2017 4:02 PM Micros
&' Music =TET= == A4/3/2017 4:49 PM Micros
= Pictures B cerrammorST S /292010 7 201 PRA PAicrees ™
Bl videnc || =] TFF -
File name: -

Sawve as type:

SAuthors:

= Hide Folders

| Woord Docurment

wivald Tags: Add atag

Sawve Thumbnail

Tools - I

S5awe I | Cancel




~ Save the new Document

1. ¥ IR H BIEd R fdoid = 2|

2. i Pull Down Menu # Save &7 =9 &_d & |

3. TUfed &R & folt WM A1 S5 FlRad &1 & SWRId
BIgel DI U A fORT BISel -9 Ped o <d & ol OK
P & | AISPINIIE IS H BIgel -9 BT Tadedd DOC
I oIdl © | ISl UaRACET BIgel <8y Bl IEecIbly
R B |

4. AfT, TERY T RSl HYH ddb S¥dldo] DIt HRal § |




\ tingText
1. Tl TATAST @ TR DI HBIHCT BRI D foli—
2. TR T BHIET HRAT & S99 left A9 dcd gRT fdaTd

R UPhs U (Holding down) BTSATSC & ¢ |
* U TWMER B e H uRacs &R Adhd & |

Calibri (Body) -111 - | A AT ||=ah)

B I I




Formatting Tools for Format Text




~ InsertingaTable

1. TEITAdS § O8] 89 <qdl 99191 a18d & daf b
A &, NTID HeRd®wd HEX dal Ugd Il & |

2. =ER ¥ Table &1 739 &< 7 |

3. fY Insert &1 =9 &) Table &7 =T¥9 H:d ¢ |

4. Row d2r Column a3 &=d 2 |




Insert Table in the document

Insert Table
Table size
Mumber of columns: ii = '-I
Mumber of rows: |.'3_' = |
AutoFit behawvior

@ Fixed column width: |Auto
¢ AutoFit to contents

1)k

7 AutoFit to window

" | Remember dimensions for new tables

[ |
I N S S




~ Inserting a Picture

1. TITdS § &l g9 o ST argd & dgf foad
P B |

2. I_ER H Insert fdwed &1 999 o 7 |

3. Picture fdoeq &1 a9 &Y 2 |

4. Clip Art a1 Form File &7 =39 &xd ¢ |

5. g8l =19 &1 a9 dx Insert faeid &Hvd B |




Insert Picture Dialog Box

G-{::j - | =| » Libraries » Pictures » My Pictures - | e | | Search My Pictures e |
Cirganize Mew folder = = ml e
v, Microsoft Officew—  Pictures library e b Fobder =

Py Pictures

& Favorites

w W e oy o |
Deskto T — ; 4 = -
! p i s [ e | —- = — oo :l - ? -ﬂ .:. q:?:- \

I = = = | - CE = e T
& Downloads s Sy pe i .|.- i J i | B | I |

£l Recent Places Capture Capturel canskriti

m

= Libraries T
Documents
J'F PMusic
|e=| Pictures
B Viden< L2

File names: - All Pictures '-'|

Tools - Insert - Cancel |




Inserting Page Number

and Date/Time

1. HER H Insert fdheq &1 T0 IR fded o ¢ |
2. T8l Uh—Tdh X Page Number TRIT Date — Time &1 T3
AR & | Alt+Shift+D&T




|

v :Io

gwdrdol H Spelling and Grammar g

(Spell check) Cc'l BT STRINT T SIIar 8 | I8 Teid ﬂﬁr Eﬁr
JFrevelg IR &H FfN I B

a

Spelllng and Grammarnr English (United States) [ i -H
Mot in Dictionary:
Helloo shivam Singh is an good . = i Ignore Once ]
I
4 Ignore All
Add to Dictionary
Suggestions:
Hello - Change
Halloo
Hellos Change All
AutoCorrect
Dictionary language: EEninsh {United States) - |
Checdck grammar
| Cptons... Lindo Cancel




~ File OperationsinWord

 Open an Old File

¢ YRIER & BIsd fdhed R fdadd HId 3 |

* grd Pull down Menu @ Open fd®ed R fddd &d © |

* Open dialog box Tea@ W Bieex (WIH Bl fdeM™ &)
BT TIT BRI B |

o TUTA UTK BIScll & AT A feod BIgd BT IIq B

O

S 9c Bl fdeld BRd B | [ST8d hoRawy Bigd Yo

SITell 2 |




_
i%1] Open

Open Existing{Old) File

== T
G" —:"||_'='| » Libraries » Documents »

— I

& Downloads

o=
=l Recent Places

=3 Libraries
Docurments

J‘I' PMusic

|e=| Pictures

i Videos

*y Homegroup

=

E¥] dubai cv 1 bu.docx BODEAR
@ shantanu singh

@ tomar

41872017 4:53 PM
4/3/2007 947 AM
32072017 6:04 PM
4/8/72017 958 AM
4/22/2017 9210 AM
46,2017 9:49 AM

Organize « MNew folder i &l 'ﬂ
i Microsoft Office W Documents library R i Ralda
Includes: 2 loecations
0 Favorites Mame Date modified Type
Bl Desktop
= . OneMote Notebooks 32772017 10:24 AN File folder

Microsoft Office ...
Microsoft Office ...
Microsoft Office ...
Microsoft Office ...
Microsoft Office ...
Microsoft Office ...

1 | UL

File name:

Tools -

All Word Documents - |

Open I*'r |




i

* YRR b BIge
grd Pull down Menu @ Open TR fde
BT DUl BIAT & 39 UR Right click HRA & T

T BIge

N focTd BId 2 |

H P B |

T IMedhe H A DUl [dhed R fdeld a-d 3 |

19 ®ieex IT TS § HIUT HRAT & 99 W Right fFad

A T a7 fhy Paste fadhou IR foe

H PYd | UPh IR |

Q_CB'\Ef\RJ

a

ve

QC

gH II DY DI

P Thd T |



¢ IER & BI3d KR fdeid B |
e JTd Pull down Menu @ Open TR fdeid &Y |

o T BIS B TSI HRAT & SS9 WX Right click &%
fhv ®e (cut) R T Hd 2 |

o 519 WIceY § Move &RAT & SS9 WX Right click &%
fihx Paste fd®ed WR click &R T |




Rename a File

* AR & BIge fddhed W click B & |
* UIT Pull down Menu @ Open TR click = © |

o fORT WISl DI Rename &RAT & S99 TR Right click R
Ul Yiche A & Rename fddhed W click @xd 2|

o T ¥ foRad & TAT Enter €91 © |

o T AN Ffed T T AHIE R B fdem™ wigal ol
T B P folU T UST (Save As) HHIS BT TR—IRT HRd & |




Cut:
(PowerPoint 2007, 2010, 2013)

Copy:

(PowerPoint 2007, 2010, 2013)

Copy an object and open

the Clipboard:
(PowerPoint 2007, 2010, 2013)

Paste:
(PowerPoint 2007, 2010, 2013)

Open the Paste Special

dialog box:
(PowerPoint 2007, 2010, 2013)




Save as Dialog Box / Rename File

F12 For Save as

) SaveAs x__3
' ’ » Libraries » Documents » - | | Search Documents =
Crganize w Mew folder d==.. = ﬂ |
(W Microsoft Office W Documents library e by Bk
Includes: 2 locations
J Favorites - Mame Date modified Type
.. Desktop
i Dianlcais . OneMNote Motebooks 327,/2017 10224 AM File folder
'Ef_ﬂ Fcmin Pl dubai cv 1 bu.docx BODEAR 4/18/,2017 4:53 PP Microsoft Office
shantanu singh 4/3/2017 947 AM Microsoft Office
B Libraries tomar 3/27/2017 6:04 PM Microsoft Office
—— SEEEY 4/8/2017 58 AM Microsoft Office
J) Musi 1] v 4/22/2017 910 AM_ Microsoft Office ™
it - 4 I " r
File name: Docl i |
Save as type [Wﬂrd Docurment ‘-']
Authors: Vivab Tags:|Add a tag |
Save Thumbnail
Gy pr Tools - Save Cancel
= Hide Folders 5 I = I [ : ]




~ DeleteaFile

* HER B BiRel fdehed R dick T 2 |
o I Pull down Menu@ Open R dick kT T |
o SR WigeT BT FCHT T SH W TEIST SHUST IR 1 Hche -]

3 Delete fdsa W Cick T T




Undo and Redo
Undo Ctrl +Z = ==y
) - 3 )=

Redo Ctrl+Y




6. 3+ I Rg (Undo and Redo)

* ICSS IR & Undo & d1G 3ifdd BIC ¥ AR & I
R dlick T & T G el | fhdl TR BRI ol Gl
<o & fORT Undo @R axT g |

o SRT BRI @ 87 Undo 1 g o el 7l & f Ioss
¢elR ¥ Redo W dick TR YdiaRer H 37 i T |




Print Dialog Box

> e ——— = s

Print TS
Frinter
MName: E.-,_EJ Send To OneMote 2007 - [ Fropertes ]
S-Ems: IdIE I Firmod Do jrde— I
Type: Send To Microsoft OneMote Driver L — J
VWhere: Send To Microsoft OneMote Port: ] Print to file
Comment: ] Manual duplex

Page range

@ Al

) Current page

. Pages:

Selection

Tvpe page numbers and/for page
ranges separated by commas counting
from the start of the document or the
secton. For example, type 1, 3, 5—12
or plsl, pls2, pls3—pSs3

Print what: Document
Print: Al pages in range
l Optons... J

Copies
Mumber of copies: |1 =
I .llg I 2’3 Collate
i i
Zoom

Pages per sheet:

Scale to paper size:

1 page -
Mo Scaling -
[ Ok J |_ Cancel I




7. BIscd & Tie &= (Print a File)

* HIEAR & Higd fddhed W faeidh el & |

e g Pull down Menu @ Print fdcd W fdetd aval
g

* 1<t Dialog fdsr # gfsd Gam R R T A o
%



» By default I8 uice A1 ¥ fie 8T &
. TH TH g § cavce JITuRIM (Text Operatlons Uq

MS-Word) : T T g€ H Ugd

q

AT THAC MIRIH IT SHAC | DIz 4l gRIdT d1 & oy
ufse (Edit) g &1 SUANT &_d & 39 URSfET ka7

JdHT GodTdo] H By

JoR BhIF 3R e B < § U9 W) fo@d e #

gRad+ & dl & |
1. SIS Bl ge (Find)

* Edit 7= ¥ Find W fdeid oxd 2 |




Find And Replace Dialog Bo

Find and Replace l_@ - IEE -.-l-r

Find | Replace | GoTo
Find what: |_| bt I
More == Reading Highlight ~| | Findin ~ | | Findnext | [, Ganesl




Find And Replace Dialog Box

-

Find and Replace

Find

Find what:

Replace

Replace with: ._

|Gh

m

W

W

Lo To

| l——— |




o R Find what ¥fa & 5T g1 & 99 caxe &l for@d

B |

* Find Next 9 foeiep oYd 2 |

2. <e @I Find and Replace &<

* Edit 57 ¥ Replace W fade® & ¢ |

* Find what st~ § fore

AN

\ \ N\
SR Pl 8T & a8 fe

* Replace with sias3 #

Nky

gl & 98 fo

\ \
CRRC



* Find next &} fdeTd @<d g, d9 Replace AT
Replace All &R fde1d &-d T |

3. TRT @I case H URdad w1 (Change Case)

e fPH¥l S*e @ Case & UPPER CASE
(CAPITAL LETTER), lower case (small letter) a1
cTsed @ Case ® URad+ fhar ST HahaT 7 |

e ST TcR< &1 Case H URadT =T & 39 Select
A T |




* AggR & Format W fdeid o3d 7 |

AN ¢
hig (h Di

* Change case fd®cd WR fdelds B 74 ¥
T B o—

e Sentence case— IR & YUY 3&N B g1 dAT 3T GYI
HT BIcT Y8 <dl & |

e lower case— 94! 31eRl &I small letter § uRafda s
2 |

« UPPER CASE —Y 31e’i <7 CAPITAL LETTER H
gRafdd w=dar 2 |




* Title Case— 9@ & U2H 3R &I Capital
letter & uRafdd &xar 2|

* tOGGLE cASE— Tz first letter, Small
letter & T2 g&HRT CAPITAL LETTER
gRafdd HxdaT B |



Header & Footer

: T IEE E Frevious Section 7| Different First Fage

=Ip Mext Section | Different Odd & Even Pages
oto GoOoto :
Header Footer %"4 Link tao Prévious W Show Document Text
Mavigation Crptions
= £ Er==EF— Ellal
=— — # i T ] . | EE]
Header Footer Fage Crate Cuick Picture Clip
- - Mumber - & Time Parts - Art
Header & Footer Insert

-4+ Header from Top: 0.5 =

2 - S >

-4+ Footer from Bottom: |D.57 2

Close Header
ﬂ Insert Alignment Tab and Footer

Fosition Close



geX AT HeX g9
Create a Header or Footer
View 79 & Header and Footer & fdei® &d % |

2ey 991 @ forU 2ex URIT # eRe IT UTfha STaid & AT

_‘3@'—\’ 3N hcX &

\ N \ .
IR & g9 W fdasd ad &

Insert Page Number g8 # SaR 3T 2 |

Insert Date IdH

T fafy <ar 2

Insert time ad¥

9 99g <dT &

Insert No. of Pages U &1 &1 <l & |

BTsel A1 AT Authors =9 29 & fo

foFeTeh PR & |

\

U Insert Auto text



hHek a9 & ferg Switch between header and footer
R fdeTd B ¢ |

Step 2 SE)1d = |

\ \ \ O\
519 2R T Hek §9 Ol & Al sqdH R fdeld &) 9TeR
3T ST 2 |

fFerg 31 @ =T &I UA edrdol § o]

Insert a picture from the Clip Art

STel foFeTg 31 v T=T 8 S99 9 IR fddid oY dux o

T B |



* 9IS SI9R H Insert Clip Art &R fdeT®
B o R fdeld axd & |

o AT Y BT STANT 8H D 91 (X)
close sca &I Clip Art Gallery @ <rscd
IR # 3T & SIR el Hd 2 |



Clip Art
= Search for:
Clip Art Task Pane computer | =
p Search in:
Selectedmllecﬁnns
Results should be:
Al media file types

m

|8 ] Organize dips...
E,EJ Clip art on Office Online
) Tips for finding clips




TR—| : oS CAdN

<od BT M BHI— 9IS ICERY
New Document Ctrl + N Uh g B IT cHoIC JTETRT BIgal

1T B |

Open (File menu) Ctrl + O Taf+d (selected) BIsd &I FieAdr 2 |



Save (File Ctrl +S Afhd BISel Bl 3D aqHT BIgel ATH, AT
menu) W@y (Format) & 4|rer 99 (Save) 2 |

Mail Recipient gwarasl @i (Content of Document) &1 s—d
Ta @ <fd (Body) & 9 § HoIdT B |

Print (File Ctrl + P |\fhT wIsal AT 9afAd s &l fie &edr
menu) g | fiic APy &1 o9 9 & oIy BIsal #g.
7 fic Qhey R foeld a2 |




Print Preview (File  |Ctrl + F2 ST 29 BIsol e o= # B dI I8 D9l
Menu) R o8 Sdrar g |

Spelling and F7 Aihd TXATdSl H aae] 2T ATHRIT Siid
Grammar (Tools T of@d el FfedT 9arar g | S=
menu) dlb YA & oIy Geid <l & |

Cut (Edit menu) Ctrl + X Aihd GO ¥ T o I7 SRe

T BeThY fFeTudle & ¥l ¢ |




Copy (Edit Ctrl + C |fdcuse § TafRa o a1 <avae o Ififeii (Copy)
menu) FTRR & T |

Paste (Edit Ctrl + |fociudis & Wl &1 gfdfe fog

menu) V (Insertion Point) R U< &xdl 2 |
Undo (Edit Ctrl + Z |3ifa meer & fAwa &rar & ao sifaq 9
menu) 215y fHd T SR< &I BT <dl ¢ |

Redo (Edit Ctrl + [Undo 33 & fohar (action) @ fawa
menu) Y BT T |




Hyperlink Ctrl + K T sWRfeid B STaIdl & IT TS
SsWRfeid Bl Tfee (Edit) o=ar 2 |

Tables and ¢dd 3R dfeX (Tables and Borders) TalaR

Borders yefRia wxar 2|

Insert Table 29l 94T B |

Insert Excel TSl H Uil Wiediie Silsdr ¢ |

Worksheet




Zoom Afhd g&ddsl & 9&eF (Display) @ 10%
W 400% dP TeI—Hcl Hhdl ¢ |

Office F1 |98 39 <ifUs iR Jfaaar (Help Topic and
Assistant Tips) U™ ®=al & o<I®! F8rudar | 89
3T BT BT GRT HRA & |




TARMN—|| : BT ToldR

el B A | Pi— ds IJTUReH

ICEE!

Style Ctrl + Shift +S T TaRe BT Aell (Style) o
GRa B SH 30 IwY Uil |
STl 99 HrdTl o |

Font Ctrl + Shift + F TYd e & for@rae (Font) #

qRadT HRdl & |




Font size Ctrl + Shift | zgfg TaRe & Bie & JMHR & IRTAA
+P HNAT UG PN 2 |
Bold Ctrl+B |=Md SR &I dics A AlST Al 3MeR]
o gRafda wxdr 2 |
Italic Ctrl+l |=afd <=e &1 fiRo <y (ltalics) #
gRafdd wxaT g |
Underline Ctrl+U |=afAd TR &l AR ISl Hedl 2 |




Align Left |Ctrl+L SRS I IRENG BT IR SRR (Margin) 3 el & I foRkaT I el 2|

Centre Ctrl+E caRe I1 RMUTH BT S dA7 91 BIR™ & 919 Gl
g |

Align Right | Ctrl4+R eae T WRMUTH Bl <1 BIRA ¥ wRAT 2 A1 {1 g% &l
g |

Justify Ctrl+) SHE B 917 TAT qlfew IR & a9 BX Iql & s

$ S8 DI g1 IT U] B FA w9 F holdl B |




gaATE fShlee @ MR IR GG folRe 9911dT © 3120q

Numbering
& Ufdd a1 IR &1 sofiag dw@r <dr g1 99— 1, 2, 3
3 |

Bullets I fSHhIee geic @ MR W goics Fdl g4I B |

Decrease Indents | |38 s 8I?R (left Margin) @1 T<rar g |

Increase Indents | |Jg8 I B3R &I 93T B |




Outside Borders

JId TRe, WU, IF 1 TR % &
ANI 3N dfeX I91dT a7 B<dT 2 |

Highlight AT CRC & Cebs Bl U 3IHU I BU
T F BEAISS Dl 2 |
Font Color ST P forglade & T bl uRdfdd Hel

T BT 2 |




Draw Table SISl H Sl @ I8 <dof 9991 9hd &, SHD 9IS 3] O

PicT ARG ST R &1 Fhd & |

Eraser 29l B WHI B IS DI BT & I S T bl GR
A @1 Ae (Merge) < B |




Line Weight cga @ X8l ®r der a1 ydar (Thick or Thin)
HRAT FHG BT B |

Line Style I~ a¥g @ @1 diaqr (Draw Line) &4d
AT 2 |

Border color 9] P dlsN b N Dl UNRIdT P H H&IH §41d]
2 |

Uutside Border |[=ffd cRe, IRUmw a1 RIF @I @ 9Nl 3R

dfeN §91dT 9T E<IaT 2 |




Fill color YT a8 UR T XAl 2 AT U8l ¥ WX U ¥ D
gCHI, Gl FHT BT & |

Insert Table |SATdSt # 7 TAT i DI AT IO B <qd a9 & |

Merge Cells |31 ofaR =afd @l & A B HYdd B <l © |

Split Cells JIT S & W@ DI A aAT Bicid | favad HR <dl

g |




Align Top Left 2 & Gl B AEYT 9 $HUR | for@Hn

3[® HRAl ©
Distribute Rows Evently [=af<d 1 dom @i & A Sdg 4
gRafid wRar g |
Distribute Columns AT AR DI AT GHEI B G drsls o
Evently §Gol ol B |
Table Auto g4 iR dfSx ®Hc T ATST & SUINT TR

2del 94917 B | <9l & W IRt (Content) &
IR e gRkafcid a8 9d 2 |




Change Text
Direction

SRe P o # yRada &= § e 99147 & |

Sort Ascending

=g el (Selected items) @1 9gd 80 A & a1 A
HZP w9 H Iofigg Har 2 |

Sort Descending

AT Sl Dl ¥cd U hH H ATZ W9 A & U A

gofidg HaT 2 |

Auto Sum

Uh I &F g1 & S 29l D Wl S HF Bl STedh

Jef3d HrdT 2 |




Draw SIS H DIy YR T H F&H 1T & | OR— foera (Flip),
g (Rotate), e U (Text wrapping) etc.

Select Objects et TR ST e bl TR R H AEH ST 2 |

Free Rotate Autoshapes s R Click % TR &3 STBRT B T U Bl

Auto Shapes T A | TP S B TR IR A Drag R U @0 3 T
3ThR T TR P ¢ |

Arrow gg § a1 e ¥ uga Bl 8 Ry Wil s X1 b T 3R <R

99 97 ST © [(Arrow head Line)




Line Jg X1 i (Draw) @ folu ST 8im 2 |

Rectangle amara (Rectangle) S99 # ugaa BT & |

Oval e R g (Oval) a1 97 (Circle) s91 # Ugad BT & |

Text Box Uh SoRe 9 9919 | TN BIaT 8, 9 3iey 849 aig
e forg d&d 2 |

Word Art Word Art ST H Ugad BT & |




Fill Color ST T T fo 1 MR # BT R H Ugad okl o |

Clip Art fdeTd 3MC S ¥ Hge okl & |

Font Color R (Selected) cRe &7 IR GRT g1 T4 T H URafdd vl T
Line Color T T g (Draw Object) & S & T # URac d_el H Hga exell & |
Line Style SH ERT SIS 1 WRRT fd -1 1 (Line) & 0, (GR— 41 &l HICT,

91 X 31fe) H uRacH fdam ST e B |




DashStyle |39& TN ¥ ¥@ &l A== fog (Dotted) wiget W uRafda
fosar ST AdhaT B

Arrow Style |Arrow Jad <IISH @ ITIRal H URdH @R H HJa oIl © |

Shadow 9ai+d (Selected) kg @7 BRI Aell (Shadow Style) # aRacH
T H UG kTl & |

3&D 9afd kg (Selected Object) 31 3—D et H IR w1 H
U Biel o |




Footnote, Endnote, Ruler

* Footnote HheHle: T&IAS @ AP U & 3d
i fd@q a1 TR HeAle Hedld ¢ |

* Endnote Treic: R} <X & 3id H fa@m
qTll TRE TreAlc healldl © |




E=E | EoE |5

Type a question for help -

7] Document? - Microsoft Word
Eile Edit WView Insert Forrmmat Tools Table Window  Help

o e S QS R e 38 | ) o | S g T O] 100% - | BHRead |4
: A4 MNormal + 18 pt, E = Times New Roman ~ 18 -|_{ g| = = EE EE | b7 . A - E

‘e

-~

4 -
a— =
Toes B

Ik
M

B In those dawvs John the Baptist came, preaching in the Desert of Judea £ and
saving, “Repent. for the kingdom of heaven is near.” ? This is he who was spoken of

through the prophet Isaiah:

“A voice of one calling in the desert.
‘Prepare the wav for the Lord.
make straight paths for him_~

m

4 John's clothes were made of camel’s hair, and he had a leather belt around his waist.
His food was locusts and wild honey. * People went out to him from Jerusalem and all
Judea and the whole region of the Jordan. ® Confessing their sins. theyv were baptized bwv
him in the Jordan Eiwver.

‘" But when he saw manv of the Pharisees and Sadducees coming to where he was
baptizing_ he said to them: Y ou brood of vipers! Who wamed wvou to flee from the
coming wrath? ® Produce fruit in keeping with repentance. ® And do not think vou can sav
to vourselves, "We have Abraham as our father.” I tell vou that out of these stones God
can raise up children for Abraham. 'Y The ax is alreadw at the root of the trees_and every
tree that does not produce good fruit will be cut down and thrown into the fir

(= Dsaiah 40:3
@?ﬁ'e Holy Bible : New International Fersion. 1996 (electronic ed.) (Mt 3:1-10). Grand
Rapids: Zondervan.

H O Wy

@[E]= @ « i mn d 5
iDraw~ lg | AutoShapes- N\ w2 (O M d 3 Gl @& | O - - A-=== @ a8
Page 1 Sec 1 1/2 At 5.1" ln 11 Col 1 English (U.S. (EE 4




textetty text, text text textetty text, text text textetty text, text text textetty text.

Here is another example created for a screen print,! of which Liz has created many

during her l:nl-:-ggin

L Liz uses g

iz has blogged a great deal about Word tips on her I|hrcred|t|ng com blog. This will be used as an example tor
one of them.




Ruler: 3MAR W ®eR & CodR & AAd U1AT SITl ¢ |
SHDT SUINT STeal W 30 SXATdSl BT WHY gqel- & oIy

fpar ST 8 | Word § &1 %o 81d © |
(1) Horizontal (2) Vertical

H = - _‘1 = Sample.docx - Word Lorn Kauw

File Home Insert Drraww Dresign Page Layout References Mailings Rewview View D

— . a ] || SEEREE e . R
= Calibri Light  ~{16  ~ A A =L Gt T AaBbCcDc  AaBbCcDe
==t = — — .*._
P'a:‘.te - B I U - abc X, X° & -~ abr . A - & e a T MNormal T No Spac...
Clipboard ra Font = Paragraph ra Styles
3 1 v 4 1 L T

|_1---|---§---|---1---|---2---|---

Section 1

- r sit amet, co er adipiscing elit. Maecenas porttitor congue ms
- - na sed pulvinar ultrici rus lectus malesuada libero, sit amet commodd
: guis urna. Nunc viverra imperdiet enim. Fusce est. Vivamus a tellus. Pellentesque habitsa




Document Views

* Normal View (Wb D= B F |5 e .
Home Carol's Tab Insert

 Web Layout View

* Print Layout View _ _
Print |Full Screen Web  OQOuthine Draft

I i clin Layvout
e Outline View Layout | Reading Lay
Document Yiews

* Reading Layout View




1. Normal View: S9®T SUINT 3RIR BIdT & dAT U]
(Formatting), SI\i— @1 3faRiaT (Line Spacing), ®i=,
fa=g ameR (Point Size) 2 scferad (Italics) ysiRia

PRl 2 |

2. Web Layout View: 99 i3IS g2 & WU H G&Idol
JSoR, W— scxde TR (Internet Explorer) #
ol d9US &I ave faEdr 2 |

3. Print Layout View: fiIc <l31Se 399 & w4 # SIS
fe 8 915 U9 & avg fRgdr 81 39 U9 oidimse Al &had




4. Outline View-: I8 SXdTdv] &l MSSoAsd U § fegral

AEREREE

g9 ¥ &)

SR b INY¥d yeia fehar o1 dodr g1 afe
SER—3R e (Move) 8 a SaRe 4l 39

AII—T] Fefdl § | 9R ¥Yd S Sqaol § Hal 41 8d 8

I a¥% (Left Align) 3m SITd © |
5. Reading Layout View - I8 STdST I 31fddh G & Yg 4

QZ
g

EH 91T © O ST UBR BhiF &1 Wwdyl (Formatting) &=l



e Text Area -cR< &3

o TN P A B T & Pl SRS & had & | olal 29 3T

SdIdST Pl folg Fhd © | SR 89 b - D H Bl W Gl

g1 oI feotd (Blinking line) &=cil &l & %

" Microsoft Word - Documentl

Had o |

N CRC D

* do &

R[OS

[ T | 3FR B9 §B TR
e H forge € 1 541 favg
I forRg=T TRy BT 2|

SR (Cursor)

”"_-'Ehl il Edit Wiew Insert Format Tools Table ‘wwindows Eelp = =] =|
D W | SEY| & 2o ||

“ Mormal = Times Mew Roman = | B JF 1O S B,
[ SRR RN SR RN SR S
L I

— This is the text area. —-

B

[Slo|=| =] ] | > |
| Page 1 Sec 111 | [REE TR




« Word Wrap - : IS U 38dN <av
k3

(&N

STSoR 9T fI9mar &

C TEIeR, I3 R

TR T 9

b STRT P D o

B T SIS B 31
word T o8

[

S

| ¢

XY A hdl

5 H W AT <l ©, 3R single
g

Picture Tools Document1d - Ward

Q@ Tell m

Farmat

-

o mes et
LS |

Picture Styles

2 3 e

+i

':,H:, Picture Border -
&# Picture Effects ~

EFI: Picture Layout -~

1

El Fosition -

O Send Bag

EL‘@; Selectior

-
i
_|
:

Im Line with Text
K Square

5
Tight

[s

Top and Bottom

Through

Behind Text
In Front of Text

Edit Wrap Points

el T

Mowe with Text

Fix Position on Page

i

More Layout Options...

Set as Default Layout




Advanced Layout

Ficbure Po=ition

Wrapping skwle

E=hind texk

wo'rap bexk
(= EBokh sides

Distance From texk

Texkt YWrapping ]

b &

Tight

-~

In Fronk of Eexk

£ Left anly

Top O cm

LeFkE

Ectbom O

Fight

kbl

b o &

Through

b

Im lim= wiith Eexk

O Righk anly

0.32 crr—

0.32 crr—

Top and bokkom

" Largest anly

(] I

—arncel



Meanmg of dlfferent colours Underlme

RCU U - \WAaAVV UITTUE S

| Grammar) S &R &, MS-Word ac=l ?-r ﬁﬁr Eﬁr El‘qﬁ‘cl P
P oIT STt 3ISTS Il AR H AT DT U S I IS
S & 8 & S "SR o & folv 291 sievers <9 2|

~ A red underline beneath spelling errors.
~ A green underine beneath grammar errors.

~ A blue line under correctly spelled but misused words.



2. Blue wavy underline -: MS-Word sHcT <aqul
(Inconsistent Formatting) @ it <wa Sarexr & ol
Aol 3iexelie gRT USfRId &l |

3. Blue or other Color underline : ssWRici® Uk
ke = underline <eTm A1 fS®iee T & B & |

4. Purple wavy underline : XML Sxd1ast § XML Rt

sPCHon o H|'-.I.-'-. hat sag S -CUHAALCLOLMAAL -5 compl. 1o 57 Eh'
" """ 7
TTAGEG

- Eborrserate exlend= The e DG @ T and using

BPG im i = drcture
- DA synih ooours wusing a profsin comp=onerl af telomerass



~ BitfomMSWord

o g 89 MS-Word ¥ IU-T HR FHIT BN oid & ol SHY 98 3

D Ugel 31U DR BT G
foTu—

°* 1

] H R
BT I 84 UP 9

R X o (Save) T | TR 91ER 31 &

Blisdd TR fdotds R & 3R Exit TR fdoid &R 8, S S9 SIeH

ire R BIAT B | 3R BA §B <R [oTdT (Type)

<Y AT &

“Do you want to save changes to Document 1°.

o Uq P folv I fdctd BN 8l dr 21 oot By |

¢ ¥

2l DloeY Bl ITIT PN

G &1 Save fdoled &V |

BIgd AM e




MS EXCEL



] Number of Rows &
Version
Columns

Excel 2003: 65,536 rows & 256
columns
Excel 2007 — Excel 365 10,48,576 rows & 16,384

columns



\/

Ul Uh Scldel<d , | TOMET
qeI a1 S99 | AERIAT DRl © |
@@ﬂﬁﬁ%ﬂﬂ%ﬁ?ﬁwfﬁﬁqwgﬁﬁﬁmn%ﬂww
T Hadl & I8 9dM & forv RUE 3R Ioie9 TR &=l B |
o ST ST T G &f fdgemol, Rals a1 aReld &R &l
3MITIHAT Bl &, I T Bredie BT TART B & |
¢ IrSYC Tella? M H 3T (Row) ¥cll &1 THE &, Sff Usl & i o
&R Il 8




i M Hell B T T, S UST & SR A Ard il & |

RJ TR Dict @ intersecting point 3cT & ST Bredlic § el &l storage
unit |

I BT g P =R a2l column BT 3R ¥ indentified fHar i g |
e BRI & I8 TRl WM g S SR, =R IT HiHe S8 fhar o
AT B |

ThiYell SR et @ SISl IR 3TN TIFT HRal & Rl SR BhiA &R fQwrar
g

BRI H & 3l B U Mol Ugd 8l &, ol S ¥l @I Location Sarw
g




S [

Usd ¥

number) T combination T | O— B2, CA4

o Tredic N TAT DT b s%n‘rm‘@ﬁr(cell)qv Uh Tl TS

A @ bl TR (column letter) 3R T %R (row

SIS |

(address) <aT & T JET DT I STei Bl AT <l B |

o gpHINC H Pic

’CI’;JICf

o IT Wl TS Pl hiotd =0T I oFeT o |

* Ig Slcg Wi

fa=Ig fda=o

7 afdhel TIRR (appear)?r?r g |

A Y SR U AU 3TeTig 2Idl 2 |

R2Th UM e, diffch AT TR

& 3ps FUfRT P,

(statement) TRIR &1 & fo

TR P S B folv SYART B 2|

U @RI o (Tax) dadic



o TrSdie Bl Tade2H Xlsx B

¢ FOIAIMD BISYIC BRI HHNI H TN TPHeNT & Sl
it =0T 3§ deT B |

o Ig Yffordl iR Yabol B | U IR G (Formula) o1
fAuRor =Y & 91 IUMT T B0 Neal § T gRomd
SURINTdT T faxadr v&dm © |

* UH T Uaial 98 g% (Work book) et &r 53rE 2 |
HIZDHRITE Vadel Higel dhgd & W0 H TR fdd ST B |

* IHIIIC H Vel B SMAIBR THE DT Al ¥of Hed ¢ |




o ZolaUMD BISYIC & ISR fHfeIRad B—
(1) e 1—2—-3 (2) Quatrpro
(3) VPP (@) MS-Excel.... saife

e To Start MIS-Excel
o MS-Excel 31”9 &x= P < TP o—
o SXhad R MS-Excel 3gh IR <9dl fadetd o 2|

* Click Start>Program>Microsoft office>
Microsoft office Excel



Creating Formula

IV -

* = (an equal sign) T/SY &< & |
e R g N fdold Hd © |

o SNl I IH BH ST A8 & IHDT IIH HRd & T
EhF R e ARl &1 9Tes aRd & o —

e =Al1+A2
e =SUM(A1:A5)




' N

1. gaYYIH g GHRAd HRd I AR

(Formatting Toolbar) fa@rs ¢ <=1 &1 afe =18
fe@rg < <@ § @I, & (view) ®R fdedd &= & |

* TAGR BT TIT B BHICT BT IIT B & | 37
BT TR fdeld Bd 2 |

2. f5T9 AT BT BISATSC BT © T diex ST & 99
Jol DI IR el BN T B 2 |

\ \ \ \ e \ .
Q AdAd T -0 AT JdTd 0l ARJdJd - —=1J1d ~AJdA é‘ ~—AOTT



- ' Q J

2. Insert UX ol A 2, Y U ST SIS Y 9
e fdbeg BT TI9 Hd © |

3. g1 favire favel 9 59 YoR & T1e Dl MaeThdl
2l & BT II9 HId T |

4. SCI & ¥ (Range) § IRITH R =1fz¢ df URdcH
R g axd 7 |

[ =I'ITF 'elflﬁ..ql\l' ,-lﬁ\' Qlll:-\l.-l rlndf}l él'l




~ MS Power Point



______MSPowerPoint

 MS Power Point- 79 TH—U1aqR Wigc

e Jg HAShiNIUe gRI fdpRId, 9 T 2iffhd (MS
Office) &1 U 4T & Ig URIAHROT qAT T8 9

\

(Presentation and slide show) @I TR &7 &

fore wrfaaemely Sudvor 2 |

e Power Point Screen

o U] FATSS ¥ TRl &l 99 & forg gHelT

n \ Ll
11lAlJd Al A AR ‘Jlljil:ll P 2 XY P | é'l




MS Power Pomt

Difice button  Duick Access Toolbar
Click 10 accass QOfice Chck to access command comments
file commands. an this customirahla mmolbhar

Wi T
_ = = e T
Click to opean
dialog boxeas or
task panes.
Click to add titie
LUK EG gl sdGkiire
Presentation
W insdhow
Enter text and
graphics hera.
Status bar View butlons
Dizplays informetion about Usa to switch

the active presantaton. betwaan views,

l'."-llnl: o access nols
and commands.

Ribbon
Commands and tools

grouped by category
onto diffarent tabs.

Lizsts and Galleries
Click tha donwwm
anows 10 aCCeEss
lists and gallaries.

Zoom controls
Use 1o zoom in or out

using tha slide, or
the buttons.



= Sample Presentation. pplts [Last saved by user] - MNCrosort Pa}'q:t-ﬂ'mnl_ b e

__Design | Animations Slide Show Review  View Add-Ins ] 1 3. Tabs |

e . e e mt' ) P Y 5 e Shape Fill - | 3% Find |
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Sample Title

ILERLiR

Subtitle

Click to add notes

Slidel of 3 | "Office Theme"




1. Title Bar : 3MdR TR I8 ®hi9 & Y (top of the

screen) X RYT BIAT & | I8 99 Ui & 2w Dl

e oxar g |
2. Menu BarJg Tlscd IR @ QRd -ild Rd &ar © |

I8 fdbedl &1 7= UsRid &Ral &, S SHaRT UreR
@rge d1 eg(Instruction) 39 & foIT SYINT R 2 |
3. Standard and Formatting Toolbars : TreR@rse #
%3 Toolbar &, =] ¥vss 3R BRACT Toolbar
g9 31 SUART fhar S arem Toolbar & |
 Standard Toolbar &1 SUIIT BIsa &I Wi




Formatting Toolbar &1 SUART ®BIve, Hive &I

JMPR AT T dSo14, dics, ISTAISH AT ScioTdd
PR, TIRCT IS PN SN | BIdT © |

4. Rulers : Ruler @ YR & BId 2 |
* vertical 3} horizontal
e J 59 % marked ¥Ed 2 |

o THGT STANT fhl 3ifsoide & IE&T & W B
fAeRor v H BT 2 |




MS Power Point

Title bar

oot PowerPoint

Menu Bar

3 Hlank pressntabon
Elj From design remplate
& From surcoreentwEand. .
] From exicing pressnranon
Fheto &b,
 Templates

Click to add title

Saarch onlioe Far s

Click to add subtitle

"2 Templates an Crfce Onine
ﬁ €30 Mt campubsse .,
L ran oy Wb sibes L,

Clonds ook

Og FRT Temnolete
Cormmunizating Ead Mews
e tar, pol

ok o add notes =

Standard toolbar Ask a Question box Close PowerPoint

Close
Window

. Formatting

toolbar

| Status bar

English (.5

‘Diafzat Design




6. Status Bar : Ig ®hIF & FaH e Rerd Biar & o
currently TSRIT W8S &I Gl E&T, THeIC IT UCYA

T M USRI el 2 |
7. Outline Tab : I8 WA # IURYIT RS DI USRI dral

gl
8. Slides Tab : I8 O wigsi & Thumbnail BT USRI
ST & | Thumbnail BT fdois TR & slide pane H <iisS

DI <G Ihd B |
9. View Buttons : I8 b9 & id (Bottom of the

N\ -




Normal View : I8 b9 &I 1| 9F1 H faiord ol
%_

Outline 3IR Slides tab, Slide pane

slides tab P9 & a18 3R Rerd BT B |

IE WSS DI 3 = NIDl ¥ <G § T&gH 1T & |
Slides Tab ¥g€ & Thumbnail ST & |

Outline Tab ¥ligs WX SR DI AT T |

Slide pane XSS @ &g H R/ BT § Rl o wIss

TR IH | B 81 8T 3T & SY Large view H ST B |




* Slide Sorter View : I8 ¥ wiissi & Thumbail &
Y H ST 2 | I8 ISl DI hH H 9qaid IT HY Sier
T IRaTT R H e 91T © |

* Slide Show : SH®T SUINT WSS DI <& D foly Bl
T | TR 3ifcH wRgfd # fie wu ¥ fowrg < U
9 view ¥ Udl o'l ST 2 |

10. Drawing Toolbar : I8 &H @ - Rd 8T &
T YTt g9 TAT URTad & ol Suga tools
g&Te HRdT 2 |

— — | — - \-




12. Task Pane : I8 &l faviy &1 (specific task)
B TIT BRI H T 91T © |

13. Vertical Splitter Bar : Task Pane & 2&R #
gRad< 59 fdcld qaT ST BN FHhd © |

* Minimize Button : 39 STINT 9 YelR¥ig fder
minimize g/#x, Taskbar # Tiar 2|

* Maximize/Restore Button : Maximize gcq &
ST 9 fdSI &1 918 B ®hIF & Sl § 3R
Restore 9+ @ SUINT ¥ U: 304 Jd 3MTHR H 3




Use of Power Point




~_ Use of Power Point

1. A JTUIANT YIcilhRvl (Business Application
Presentation) &1 ss OIR HIAT |

2. T @ §RT Ulfhaal Al (Graphical object)
DI TIR DA |

3. M= SYINT & foIv IS o™l & gRT HollcHb

IS S dIR BT |

4. FIATT ST H ¢fT 29 @ foru |




____ Starting Power Point

MS—TTaR @TET 3TRA HR B QT D
1. S¥PHelg N IuRd MS—UTaR Wgc IMghiA
R 91 fdelp B 2 |

2. NI fafer #— click Start>Program>MS Power
Point

* Creat a New Presentation

* 9% UKI(d Bl B3 TR W 9T ST Hhdl o—

o Anvtn Cantant \Aizard



_____Starting Power Point

1. 3ifel de-< fduire (Auto Content Wizard) : I8
Ul (Content), Se=1 (Purpose), 3l (Style),
[SSITSH TAT JMSCYS & IR H IAHGRI <d U g
u%g?r ST T |

¢ 9% UK H -1*1;1 ® dR W SRe BId g, o8 &
Y- AT B GRT UARATAT HR Fhd & | Hael YA
T UTaR Wrge gRT o T AN &1 9T el

Bl B |




3. Rad uxqfd (Blank Presentation) : <ae 3R 31
% fShiee AT & gRT A3 Rad URgfd dIR &l
g | R Rad Tqfd 999 %1 & 915 UIH WSS @
RISe TI9 HA & oy U fder o1mar 2

e U4 fIUIET WSS oleise fmferRad 58—

 Title Slide -3V WIss

* Bulleted List - geics g

* Two Column Text - 3 ®iciH SRT
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Table
Text and Chart
Chart and Text

- qd
- TRC IR TS
- IR TRT

Organizational Chart - Se-id® ic

Chart
Text and Clip Art

Clip Art and Text
Title onlv

-

- TR< IR fde1g 3
- fdeT9 3T 3R TRe
- BhHdoT INYH




= \9 ]V - A OA'AY 9

e Ui} Wigc H AIC Sired ol of faftki &

1. Toinsert short notes: Normal view) & b F &
e Rerd ey dfad R 3ol IR SRe T_Y B & |

2. 2.Toinsert large notes: & ¢ W fdeid o< & |
Presentation View & dgd Ic US §¢ &l o3

IR ¢ | W8S & A G OFIE H RS TIY I |




Inserting Header and Footer

* Inserting Header and Footer in Power Point

* IR @i5C H TSN AR e} Slied @ folg Insert Tab W
facTes R B |

o TN &R AR Hex e & IIq B © |

e Date IR Time, WIgS TN dc ST ST Sl H

JTRATT |




1. Fixed and Automatic Dates : Ui<R |digc Date and

Time Sire & T fdded <ar © | Fixed date 3R 59 &
3=V U8 BHIT same &7 o= Automatic update &
I I8 BHIT Wrellferd o4 & URafdd aIar & o
lgs I & 9o & Date 3R Time ¥ match 2rTT|

2. Slide Number : Slide Number fac@= & o g4
check box T} fdoi Hed B |

3. Footer: 39 check box ™ fdois TR wiigs & =
SR SIS ¢ |




4. Apply/Apply to Al %Hf\f gRT TAd element @

NIESK insert Ebw & forw Apply dc @l o GaNy
g, g Ig Dl T s W IR Bl 8 | T
%S R I8 R] a1 & forw Apply to All R fdeis
P T |

5. Preview : g€ R information @&l g BRI I8
preview box g3 2|

6. Notes and Hand outs : 39 Tab & =g P 319+
Hangout & foit Header and Footer Preferences
BT T PR T ¢ |




Power Point shortcut

Bold Ctrl-B
Close Ctrl-W
Close Ctrl-F4
Copy Ctrl-C
Find Ctrl-F
Italics Ctrl-I

Menu bar F10



New slide Ctrl-N
Next window Ctrl-Fé6
Open Ctrl-O
Paste Ctrl-V
Print Ctrl-P
Repeat Find Shift-F4
Repeat/Redo Ctrl-Y
Replace Ctrl-H
Save Ctrl-S
Slide Show : Begin F5




Slide Show : Black screen show/hide B
Slide Show : End Esc
Slide Show : Erase annotations E
Slide Show: Go to next hidden slide H
Slide Show : Ctrl-L
Hide pointer and button always

Slide Show : Ctrl-H
Hide pointer and button temporarily

Slide Show : Mouse Pointer to arrow Ctrl-A
Slide Show : Mouse pointer to pen Ctrl-P




Slide Show : Next slide N

Slide Show : Previous slide P
Slide Show: Set new timings while rehearsing T
Slide Show : Stop/restart automatic slide show S
Slide Show : Use mouse-click to advance (rehearsing) M
Slide Show : Use original timings 0
Slide Show : White screen show/hide w

Spelling and Grammar Check F7




Switch to the next presentation
window

Ctrl-Fe6

Switch to the next tab in a dialog box

Ctrl-Tab /
Ctrl-Page Down

Switch to the previous presentation
window

Ctrl-Shift-Fé6

Switch to the previous tab in a dialog

Ctrl-Shift-Tab/ Ctrl-page

box Up
Turn character formatting on or oft Num
Underline Ctrl-U
Undo Ctrl-Z




MS ACCESS



___ MSACCESS

* Introduction - ATghIGTYC TR STed §911 AT
ge§e & forw Irfademe I 2 |

o ST ST BT @+ aT AT § gErdr e @ forg
s Giaem g |

o FAYUH BH I8 Udl BT ARV fb S—TaRd Pl
ST dl died § &9 SYINT BT © |

* Database File - Sc9¥1 Wgd : I8 & B &
=ﬁ' tl:I'ITITY' A;,-llzld_l é‘ —HOTT (-'I,(-(; TS AT JTIT ||f~|\;|9l' '&ltl__rl: 1}!‘




A look at Microsoft Access

e An Access database e bll T
consists of 7 objects. Chitst | fﬂateta;:ﬂem"ﬂwd
; il  Tables Create table by using wizar
® The object selected on the g . ,
: = ; reate table by entering data
left side of the screen has S Quaties
corresponding elements on B Forms
the right side of the screen. B Reports
%] Pages
& Macros
@ Modules
Groups




i e

External Data Cratabase Tools

Print
Save Ao Publish
Help

|23 Options

S Exit

Available Templates

+ + Y Home P» Sample templates

Charitable Contributions
Web Database

Ewvents

Marketing Projects Morthwind

Contacts Web Database

Issues Web Database

Projects Webk Database

Ascets Web Database

M wilil)

File Mame

Azzets Web Databasel.accdb

CoUsersvAdministrateur,Documentsh,

B




— T——
i =

- DATABASE WINDOW COMPONENTS
F.l Microsoft Access

-y Eile Edt Wiew Insert Tools Window Help
D EH|ZEY |4 2R | B8 || 8- | 6.

g= db1 : Database

m%‘ - Craate table in Dasign wies
abie Create table by using wizard
CoyrradButhos . B Create table by entering data
e Tas
Macros
Favontes -0 Modules
3 Favorites




analFza relatbonshps
menu bar Offece EInks proparas naww objpct
Microsoft Access

J.E“E: Editk “iew Insert Tools Windows uE:Ip.
D H| SR> | &R | W53 ||| =S

g2 db1 : Database

_reake table in Design wiews
_reakte table by using wizard
_reake table by entering daka

Forms=

Macro=

FModules




u L} : - = ] ] 7] -
Fil= Edit A“Wiew RBelationships Tools '-.-'-.-'|ru:||:-l.-'-.I HE=I|:- _15'1 H1
D= = | = | dt EE ¥ "':::':- Eﬂ Eﬁ I}": - EE IEI
o
PROPERTY DESCRIPTION ~
PROPERTY_PKEY =¥
RESILTS FEEY FROPERTY FI{E"r'
IC B SHORT_DESC
MAME FULL_DESC
REFMC
TYPE1 IRIAGE.
STATUS _— i
PRICE II"-'1.':'.GES _FEEY
FEATURES |PRICRITY
|SRC
(IW[[CN._F‘EE‘I"
PROPERTY _FEEY
EEE-!'-'I!."'I..E'._. PROYIMCE
AREA
T
b
0 | e
Ei:lea-:l-:.- [ - -



: prirma key R database g i
wiew toggle marker indexes properties Wwerin oA object

Microsoft Access
Edit “Wiew [Inserk Tools ‘Windowse Help

[(&h % | & E= @ = | w2 | = || e == | B 22 | B2
g =]

M ailimg List - T able
Fi=ld MName Daka Twpe Descripkion

Mailimg ListID Subofumber
Firstl"-.larne Texk
La=trMan= Texk
Oddress Texk
L | Texk
Sktake Texk
ProskFal nde= Tt

Field Propertie=

Eeneral I Loockup I
Field Size

Frormmak

Inpukt Mas=sk

—apkicon First MFMame & Field mame can be

up ko 64 charackers
long, including

'-.-'al!-:lati-:in Foul= spaces. Press F1
walidation Texk For help on Field

F.equired names.
Sllowve Zero Lengteh
Indexed

Unicode Compression

Co=Faulk Yalu=




o 29q1 : R S # 29 U SIel g & ol
GTATRI DI DlictH TAT A H FARIT HRAT & | T8
o faRRre fawa (Specific Topic) & ST &1 GUT
2| Uh Scrdd § &g cdol 8l 9hd & | <do] Sl Bl
I (Rows) T &ieid (Fields) # =afRerd & 2 |

e Si— (1) B, (2) RRerd

* Hics : Uh cdal A Wies & fAf= AftRT 8 | S—
(1) ®= T Name, (2) B3 First Name

\
o 2T TIEU : UE BY WioeE bl 0T 7 |



'|' = '.- al b=

File  Help

- Categaories
- Customers
- Emplovees
- Order Details
~_ Crders
- Products
- Shippers
suppliers

+|

o R S

i

Show data
Expand all

Zolapse all

< shippers //_..] Suppliers |

11

SupplierID

| of 22

L

CompanyMame

Exokic Liquids

ContactMame

Charlotke Cooper

ContackTitle

Purchasing Man...

Address

49 Gilberkt Sk,

D \Morkhwind. rndb

2 Mlew Orleans Caj... | Shelley Burke Order &dminiskr,.. |P.O. Box 78934

3 Grandma Kelly's ... |Regina Murphy Sales Represent,,. | 707 Cwxford Rd,

1 Tokyo Traders Yoshi Magase Marketing Manager | 9-8 SekimaiOdOd. ..
Cooperativa de ... | &ntonio del Yalle, .. |Export &dminiskr... | Calle del Rosal 4
Manunmi's Mayumi Chno Marketing Repre... |92 SetsukadO. .. 5
Pavlowa, Lkd, Ian Devling Marketing Manager | 74 Rose 55,00,

5 Specialty Biscuik... |Peter Wilson Sales Represent, .. |29 King's \Way

3 PE Knackebrid AB | Lars Pekerson Sales Agenk Kaloadagatan 13

10 Refrescos ameri... | Carlos Diaz Marketing Manager | &v. das America. .

i Heli sifwaren G... |Petra wWinkler Sales Manager Tiergartenskralie &

12 Plutzer Lebensmi... | Marktin Bein International Ma... |Bogenalles 51

13 Mird-Cisk-Fisrh = Swen Peteraen EneiklinAtERE e T g Frnr el ;F_f"’_

L¥ i 7

g ) W g P - s ]




* HY HBTIYUl Tdel :

1. U1I#e &1 (Primary Key) : Tdh 7 3ffgd Bics
(@ferd) fSa®T 719 (value) Sad @ 8% R&fs @l

faf¥re gg=m= (Unique Identifier) a1 g, urafa®
Key &gaTdr & |

o yriffe Key @ w9 # Null 5191 @1 IrgAfa =781 g, 3
gaen fafdre /19 (unique value) 89 =nfav |

* TP Key Udh a9l Bl AN <dal H faqeh
(foreign) Key & Siew d Sy fham ST 2 |




2. Rere=Ea (Relationships) : ST8 MS- TR’ SciedT H
g9 Ps <] g & dl 3 G bl 9199 T <RI SUANT
P B folT S o R T 991 B B |

* SI9 BH Y8 PR oIl & df 8H daNiol (Queries), B
(Form) cerm &g <acdl & dre G UaiRid o3l & oy
Raré IR R Fehdl B |

o ReMRY o Wics QM <acl H Ut A & Tics) H Sl
3oT (Matching) @ gRT &M &l & |

* SRR qHell § Y AT qﬁo@ N c:s|o1 ?—r Eﬂ?ﬂfﬁﬁ Key

\* N\ \ N N Y Jp—




3. B (Form): ®FF < BT Uh Withdhd IR &1 B &
gRT 81 ¢dc1 H Rale BT SiIs Fdhd &, Ml TRl 3usc
PR Fhd ¢ |

o BH Bl AH Tl H =T B Hebell & W SFT Uh & G
T ST BT STNT B © |

o 3N BH & Rafs H gRacH o W <dat H A uRacH
1 SIRATT|

4. RUE (Report): RUIC s U H ST DT IRJd B D

HRIN AT & Riifdsy RUie & Od B & W&wU dolT IMBR



5. Bics (Field) : f&xir Refe a1 <aaT H &R Dic & 3G
gIeT BT Pics Pad ¢ |

* IE PIRD, IHT “FIRD I Dracy JfE THR BT 8l
Gl B |

o SRI— el N uaT (Address) Rale & M, Foic TR,
Toll FTWR, 9} T 9, o TR 3nfe Th—Tah fhes B |

6. Rdls (Record): caat H fdoxil W1 T 1 & ST &l T
Repis wad | I8 Hefd ST &l T8 T

a X AN o= = IAAdAdvac~) = B DY o




|Inﬂ 1. = -
.h. =

File
View

.*"—"“1] & Cut

Fatie

— 53 Copy

[ Home [TTCresteT T EdemaIOata  DatabafTook

- J Format Painter

| Views Clipboard

Ty
“ontac 3
T eH

o atabas
T

T 4 | Ascending 07 Selection - “ =y = New T Totals
il Descending E Advanced - =il Save ? Spelling
Filter Refresh
% Remove sot W Toggle Filter | apgw 2% Delete = =5 More =

Sart & Filter Records

Iﬁ 3. Replace  Palatino Linotype (Detai = 11
= GoTo~ | B I U  :E:iE
i Selectw | A - Oy~
Find Text Formatting

Find

_@. “
e

B Contactlist

=

Queries
FF Contactiist Query1

Forms
Contactlist Farm

[@~m¢*

Contactld - | FirstName - | LastName - | Relation - BirthDate - TelNumbet~  City

:-Inhn Doe

2 Linda Jones

3 Mary Katz

6 Anit Singh

7 James Roche

8 Lisa Peters
10 Janice Doe
11 Nita Singh

(New)

Friend
Friend
Family
Friend
Friend
Friend
Friend

Record: M + 1of8  » M ¥ | f NoFilter | Search | 4]

22-Jan-66 (416) 123-456 Toronto
11-Mar-80 (905) 123-456 Toronto
30-Aug-66 (404) 123-456 Atlanta

25-Jul-76 (647) 999-111 Toronto
09-Sep-60 (404) 999-111 Atlanta
22 Dec-74 (416) 111-999 Toronto
11-Feb-81 (678) 111-999 Atlanta

04-Jyk69

M4] 4j4




7. iz (File) : <lifcirel Rafe & T @ ®Igel Hed & |
I U I B w0 ¥ Ao gadel o T o |

o UR— HHARAT BT Udl, fdenferdi @ uiem R anf< |
T Wil @ FHE Bl SRINGSY $ad o |

8. sl fsaa=NI (Data Dictionary) : 95 Scied &l I
Scl el Y& ¢ dfcd STl BISal &l gl W&l o

o fIT ST fSTNI B S Holde Ried Sy | <cl

U A2 X HAhdl 2 |

a ' .EI_II>IAII lnﬂl-ﬂ\l‘ﬁnl\\ . '9.\134 II.I.-I‘J\: QO TTrI TI.LITTI:1 Al:..:ﬁﬂ'




10. SIINGSY! (Directory) : H*geR H GURd Bl DI el
P SRNTTY] HEd & | SHD TN Pl SRNTSY Dl
ASRNGEN! Bad © | Wenol fSasd @ 39 (main) diceR

P B SRNTEY haEd ¢ |




THANKS



