TR A, & sEaim. (IT & ITES)
#ar (COPA) - ¢ safi aiwede

v 1.6.29

MS =€ ® @iat iR qad € Wt & guRta g (Open MS Word and familirize with

basic word components)

IR TH AVIE & STl # AT FIA A HEH & 0
e MS € @il Y 74T S(FAT S

o MS T¥ &\ #1 S99 JY Rew w:it gt

o Tl A TRE Ft TEHE FA

o UF TEAT F AT FIAT

o TFEAT Ft 97 FA A MS T8 & aqrav et |

JawEFae (Requirements)

ST/ STHTOT/ATIA
e MS sfifse 2007 & @ty us =ferd PC -1 No./a=

wt%ar (PROCEDURE)
FF - 1: MS TE Tie A TF TI0 TRAC TARA
1 'START &en &t fares ¥ |

Fig 1 # femman 7o &, SR 9¥ S99 & UF qrasrT 9+ faemm |
2 TIUWH T FHL FOE |

T 57_ Databased : Database [Access 2007) - Microsoft Access (Product Actvation Failed)

Fig1

(@] i -

Home Create External Data Database Tools Fields Table
s AB 12 E’_ _-_:’._; Date & Time & 2f Hame & Caption
S— == 4 YesMo o | Default Value
View Text. Mumber Currency Delete

- [l More Fields ~ Lookups

Views Add & Delete Properties

| VTR

g —
Validation
ad -]

Field Validation

Formatting

All Access Objects = w (| 3 Tabler |

| Segrch. o 1B - Click to Add - =
Tables a || % {New}]
EH Tablet

3 wTEHETRe Aifha 9T fFE #X |
4 S % Fig 1 ® fRmmar e @, anetaree «ifea a€ 2007
 TH |

st f Fig 2 # fRmaman e € &0 o) uF =its Siga
e
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5 s f& Fig 3 & feamar mam € 79 a4 & &=t o Tge-fFas
Ead

6 ST fF Fig4# femmar w2, faard 37 aret 7=y # Rrefrmest
g1 R== (Minimize the Ribbon) # I+ |

7z Rew &t a1 Wi 98 g % fog e s |




Fig 2
[ R Bestimerd t - Micrac M Ward = R
“ Wame |l Pagelmeut  Refermcts  Maliigs  Mevew View )
e Colbrifbadd *111 AW A By e i W RN | meene| aambte AaBbC: Aapbce AAB asssce
Farte Lrmnpuipter, B4 T X xR w-A- | EFEam = &0 Ehormal | 100 Spacl Hepdingl  Mesding 2 itte ot Suple £
Nphaard 6 Farngraph
} s
Pagmdetl | Wordio BE.2 . 10w (=) ) *
Fig 3
@il ols
= Restore
Home Insert £5 Ma
L Iawe
B ¥ cut Size = -
_—sl o Cali : A | Aa-
s 53 Copy = 5
aste ; B o : A~ BE?
- f Format Painter D hlasinee
Clipboard ® Close Alt+F4

FE - 2 : MS a8 SR ®7 Jaad WY R | gg=rnm

41 gevtA e ®30 (Introducing the new interface)
Office Word 2007 & forg u# 7 fe@mae 8, = s weawe
user interface, Sit #9H, TAGIY, I€ & T8l U H1 FATEGAT
T U it 99 AT & U Tohel AHIAEH ST T Y Grort
F forg 2 |

TR wepa= gE” gevwd (Office Fluent user interface)

Office Word 2007 # #= X goa| # Srafis qfeemw
Ram 2, ot ofe Tpae gEe Sev%d &1 3 ¢ | (Fig 1)

Fig 1

(O ) - B &) -
a
Home Insert Page Layout References
A # [ cap—yBoay) 111~ | AC AT||2
'J 22 | B 3 A | <
Paste 5 || Bl e abe x, x° Aav|/%®” - A ~|
Clipboard ™ Font ]
L - 1

FE A, & E AL ua. - Far (NSQF @2 - 4) - 33w 1.6.29

1 Tabs % e #ifiuee wd fesme" fFar mr e |

2 B UF T § ST Groups & I€ &k & A § 9% HYdl
g

3 &Y U g7 # Command buttons U& FHITS AT AT Hi
T FIAT 4T TF menu of commands Ft FfETd FAT |

T aE o= 9« s S S%ea € | (Tabs that

appear only when you need them)

5 39 #t Raa W 3@ € a% A F I, 99 off o9
Office Word 2007 J[& #¥d & ad ¥ & TH &7 aq o
2o § RREmll gedl & STa AT 380 9T FY T@ T &l w1

& ITAAR & |
FRFEIA ¢ (Contextual tools)

Contextual tools 3T T AT ST Uo7 & =99 FId &, A9
e, o o1 U RE & F1H A & forg e wa € | o9
AT AeFe T Fasw FId € a9 UF Fedwsad g H
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qfaAwe @< UF UHIE W1 § AT ATl & a9l § fRerg qear
2 | (Fig2)

Fig 2
Picture Tools — 2
Eﬁ-\.v Add-Ins Format
: [y Picture Shape ~ :l & Bring t
> zpidure Border ~ 2 Ser
Position

A ch Sac
¥ | ‘! Picture Effects ~ - [ Text Wrapping ~

L] Arrange

i I

3

CONTOSO PHARMACEUTICALS
Annual Report

Ba_

1 SATTHT STHIAT § T ATZSH & A |

2 FRRIA T FN AW THE W1 fF@r wsAr € @)
FIRHEIA T ATAF §C ATF oo & a1l | fIuTs q8ar € |

3 Feaedd ¢ I gU JIel ¥ W F37 & oy (= wem=
FATE |

T ¢ (Program tabs)

S AT I Herad At A1 g, fU fidfry afed w3 % fog
T FTed & a9 A1 dc ATE o0 & TUTH 37 & a5 |
(Fig 3)

Fig 3

I = [
o ol

Print Preview

=

: I3 ;

- - HT Ty e

v =" i T T
Print QOptions

Margins Orientation Size Zc

Print Page Setup

;.;

AY, TEER A 3= TR awat (Menus, toolbars and
other familiar elements)

T, YA, FATIRY & AfAR® e a€ 2007 = a<at &
START &FF ST AT FET F1 I FIA & o T T8 F3d 8 |

HIEHIATHR A% T2 (Microsoft Office Button) (2 7=

T 3¢ fawet &1 U ard F1 7 f2ra & ¥ Fig 4 ® faman
S BT B Grerdr € |

&+ t=® T@ew (Quick Access Toolbar)
e TaaE gaa SHTaT # 98 fawet & S R € o o

Fig 4

:"E7 F u L S L. ] @ =
J Mewr..
» Open..
I l SAwe
_@ Send

Publisi >

Recent Documents

Close

Bl word Options | .rx Exit Word |

FR-TAX ITART FA ATt ITH0 & forg @fRa €= wew
Fear & | (Fig 5)

Fig5

Quick Access Toolbar

@ - o & -
Home Insert FPag

j e Calibri (Body)
Paste _ |[BB Z WU -~ abe:
= - 2

Clipboard 0= E

TEAET 9 & @ #0 (Dialog Box Launchers)

T I AT=TH B AGHAT & o $9 aqgel 4 [aw
7ed & | Dialog Box Launchers #t f&® &3+ & 0% gafd
TAATT a7 AT T O FT @iadT &, Iq YT dqtea afdw
foreeT TGt #eaT & | (Fig 6)

Fig6
=T 5 g ) T
[~ |
Home Insert Page Layout References
_j ¥ Calibri (Body) -1 - |[las AT

Paste J B 7 O - abs 3. X Aa~|[2” - A -

Font ‘

Clipboard ™=

Font Character Spacing |

% wg= goar FAweH SAtst (Adding commands to the
Quick Access Toolbar)

FT a€ Y 2003 ke a€ 2007 # 3uaed €, ot fad
Word Options ST a& &t G4 FAT0E &7 g4 4 ©

1 Microsoft Office Button _'“'] , 9 o w9 T e
Word Options = fas &% | (Fig 7)
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Word Opllons

J ". Popular

- %f Customize the Quick Acy
Paste
w J Display

Clipboard Choose commands from:(;

P fin
Fooling All Commands o

Save |Popular Commands A
£ |Commands Mot in the Ribbon
Advanced

i@ ~All Commands
Customize |Macros

|

| Adddns || |office Button Menu

2 gt ¥ s a7, Customize fFas #¥ |

3 gU-seq foe s & Choose commands from &
All commands &+ #2 |

4 Customize Quick Access Toolbar box & a7 @t For
all documents (default) a1 ts fafsre sw@mE & fog |

5 S AT STiew =9ed & I9 ARy &t o &t A Add 7%
fobe et 3
AT S ST FTed @ &Y TF ARy * forg ged |

5 fFas tHEg gaa ® e # " &4 | I%e 8T ©
ST FA9F F¥F, Move Up 31T Move Down T3t e
&7 foers &t |

6 OK T fas &< |
niftta #3t (Do the math)

nfera, fasma o =R wm 9 9w forma @wg Office
Word 2007 & 7T saee foraqarar fasuard st Sagde
# 9aR wIYHeE gAr A gFvEt & | (Fig 8)

Fig 8

Wihen you solve the quadratic equation for x;
axl+bx+c=0

You end up with the following equation, which is the quadratic formula:

-b+ b - dac
0

=

FE - 3 : A FT TANT T TR AT
1 =% SEgHe | FEe @t |
2 =% sEgHc | fmfafad Tae w3 |

FE A, & E AL ua. - Far (NSQF @2 - 4) - 33w 1.6.29

ATT STTETHT & SAIAT FHATA AT AT BT a7 Tl & AT AT
Afer a¥ SreTRa & | T @XM TAIw FSTA
& T e " H UG FAT &, T AARg ' it € |
IR & forw yaa i, w avh, sovest, T Wi #F
&% | (Fig 9)

Fig 9
Basic Math ¥ X e,\ W
|| | Basic Math Y
I A = b | 1 Fraction Seript Radical
Greek Letters XILFf[][=]<] v - .
Letter-tike Symbols | [ | (=[x ][ =] w
Operators 4 ke i
U n (0] % ®
Artows —

L]
m
=1
L
-

Negated Relations

Saripts -|lea||B||Y]||&
Geometry llT”ﬁ lCF 'g”qp' i“"
w Xi(|3a ] I n=1 ¥

HTIHT FTH T w7 (Publish your work)

STIHT FIA ST TAT Al ATTH [T9TT 99 992 F PDF w15er
# TieE HIAT ATed ©, IS SR 81 | a1f| a€ 2007 PDF
®HE § AT+ STEIAC Ht AT & 89 F3ar & | (Fig 10)

Fig 10
Save a copy of the document

i, - Word Document
~ z | Sawve the document in the default file
7 Qpen format.

e o~ | S

@ j Word 97-2003 Document

j Mew

Word Template
Save the document as 3 template that can
be used to format future documents.

Sawe a copy of the document that is fully
compatible with Word 37-2003.

=8 print | s  PDF or XPS
== o oy Publish a copy of the document as a PDF or

XPS file.

',/T Prepare » _‘l Other Formats b
o 1 Open the Sawe As dialog box to select from
= all possible file types.
S e v
./ Publish »
=
J Close

AT 98 IR @9 T wed PDF format & 2007, Microsoft
office system ® ITANT FXd &0 ATIH free add-in T
FEA IS | T 3T Save As F¥% fFas #ed & ar alink to
the add-in 39 & | 19 1T add-in ¥ & @ &, 59
AT Save As FATIE HT ITAW #T = & PDF & g |

3 AREH AT FdS & TR HT 994 A |

4 Home tab & ®T= ¥ ®=Tged & a5t | (37 Font, Size,
Bold, Italic, Underline =11%)
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Sachin Tendulkar Virender Sehwag
Murali Vijay Virat Kohli
Harbhajan Singh Gautam Gambhir
MS Dhoni RohitSharma
Suresh Raina ZageerKhan

T - 4 : TF TETAE AT HA

1 Microsoft Office Button n;,! AT gl A T O e —

F |

#

Fig 5 % 9@ ts 2 fie=t aren =i g weam =fiw

2 Fig 5% fRwmmar star “Save” TR fFasw #=1 |
Fig 6 # e San us faet g v |

3 TS AF aTE |, 79T FIEA A9 &t sample F 5T F7 |
Fig 6 % staT word Document 2137 #¥# “Save” &1 |

- =

Recent Docum ents

Practical.docox

Ex 1 new 4 meetin
ex no 3 final.docx
ex o &6 final.clocox
expno 2 final.doc

Chapter ILcloox

(S = O 1Y Y

Exno 8 31.5.12 tha

W| Microsoft Word

Documents library

Fig 6

=i

|{_th |_;I - Libraries ~ Documents -~ == @ I Search Documents ﬁ
Srganize MNew folder e @

Arrange by: Folder -

Templates Indudes: 2 locations
Mame -~ S -
I Fawvorites - I Bl e I T¥pe
B Desktop . Audacity AfF2018 11:18 AM File folder
% Downloads | corel 3/23/2018 11:08 AM File folder
&l BecratPlaces | My Palettes 3/23/2018 11:08 AM  File folder
o L visual Studio 2008 3/21/2018 5:36 PM File folder
—d raries
"_"3 S == 1 eseceli20 10 3/12/2018 2:06 PM Microsoft Word Doc. .
! Music E) module 2-7 2/2f2018 9:37 AM Microsoft Word Doc..
[E=| Pictures =] = | >
File name: I samplel ;I
Sawve as type: IWord Document ;I
Authors: lenovo Tags: Add a tag
™ save Thumbnail
“  Hide Fddersl Tools - Sawve I Cancel I
i
F - 5 : TEAGAT Ht o9 FA A MS 9 / 2w s Fig 7
[(WAF] | el |
1 efe deq #g Alt+Space+C # close faw® #=71 | Seme e
[ e Eave ]
. . . = ke As
2 MS & exit fas &2 | (S|t Fig 7 ® fRw=mam). e
7 lose
@nfo
@‘\lew
[ELI’II’I'IZ
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