A, & At (IT & ITES)
w1 (COPA) - ¢ safi stweae

v 1.6.30

I ITRAT HF TAN, T, @ JX f=w7 F=1 (Create, open, save and rename word

document)

TEEV: FH AVIE & STl # AT FIA H HEH & A
o IMFIAHE H TAET A GrAAT

o FEISH AT ATSH FT TINT FF TR Fl TSI HLAT

o ETIA H AT FIAT A TA: T 340 |

saw+are (Requirements)

AT STHTOT/ATEA

e T% Afed PC favst euw wa MS ifhe @fza - 1 No.

st (PROCEDURE)

FE - 1 : UF AIET STHIAE Ft TAT AL T
% TrFgHE I (Create a document)

1 MS word @&tat

2 HTSH ATHE deT F e A R New e 2 |
3 =A% SHgHE T sad (Fa® w |

IR & UF I[RAHC TR (Create a document from

template)

1 WTEEETRE AT ged fFw R New fFas 3 |

2 9% FYET | ITe W H AT |

3 AT AT T FIEA I T fehersh B |

His[aT STRIHe & @iet (Open an existing document)
1 € & @ |

2 WTEHHETHE g Fi fFereh 2, Fig 1 # guriar ster us A fewrd
2T |

3 Open fF® F2T |

Fig 2 ® feamar dat u= s« s e w2 |

Fig 1
= 9 - O
Home Insert Page 1
| IH Save |
Inforn
E S5ave As
CahUszersyl
| |_j Cpen |
O Close
=
Info =
Prote
Recent Docum
MNew

4 Fig. 2 % f3=mg Sar "sample1. docx" @18 &1 |
5 o Feq 1 faes & |

Sample1.docx ufefen & forw gan gamw &
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Fig 2

x
"ol o TR v
\)O | &| ~ Libraries ~ Documents ~ - @JlSeard-lDomments ¥l
Organize »  New folder = o> O @
(W] Microsoft word Documents library
; Arrange by: Folder ~
Templates Indudes: 2 locations
- E e Name Date modified Type :I
{ Favorites
_ﬁ- G M_j module 2-7 2f2{2018 9:37 AM Microsoft Word Doc..
esktop
ol =7 ’ .
6 Dowrloads _] module 2-7-3 223018 12:22 FM Microsoft Word Doc..
"E| Recent Places @] module4-15 1/30/2018 11:33AM  Microsoft Word Doc..
=l
@_] msword2010Theaory 3/8/2018 2:31FM Microsoft Word 97 -..
i Libraries ] netwarking 2f9f2013 2:96 PM Microsoft Word Doc..
B
(5| Documents @j powerpoint2010_theory Microsoft Word Doc..
U i e
'? g L"Ei sample 1 8 Microsaft Word Doc..
|| Pictures b
E s @_} windows 10 Keyboard shortout 2/5{2018 2:39PM Microsoft Word Doc..
@l_.'j windows 10 1/28/2018 1:53 FM Microsoft Word Doc..
1M Computer @-_] windows 10exerdse 1/29/2018 2:58 PM Microsoft Word Doc.. |

ﬂ. Local Disk {C:)

File name: |samp|&‘t

=4

| o
E

j |AII Word Documents

Tools = Open |v| Cancel |
4
T & | AR AT A TS IR ATATAT A ETA H Eﬁ]?j .
. WA *? DS
S g ﬁ ! l (Flg' 3) Home Insert Page Layout References 1Y
H Save
Recent Documents
Bl save As
I% Open My Documents
[ Close powerpoint2010_theory
My Documents
Info PowerPoint Fall0s
ChUserstlenovo\Downloads
powerpoint_corrected
= Di\nimi
New @_ Access3
= D\Access-lemma
Print
@___ Access?
I DAccess-lemma
Save & Send o
@j Accessl
I E=l DMAccess-Jemma
He
- @_ﬁ powerpoint

FE - 2 : F A AT ATSH TANT Flh IR Fl TSI FAA

Fwe At (Select Text)

1 Wmmﬁm'Mthoni'%aﬁwﬁaﬁ'{w 4

F |

2 AT g1 IR H FE F (Cut the selected text)
"MS Dhoni " & =TI & |
5 Home menu &t FAT |

2 97U HISH TS %I THST 3 ATSH i 3o & I giat I8

T % forg |
3 AEY 929 & BiE |

Fig 4 # famamr si& 2o =3 fFam mam & |

6 ffew i€ g & F¢ qe7  §, ¥ fFew w7 |

a< AT g1 e “Ms Dhoni” #t &e Fdt & X fFT ai€ 7
AT & Fig 5 7 fawmar st |

110 FE A, & wE.fHr.ug. : Fur (NSQF © - 4) - 3133919 1.6.30



Fig 4
Wiikda-0
Insert Pagelspout Refeiences  Mbaidings
CatbrifBest =1L = AT a7 Aav W

LB Lk W A

sachin Tendulkar
Murali Vijay
Harbhajan Singh
Suresh Raina
Virender Sehwag
Virat Kohli
Gautam Gambhir
Rohit Sharma
Zageer Khan

Fig 5
W9~

Home | Insert  Pagelayout  References  Maili

B o S Calibri (Body) * |11+ AT A7 Aa-

B=1 ) cop

Paste - e - -
S5 Fivmetvanie | B 4 Worakeo o | f =y

Clipboard 3 Fant
Fin o S 5 1 5 o
= : :

Eachin Tendulkar

Murali Vijay
Harbhajan Singh

N Suresh Raina

) Virender Sehwag
Virat Kohli
Gautam Gambhir
) Rohit Sharma

o Zageer Khan

ST 3T FTeT AT @ S/ 9% FA (Paste the text which
has been cut)

FE¥ # "Sachin Tendulkar" % st @&t |
g\ A & FA7 |

fFera at€ g § 9% g (Paste button) it fF® #T|
Fig 6 @ fa@ré sar a€ MS Dhoni e 9% #ar ¢ |

Fig6b mid92-0 =
Home Insert Page Layout References Mailing

B o A Calibri(Body) ~ 11 ~ A" A" | Aa~ | &

3 Co
Paste = . L.
Ste Fromatpainter | B £ U - abe x, x 2-A

Clipboard 5 Font
El R B S ERY "
[_] & g T

Murali Vijay
Harbhajan Singh

N Suresh Raina

Rohit Sharma
3 Zageer Khan

AT TIAT TS T FY 3T 4% F (Copy and paste the
selected text)

10 "MS Dhoni " == |
11 Home menu & 9t |

12 faeroatE 39 & Home — Copy button —'|_-I| xR
el

T JAT g 39 'Ms Dhoni' ®t 1t #ear # e fFaw o

H TEar |

13 =< 'Rohit Sharma' & = #d¥ &t MY fFaqare ya &

Huome — Paste button - ox foer #30 | Fig 7 €

wile

e 99 a8 #1fus e Ms Dhoni &t 9% &ar € |

Juﬁ.rn_\::u.mt Paic |
12500! 10000
Ql Sort Smallest to Largest

il Sort Largest to Smallest
m Clear filter from Amount Due

Mumber Eilters »

V] (select Al -
10 {Blanks)
V] 7500
V] 8700
¥ 9500
7] 9800
[¥] 11000
12000
W] 12200
12500 x

i

| ok || conca

THAT &1 @ * (Zoom the document)

14 Fig 8 # F=Itam s& view menu & JA7T |

Fig 8
W Ed9-0|s

File Home Insert Page Layout References Mailings Review  View

[ J = | = —| [ Ruter © [ 9 [Elonerage
| J | = = 2 A ]
[ Gridiines {23 Two Pages
Print |Full Screen Web  Outline Draft e Zoom 100% z :
Layout | Reading Layout [T Navigation Pane =] Page Width
Document Views Show Zoom
= .
i
15 fFs
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16 Fig 9 & gurtar o et fRwré w=wm |
17 Fig. 9 % Star 75% o S F< gAT |
18 'OK' aradt |

Fig. 10  I9TTAT AT AT A15S & 75% dF STRIAE & FIAT

g1

Fig 9
2ix|
Zoom to
" 200% " Page width " Many pages:
" Textwidth
" Whole page =

AaBbCcDdEeXxYyTz

AsBbCcDdEsXxYyTz

AaBbCeDdEeXxYyZz

AaBbCcDdEeXxYyZz

AaBbCcDdEekxYyZz

OK I Cancel
Fig 10
W -0 = samplel - Microsoft Waord o B
Home Insert Pagelayout  References Mailings Review  View o @
== e = {1 & 5 L EL =L ==L  msE A . 3% Find ~
1= . Calpadyy, =8 A A A g 10 | 9 | Vaivecn] i AaBbC: AaBbce AAD 4aBbce acsbocn ! % & Replace
23 copy e
Paste - i - B2, - | f = B =i i i Change
i F Format Painter B 7 U ~abe x, x P A ] §_4 =8 N Mormal |1 Mo Spaci.. Headingl Heading 2 Title Subtitle  Subtle Em.. — SME;{ & select»
Clipboard B Fant ) Styles Editing
[c] S é .......................... O R A A, "0 7] =)
= i
N 15 Dheni kachin Tendulkar
Murali Vijay
Harbhajan Singh ‘
= Suresh fzing
Virender Sehwas
Nicas Kohl |
Gautam Gambhir =
RohitSharma |
Zagesr Khan
> -
-z a
- =
Page:loft | Wordsi2o | <5 | Bz == 75% (= ! +)

F - 3 : EE F AT A AT T AH 3T

FIEA H 8T FIAT

e AT Fiesd H SIHeC & AEHATHS AR AT
TS 1 §F FIAT & | ST ATT =TS AT 1T U LT & &

fafafed s asa € |

1 ArEHTETeeE AR @ew (D a¢ fere #90 | {5 Save &t

fFrF *<r a1 CTRL+S Tarett |

2 W AT Teeil ¢ BIEA Ff OF F¢ W@ &, ATTH IAHT

ATH T & gHAT © |
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feuroft : CD # &a #F=x= & oty an gar =W # ArgwETEe

™

afeg wed | ) ¥ e w0 T Save As, fvT

Other Formats. ®ies¥ fore & ts == a1 R
R a2 3T A FAT AT E W TAT wow |

i] 9w # 3¢ (Top of Page)
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®IEA T TF FIGT AT FL (FATIE A4 a9 F1) (Save a copy

of a file (Save As command))

AT Save As FHATIS & JANT FF UF FEA B gL A &

TEhd & MY ATT BT T&l T HIAT IEd & IqhT & off

T T € |

1 Microsoft Office Button [ ©' ¥ fFere <1, f%< Save
As fF® ®27 ar ALT, F, Agarsi |

2 File name s &, ®Tgel & 73T ATH a9 FT |
3 Save WX fFr® &< |

TIP ST a1 g1 Hies < | &4l 1 @9 F3+ & forg, Save in
foree # fewee g13a W s #3001 Hice fore # AT Bieey
| FTOT & UF 797 FieeY | AT F¥A F forg, Create New
Folder | | o< fae® &<t |

) 9T & FAX
TERT EHE /B H A I (FA0S AR dT F24) (Save a

file to another format (Save As command))

1 Microsoft Office Button ( 3 u¥ fFa= 3t [T Save
As & 2 ar ALT, F, Agarsi

2 File name a1 & ®E &1 747 917 &5{ & |

3 Save as type foee &, ST ®IEA AT AT FLAT ATRA @
3a% oI wree wde X fFo® F2 | Iaew & forg Rich
Text Format (.rtf), Web Page (.htm or .html), It Comma
Delimited (.csv) T¥ & &t |

4 Save ¥ fFaF #F4 |

J9A AT AutoRecover STHFTET &t & FIt (Save
AutoRecover information automatically)

1 Microsoft Office Button [ 77 9% f&= #31, f%¢ Word
Options 9% f&& &< |
2 Save T¥ = 0 |

3 Save AutoRecover information every 3% a4 &t
T F |

4 minutes I | TF TEL F T AT A1 {6 b= a@
AT HEAT H 89 FIA & (g d.. e s |
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