YSWUL-¥ : SIsYNo2e(l Geule sl

UL AsUaAl AeA™ sAl wle AR

o a$-20100(l SISAUL 2olet BRRY , 20lcs] SHEI0L (Formatting) 531 2sel.
o d$-20100(l SISAML 2aictall 32t UR Sl Ul asql.

o d$-2010 Hl ASA-HY (Mail Merge) oll GUallol 531 sl

L [QeotHl WUl 2oictall Gualal dcll A s, 3R Yol 2ecMl YuRl-aul ¥l da
5cll, 20lctatl 32l A AssU sHML 3cll IlA dlsctal wal AT 1 (A 2ully).

201ctell UFL2 (Introduction to Table in Word)

2UA A 2D slaARAlet/[GURHIGL HRleld HAOY B, USUE A QLAY A 2olctall A (2) SlARN62Uol
8. 2olcdAHl 32l 2R SlleHi ollscll asla B, L 26JdR Sz 8188 el s UL A HBRA
5185 YRioL HIZ ML el GulR dlell HRL, Ml NoUBAH oded? U 8-AFA AJU AR 8y A3
8. 2ol ¥ 32t ay AR A ail asia . el SlsyRoeell YA Eulla ugl dy ARl AL B.

2UAHL 28l 812 A A (Row) Aal @ o SIAH (Column) A31¥ JOHaHL HA B. A Aal SIAHH
Asollostal B AXA A (Cell) 58 BD. SHAHL 32l AWo2R $cl HIZ d2l AAHT AwalHl A B. oAl
ulsld 2uc g2id B.

— Column —
First Name Last name DOB City Mobile No.
Rows Akhil Dave 12/1/1990 Rajkot 1234567890
Bhavin Pandya 24/5/1991 Ahmedabad 1234598760
Mitul Bhatt 10/3/1990 Surat 9876543210

Aug(d 3.83 2uc

GURell 26lAMl First Name A Ws SlAH O. Last name A ol sl B. DOB (382 g ol of
gslat3l B) A Al slan B. s I AHY 2ASlA & ¥ City Wl Mobile No. UBL SIAH B.

Akhil Dave 12/1/1990 Rajkot 1234567890 A YaH A B. w1 3l
Bhavin Pandya 24/5/1991 Ahmedabad 1234598760 ¥ o{l%) A &.

CCC-BAOU and CCC+ 71



Akhil (Qauello] ottt yaum S\A (First name) ol YaM A oll DEINQl AAH AWlHl WA B.
vl Akhil ol Y Acdell e dratHl WA B aAH sél astal, AMeA A A A At Ajudl
Al sl B, AHA A slets] ot westazedl wU Aoj olld oletel cviadl A &, el
SletHo] ol A, B, C adR &lal A¥ Aol A of ol 1, 2, 3 AR &l Ad. AL YHIA Al First name
SlAd A ® ol Yaur A oll ololR 1 8lal el GURell 26IAHL Akhil AA AT HI AWML A B AU
olRll astal. AAML HAL As o YsRell HBAl cdurcl AR Bl Suctall GUAL dWRLAIL ua
YeasWl (Analysis) Hi2 A3 A 53| aslaL

olqf 20lA Glellalq (Creating a New Table in Word)

d§ SlsyRctl 2ucd GARAl M2 (Rlet (ribbon)Hi WA insert 261 oll GUADL Ul B. insert 2H UR
6As sl oA Yuatl [Ascl HA B.

“_Hnme Insert Page Layout References Mailings Review View Developer PDF

2= BEHEDP2M «« @ & (=5

Cover Elank Page Table Picture Clip Shapes SmartArt Chart Screenshot | Hyperlink Bookmark Cross-reference
Page~ Page Break © Art ©

Pages Tables Illustrations Links

UglA 3.84 : Insert 2at
20l Bou $cl HIZ SHE B Slotoll AA UR (AS $cll S WURLA 201 collalall HIZ ol el
(Qscd 2 B.

Insert Page Layout References

) bd BE @ ®

Table Picture Clip Shapes Smar
- Art -

Insert Table I
I O I
I
I
I
I
I
I
N [

Insert Table...

Draw Table

Excel Spreadsheet
Quick Tables 4

B pad (4 ES, E

wls(A 3.85 Insert 0L oll SCLE

oo
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26 olellalal HI2 insert table ... [AscU UR (A5 $3| AslA © WU insert table @scunl A wa
sl RAse 531 2ot GRS asta B.

%l UGBAaAL sColUAA GlRL 2HA RAAse scUHl WA Al A olAoll vuglAnl eallcau Yool glal 1A
.

Insert Page Layout References

| B 58 @@ =

Table Picture Clip Shapes Smar
- Art -

W
b
w
-
]
g
1]

00000000
000000
0000000
000000
000000
0000000
INERRNNN

IRENE
IRNE

Insert Table...

Draw Table

Excel Spreadsheet

Cuick Tables -
1

Bl xR B 0000

lg(d 3.86 3 x 3 2ud

Insert 20lall insert table (AsEU UR (5A5 $Rcll insert table SLAAL GlsA WA B. L SIAALL GllsuHl
AUUA Fedl Sldr U dedl Aof 2elct olollclclle] B A oissl 530 aAslA B, Ws cdrd 201d sofl a2l
Ul A wa sl awldl ¥ detsl uel asta 8. 201d UES oissl sl M2 Number of columns Hi
el sldd ASA B A Aoe? 53 Astal B, WolR $2lcdall UL 531 2ecHl 3ecll A wa sl
AWl B A assl 53 st B.

3 .
Insert Table ? ESM | Allot? slct
Table size

Mumber of columns: 5 =

Mumber of rows: 2 =
AutoFit behavior

(®) Fixed column width:  |Auto =

() AutoFit to contents

() AutoFit to window
[ | Remember dimensions for new tables

coce

Ulg(d 3.87 2uct GARG
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Insert tab SLACLL UMl 2 v ([Qewol gl B, Al A Yuy (Aewdt B:
1. 2ud WSy 2. ke [@glQaR

2ot AS ofl Heedll Ul w3RAUA UGAUR A U slAHcl] 20id dotlcll AslA B. As culd
olofl ol ole AUUR(l 3RAA WofUR 2oictoll A ¥ SledHl a3 dalsl 531 asta .

wlgle olldclar Acul R’A AR 58 A cdurd A Hzell wotas Y3l ud 8. (3sus slad Qsa
WA sldHell udloues (s, (sus slad (@Qsa ofl olarHi AU RAR $2lctoll Heeell sldmoll
ualoug AsASyds Ul aAsla B el AU old UQl RUR s3cdl uslouaell (Bud Ao
53 asta B, (3sus slad [Qsaumi w2l (auto) 8lal Aol el A B ¥ SlcdHo{l USOUES AMIRL MofUIR
od atll ¥ udl ad. Al Aed 2uctell wtlly sl usloue As Uil oifs. 2uctoll ol
slemoll UBloues AsAHIet 8l URL AB Wal of Ul 8l (3sus sldd QsaHi >l Yl wud 3SR
ol 53A Al Yl slesll usloue aectldl «iell.

Auto fit to contents (A24le g Soeeet) (AscU SlAAMoll USOUE Aol AMIQL YHIEL AHAAIU HEQA
.

Auto fit to window (gl g (AeSl) [Ascu €35 slamoll uslous aulidl 3 walsl 2ed sy
QoS gle 52 . w2lgle 2 [AoSl [Ascu A AR AUAN-UAI AURAASAL 6l 261A Blalletl Sl
U AR @Ascu ololl 2% B sty durlasdlell ot WS MAIN —AUAIL 88 A3,

Ul GURA As A5 ollsy UL 8l 8. %l L As ollsUHL AsHLS 53l OK weat UR (As s 6 Al
ad 2uctell AR Rl AR SlAH oll UML) ALe AV A ULl old 201A clallacllil WA @R
Azcll A A SlAH of 2UA Kallaldl.

As clR 2ud ool oAl ULl 2oictotl AAHT AWl vl astal B, AAHL olulR, 25 (AatRl), RsAUR
3 Ao S UQL AoBse Aoz $31 ASA B, AAHL ARAL Al Ul SRl Ul atstal ©. Al
ARAl AR oL s2cl HIZ B 3lA 2uE dolR Hlee(Font) el WRJULE(Paragraph)ell GUAL
AA B A o A AdHL ARl dwga B il asta 8. wl HI2 AdHL A duvllall RAse
53 RURMULE RSl [AscU UR (BAS 5cll A YsRe] SR el B. 2uclell S8 As A AUl As
$cll At Adtal ul AsAA SR 531 st B. As 5dl auR Actal AsAA oL el
HERZ A ol % RAse sal Ud. As scdl dulR A AsUA RAse sall H2 HGUof Sloll olloge]
oleat eollcll AWl RAs2 sl HDdIAL AA UR HIGYU @8 %d AU, URGUE % HGBUs  sloll
Glloge] teot Y5t 54 AU, wl Ugldal 391 WS U (Drag and  Drop) 58 8. Ws sl dUlR A
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AsAA RAse sall H2 S1-6ll§ uell @ge(shift) sl eottell AL AA 4l (arrow key) eolteddl ¥ A
AR Sl Yol Ad RAse Uy 3.

2olcdoll vieR As AcHidl ol A UR wal HIZ 204(Tab) $l oll UL A2 . AR URL 2061 Sl
gollacltil A B R sAR (cursor) FHR ol Ws A UL dll B, % sAR 51 Aol Becll
SIAMHL Sl Ul 20l Sl eotlatatHl WA Al 53R @R Ulell Aail stell olarell M Act UR 3. %3l
53R el Aol deall MRl ollagell slead UR sl wal 20l 8l eolladatHl AUA A As ol wicdl A
20lAHL GRRA B. 2uid UR 818 Al wHR(l ouerell stoll ollagell At UR all HI2 Qg2 wal 20l 8l
AsAA eollalallHl A B. AR SlURl A RAS2 ML A B @R A A slclse ULl B.

First Name | Lastname | DOB City Mobile No.
Akhil Dave 12/1/1990 | Rajkot 1234567890
Bhavin Pandya 24/5/1991 | Ahmedabad | 1234598760
Mitul Bhatt 10/3/1990 | Surat 0876543210

A 3.88 As Act wL ol Act UR ¥d.

éﬂ@ltﬂ %J%ﬂ@{d (Formatting a Table in Word)

WAs cllR 20ld oofl oAl il wy] 2oict uel RAse s31 Asla B, AHA A ALl 2eAa AssU
YsRe] Q3oL viual wUdl dl WL 2eda As oAl SlsyNoeul olley wouR dcal HR
UL 2ud RASe sRalHl WA B,

2ud UR Ydeauvaul@d (predefined) RASE Ul HIZ ML 2HAA RAse ¢ %33 8. Aydl
2ol RAse sal HIZ AR AAl Ycdls U As saHl A 8. R Henanl R (four
headed arrow) %R URL HIGYU 20lA UR ¥clalldl WA B R Sucdoll yaun sldMell stoll ooy A
GURell ol Hlall HA B.

&
First Name | Lastname | DOB City Mobile No.
Akhil Dave 12/1/1990 | Rajkot 1234567890
Bhavin Pandya 24/5/1991 | Ahmedabad | 1234598760
Mitul Bhatt 10/3/1990 | Surat 0876543210
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B dA AR HAnl IR UR As 520 ¥ wy] 2ucd RAse U8 »A. RAse UAA 2ud slFcllese
U8 %3

&
First Name | Lastname | DOB City Mobile No.
Akhil Dave 12/1/1990 | Rajkot 1234567890
Bhavin Pandya 24/5/1991 | Ahmedabad | 1234598760
Mitul Bhatt 10/3/1990 | Surat 0876543210

g(d 3.90 w] 2ot RASLS

B 2o RAse U A ¥ 2lded Gk UR 26ld L GRRIA %A 2ud &lal Al Aatoteuul
Sl3Leetl (Design) ol A-vllGe (Layout) 26t GRRUE .

|| TableTools |

Cresign Layout

LAaBbCcDce | aaBbccDe AaB
T MNormal T Mo Spaci... Headir

AULg(A 3.91 Sty AA A-2G2 2t

B AN 201 CUall SIBBel 26 UR (5As 520 ¥ Rutot UR 20lct RIBAH el U [@Ascdll Rutat

UR BWA. B BH HIGU RUIBA UR $d %A dAx dd RAsRs 2ud A wisc YHBle] Qe dlad
%3l

W90 =-@als

Home Insert Page Layout References Mailings Review View Add-Ins Design Layout
Header Row First Column

‘ Gujarati My Content BAOU CCC [Compatibility Mode

&Shadmg' - -
D Total Row |:| Last Column - _ Borders|~ Yapt - 2 lj
. Draw Eraser
Banded Rows Banded C > 4PenColor' Table
Table Style Options Table Styles Draw Borders
------ 1--‘|--‘§|---\--|§\1‘--I‘\§|-2-"\§|-‘E---\§|---4‘--|Wj--sl‘-I-“S-
First Name | Lastname | DOB City Mobile No.
Alkhil Dave 12/1/1990 | Rajkot 1234567890
Bhavin Pandya 24/5/1991 [ Ahmedabad | 1234598760
Mitul Bhatt 10/3/1990 | Surat 9876543210

AUg(d 3.92 2act Syt

WAL 2ot M2 s Ul ¥ecll ontsiesell | 3l Slostesetofl Al B A Ul atssl 531 adlA Sl w
HER oA RAse 531 cll§Rell WAL —AcdL [@Qsedl wgHLIla A sl
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Ml A-5ldM GARAl ua g2 sl (Insert and Delete Row/Column in Table Word)

2UA of A-vllB2 2l WUQ 2UA HIZell YRl A-wBe (Asedl el ¥ otcll A ¥ Sldd GARC],
20lcoll L AUl A 5l dUlR AA HY (Merge - A A&cl Gl 5cdl AR A AdU 31 As A
ololladl) sal,vlalgle ollddlar, Actoll SR dedtdl, AU WA AR AU SaANo2 MU Wl
UM ¥ 32lal Adldl AYs Ysaulel [Aseu yruud 8.

EIH" © v - [ sRouCEaiconps e ese e eeeesee - [ ——

Home Insert Page Layout References Mailings Review View Developer PDF Design Layout

NEIEL EBAE SES G o e SIS0 H B RS

o
o

BEHE —
Select View Propsties Delete | Insert Insemt Izt nser Merge SpUt  Spit AW widin: || H pistribute Cotumns Tet  Cell so Repeat  Convert Formul
Gridlines Above Below Lt Rght Cells  Cells  Table =l =l [ pirection Margin Header Rows to Text

Table Rows & Colu fl Merge Cell Size fl Alignm Data

AUg(d 3.93-a 2ot A-uBe

2oleHl A ¥ slad GRRAl M2, A ¥ slad RAse 5A U 2ud el Rutet URell A-uGBe
2otdiell 2o [Ascu ude 5. GELSWL 31} UUB 2eEHl As SlAH City el Mobile No. S\AM
R GRRCl B, ul U2 sl 3.93-b Yol Mobile No Sl RAs2 $2A. Mobile No Sldd RAse
sl HI2 Mobile No SlAM UR %€ HIGU dd (As 5. AR UG WBeeR SldAHell GUR @8
ogcllil WA B R MGBU of sAR Als waaton Ml dedlad A B wal A UBU sloll
wlgo] weot (5As sl vl sldd RAse us s .

: First Name | Lastname | DOB City Mobile No.
Alkhil Dave 12/1/1990 | Rajkot 1234567890
Bhavin Pandva 24/5/1991 | Ahmedabad | 1234598760
Mitul Bhatt 10/3/1990 | Surat 0876543210

AUl 3.93-b As Sleu o RAsUdt

URGE A-ulBe 2euiell wugld 3.94 Ul clcllcal Yol Bote AR (Insert Left) ol UR (AS scll
As otcl LM Mobile No ofl SLodl olloy sl 3.95 Hi clcdical Yoxul GARUE .
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w9~ = |+ Document3 [Compatibility Mode] - Microsoft Word (Product Activation Failed) | |
Home Insert Page Layout References Mailings Review View Developer PDF Design Layout

il 3 s i ====! [ . . N i BEE8E

= 3] Height: 0.22 2 | B¥ vistribute Rows
N = b SR =H=EH= J -
Selet  View Properties | Delete | Insert Insert  Insert Insert | Merge Split Split | AutoFit ;_1__';‘.’\.'idth: 0.98" s '_L'Distribute Calumns
= Gridlines = Above Below  Left  Right Cells  Cells Table = ===
Table Rows & Columns Merge Cell Size
E Insert Columns to the Left o [aE[r . - - [E] 2 .. - [E[--3.. . |3>3 L4 - AE
— Add a new column directly to the
= left of the selected column.
I First Name | Lastname | DOB City Mobile No.
— Alchil Dave 12/1/1990 | Rajkot 1234567890
- Bhavin Pandya | 24/5/1991 | Ahmedabad | 1234598760
= Mital Bhartt 10/3/1990 | Surat 9876543210
Ul 3.94 RAAs2 sct slemoll stoll sy As otcll e GRRC
&

First Name | Lastname | DOB City Mobile No.

Akhil Dave 12/1/1990 | Rajkot 1234567890

Bhavin Pandva 24/511991 | Ahmedabad 1234598760

Mitul Bhatt 10/3/1990 | Surat 0876543210

AULg(A 3.95 As oicl slan RAs2 sc Sletuedl stell suyR GRAA A B,

U otcl GRRAAA SlAHMl 32l BRI sl B, GeleWQL HIZ AU 3l otcll GARAAA Sl s E-
Mail 2U5(A-3.96H1 A & Bui (Qenllett E-Mail ID dLe 531 asla .

First Name | Last name | DOB City E-mail Mobile No.

Akhil Dave 127171990 | Rajkot adave12 @yahoo.com 1234567890
Bhavin Pandya 24/5/1991 | Ahmedabad | Bhavinp1991@gmail.com | 1234598760
Mitul Bhatt 10/3/1990 | Surat Mbb10@yahoo.co.in 9876543210

Ul 3.96 As otcll Slem E-mail Mobile No. Slen ofl sioll cuy GRAA A B,

o A UG 5l uRl A A A Ul ol A ugl BRI sl B. WU WS sl duUR A ¥
SlAM URL As WA GAZL ASlA Sl L HIZ AUBL AS 5l AR A 3 sl RAse sl ASA.
GeleR0l 3y Ul el A wte ARl otcl A GRRA B, Yl WU oHtll o A RAs2 sl WA
U RARUE A-uBe 2ot Higll (A 3.97 Yo 8oué (A (Insert Below) [Ascu UR MG A
sl A,
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mailto:adave12@yahoo.com
mailto:Bhavinp1991@gmail.com
mailto:Mbb10@yahoo.co.in

Home Insert Page Layout References Mailings Review View Developer PDF Design Layout
ol ! A, EE 0 [ e . N s EEE A=
4] Height: 0.4 * | Bf pistribute R, ==
NEEEEEE CEECEEERED i SIZ A= T
Select  View Properties Delete Insert | Insert Insert |Insert | Merge Split  Split AutoFit | = width: - S'j Distribute Columns Text Cell
Gridlines L] Above Below Left Right Cells Cells Table - i s = == Direction Margins
Table Rows & Columns Merge Cell Size Alignment
I—l_| Insert Rows Below -1 - - [E[ - - -2 [ - - - S [E[- . - -4 - -0 - - - S[E[ - - - - §#
B . nayd £4/3/1991 | ANMICUAUAU | DIAVIID LYYW UIIAILCONL | L2498 /10U
Add a new row directly below the —
- selected row. natt | 10/3/1990 | Surat | Mbb10@yahoo.co.in | 9876543210
; In the same way user can also any row between two rows. User can add any number of rows or
. columns by selecting multiple rows or columns. For example, user would like to add three rows
N below tothe record Mitul Bhaat. Then user select all the three rows. Then click on_insert below
o option from layout tab.
First | Lastname | DOB City E-mail Mobhile No.
| Name
= Akhil | Dave 12/1/1990 | Rajkot adavel2(@yahoo.com 1234567890
] Bhavin | Pandya 24/5/1991 | Ahmedabad | Bhavinp1991 @gmail.com | 1234598760
= Mitul | Bhatt 10/3/1990 | Surat Mbb10@yahoo.co.in 9876543210
U@ 3.97 Becll Aol 1A et A GRRC{
First Name | Last name | DOB City E-mail Mobile No.
Akhil Dave 12/1/1990 | Rajkot Adave12 @yahoo.com 1234567890
Bhavin Pandya 24/5/1991 | Ahmedabad | Bhavinp1991@gmail.com | 1234598760
Mitul Bhatt 10/3/1990 | Surat Mbb10@yahoo.co.in 9876543210

Auls(d 3.98 Beell Aell (A gL A GRAA B.

wr A As ¥ As sl dAUR A ¥ SlAd 2 (Delete) UQL 531 Aslal A g sl U@ % A g
5l & A RAs2 5A WA RURULE w5l 3.9941 galcaul Yol A-uGeHiell Slelle (Delete) 2oiuiell
Slelle A% (Delete Rows) ([Ascu UR GAs sl ASA.
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mailto:Adave12@yahoo.com

Home Insert Page Layout References Mailings Review View Developer PDF Design Layout

L} E ﬁ E %l E‘ %J jﬁ EI IEI 5 j 3] Height: 0.4° f H¥ pistribute Rows 222 % J

Select  View Properties ||Delete || Insert Insert Insert Insert = Merge Split  Split | AutoFit j Width: 'jj Distribute Columns Text Cell
- Gridlines - Above Below Left Right | Cells Cells Table - =l =l =l pirection Margins
Table F Delete Cells.., B Merge Cell Size Alignment
[o] W Delete Columns - o[ - - [E[ -1 - -[@w[ - - -2 [#[ - - -3 [#E[ - - - -4 - -0 - - S[E[ -1 - - - d%
Tl | Bhavmn | Pandya | 24/571991 | Ahmedabad | BhavinplY9l@gmaloom | 1234598700 |
& =" Delete Rows 10/3/1990 | Surat MbblD@yahoocoin | 9876543210

A Delete Table

= Figure 3.15 Insert three rows below to the last row.

First | Lastname | DOB City E-mail Mobile No.
Name

Akhil | Dave 12/1/1990 | Rajkot Adavel2@yahoo.com 1234567890
Bhavin | Pandya 24/5/1991 | Ahmedabad | Bhavinp1991(@gmail.com | 1234598760
Mitul | Bhatt 10/3/1990 | Surat Mbb10@yahoo.co.in 0876543210

ALg(A 3.99 Beell AQL A wlle sl

First Name | Last name | DOB City E-mail Mobile No.

Akhil Dave 12/1/1990 | Rajkot Adave12 @yahoo.com 1234567890
Bhavin Pandya 24/5/1991 | Ahmedabad | Bhavinp1991@gmail.com | 1234598760
Mitul Bhatt 10/3/1990 | Surat Mbb10@yahoo.co.in 9876543210

Auls(d 3.100 Beell AQL A olle YA Glle 2uie

uly A As 3 A5 sl AUR SlAH R (Delete) URL 531 sl BELSA dAld WU E-mail SlAH
£2 sl HI2, E-mail Sl RAs2 5 el URUIE wis(A 3.101 Yol A-wGeHiel Sldlle (Delete)
2ol sllle sl (Delete Columns) [Ascu UR (A5 scll AESA. E —mail SlAH £ U8 A
uls(A 3.102U1 A AslA B.

Home Insert Page Layout References Mailings Review View Developer PDF Design Layout
ol (o e =l T s EEE As ;
[/% E J ﬂ Dj ﬁ ﬂJ E ﬁ lﬂ :| J /] Height: 0.4 : | B pistribute Rows p—— J 4
Select  View Properties |Delete| |Insert Insert Insert Insert = Merge Split  Split | AutoFit jw\dth: 1,91 : "ﬂDistributeCalumns — 13 Text Cell 5
- Gridlines - Above Below Left Right = Cells Cells Table - =l = = pirection Margins
Table 3% Delete Cells., b Merge Cell Size Alignment
] # Deltecowmns |- - B T8 1 & 3 [®[ 3B 3 1 d&[ 1 ds_
. = Delete Rows
- Gl Delete Table
i [
- First | Lastname | DOB City E-mail Mobile No.
i Name
? Akhil | Dave 12/1/1990 | Rajkot Adavel2@yahoo.com 1234567890
= Bhavin | Pandya 24/5/1991 | Ahmedabad | Bhavinp1991(@gmailcom | 1234598760
= Mitul | Bhatt 10/3/1990 | Surat Mbb10@yahoo.co.in 9876543210

sl 3.101 E-mail Sl olle sC(l
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First Name | Last name | DOB City Mobile No.

Akhil Dave 12/1/1990 | Rajkot 1234567890
Bhavin Pandya 24/5/1991 | Ahmedabad | 1234598760
Mitul Bhatt 10/3/1990 | Surat 9876543210

A5(A 3.102 E-mail SlAAH GlILE Y2l GlLE 2ol

2OlAHL A H Wl @2 $2cll  (Merge and Split Cell in Table Word)

AUUR(L 3RAA UUR UL 2elctoll AdA % (A AUl A 5l AR A A2 531 As Acd
ololladl) 3 R (Split — s Ad o A ¥ Al duR ol adudl) 30 asia 8. wR ¥ wusld-
3.10341 WA oAl YauH A udcll As A GRRaML WA 8. Al Aoll YyauH SlAHHl ABC al
o{loy SlcAMHL School WA 8.

ABC School
First Name | Last name | DOB City Mobile No.
Akhil Dave 12/1/1990 | Rajkot 1234567890
Bhavin Pandya 24/5/1991 | Ahmedabad | 1234598760
Mitul Bhatt 10/3/1990 | Surat 9876543210

Als(d 3.103 Act U YAl udal

A ABC School ¥ 2llds &lauell AU Aal 2oictsll wtlly sleoll aA Aug B, el 2uud
ABC School @l H% 3| 2ulclotl oML AW B. Al HER2 WU yauH A RAse sl NSA. %
oA sl 3.104 Ui eldct ®.

ABC School
First Name | Lastname | DOB City Mobile No.
Akhil Dave 12/1/1990 | Rajkot 1234567890
Bhavin Pandva 24/5/1991 | Ahmedabad | 1234598760
Mitul Bhatt 10/3/1990 | Surat 0876543210

(A 3.104 At UF AL UL 1o sl HdLAL A RAse wAct B.

cURGLE glA 3.105 Yo A-uGe 2uuidll U AR (Merge Cells) [Ascu UR GAs 5l RAse
YAA oLl o A AU U 2Us(A 3.106 Yol As At ololl 3.
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&A dN Al Ul AGell AMIRA Aoz (Center) WA UQL AL 25 O W 1s(A 3.107
Yosol ctlRiell VY slelle 3 AsAU 8l gl g2 53| asiA .

o B et My Content BAO

Home  Insert  Pagelayout  References  Mailings  Review  View  Addns Design | Layout

L@ E ﬁ ﬂ ‘% E‘ 4§_| jﬁ E‘ EI 5 j &1 Height: 03" * | B%Distribute Rows Z

Select View Properties Delete | Insert Insert Insert Insert | Merge Split Split | AutoFit =2 width:
- Gridlines - Above Below Left Right Cells | Cells Table -

- =t
H Distribute Columns
- =

Table Rows & Columns Merge Cell Size

@ 1| Merge Cells [z @& -5 - & 4 [E:
_ Merge the selected cells into one 1990 li;ﬁ.(m -153-_1;&7-85-]0
: cel- . /1991 | Ahmedabad | 1234598760
- Mitul | Bhatt [ 10/3/1990 [ Surat 9876543210

wigld 3 22 Vet MY U2u UdAL 1 5al Hidldl A Rdse ada &

. [

- ABC School

=1 First Name | L DOB City Mobile No.
C] Alkhil Dave 12/1/1990 | Rajkot 1234567890
- Bhavin Pandya 24/5/1991 | Ahmedabad | 1234598760
= Mitul Bhart 10/3/1990 | Surat 9876543210

ULl 3.105 Act U sall W A 62 2ol 1 A UdE $R] .

ABC

School

First Name | Last name | DOB City Mobile No.
Akhil Dave 12/1/1990 | Rajkot 1234567890
Bhavin Pandya 24/5/1991 | Ahmedabad | 1234598760
Mitul Bhatt 10/3/1990 | Surat 9876543210

Alg(d 3.106 At U¥ YAl GlLeadl Eudl,
ABC School

First Name | Last name | DOB City Mobile No.
Akhil Dave 12/1/1990 | Rajkot 1234567890
Bhavin Pandya 24/5/1991 | Ahmedabad | 1234598760
Mitul Bhatt 10/3/1990 | Surat 9876543210

ULl 3.107 At 1Y YAl GUE AUl atlRell WA §R UAL GULE ol Tullel,

s A As A o G2 531 astaA B, GelsX d3¥ sl 3. 108ML €20Ac ABC School A $3|
WWURL A AAHL (Qeund sal HI2 ABC School RAse $31 A-uBe 2ot Hiel e Ad UR (As
scll 25[A-3.108 Yol RTHe A SAALL sy WA & FHl UG Ada Fecll A Ul SlAdul
RXe 59 B Aoll (Aot Al OK (AF) tleal UR (5ASs 5l A Ree v,
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: ABC School
M First Name | Lastname | DOB City Mobile No.
= Alkhil Dave 12/1/1990 | Rajkot 1234567890
1 Bhavin Pandya 24/5/1991 | Ahmedabad | 1234598760
= Mitul Bhatt 10/3/1990 | Surat 9876543210
) 2
Split Cells :
Mumber of columns: | 2 z
- Number of rows: 1 2
. Merge cells before split

Ulg(A 3.108: At R sl W2 B2 Ad oeat uR (As

AU AA A 5 SleAM WA 1 A Ul B2 sRclloll dlatell U 2s(A 3.109 Yosol olek s sletid

(Number of columns) i 5 el oloiR g A% (Number of rows) Hl 1 Au{ly] Wl RUGUE OK weot
W aAs 5319,

B R T
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Select  View Properties  Delete Insert  Insert Insert Insert lerge  Split  Split | AutoFit ledth: 457 : ':'u_'Dlstr\bute Columns Text Cell
Gridlines - Above Below Left Right Cells  Cells Table - E—J |§J .::J Direction Margins
Table Rows & Columns F] Merge Cell Size F] Alignment
L] e T
[
a ABC School
= First Name | Lastname | DOB City Mobile No.
. Akhil Dave 12/1/1990 | Rajkot 1234567890
= Bhavin Pandya 24/5/1991 | Ahmedabad | 1234598760
- Mitul Bhatt 10/3/1990 | Surat 9876543210
?

Split Cells

T o

Mumber of columns: 5|

G

Mumber of rows: 1

Merge cells before split

é{tg[& 3.100: At R sl W2 Fecll A WA el At ke 52l 8 Aoll (Qatet 2uucll

OK ¢l2ot UR (505 $cll A5 A 5 SlAH A 1 AHL Fe a8 %A, % (1Al 2us(d 3.110 Hi
gollcal Yool aglal HOA.
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ABC School

First Name | Last name | DOB City Mobile No.
Akhil Dave 12/1/1990 | Rajkot 1234567890
Bhavin Pandya 24/5/1991 | Ahmedabad | 1234598760
Mitul Bhatt 10/3/1990 | Surat 9876543210

Al 3.110: At R sAul olLe

Re 2ud ([Ascusdl Heedl (Split Table) MU 2eAal RHe 531 aslal B. GelsW d31F wuual
oA AUUB A SudHl R ([Aeuwd) sal MR 2udsl el A A RAse s3I wusld-3.111
Yool A-ulBe 2ol RTHe 2elet (Split Table) UR (5As sl 20lct Re uy As solcdHiell vusld

3.112 Yol A 26lAMl [Aeund s .

Guijarati My Content BAOU Cf

Home Insert Page Layout References Mailings Review View Add-Ins Design Layout

L@ E ﬁ ﬁ ‘:%l @‘ ﬂ_| E lf‘ II_II' i j 4 Height: 019" HT pistribute Rows ;j:

A 4

Select  View Properties | Delete | Insert Insert Insert Insert Merge Split | Split | AutoFit j Width: 'II' Distribute Columns
- Gridlines - Above Below  Left Right Cells Cells | Table - = =
Table Rows & Columns Merge Cell Size
[v] [ - # - | spiitTable - -3 - [E[ - -4 [E
I Bhavin imedabad | 1134398 /6U |
- - Split the table into two tables.
Mitul rat | 9876543210 |

= The selected row will become the
- first row of the new table. e 3241 GlLe

velle 2ua @Aseu ol ueedl (Split Table) 2UUBl 2uldal vielle 59 asia @
: GeLgel dls viuel 2ud oL 2usl o 2oadl 2elle(@ena) sel e

- 2odell Becll A 2l AAse 53 A-2uGe 2uuidll velle 2o1c (Split Table) 1
sclls s2cl eod welle 4o Ws 2ucidl o 2uedl @etyd U wil

ABC School
= First Name | Lastn DOB City Mobile No.
n Akhil Dave 12/1/1990 | Rajkot 1234567890
Nl Bhavin Pandya 24/5/1991 | Ahmedabad | 1234598760
— Mitul Bhatt 10/3/1990 | Surat 9876543210

Al 3.111: 2uct B2 sal HIR fe 2ud [@Aseu

ABC School
First Name | Last name | DOB City Mobile No.
Akhil Dave 12/1/1990 | Rajkot | 1234567890

Bhavin | Pandya | 24/5/1991 | Ahmedabad | 1234598760

Mitul | Bhatt | 10/3/1990 | Surat 9876543210
Al 3.112: 2ot R gL ol
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2oictell A wa sleAHe{l Gy wa udloue seccll

2ud oofl ol ugl Aol AW A  slemsll udlous wecll asia B, 2ucHl Aol AU wa
zucell slaoll udloue aedal M2 A-wBe oMl A we» Qscuridl Aol QuE wa
zuctell slamoll udloug oledl asta B, Aoll QU wectal W2 A RAse 531 Ad WS
@Qscuniell Aell QsHE GRS BHA Woe? 5l Ude 5L Aol QU Hecls w. GeleRWl
A3y uslA 3.113u0 ealcau Yoyl oflost siviRell Aol QWS 0.5” 5cdl A 0.2” &l ddllad 0.5” ueS %A
B sl 3.114H0 e20Ad B. Wy A 2ulctell slems(l udloue ual vecll asia 8.

e

Home  Insert  Pagelayout  References  Mailings  Review  View  AddIns  Design | Layout

o 5 o =0T . =
% E E2E] ﬂ ﬁ ﬁ iﬁj E 'ﬁ ﬂ ==t ﬂ 2l Heignt: 0.2 S Hfoistrbute Rows |
=

Select View Properties Delete | Insert Inert Insert Insert Merge Spiit  Spiit | AutoFit (=] width: = || 1 pistribute Cotumns
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ABC School
First Name | Lastn DOB City Mobile No.
Akhil Dave 12/1/1990 | Rajkot 1234567890
Bhavin Pandya 24/5/1991 | Ahmedabad | 1234598760
Mitul Bhatt 10/3/1990 | Surat 9876543210

gl 3.113: 2ol A ol a2 weadl

ABC School
First Name | Last name | DOB City Mobile No.
Akhil Dave 12/1/1990 | Rajkot 1234567890
Bhavin Pandya 24/5/1991 | Ahmedabad | 1234598760
Mitul Bhatt 10/3/1990 | Surat 9876543210

AULg(A 3.114: 2atctoll Aoll o182 secau wlLe

2olet olofl otraul ugdl Aell QUG AR SleHoll USlOUE HEAl ol [ASEU URL B. Ul HIZ 26EHa
RAse 53 WGUAl A2 (GAs sl 26 WUEB UR (A 5l 2oict WUl staAAldL ollsy Wa
B, 2ot Wudlos AL dlsuHl 20ld, 2, S, AA £380ll LR olul [Ascu slal HA B, GElsRWL
HER AUl R3L sleamsll usloue oleclly. wl M2 2oida RAse 531 HGBUoll A2 (AS sl 2uAd
WUl uR 6As scdl wglA-3.115 Yol 2o WUl siacdlol st WA 8. 2olet YUl
staclol ollsAuiedl Sldd 2ot UR (A5 scl glA-3.116 Yol Sldoll USlous oledal Hizell
@Qscu uA B,
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[ 7
Table Properties M

| Table | Row |COIgmn | Cell |&ItText|

Rows
Size
Specify height:  |0.4" =| Row heightis: |Atleast E
Options
Allove row to break across pages
7] Repeat as header row at the top of each page

[‘ Previous Row ] [' Mext Row

sl 3.115: 2ot WUElns siacldL ollst

][ Cancel ]

Table Properties M
m Column Cell Alt Text

Columns
Size

|H| preferred width: |17 | Measurein: |Inches

[41 Previous Column ] [ﬂi Next Column

Bl

gl 3.116: 2ot WUl slAAL sllsuul slemalt [Aseu

8 % sldHoll udloue olectcll da A Sled AAse sl e YA Sl (Previous Column) %
Ase S\AM (Next Column) ®2el UR (55 5cli As-AUs sl sloll oy ¥ wmell oy ol slad
RAAse adl otal ®. % U City SleHsoll udloueS el dlat Al Aste Sl UR AR adlk (5As
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5cll city Sldd RAse U8 oA 8. A wslA-3.17 Yol Yls§ [@Qsed (Preferred Width) i B2cll
usloug il sla Azl Yol Aogl scll AU, ABA 8ot (Measures In) Hiel WU Su Hi
(Inches) UG B ¥ 2511l (Percentage) UG & A atssl 831 OK oleat (A sl Urle s Slemsll
UAOUE e U B B ws(A-3.118HL A& aAslA B.

Table Properties @lﬂ
m Column Cell Alt Text

Column 4:
Size

[¥] Preferred width:  |2° =| Measurein: |Inches E|

[41 Previous Column ] ll# Mext Column

[ ok ][ conea |

gl 3.117 2ot WUl staAAdL sllsuul slemell usloug secalatl @sell

ABC School
First Last name | DOB City Mobile No.
Name
Akhil Dave 12/1/1990 | Rajkot 1234567890
Bhavin Pandya 24/5/1991 | Ahmedabad 1234598760
Mitul Bhatt 10/3/1990 | Surat 9876543210

gl 3.118 2ot WUl stAAdL llsuMl SleMoll USloUS tell slle 2o

2ol RAQ UA SN2 (Position and Alignment of a Table in MS Word)

UM R¥A ArRlell RAQ UA 2ecoll A At cAe{l Ul (Margin) UGl ¥3RaAlA Yol slecll
AslA B, Aol AAHL ¥ AWl @A (positon) Hedal HIZ Boll RAQA wedcl ® Azcl A
RAse sA ol ARGIE A-uBe suiigll w3RaAUA BofARell [AseU UR BAS scll UE SRl
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AdHl durRlell RAQ oeclls oA GelsW dld U 2olAHl SleHoll dSol Actell wAUR
HEAUL Aol B.

U HER A A RAAse 531 s(A-3.119 Yo A-wBe 2euigdl UG Ao2Rell [AscU UE sl
RAse s dslot sl 3.120 Yot Actoll Mrauni 2l %2,

40 o0 T
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- Gridlines - Above Below Left Right  Cells  Cells Table =l =l = pirection Margins
Table Rows & Columns Merge Cell Size Alignment
] L v ooa gl @[ 2 E 3 [ 4| augncenter

Center text horizontally ar
vertically within the cell.

wadlaid wopuett [@scu v GAs s2d1 AAszu b2t ol dweeliwna
HEALES il GELSRL Al 2uudl 2eetHl sletHstl 3510y ctal i mal &,

il W2 d 2 AAse 571 A-wuGe ezl wldst Ye2? ol [Aseu ude 521

= Rz s3ct 38leo Aetoll clzallaz widl «dl.

w5l 3.37: 2eletetl cuiRle WAIeNe viud

&
ABC School
f First Name | Lastname DOB City Mobile No.
1 Akhil Dave 12/1/1990 | Rajkot 1234567890
. blls[?l 3.119 éqc«toumc«wuc?f ”Q:lellﬂ‘;a:g 2:{1:{:1“ o
ABC School
First Name | Last name DOB City Mobile No.
Akhil Dave 12/1/1990 | Rajkot 1234567890
Bhavin Pandya 24/5/1991 | Ahmedabad | 1234598760
Mitul Bhatt 10/3/1990 | Surat 9876543210

Ag(A 3.120 2eiEle] AW ACUSoiNo2 YA GILE

Ul GURA AdHL ARl HAL culalell (B oedal HIZ UQl RSN 2oiall GUAL AL .
GeleRRl AR} WU 2oldHl SlAMoll 3Sol Adtell cuvltalell R oedal HE2 A A RAse sdl
wlsA-3.121 Yorol A-uG2 Ml 2522 SlARS6t (TextDirection) oll [Ascu Ue sdl RAse s
3slot Actoll (22 2uslA-3.122 Yorot vecls x4,
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% E ﬁ ﬁ Dﬁl E,EI GEJ E lfl IEI i ﬁ 4] Height: 0.79° + | H¥ oistribute Rows Z%Z AE’:: J

Selet  View Properties Delete Insert Insert Insert Insert Merge Split  Split AutoFit ._jwmth:

7 Distribute Columns Text Cell

=l [=l [l |pirection Margins

Gridlines Above Below  Left Right Cells Cells  Table
Table Rows & Columns Merge Cell Size Alignment
E‘ [ oo mC e B[ 2 [#] > (B[ s 5.
- ABC School
B First Name | Lastname DOB City Mobile No.
i Alchil Dave 12/1/1990 | Rajkot 1234567890
= Bhavin Pandya 24/5/1991 | Ahmedabad | 1234398760
Al 3.121 2aetctoll dviglell (Bau aeecll
ABC School

(4] ) .

E £ - 2

b4 g (@) = o9

% % a © 5

— © []

L -l =

Akhil Dave 12/1/1990 | Rajkot 1234567890

Bhavin | Pandya | 24/5/1991 | Ahmedabad | 1234598760

Mitul Bhatt 107371990 | Surat 9876543210

AULg(A 3.122 2ectall gl (Beu secaut olle

20ldMl 28 A Ad Al ¥l (Margin): SHAHL ¥A A AA cARA{l xR A-UB2 261 Hi ’¥A
Ad HUFt (Cell Margin) (Ascu oecll astal B. Gelel Ry WU 2otcdHl ¥ ol oivtre(l A
oll AA <l WA %R AulRal ¥ delsall M2 Ad RAse 531 wsd-3.123 Yoo A-wG2 20 Ui
®¥A A UUFot UR (5A5 $cll U WU (Table Options) SIAAL GllsA WA FHL Actoll GUR
(Top), «llA (Bottom), Stoll el (As2) ¥ MRl ol (Right) 3ecll sl AWl & A «issl 53 asta

8.
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First Name | Lastname DOB City Mobile No.

Alchil Dave 12/1/1990 | Rajkot 1234567890

Bhavin Pandya 24/5/1991 | Ahmedabad | 1234598760

Mitul Bhatt 10/3/1990 | Surat 9876543210

Table Options ~ °

Default cell margins

Top: 0" Left: |0.087

Ak Ak
Ak 4K

Bottom: |07 Right: |0.08"

Default cell spacing

4k

[] Allow spacing between cells 0
Options
Automatically resize to fit contents

gl 3.123 2otctoll At ARA{ w2l secal H2atl [Asell

A A A UL Ul U2 BHd Ul OK teot UR (5As 5l RASeS A UR A Yol V™A W@
®. GeleWl 3y ollost olotrell A RAse 53l Actoll Gu (Top), «llA (Bottom), Sloll oey (Ase) ¥
Ul ey (Right) A WUl OK oleol UR (BAS scdl A UUFol Yol AU O3 B ¥ Alsld
3.1244 elac .

Table Options
Default cell margins
il Top: 0.05" + Left |0.08" >
Bottom: |0.03" % Right: |0.08" >
Default cell spacing
. [] Allow spading between cells ar =
First Options Tobile No.
Name
[] Automatically resize to fit contents
Alhil Cancel 23456789
Bhavin Pandya 24/5/199 | Ahmedaba | 123459876
1 d 0
Mitul Bhatt 10/3/199 | Surat 987654321
0 0

A 3.124 2ol Ad Aol w2 GEERUL GULE oll Bullal
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20lAMl 32t dlsadl (Sorting of a Table Data in MS Word)

2oleHl ¥ delal UBdl (AAGRIL — Ascending) 3 BdRdl ((3AGFI —Descendnig) sHHL sl sl
B. ul R 2olcdell sledell RAse 53 A-wBe suuiell e (sort) [Ascu UR (AS sl vusld-
3.125 Yol S HRe] SIAAL olls WA B. A HZoll SIAADL GlsUHL 58 SlAH UR e 59 B
UA Ul ¥ Gl sHML W 59 B A atssl 831 aAsla B. GeleW ¥ Lastname SIAHMML éA
Ada RAs2 531 A [Ascu UR (BAS 5l A StAALL s WA B. A slAAL clsAul Ae ol
sladil 2 RAse UAA 63 U Lastname W 252 YsRell 32 dlatell algfuni 252 RAse wdct

olcleldl. GlgHL AU Sl Al sHHL RAs2 s2c B.

A A} (OK) tleal UR (5As $2cll Lastname SlAHHL ¥ 32l Ul sHHL dNsclles 3. W3l A

asta B 3 WL MA Lastname U HUAA SlaA URG Al HIA A SlAH UR «ll@ URd 2udell 32l UR

al ud &, wel 818 Qeanelloll Bl cecudl tell.

ABC School
\F;zte L“‘:"‘“ DOE City | Mohile No.
Alchil Dave 12/1/19% | Rajkot 123456789
0 0
Bhavin Pandya | 24/3/199 | Ahmedaba | 123439876
1 d 0
Mitul Bhatt 10/3/199 | Surat 087634321
0 0
[ sort S |
Sort by @'—
Column 2 [=] Type: |Text @ Ascending
Using: |Paragraphs IZ| e
Then by
|Z| Type: |Text @ Ascending
Using: |Paragraphs |Z| iEEs
Then by
Type: |Text @ Ascending
Using: |Paragraphs TEETIT
My list has
(7) Header row @) Mo header row
o) [Cam

g(A 3.125 2otcloll Lastname Sleual Al sHul dlsadl
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ABC School
First Name | Last name DOB City Mobile No.
Mitul Bhatt 10/3/1990 | Surat 9876543210
Akhil Dave 12/1/1990 | Rajkot 1234567890
Bhavin Pandya 24/5/1991 | Ahmedabad | 1234598760

sl 3.126 2etcloll Lastname SlAMA UBcll sHHL dlscUl GlLE
HESsASe dS 2010 Ul dyHl dy AR sled UR dal AL 53 asia .

A3 ol ustl

1. (532qf 28R0AS adHi 2ed glRL cetlall.
2. (532 o] oltd A5 otcll A GRIL Act UK 53] BRASHL Alell Gur gl

2olctall 32t uR sl sl (Formula for Table Data in Word)

2oleHl ¥ det uR sfall AUl oLl ual 530 asta B, 2ud UR Sl AUl yMesal 1R
WUGL A olq 26A olotlaclA,

Sr.No. | Item Name | Unit Price | Quantity | Net Price

1 Ball Pen 25 4
2 Pencil 10

3 Eraser 4 3
4 Sharpener | 3 5

Total

&A Ul 26lAHl A2 YIS (Net Price) dQlall HIZ2 Ylle YeU(Unit Price) wal sAc2dl (Quantity)sll
OJRUSIR 5 AU, Wl HIZ Az YsAUHL 53R Avll A-wuBe 2uuidl slRfcl (Formula) [@scu uR
As sl AglA-3.127 Yool suJall slAALL dlsdt WA B. Sufcl SlAAL dlsuHl S, olaR
Sz A sl §590t oll GUAL 5A B A oissl 53 AslA B.
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= R R ! E=E= Az A L
S E b o Sma = U2 B A
:w ?.:;t RT;T«{ csuls Tapb;e T | v Widt: 078 - || ld Distribute Columns aﬁﬁmr:mon Maregms ¢ tg'}‘;it o
umns Merge Cell Size Alignment Data
...... B[ [E[ 1-mj---z‘m\‘ww-@---uﬂqu‘ww‘s---l---e-www‘rl
Sr.No. | Item Name | Unit Price | Quantity | Net Price
1 Ball Pen 25 4
2 Pencil 10 5
3 Eraser 4 3
4 Sharpener |3 5
Total
Formula (B |
Eormula:
=SUM(LEFT)
Mumber format:
[=]
Paste function: Paste bookmark:
[]
(A 3.127: e staclaL cllsy
Sr.No. | Item Name | Unit Price | Quantity | Net Price
1 Ball Pen 25 4
2 Pencil 10
3 Eraser 4 3
4 Sharpener | 3 5
Total

GURell 2UAHL a2 Yst ol o3l sal HIZ A2 YL
zodiell sl uR (5As scll Sufal slaAlol sy
YA WsA(Unit Price) U 5AGRE (Quantity)sll
Function) Miell Ylss2 $s2lel (Product Function) RAse
Yool gl HA O,

S SlAHML yud AU sAR 2l A-wGe
WA B. A Sl SIAALL GllsAHL AU
oJUslR scllell slaell W2 §s52Aot (Paste
5cll (Product) A lgld 3.128 Ml ealcau

Sr.No. | Item Name | Unit Price | Quantity | Net Price
1 Ball Pen 25 4
2 Pencil 10 3
3 Eraser 4 3
4 Sharpener | 3 5
Total
f Formula B |
Formula:
=SUM(LEFT)PRODUCT()
Mumber format:
[=]
Paste function: Paste | ar
[ OK ] [ Cancel ]

Als(d 3.128 2otctul el
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& stoll slegell ol Sledsll oJuUslR sRclloll letell PRODUCT ol olloyMi Slaul Left cully] ol
SUM(LEFT) o Slclle 5319 = sl Awcl s(Baud 8. well s sdetl slacol ollsy sl
3129 YXol Glotdl.

' -
Formula @éj
Formula:
=PRODUCT(Left)|
Mumber format:
Paste function: Paste bookmark:
[ oK. l [ Cancel l
L.

As(d 3.129 Product et

ul S1dcll 3u ARl (Case Sensitive) otell Ae@ ¥ product Wal left SRed ¥ olloll AR
vl AA Al ugl Ll 818 3R uscl ol e OK ot UR (A5 scll A2 usell 2Ll
g s B % (Aol wislQul e20ad B.

Sr.No. | Item Name | Unit Price | Quantity | Net Price

1 Ball Pen 25 4 100
2 Pencil 10

3 Eraser 4 3

4 Sharpener | 3 5

Total

AULg(A 3.130 ARl WA 2uct
ULy A €35 A HER A2 WsA 2Rl aAstA B. 6d Wl Ul % A2 YAl ARclol scll H2 g3l

glfetlall Gualol s3 sum $52ctell GuAol Ul B. el total Aol GURell wielley A ol AR
sclloll dlaitell sld 3.131 Yool Sl Sum(Above) AW S

CCC-BAOU and CCC+ 94



sr.No. | Item Name | Unit Price | Quantity | Net Price
2 Pencil 10 5 50
3 Eraser 4 3 12
4 Sharpener | 3 5 15
Total |
[ Formula @'i_hj
Formula;
=5UM{ABOVE)

MNumber format:

Paste function: Paste bookmark:

ALg(d 3.131 SUM §slat

&A OK Lol UR (5A5 5cli GUR ¥t wtlloy 5Hall Ucllell U8 Ul et Hofl % B wusld
3.132 i e2ad 9.

Sr.No. | Item Name | Unit Price | Quantity | Net Price

1 Ball Pen 25 4 100
2 Pencil 10 5 50
3 Eraser 4 3 12
4 Sharpener | 3 5 15
Total 177

ALs(d 3.132 SUM §s2lot AL Ul 2ot

Yz USU Ual 53l cdA 8l As Sl slal Wal WU QAT sl 8l Al A ULl ug A3 .
BeleRQ dil¥ YlAe WU U AR A As sl Sl B. A sl WesUoll old3l s:¢l
HR Yz UsA wal scA(Elell oJRUsIR sclloll 8. ul A A3 sclloll lat RUR €35 Sl Wal
A ottt wUl sdetl dvltell AESA. Sr.No. SIAH ol A, Item Name SAM & B, Unit Price Sldd &\ C,
Description & Sl{H D, Quantity & SIAH E, Net Price ol SIAH F ow@lcl. 2% A yad A o 1, ol
A A 2, adR owcl. F2 Al 512 Al ufcll UR BAS scl 5Jcll slaAAL olls WA BAl
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sl c2xE2 cull OK west UR (5As sl sl WeSUsll a3l g . A&l Net Price A Unit
Price 3ol Quantityoll 2JRUsIR Slatell U us(A-3.133H1 C2+E2 AW B. Penciloll Net Price dlGlcll
U C3*E3 culL Ay A €35 281§ M Net Price o[ aLslal.
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E }( Dj — o ==z -g__d Height: 0.19 - .:IE Distribute Rows
Select  View Properties Delete | Insert Insert Insert Insert Merge Split  Split | AutoFit ;__'_J;\'\fidth: 0.78" s 'I,'Distribute Columns
= Gridlines = Above Below Left Right Cells  Table =
Table Rows & Columns Pl Merge Cell Size F]
L] Ci—— & E i B (el S E B s
| Ex
- Sr.No. | Item Name | Unit Price | Description | Quantity | Net Price
n 1 Ball Pen 25 Cello 4
= 2 Pencil 10 Natraj HB | 5 50
= 3 Eraser 4 Camelin |3 12
™ 4 Sharpener |3 Apsara 5 15
1 Total 177
Formula ﬂﬂ
or Formula:
: |=c2=E2
Number format:
- | =
Paste function: Paste bookmark:
OK | Cancel |
Ag(A 3.133 2 sudeu cudl
Sr.No. | Iltem Name | Unit Price | Description | Quantity | Net Price
1 Ball Pen 25 Cello 4 100
2 Pencil 10 Natraj HB 5
3 Eraser 4 Camelin 3 3
4 Sharpener | 3 Apsara 5 5
Total 13

Alg(A 3.134 sdau B uble 2uc

U 252 HI S0l $RG (Convert Table to Text in Word)

WD 252l SHAHL Wal 2oldal URl 25l olecdl ASlA Sl GelsW d3ld Ul wusld
3.135H( 20ldal 22Ul olecal M2 2uda RAse 531 A-wuGe 2otHiell socté 2 2se [Ascu wrie
5l 5ocle 20lA 2 252 SLAAL ollsd VA Al stAuldl ollsuHiel A ([Aseu ude s3l oK
ool UR (505 sl 20ict 2Us(A 3.136 Yol 25Ul 50ce UL %A
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Sr.No. | Item Name | Unit Price | Description | Quantity | Net Price S| 2| X]
1 Ball Pen 25 Cello 4 100 Separate text with
2 Pencil 10 Natraj HB | 3 50 " Paragraph marks
& Tabs!
3 Eraser 4 Camelin 3 12 rc om}uas
4 Sharpener | 3 Apsara 5 15 C oter [
Total 177

[¥ Convertnested tables

oK | Cancel |

ULs(A 3.135 50018 20l g 2522 SLACL 6lls

Sr.No., Item Name, Unit Price, Description, Quantity, Net Price
1, Ball Pen, 25, Cello, 4, O
2, Pencil, 10, Natraj HB, 5
3, Eraser, 4, Camelin, 3
4, Sharpener, 3, Apsara, 5
, Total, , , 177
AUlg(A 3.136 50c8 20lct g 25 - SlHL (Comma) [AseU 6Ll

A3l youl@ ustAl

1. WROIS HIR olollAcl 2HAML ElHall et 2812 51l gl 2l
2. WRGS HIRZ HollAC 2HAML ElHetl LAl ARRAL et uRfel glRL g2l
3. WRALS HER collddl 2HAa 2e AuReRe{l Heedl 25l ¥dl.

ASA U (Mail Merge in MS Word)

AR WUUQ SE SlsgRoeHi AWIRL AR 8lal Aol A SlsgRez ANclollA WUAIN-UAIL USAB sl
QIR ASA Hooll GUADL Ul B, GELEWL Ay AU 5l Aol Mol U AW gl Al Uste]
AWIRL URY % 8l Rl Ul Aaceilk wESIEAGA ollH, URellHT WAIN-UEAI 3. L UHA Al Al
Wt ol ARSI sAd sla Al 5l s W(As13all olld, ARetHL WA Udlej cvigl 5L 531
Wee 531 ARSIl ol UReAUHIHL YURL sl US. %l ABA HA¥oll GUAdL s31A dl w3l sWdl-
Wre sclloll %32 ol Ud. l GURAd ABA H gl WURIl WA 32IARHL ollH, UMD, Hlot olu?
AR HUEBAl 8l Al RS HAEHL WURL oltH, UUHL 3 Slot oloR UR (3R 531 uat Alscdl 8,
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HIoL A o @SRl ust Ascll astat 1ol 3 Ul ol Aol WAl uRladl SlsyRoe ol ASA HSH
GUADL 5l B. GELSWL M2 WUQL Al AR As olal Uy UR 28U 5319,

There is a meeting for annual academic planning on 1/4/2014. You are informed to remain present in

the meeting.

&A Mailings (A8(Edl) 2t UR (5As 5l ABEADL Mol [Aseu HAO. Al AU UE RS Mo
(Start Mail Merge) [AscU UR (5As scll AH(A-3.137 Yol N8 U HRell [Ascu vl Al
(AQscl USl AU RYU clld YU ABEA HY ([A3E  (Step by Step Mail Merge Wizard) UR (585 $2cli
UURA ASA Holl (AALS gl GUA0L 5319). ASA HY [QARSHL & ©9 R W B. R ollad U ASA
HoS (AxLS  (Step by Step Mail Merge Wizard) UR (5A5 S5cll AURA YuUH YU HAA ¥ ws(d-
3.138 Yol Slsgloe Hi wHR(l ollyy ABEA 1 Vot WA, BHL WUA sl YslRall Slsged UR SIH
533 GlA A RAAs2 scllo] ¥A. AU Az (Letters) ([Ascu UR (As 5319 sRQL ¥ AU wel
A2 cuvllA ¢l

RURULIE a5 (Next) teot UR (5A5 scll RASA HAoll AUl $cl H2o] Slsgilee RASS sRclloll
[@scu 2us(Q 3.139-a owol U, UGl AUUQL wL SlsgRoeall o GUlol sclloll lattell yud [@Qseu
Use the current document (3% W $R02 SlsgRo2) RAS2 53 Next oleot UR (As 5319

E' H L B =- o | = Gujarati My Content BAOU CCC [Compatibility Mode] - Microsoft Word
Home Insert Page Layout References Mailings Review View Add-Ins

= Iy —
=
Envelopes Labels | |Start Mail Select
Merge ~ |Recipients = ﬁ Update Labels

Create B Letters Write & Insert Fields Preview Results Finish

E-mail Messages | o FEE B RN BN S R SRR SR SN SR R,
Envelopes...
Labels...
Directory

Mormal Word Document

EOLDL

Step by Step Mail Merge Wizard...

There is a meeting for annual academic palnning on 1/4/2014. You are informed to
remain present in the meeting.

ALl 3.137 VU oA U ABA 1o [ABLE  (Step by Step Mail Merge Wizard)
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[#] Update Labels =)

|2 Write & Insert Fields Preview Results Finish
_E-’-"4"'a‘\6'7l MalIMerge v x
There is a meeting for annual academic palnning on 1/4/2014. You are informed to 4] select document type
remain present in the meeting. What type of document are you
working on?
| Letters
E-mail messages
Envelopes
@ Labels
Directory

Labels

Print address labels for a group
mailing.

Click Mext to continue.

Step 10f6
% Next: Starting document

| wld

g(d 3.138 Mail Merge of UaH RU

|

Select starting d it
There is a meeting for annual academic palnning on 1/4/2014. You are informed to = e ——

. . . How do you want to set up your
remain present in the meetng. I

letters?

® Use the current document
Start from a template
Start from existing document

Use the current document

Start from the document shown
here and use the Mail Merge
wizard to add recipient
information.

L]

Step2of 6
® Next: Select redpients

4 Previous: Select document type

oo A

g 3.139-a Mail Merge of [Bc{la Y

w5l 3.139-b Yorod Aot RUHL ABA HFHL vl AR B HlsAcllall B A Hzej cllze dauR s:cllell
@scu Had. w URe dle wWBe-¢s Hiel ugl e 531 asta B, wel wud o dle 2y

scloll (Aseu ude 539, well 2lvu A o Adle (Type a new list) Hi (532 (Create) [AscU UR
sAs 5319
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- o
Select recipients
There is a meeting for annual academic palnning on 1/4/2014. You are informed to ) Use an existing list
) Select from Outlook contacts

remain present in the meeting.
@ Type a new list

Type a new list
Type the names and addresses of
recipients.

E Create...

Step3of 6
& Mext: Write your letter
@@ Previous: Starting document

o ow A

AUlg(A 3.139-b Mail Merge of lla @YU

&A Create ([Ascu UR (5AS sl (A 3.140 YA New Address List SIACAOL G5t WA, L
SLAAL ClsUHL AUDL BA U HisAclloll B Aol HBAl Ao scuMl i B.

21|

Type redpient information in the table. To add more entries, dick Mew Entry.
Title vIFrstNa'ne w | Last Name w | Compary Mame - | Address Line 1w

< I

New Entry | Find... |

QeleteEntr!_fl Customize Columns... |

AUl 3.140 Mail Merge Ml otd AZA cllze
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UL SLAALL A gl WU Customize Columns ol Heedll Slam SlAe 3 asla, SlcHs] oid
olecdl Asla ® dal sldHell sH Ul olecdl aslal B, New Entry gLl olcl 281§ GRIL sl & wa
Delete Entry gll 81§ Slcdle 531 astal ©. Wl BWUA  Customize Columns glRL M2 Title, First

Name, Last name, Address Line 1, Address Line 2, City e\ Pin Code ELUﬂ%j. Pin Code A Zip Code
A AU (Rename) 53R WAG . A WU AML WS GAZY. &d wl el Ad 5319, ”ARGULE
ug(A-3.142 YxolMail Merge Recipients SIAALL clsiil JAwUARe dlze el HAdl. L slUADL

ollst glRl 288 e wA (Bee uwl 3l asia B,

ws(A 3.139-bHl A5 [@Ascu U (BAS 5cl RWU-4HL Write your letter [Ascu Ml aus(Q-3.143u
Mailings 2GHl Insert Merge Field Mi&ll UG Field UR (5A5 $cll A wURU SlsgRoti GRRAY 3.
3Rl Yrol AUUR WozR W Y UL U scll Hatl (es soué 5319,

New Address List 2] x|
Type recpient information in the table. To add more entries, dick Mew Entry.
w | Last Name w | Address Line 1 w» | Address Line 2w |G‘q.r w | Pin Code
Sharma Park Avenue Mavrangpura Ahmedabad 380009
Mehta 204  Rani Tower Kalawad Road Rajkot 360004
Vyas & - Paradise Park  Gulmohar Road  Ahmedabad 380020
390123
4
Mew Entry Eind...
Delete Entry Customize Columns... K, | Cancel

(A 3.141 Mail Merge i oig A3 (A

CCC-BAOU and CCC+
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Mail Merge Recipients 7] x|

This i the list of recipients that will be used in your merge. Use the options below to add to or change your list. Use the
checkboxes to add or remove recpients from the merge. When your list is ready, dick QK.

Data Source [v | Last Name w | First Name w | Title w | Address Line 1
Mail Merge List.m... Sharma | Abhay | Mr. | Park Avenue
Mail Merge List.m... [¥  Mehta Ravi Dr. 204 , Rani Tower Kalawag
Mail Merge List.m.. [¥ Vyas Kaushik Prof. 6 - Paradise Park Gulmaoh
Mail Merge List.m... [¥  Mathur Heena Ms. Athva L
1| | 3
Data Source ———— Refine redpient list
Mail Merge List. mdb ;I 4| sort...
W Filter...

b_‘_-j Find duplicates. ..

Find redpient...

Validate addresses. ..

m
o
al
m
m
|'\

p
Ul 3.142 Mail Merge Recipients
Page Layout References Mailings Review View Add-Ins

= - E - =] My

2 BEE B 2, NN

= = = ==l 2 pateh Fields £9Find Recipient i
Select Edit Highlight Address Greeting Insert Merge Preview B Finish &
ecipients * Recipient List | Merge Fields Block  Line Field= (2] Update Labels | pesyips = Auto Checkfor Ermors | perge -
tart Mail Merge ‘Write & Insert Fields Preview Results Finish
|2 ] 1 1 I N R T T

«Titlen

«First Name» «Last Name»

wAddress Line 1»
«Address_Line 2»
«Citve - «Pin_Code»

There is a meeting for annual academic palnning on 1/4/2014. You are informed to
remain present in the meeting.

AUl 3.143 Mail Merge Ml M (365 8oue sl wle
RURGLE Next 6l2ot UR (5A5 $cll  ;UURL MY UACL Ul Preview 531 aslal . VUL Preview your

letters i Recipient ol ¢llHl WU-AQ oleotoll HEEU MU Mail Merge oll Preview ls(d-3.144
Yoo A AsA B.
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Mr.

Abhay Sharma
Park Avenue
Navrangpura

Ahmedabad - 380009

There is 2 meeting for annual academic palnning on 1/4/2014. You are informed to

remain present in the meeting.

Ml§[?l 3.144 Mail Merge Hl preview letters

“| Preview your letters

One of the merged letters is
previewed here. To preview
another letter, dick one of the
following:

<< Redpient: 1 [

47 Find a recipient. .

Make changes

You can also change your
redpient list:

jf Edit recipient list...
Exdude this recpient

When you have finished
previewing your letters, dick
Next. Then you can print the
merged letters or edit individual

letters to add personal comments.

RURGUE Next ¢eol UR (5As scll U u5(A 3.145 Yoot 1Y YAl Ul o2 53] 2Asta Al
dl €M YURL AR ugl 531 sl B.

A3l ol ustAl

Mr.

Abhay Sharma
Park Avenue
Navrangpura

Ahmedabad - 380009

There is a meeting for annual academic palnning on 1/4/2014. You are informed to

remain present in the meeting.

AUlg(A 3.145 Mail Merge MU preview letters

w4

Complete the merge
Mail Merge is ready to produce
your letters,

To personalize your letters, dick
"Edit Individual Letters. " This will
open a new document with your
merged letters. To make changes
to all the letters, switch back to
the original document.

Merge

35 print...
&) Editindividual letters. ..

Step 6 of 6

@ Previous: Preview your letters

1.

AHRL clsoll ooy WElHL dAHRL W Bolel ARl Wsddl Ut REAH HEUl ololl .

CCC-BAOU and CCC+
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RellbaAlA

Q1. A~ [Aseu e s
1. s (ASCU Insert Table Auto fit behavior Hi GUctletl o(2l?

A) Fixed Column Width B) Auto fit to Contents

C) Auto fit to Window D) Auto fit to Column
2. 20ctofl A el Sl Asellomad HA Al _ 53 D,

A) Ac B) 182

C) 2ul D) As ULl o1&l

Q2. o(lAoll clisll WRA B 3 vilel A sdl.
1. Word 2010 Hi 201t ool oL olte AHL ol sl GRS astdl «tell.
2. 20ldoll 32l A & SlAH YHIAL UBL 3 GArcll sHHL olscl asta B.

arclledl

Q1.

1. D Auto fit to Column
2. A Ad

Q2.

LW
2. W3
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