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Parts of Corfiputer : There are mainly four prtsof a computer system.

1. Input Devices

2. OutputDevices
3. Storage Devices
4. Processing Unit

1. InputDevices : A device, using which, we can enter the data to the computer system, is
known as an Input device. The most used input device is keyboard. One can insert text data
using keyboard.
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achieving Swargj or self-rule.

Mohandas Karamchand Gandhi 2 October 1869 — 30 January 1948) was the preeminent
leader of Indian nationalism in British-ruled India. Employing nonviolent civil disobedience,
Gandhi led India to independence and inspired movements for civil rights and freedom across the
world. The honorific Mahatma applied to him firstin 1914 in South Africa. is now used

—
worldwide. He is also called Bapu in India. w

Bomn and raised in a Hindu, merchant caste, family in coastal Gujarat, western India, and trained
in law at the Inner Temple, London, Gandhi first employed nonviolent civil disobedience as an
expatriate lawyer in South Africa, in the resident Indian community's struggle for civil rights.
After his return toIndia in 1915, he set about organising peasants, farmers, and urban labourers
to protest against excessive land-tax and discrimination. Assuming leadership of the Indian
National Congress in 1921, Gandhi led nationwide campaigns for easing poverty, expanding
women's rights, building religious and ethnic amity, ending untouchability, butabove all for

(Taken from http://en.wikipedia.org/wiki/Mahatma Gandhi)
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Text

Square  AUllRlA Rl Ry Mohandas Karamehand Gandhi 2 October 1869 — 30 Jamuary 1948) was the precminent

leader of Indian nationalism in British-ruled India. Employing nonviolent civil disobedience.
Gandhi led India to independence and msp1red movements for civil rights and freedom across the
world. The honorific Mahatma applied to him firstin 1914 in
South Africa, is now used worldwide. He is also called Bapu
in India.

~ " iy
Born and raised in a Hindu, _“ ?5‘ - merchant caste, family in coastal
Gujarat, western India, and N trained in law at the Inner Temple,
London, Gandhi first employed nonviolentcivil disobedience as an
expatriate lawyer in South Africa, in the resident Indian
community's struggle for civil rights. After his return toIndia in
1915, he set about organising peasants, farmers, and urban labourers to protest against excessive
land-tax and discrimination. Assuming leadership of the Indian National Congressin 1921,
Gandhi led nationwide campaigns for easing poverty, expanding women's rights, building
religious and ethnic amity, ending untouchability, but above all for achieving Swargj or self-rule.
(Taken from http:/en.wikipedia.org/wikiMahatma Gandhi)

Tight
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Mohandas Karamchand Gandhi 2 October 1869 — 30 January 1948) was the preeminent
leader of Indian nationalism in British-ruled India. Employing nonviolent civil disobedience,
Gandhi led India to independence and ms]:nred movements forcivil rights and freedom across the
world. The honorific Mahatma g apphsd to him first in 1914 in South
Africa, is now used worldwide. He is

also called Bapu in India.

\
Born and raised in a Hindu, ~ A merchant caste, family in coastal
Gujarat, western India, and trained ,_‘, ?.;‘ e inlaw at the Inner Temple, London,
Gandhi first employed nonviolent " civil disobedience as an expatriate
lawyer in South Africa, in the resident Indian community's struggle
for civil rights. After his return to Indiain 1915, he set about organising
peasants, farmers, and urban labourers to protest against exceshive land-tax and
discrimination. Assuming leadership of the Indian National Congress in 1921, Gandhi led
nationwide campaigns for easing poverty, expanding women's rights, building religious and
cthnic amity, ending untouchability. but above all for achieving Swargj or self-rule.

(Taken from http://en.wikipedia.org/wiki’'Mahatma Gandhi)
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Mohandas Karamchand Gandhi 2 October 1869 — 30 January 1948) was the preeminent
leader of Indian nationalismin British-ruled India. Employing nonviolent civil disobedience,
Gandhi led India to independence and inspired movements for civil rights and freedom across the
world. The honorific Mahatma #-- applied to him firstin 1914 in South
Affrica, is now used worldwide. He is 2 ™, also called Bapu in India.

(f/

Born and raised in a Hindu, la) = | merchantcaste, family in coastal
Gujarat, western India, and trained 1‘" h_a % inlaw at the Inner Temple, London,
Gandhi first employed nonviolent civil disobedience as an expatriate
lawver in South Africa, in the resident Indian community's struggle
for civil rights. After his return to Indiain 1915, he set about organising
peasants, farmers, and urban labourers to protest against excessive land-tax and
discrimination. Assuming leadership of the Indian National Congress in 1921, Gandhi led
nationwide campaigns for easing poverty, expanding women's rights, building religious and
ethnic amity, ending untouchability. but above all for achieving Swaraj or self-rule.

(Taken from hitp://en.wikipedia.org/wiki/Mahatma Gandhi)|

I

Mohandas Karamchand Gandhi 2 October 1869 — 30 January 1948) was the preeminent
leader of Indian nationalismin British-ruled India. Employing nonviolent civil disobedience,
Gandhi led India to independence and inspired movements for civil rights and freedom across the

world. The honorific Mahatma applied to him first in 1914 in South Africa. is now used
worldwide. He is also called Bapu in India.

Born and raised in a Hindu, merchant caste, family in coastal Gujarat, western India, and trained
in law at the Inner Temple, London, Gandhi first employed nonviolent civil disobedience as an
expatriate lawyer in South Africa, in the resident Indian community's struggle for civil rights.
After his return to India in 1915, he set about organising peasants, farmers, and urban labourers
to protest against excessive land-tax and discrimination. Assuming leadership of the Indian
National Congress in 1921, Gandhi led nationwide campaigns for easing poverty, expanding
women's rights, building religious and ethnic amity. ending untouchability. butabove all for
achieving Swaraj or self-rule.

(Taken from http://en.-wikipedia.org/wiki/Mahatma Gandhi)
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Mohandas Karamchand Gandhi 2 October 1869 — 30 January 1948) was the preeminent
leader of Indian nationalism in British-ruled India. Employing nonviolent civil disobedience,
Gandhi led India to independence and inspired movements for civil rights and freedom across the

Text J-U.é world. The honorific Mahatma applicd todi#ffrst in 1914 in South Africa, is now used

worldwide. He is also called Bapu in Ingfii RN
.

Born and raised in a Hindu, merchantcs My . gg%ml Gujarat, western India, and trained
in law at the Inner Temple. London, Qﬂlﬂgfrﬁ" eﬁrcd nonviolentcivil disobedience as an
expatriate lawyer in South Africa, in the community's struggle for civil rights.
Afterhis return toIndiain 1915, he set a Pl o6 peasants, farmers, and urban labourers
to protest against excessive land-tax and § nTHon. Assuming leadership of the Indian
National Congressin 1921, Gandhi led na Wampaigns for easing poverty, expanding
women's rights, building religious and ethnic amity, ending untouchability, butabove all for
achieving Swaraj or self-rule.
(Taken from http://en.wikipedia.org/wiki’Mahatma_Gandhi)

In front (a?[a C{I}{LQLO{I WAL Oné adadl Mohandas Karamchand Gandhi 2 October 1869 — 30 January 1948) was the preeminent
leader of Indian nationalism in British-ruled India. Employing nonviolent civil disobedience,
Gandhi led India to independence zmd mspusd movements for civil rights and fredom across the

of Text Hlé 714 in South Africa. is now used

world. The honorific Mahatma
worldwide. He is also called Ba

astal Gujarat, western India, and trained
red nonviolent civil disobedience as an
community's struggle for civil rights.
peasants, farmers, and vrban labourers
to protest against excessive land. ‘Assuming leadership of the Indian
National Congress in 1921, Gan( raigns for easing poverty, expanding
women's rights, building religious and ethnic amity, ending untouchability. butabove all for
achieving Swaraj or self-rule.

(Taken from http://en.wikipedia.org/wiki/Mahatma_Gandhi)
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HIZ dal €35 cllslal calls0Uoll oA HIZ AUSIMAHl wA B, wl 1R af Aul add ydreuld
€52 (Dictionary)sll UL 52 B. BsQoll GA HIZ Al VLol WoSRALSt Ul U5l ¢
2 dlett R0tell WoseteSat gallacuul ua .

ad gl uatHl Al ot YUl ugl asia 8. WA ¢ 1R af Yot ugl (A 8. uL 1R ¥
A Ace UR AT2BAS UMl A B, v salell wslQ 3.44M0 el Ysolo] s2see Aoy
guLal,

organizing

Ignore
Mohandas Kara Ignore Al ober 1869 — 30 January 1948) was the preeminent
leader of Addto Dictionary  pationalismin British-ruled India. Employing
nonviolent civil putoCorrect R disobedience, Gandhi led India to
independence an - (e movements for civil rights and
freedom across tl Language ' &, The honorific Mahatma applied to
him firstin 1914 | %% speliing... - Affica, is now used worldwide. He
is also called Bag 5*\

Look Up | 4 “lf
Born and raised i ) merchant caste, family in
coastal Gujarat, v % India, and trained in law
at theInner Tem] . -— Gandhi first employed
nonviolentcivil ¢ & P.“te Options: as an expatriate
lawyer in South « =) resident Indian
community's stry er his return to India in 1915, heset
about organ}sing Additional Actions » \rhan labourers to protest against excessive land-tax and

discrimination. Assuming leadership of the Indian National Congress in 1921, Gandhi led
nationwide camg Times Ni - 12 - A", = = 1ding women's rights, building religious and
ethnic amity, enc - Ul for achieving Swargj or self-rule.
(Takenfrom http B £ U O tma_Gandhi)

(A 3.44 Asell YaiR

UGAHL B AstA © ¥ organizing AcEsll oA cllet 2l AlEl B, B Aselll ectall AT 52 B.
Aol WR AT26As saell WAl Aoful af Aotl Aces2aMl A WA AR organizing of YUsl
52 8. Nof gl o{lA weuAEl st 53| asla B :
AU AoE UR (A5 sclledl doll SR sl WA B WA SsYAceHl WA AGEA L AGE

A oledclHl w1 8.
Ignore ([Ascu e salell ad g uctdl AAdl eaa ucowl asia B.
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e Ignore All [@Ascu ude sauedll SlsyRoedl A wL ASQ Rl AU Al g
ARl Aol oAl ctet A2l g2 sauul A B.

e Add to Dictionary (AscGUsll GUDL 53| 2le€al AcesAML BRI aAslA B. UR Ul a§ A 2ucesll
A5l Al Ha B.

SlsyNoe dAR UL dlaAl GlE AHL WAL AMIH AWRlell AsRll U cautsL dWllal JYual M2

Review S0{Hl MAA Spelling & Grammar [Ascu U 5As 3 asta 8. al ylsauell @scu 30 §l-00§

Wl F7 8l ugl eottcll asta 8. ull sHos SlsyRoHl AUAA AR 3 causWLell ot As Ul As

A B A A YurRal W2 w1yl 3.4541 g2l Yol Spelling & Grammar SIAALL 6llsy T

e

Spelling and Grammar: English (U.5.) .

Mot in Dictionary:

[] check grammar

After his returnto India in 1915, he set - Ignore Once
about urgnnisingj peasants, farmers, and =
urban labourers to protest against excessive
land-tax and discrimination. Iy
Suggestions:
-
Change All

_

Dictionary language: |English (U.5.) E

l Options... I [ Undo ] Close

ALg(A 3.45 Spelling & Grammar SIACDL GllsU

L SIAAL GlsAML AL (A AofAR A YUl ¥ Aol ASIA B dal AESAML slall 2AcE
GA3l ual st B.

SlsyNo2all Eullcl (Document Views) : HE5AS2 dS 2010 SIsYNoeal YL YEL VLU %lcllall

Yul Yy wd B. Asl SlsyRee @] (Document Views) 31 woAclHl wA 8. af &Rl YU

UsallHl el e A doll ctetl@scdl oA galad B -

e Print Layout: SlsNo2oll ([Yoe QM WA RUR01 EWLAL AL @) GlRL 9 SAUML WA B, UL M
AsYNo2all cAlRAlAs AHAUUL (real-time) Bl galaalil WA B, wl Ui SlsyNoeatl sl
UGy Qs AR Bl uesl AU A HBAL 28lot uR el 2 8.
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Full Screen Reading: Sls3Ro2oll ([Qotcl Mot cliualoll Slal UR Al @ Hecloll tlofl 23 8.
Ui 2lfecolR, Rola, slRal, 3R ddR Rl Wlot Uell dMiH Ueslal wsga oloilcl wul
lol UR HIA SlsyHoe 2lalaltil wUd B. Esc Sloll Guallal 831wl cf oitd 831 sl B.

Web Layout: S\sgRo2oll AxUES 3y ole srcllell YlAul adul Guetou 8. ul M2 sSAsl
HTML a3 0916 scllHl WA B, URd, l sl sdl Udcll, SlsyNoe wolladl dwad o sl A
Hlaell %32 Qell i ¥ SlsyRee AUy a3V Axt GBRML 3 EWLA, dl A MR Al Yl
AUlsA olotlalatil wa B.

Outline: SIsYRNo2Hl GRRAUHL MAE HIA ARl ealaal HIZ wl el GUAL sRAUHL wA B.
UL Yl SlsyRoeHi Al s (Headings) wal Velellds  (Subheadings) A€l 3
gallctcli WA & dal QA eallctcudi vddl otell. SlsyReeHi GARAL HERA $H GlEA
HIRZ AL A B, ul sl MR ¥ A Yealoll w1 AAd gAdesll Rauell uR As s3 Al oL
soUHL wa .

Draft: Sl53No2al AHl AUAA R, Slen, 35, WS Qs ddR Bl desl g s3| allclal MR Al
el GUAL sRAUHL A B.

UL AHIH el GUAL A A s .

1.
2.

Retet UR AAAL View 2uiall GUAL 53, (oA wslA 3.14)
ASell (QoS\Hi ollAell s AHR iy WAL BBSlotall GUAL 53, (3l sl 3.17)

AM (Zoom) : S\sYRoeHl HAA H(EARN o5 ¥ gl Hlal HE RBH sHIeSN GUADL sRAUHL A
8. Ul A Ale AwG w33 B ¥ Al sHIoSell WAUR HAL Slol UR aa B, AeA ¥ SlsyAeeal Mo
sl cutd ioll AR Ul ol M sHIeSN GUADL Sl HI2 View 26Hl WA Zoom HGL2et
WR A scUHl A B, i saltedl vus(Q 3.4611 e2llcall Yol Zoom SIAAL 6lls Bl

Zoom

Zoom to
200% Page width
100% Text width

75% Whole page =,

Percent: |110% =

Preview

AaBbCcDdEeXxYyZz
AaBbCcDdEeXxYyZz
AaBbCcDdEeXxYyZz
AaBbCcDdEeXxYyZz
AaBbCcDdEeXxYyZz

i ] AaBbCcDdEeXxYyZz

[ oK l | Cancel |

As(A 3.46 Zoom SLAAL GllsU
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%M SIAAWL GlsAHL SlsYRooll Mot Eullal AR RH Acet ellacuni wa B, Fal uugll

3RauUA Yy olecll Asla B, BH Adcls] HIU 251 (Percentage)Ml AUAML A B, uglanl

galcal Yy 200%, 100% 5 75% M UAE 53| st B. wl Rclaell MU M2 Percentage Wit

2slo] MU cull asta B wadl aul/datsl asia 8.

o Page width [Ascu ude sallell SsyRozs] BH Add Wetisll USSR tallotil AWl otssl
sl wUA B,

o Text width [Ascu urie saUell SsyRos] BH AdA AHl WA ARl USLOUSR tauloti]
Au{lal ots$l scuMl wa B.

e Whole page [AscU SlsyRozoll AL Ul AYel HIRA A& Slat uR g2l B,

o As Wlot UR Asl dy Uell AMAal HI2 Many pages eat UR (5As $31 yAAl AgjHl Wellsll
AvAl UE saMl AUA B. BeLeWL d3F, 23l Welloll urieoll scull Euwldl SlsyRoeall Eullal
ulslA 3.47H0 A AslA B,

Dr. Bapasaheb Ambedkar Open University ﬂ T —

Microsoft Word 2010

Learn easily...

Stz tme

(A 3.47 AQ Wt £20A A UsRe BH Adct

SLAAAAE s (Compatibility Mode) : HE5Ag2 Aol ool WgRHL tlottctetHl WA $15AH
A2 dS 2010M0 WAl sl 8. WSsAR Wdloll As2AR0{ €35 olcll gAML YuUIRL 52 B
dal otcl YAuRdal GAA ual 52 8. 6d, ddell %oll wgRul At A SIS 2R aASoll Melctat
UGRH WAl A B AR ddell sletell 2ug@ul Guaeu 3eclls QAN YA 2wl sLSAHl
A AR cop wdl astcl otell. 2 stotdoll A sal U WSS dS 2010 L UsiRe{l
$lEColl 2LEF2AGURHL [Compatibility Mode] WL £20Q B, Botl gll GUILsl RNl 2F B ¥ sleAMl
WAl WAl sl 2Ao1e adell ogell g iRl sRauul uc B.

AsuU (Ascu (Backup options) : HUEAlo (3(Fed 230 2ole sclHl A AR Aol dcHdl As
Hoccloll sIHO(R vlofl o 8. Ac sl 15 818 sRQUR B %31 Wlcll ot sl Al U] ofslel
Asg wd 8. adl, ecllsaur fodld sl gaedll ¥ gRetyds ald uslusandd wud AX ugl
o, 12U AUl HEA wedl ot Al aAscudl uas YFAA AHA 5N U B,
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HSsASe dS 2010 AUAA Asuu YAuloll Heeel 2 RAA Rl asta 8. WlEloll uuRloLd
HLtAM GURLA ot UAHA e s sRclloll Balal ‘AsuU 3 Bavatl A B, WSHA%
adui wadl Asuusll YlAu Gualatsdisll el oslR AQl slelldcll SlsYRoeall Wod (AR oA
AoLe 52 8. UsBUA YA AsYNo2al gjslol USIA dl L A B¥eAl SlsYNoeoll siset Yo Hdl
el A B, AsuU U2e] eUlel oflA %RUAA WAL iRl decl asta .

e File 2uHl WAA Option [AscU UR (As 5.

e Word options StAAL ollsuMl stelletigell AatcHl MUAA Advanced [Aseu uR As sA. wuell

ooy AACl [AsclHl oA W 531 Save [Qetdl 8lot U g2lldl. gl vusld 3.48.

Word Options L — . W e T — v W |-G )

General Save I
Display [] prampt before saving Normal template (i
Proafing [T] Always create backup copy

[ Copy remotely stored files onto your computer, and update the remote file when saving
save Allow background saves

Language
Preserve fidelity when sharing this document: ®] Chapter-3MicrosoftWord2010 |ZI
Advanced
D Save form data as delimited text file
Customize Ribbon S
Embed linguistic data

Quick Access Toolbar
General

Add-Ins i
D Provide feedback with sound

Trust Center Provide feedback with animation
D Confirm file format conyersion on open
Update automatic links at open

D Allow opening a document in Draft view

Enable background repagination
D show add-in user interface errors
Show custamer submitted Office.com content
Mailing address:

1

File Locations... ] i Web Options... ]

-

oK l ’ Cancel

L
—_— — — ——

ul{s[a 3.48 Advanced Save Options

o UL SLRAALL llsUHL MAA Always create a backup copy A5 ollsd UAE 5. M sl U2
AR Sl AoUs ScUML WA R Aol ASUU olsE WU daulR scllHl A B.

o %l A2db glL Sl vl Ml wll sl Al Copy the remotely stored file onto your computer, and
update the remote file when saving A5 ollsd UE scllell £ RAA SIS AsuU UQL dR
SAUHL WA O,

SlsHoe BorUs2? (Document Inspector) : HESAS dS 2010 &L Y3 wsaunHl uadl Sy
8orls2? Y[Aul glRl SIsYNoei GARAl g cAle@sAlRll wWal viotd HEdloll dwt 53 asta
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8. As » SlsyNoeall GUALL Asdl dy AWE &Rl US AsAl Slalladl $1RAL AHLA A el
SsyNoeal BAsBASAl Mo Wlol UR HsAAL USAL dl dud s31 Al %33 olal B. A2
BorUs22 Gl S\sYRoeoll duwM sal HIZ o(lA wQuact WLl Adl %331 8. Al sHSN Gullal
5cll Udcll SsyNozell AsuU oisct dauR 531 Adl Actsed 8.

R As5yNoeell AW sclell Sl A WAL
File 264 UE 3| Info AojMi WA Check for Issues 2ot UR (5AS 53

UM sl WAL Aofui Inspect Document ([Ascu UR (As wUl igld 3.49U0 galaaml

WAA SLACL ollsA 2wl

Document Inspector M

To check the document for the selected content, click Inspect.

Comments, Revisions, Versions, and Annotations

Inspects the document for comments, versions, revision marks, and ink annotations.

Document Properties and Personal Information

Inspects for hidden metadata or personal information saved with the document.

Custom XML Data
Inspects for custom XML data stored with this document.

Headers, Footers, and Watermarks

Inspects the document for information in headers, footers, and watermarks.
Invisible Content
does not include objects that are covered by other objects.

Hidden Text

Inspects the document for text that has been formatted as hidden.

Inspects the document for objects that are not visible because they have been formatted as invisible. This

[ Inspect ]’ Close

'S pr—

Nl%fa 3.49 Document Inspector staclaL ollsu

(AU e2lcal YHIBl SisgNoe 8rUs2R AWEL YEL 8 YUsRell AU sclloll YAul uyAA B.

AU 23 scll HI2 Inspect ¢eol UR (5As 53,
a§ SsyRozoll du s31 uReuM e2ladl. @ vusld 3.50u0 eallcal Yosolo] A& aub.
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Document Inspector m

Review the inspection results.

& Comments, Revisions, Versions, and Annotations
No items were found.

& Document Properties and Personal Information
No document properties or personal information was found.

& Custom XML Data
No custom XML data was found.

& Headers, Footers, and Watermarks
N No headers, footers, or watermarks were found.

& Invisible Content
No invisible objects found.

¥ Hidden Text Remove Al
Hidden text was found.

/iy, Note: Some changes cannot be undone.

l Reinspect ] [

(A 3.50 Document Inspector gl ellctaumi Ag uRLun

o URuUH eld B ¥ SAsyNoeHl UaA ARl GARG B. Remove All ¢leol UR (As 31 ull

AWRLA SlsyRoeHiell g2 531 asldl.

Al yould ustAl

1. WOUG clolldcll SISAML dAMIR ollH watermark 313 GRRL.
2. scHl 818 Aol gt Sl Al Ast YRl
3. dHdl si8dell Asuu sIUl daur e Adl A Az s2A.
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HIEs\se ASHL QS%Qcﬁﬂ DIES (Printing of Document in Microsoft Word)

S\syNo2s] QR (Printing of Document) : AR SsYAo2al Acl scUHL WA B RUR Aol AUS
8838 ¥ Aol Ball FAsAS AoeReU UR scUHl WA B, Hl2leldloll AsYNoeal R Ul Qo2
531 sl UR wuclell %32 Glell aat ®. sl UR ol SsyReea slSslUl 3y wWowalml
AUA B, SlsyRoal wiual M2 o2 ool wB2Ye Ultotoll GUADL scUHL WA B. SsyNo2
dar Uss atal olle Aol Qedlol HIZ o(lA WQUAA UdLEL AeltHl M B:

o s5YNo2 dAR 53 File 26Hl WA Print [Ascu UR A 52A. Aol [@Qscu 30 81-60§ uRell
Ctrl+P 2lles2-Sloll Gulol ugl 531 astd. wslQ 3.5140 €2cal Yool Print SIAALL 6lls WAL

Home Insert Page Layout References Mailings

|l Save

Print
Save As @
Copies: |1 .
[ Open .
Print
[ Close
Info Printer D
} \,0 HP Laseret Professional M121..
Recent Ready
Printer Properties
New

Settings

[5) Drim Al Pages v

Print the entire document

Save & Send .
Pages: i
Help Print One Sided -
Only print on one side of the p...
I Options Collated -
|3 Exit 123 123 123
‘j Portrait Orientation =
Ad -
8.27" x 11.69"
Custom Margins -
ﬂ 1 Page Per Sheet -

Page Setup

i weflen Prim eeu uz (B2e 23 Am Feeu 20
bl Gl v €l umidl 2uglR 3 00ml alay woes

Elmgilz Wlu 2T (Decument Properties) - i dlalsz 28 20000 Jauz 2wl sl
Ezudy 243l Badl Avaa w2 Sl dudlned Sl szami =l & adun
ez el (Eoucdl Fie 3auz (B2 22 il wps adlanl vl oy so sl seBa dla
Tooed Ar ctnengu Bonveel wieaidl®

el

23t Document Froperties
2oplEnl pula s Segfer Tl ool 203 wafe sl dydl wsas

docmmest)
et 248, o€l v (Tomd pages and wands)
e (Tom! adiing time)

» eacudewe e 24 321 (Tede 22d Tag)

» ol (Comment)

» 2wl 3 WAL (Aubor of documess)
wotll aby Bzl ¥iaw wiE Seow Al Brogenies [Fle Guz (B ol nmu &

445 ofe0 » s3% (=—0

> @

-

|-!-|

AUl 3.51 Print SIACAL ollsd

o (A 3.51Hl WA Print SILRAADL olsAHL AUUAUHL AL Print oleel UR (As saell
AsYNozoll A [Qoeell YdRuUlRA oNsayl WA Qo2 A3 scUHL A,
o 5122 RleM U Bl UAcl [Morell AEL Print weotoll o{lA Printer (Qewotl wucMl
AUA B. Bl w33 Qoeef ol e 531 Asta B.
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ude 53t [Qoerell clet@sdill tedal M2 Printer Properties (Qosell Gualol s3l asla .
[Qoz2ell cla@sdll e2liadl staclol dlisy uisld 3.52H1 A st 8. Al A «llu Al %331
B ¥ 5112U( Bordldt UAA Yoo AU Aol wL SIAAL slls YEL URL 88 o3 B,

¢ HP LaserJet Professional M1213nf MFP Properties

Advanced | Paper/lualty | Effects | Finishing | Services

Frint Tazk Quick Sets

[

Faper Options

Size is:
|.-’-'«4 ﬂ Cuztam..... H—

[ Use Different Paper/Covers

il

Source iz
|.-’-'«uto Select j
. 8.27 by 11.69 inches
Tvpe is:
|F'Iain Faper ﬂ
[v Show irmportant instructions Far printing on shart media Print Quality
|FastF| ez GO0 j
[ EconoMode
[May Save Print Cartridgesz)
(D]

I (] 4 H Cancel H Help

Ag(A 3.52 Printer Properties SIACIL 6lls¥

UL SLAAL s 611 Doz g1 GUAME AciHl ldatR slolne] s€, AL (Source), QlEatsll
oRLeltil Aol Aol UAA URLE 53] ASA .
Slsyotall sAl Uell Doz sclatl B doll (A€ scll MR Print SIAADL GllsUell Setting
(QewotHi WA Pages 25AlSUML Ulell ololR GRARAUHL WA B, dHIH Ulell Qo2 sal M2
Print All Pages ®2elall GUAL 531 sl B.

Slsyoe WUl (Document Properties) : HIE5E S 201041 daAR sl AUAA SlsYRoe
3ol [Qoldl Ancal MR SlsgRoe YUD3ell GUA0L sl QA B. File 26l UR (A sclell
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el ol wHRl sty ccdilol sYRoeoll [Qotdl AUl MAA sl B, Ul As olysalizu
(Aot usld 3.53u0 g2l ®.

P

Properties -
Size 52.1KB
Pages 1

Words 166

Total Editing Time 0 Minutes
Title

Tags

Comments

Related Dates
Last Modified Today, 5:39 PM
Created Today, 4:51 PM

Last Printed

Related People
Author

Last Modified By

Related Documents

Open File Location

Show All Properties

vu%[a 3.53 Document Properties
glanl eallcal Yool SlsgRoe YUEML SlsyRoesll Aol atuaddt WA Y3 wsai wa 8:
o SlsyNo2q] SE (Size of document)
o SlsYNoeHi WAA A Ulsll wal A€ol vl (Total pages and words)
o SlsyNozoll ARl $et UM (Total editing time)
o SlsyNoeo] 2Ny WA 20U (Title and Tag)
e ol (Comment)
o SlsyNoeoll AUl 52l ARlW (Document creation date)
o SlsyHoeHi BCA YRl sAl AR (Last modified date)
o SlsyNez Moe sl AW (Last printed date)
o SlsyNo2all AUS (Author of document)
o A ay (Aotdl lal U2 Show All Properties ([@As GuR (5As 531 sl ©.

Al yould usil

1. dR dolldd $l8cts] QoeuGe AL
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s A adHl el WaLsl (Typography in Microsoft Word File)

2l Wolgl (Typography) : HEsRASE dS Bal d YNAA/A GUAL sl A Al SlsyRoHl
GARAL ARl WaRloll el el UslR WA eallcl sl B, et el el UslRell 2SUSU
(Typeface), $lo2 (Font) Aol SE (Size) gl 1Y UL AS O.

AsUHLol EWlal YRl WA A 2ASUFU 3l o B, BHE, Times, Arial, Courier Ad\R.
UL 2ASUFA ‘Sloz’ iR AWAulLl Al A 5€ URAA B. AU WaRA (ltalic), Ulel WA (Bold) ol
1A Il uRladl (Underlined) wetAoll AHA Sloz AclHi 531 sl WeReAl 5Ea WSe2 (Point)
AsH GlRL Y SAML A B.

Slozotl 2lSUBA A YstAL adl asta : ARS (Serif) U AU ARS (Sans Serif). ARG YUsIRsll
NoeHl WeRell BSL UR 2§ Yol scUHl wAG &l . Times, Bookman, Century <dR ARS
YsRell Slog B. SlsyNe2e] Mol sRclle] Sl dl AUl YsRoll flo2 cldcldl dy UM W 8. FU
QUMD Sansell A B ‘<R, AUl ARS Soe Y2etot cdRell Slo B. Arial, Verdana, Helvetica iR
Aot ARS UsRell Soeoll GelERWL B. SlsyRocaul s Ul HRZ UM A ul YsRell Slozall
GUAdL scllHl WA 8. s 3.54 ARS Wl Ul ARS USIRell Hlozall GeleR0L £20A B.

Microsoft Word Microsoft Word

AR Slo2 Ao AR Hloc

AUg(d 3.54 AR Ul Al AR o2

fo2oll Ala@sd (Font Attributes) : SI53Ro2Hi GARAML WAL Slooll Uas Ala@sd el

SlsyNoeal wists olotlcll Astd B, Slozoll upll YRAuRA Roleti WAL Home SOIHI AMUUML

AUl B, du YAl AsAUA Aodal U Font SIAAL Gllsoll UL scUMl WA B. Sloe

staclol ellsy Wietal 1R o{lAo{l Aol Guallol 53l asta B.

e Home 20l UR A Font YUell ollagHi wWAA olzel UR (5As 5.

o Sl-oll§ uRel ctrl shift F $l eadlal.

o gl 3.55u0 gallcaul Ywolo] Font SIAAL GllsA glol UR Y saUlHl wdd. ‘Slo2’ slAAL
sl Guaed YAudlell agl oA wucudl wcl B, wgl A e W 3l siAAWLL
sl SlEURL WUUR UME 5cll UBAL SIsYNoeHl WAA AWML UE 54 %37 B.
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Font : ([AoS1y UREol RReHMl GUAoU dMIH Hlo2otl oltd L QU SIGel Aojl UM
Al B, UG Hloz UAE scUMl WA R Preview (AGUOHL olyoll d3¥ wucuHl wAA
AR A YUslRell R gl e2ldcuMi WA B. Times New Roman, Arial, Callibari, Verdana
AR Hoeell 32ctis YARAA GeleRwl B % Al ([AQewdtHiell urie 53l asta B.

Font Style : U 53 el Al vedal 12 2wl RASAA sl GUADL scUHT A .
L QewotHiell Bold ure salell A el olotlcll AslA & dal italic Aol urieoll ueRAa
AR wolld B, Hloe wRASAoll udeollell ueRl taulatisys ol & U AuHeA A s 313
GRARAL AulRlal Aofl AU AUAHL A B.

Size : &Rl $E olssl scl HRZ L (AscUsll GUAL scUHL AUA B, AHA A ollns wa
UHLA AR Asollonell Wetol eallaal M2 el el € UE salMl A B.

Font Color : U¥E S A&Rlell L Hedal HIZ o2 sER ([Ascu GUA( B. o2 s QU
SlBet Noj UR (5As 531 wasQu 200el uedll Aol asa B, dal w AAHL AUAA WL
GURld dy AYs Anddl {2 More colors [As GUR (As Ul 531 aAsla B, wSl A Al Aw

%33 B 3, 0ot WaR YRl SsYAozal SOl GUR wiucl H2 AUl WA scRk Moz &g
%331 B.

Font Adyanced
Latin text
Font: Font style: Size:
Times New Roman |Z| Regqular 11
- |0 -
Tralic 10
Bold b b
Complex scripts
Font: Font style: Size:
i +Body C5 |Z| Regular |Z| 11 |Z| M
h Al text I
Font color: Underline style: Underline color:
Automatic E| (none) El Automatic -
Effects
i
[ strikethrough ] small caps
I I:‘ Double strikethrough D All caps
[ superscript ] Hidden
i || subscript
Preview
|
Sample Gelerol
This is the body theme font for Complex Script text. The current document
theme defines which font will be used.
Set As Default ] i Text Effects... ] [ 0K ] i Cancel

As(d 3.55 Font SLAAL 6lls
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Underline Style : UdE 53¢ cvllalell oA el el usiell clél sral 12 a [Qscu Gyl B.
oL 2oElefl o{lA (Words only), @l sold, 32 adR ysiRell eSSt Al u QU SIGat
Aojuiell ule sauml 2 8.

Underline Color : GIWIRlal AUCUH] MAA UoSAEololl 201 URE scll HZell UAR Ul QU
SIGat Noj UR (5As 531 vlcll asta B.

Effects : UME 53 AWLRlal o{lA sRUAA AU Al sl & -

Strikethrough : A&t UR Sl A2l sal 2.

GELSRWL : Mieresoft-Werd

Double strikethrough : A& U A WSl Al sal Hi2.

GELSWL : Mieresofi\Word

Superscript : WaRlal {ldlell Asi GU cutal HI2.

GELSRMQL : 19, 2™, 3¢, X?

Subscript : &Rl 8l st GUR cval H2.

GELSRAL : H,0, X,

Smallcaps : dHIH A& 3RcHl dral HIZ. UBAl HaRk Alst Hlel seoll ewld. GELsRWL:
MICROSOFT WORD

All caps : dlMIH WA 3Q2cMi ealcal M2, BELERXL : MICROSOFT WORD

Hidden : UE $C AeRlal Aa2A Glollalall 2.

‘B2’ SLAAL GllsUHl BUAS (AsEW Font 201 8601 UMl il B. Aol cllgHl WAL Aot
As 20l Advanced UR (A5 scllell slAAL ollsuall Bullel Ais(A 3.56 Yoxolall 2uuldl.

o . -
Font Advanced
Character Spacing
Scale:  |100% =]
Spacing: | Normal E By: =
Position: | Normal E By: =
[ ["] kerning for fonts: < Paints and above
(|
Bl | OpenType Features
Ligatures: None E|
| Il
Number spacing: | Default E|
|
Humber forms: | Default E|
Stylistic sets: Default EI
D Use Contextual Alternates
Preview
Sample GelszRl ‘
This is a TrueType font. This font will be used on both printer and screen.
I Set As Default ] l Text Effects... ] [ oK ] [ Cancel ]

ULg(A 3.56 §loe SLAAWL GUsAML WA Advanced 261
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e Scale : UdEe $¥Al WeRlll USlOUS cedal HIZ B [@Qscusll GUAL scUHl wA B.
YdRulRd A Bctoll Bud 100% Avadl wAdl s 8. Aol ay Bud weRlel uslous
Atll? B AR AottYl el (EHA MeRA AlsSL (narrow) ololld V.

This text has 1502 of Scale

This text has 100% of Scale (Default)

This text has 50% of Scale

Alg(d 3.57 watAal UMl WAE B
e Character Spacing : UdE S Rl cRAo{l wRul Bl sal HIZ Al [Ascusdl Ul
sCUHL AUQA B. Al QU SIGat Aojui 2@ Vel [Aseu Guateu B :
e Normal : AU&A A Yd@AURd o2l (AE2 52 B.
e Expanded : &R clRA AHAY dy xUsl [T 52 B.
e Condensed : W& A AHAY] W ol (AE 52 B.
o A [Ascloj GeleRWl oflA (A 3.58M1 UM W] B :

This text has ‘Normal’ character spacing

This text has ‘Expanded’ character spacing

This text has ‘Condensed’ character spacing

Ml§[a 3.58 Character Spacing
AWRLell U WEACA (Change Text Case) : SlsYRo2Hi GAWIRL GRRALY oAl GILE $AURS Aol 3
GRed/x A weRl) dedaloll %32 U, Ul AHA dHIH dvllel £2 531 531 GRARclloll HeatdHiel
Ul HI2 HUPslAge dS 2010 Change Case oltdoll YlQul Y3 Wd B. Change Case Noj Home
SOl AUAHL AR 8. SlsYRoeHl GARA ALl 3 ¢ledal M2 L AoiHi WUAUHL AUAGL
UR [@Ascu ol Aol usld 3.59u0 e2iad B -

Aa~| =

11
Il
]

-
3

Sentence case.
lowercase
UPPERCASE
Capitalize Each Word

tOGGLE cASE

AUlg(A 3.59 Change Case Aol [Ascu
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Sentence case. : UME S AWIQHL €35 cllseloll YUH HaRa 32c oletlaal HI2.

lowercase : UAE $CA ABIRIHL dAHIH WeRlal JUA olollalall HLe.

UPPERCASE : UE 53 AWML dHIH AeRlal 3Qed clellalal HL2.

Capitalize Each Word : UME $C¢ ABIRHL dHIH AEloll YUH AetRal 3[Qed clollalall HIS. (Rl
yYsiRal 2lfed 3 31y uel ol Hl U )

tOGGLE CcASE : UE ¥ AMIRHL dAHIH AGElll 3U olecal H2, A2A 3, 3Rect uaRa
Bl U A ARl 3ec sloticlal 2.

AR JUoll GelgW oA vusd 3.60H1 elAct B -

Aotod 35U :  The quick brown fox jumps over the lazy dog.
ARMR 3™ :  the quick brown fox jumps over the lazy dog.
AUR 3 : THE QUICK BROWN FOX JUMPS OVER THE LAZY DOG.
2lf2c 3™ :  The Quick Brown Fox Jumps Over The Lazy Dog.

2LA 3 : tHE qUICK bROWN fOX jUMPS oVER tHE IAZY dOG.

z»u.g,[?t 3.60 Change Case

25ee SlBCAUB(3aL (Text Highlighting) : 32cllsclr SlsyReeHi AR AWlBl dYy Hecclo] dlclloll 518
ysl@d (highlight) 524 %33 olal B. slfclife AN AWl SlsyReeHi Ay tllolisds ol .
SN2 dS 2010 AR el el 201 glRL slfcle sclloll YAul Yy wd 8. cdviga
SlClSe scll MI2q] Text Highlight Color At Home 261 UR lUclll ued] 8. Udedloll AwIgal
slsclge sall 2 oA RUAA Udletial UajUR:

SIsYNoe i AUAA AWIRL URE 53,

Home 26 UR MAA Text Highlight Color @At UR (5@s 5. el 20N Hclq Nof YA %A
wsld 3.61

NAojuiell 201 urle 53 GAs sRaell URie s AwiRlell wen a 9L glaaiil sl

AsAlR AUUUH! WAA slFASell UUR olloE sal M2 L Aol MAA No Color (Ascu
UE salMl ud B.

Bl AWIRL URlE sAl R slAlSe A glRl DL U”E sallHl WA dl R Ul ude salMl
Uldd dHH AL A 3Ll GUDL 531 slSclse sallHl AU B, L (bl wesiadl HI2 Esc Sl
galcll asta & wadl slfcllese Aojuiell Stop Highlighting [AscU Ule Ml wd B.
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il
|

| | s

M

.. m
HER

o Color

1=

ALg(A 3.61 Text Highlight Color
dxdl yatld usill

1. dA delldcll Sl ARl Sloe “Tahoma’ AW
2. dR olallddl $IScotl 518 As $52Acl SAR AL AL

s asHl $5Ue{l dlsclll (Paragraph Formatting in MS Word)

$5210{l J6cQl (Paragraph Formatting) : SlsyRe2Mi GAREAL $52U0{l dlscll H2all (AAU & Home
26Ul AL Paragraph UMl UMl el B. 2sQ 3.62H1 Home 261Hl WA Paragraph YU

gl B.

I
Il
il
-
1
4
4
4

Paragraph u

Ml%fa 3.62 Paragraph Formatting

Paragraph YUHI WAA MM A, doll olld wal GUAL WA 3.4 HI AUM] el B.
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WG Slot ol Gualol
Bullets sHRASA A€l GRRal HIZ L [AscuUsall GUadL scllHl A B. Al A
= . oleotoll ollyHi AAAl dlRell ool U GAs s3l awelsll wwon
gallatcMi wldolR [Rauell urie 531 sl w2l sl 3.63
Bullet Library -
oo 0 W %
Document Bullets
- - ©00.
Daﬁn; VN’E\VN Bullet... ’
g(A 3.63 Bullets
— Numbering  $(s A€l GRRal HIZ 3l (Ascusll GUADL sRcUHl WA B, wl A
2 .
i— 7 oleatoll oltogHi Al dlRell Rauell U GAs s aelsll win
gallctal Ml wldalR s URle s3] sl w3l slA 3.64
Numbering Library -
|1
None 2 2)
3. 3)
I A a)
I B b)
. c c)
b: :I.—
Document Number Formats
1. a.
2. b.
3 [
Define New Number Format...
%{l§(a 3.64 Numbering
— Multilevel  A$ $cll dy R (Add)oll A€l SlsyAeaMi GRRal H2 l ([Ascusl
d=—

list

GUaoL sRcllMl A B, Y& (Points) el Nel&lAl (Sub points)ell
Uelajs(ls (Hierarchical) ALl GRRAl M2 l A U Moccle] B. Y&l
U Vetyaloll I YscHl BldalR 3is ¥ [Rauolloll uieoll w2 2
actoll ottogl AAA dlRell Rauell UR BASs sauHl WA B, A wusld
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U S\ot ollH Gualol
3.65

-]

Current List =
1
a.
iLo—
List Library
1) 1
None a) o
) ——— 11—
- Asticle I Headin | 1 Heading 1 —
> Section 1.01 Hea | 1.1 Heading 2
8 | | (a) Heading 3 1.1.1 Heading 3
-
<= | change List Level 4
Define New Multilevel List...
Define New List Style...

us(A 3.65 Multilevel list

Decrease  $52loll dAMIH MR [AEA AR stell s WASA H2 Al [@Ascusl

-

al Indent Guallol scUHl A &,

o Increase §52oll AHIH WL ARl Ad? w¥HRIl s WASAL HE2 U [Ascuddl
e Indent Guallol sallHi A B.

% 1|r Sort 2olet a3 oUscllAAl HBElA sHolg sal M2 il [Ascusll Guzllal

sRCAUHL WA B, Al A sleot UR (As sauell wisl@ 3.66Ml e2idd
Sort SLAAL 6llsU % SRAHL AL

") Descending

|Z| Type: |Text El (@) Ascending
EI (@)

Using: |Paragraphs

|Z| Type: |Text EI @Asgending
EI (") Descending

Using: |Paragraphs

|Z| Type: |Text EI '_:D:_Z'Ascending

Using: |Paragraphs El () Descending

My list has
(@) Header row () No header row

s 3.66 Sort SLAALL Gl
UL SLAAL sAUHL AUACL Sort by LU SIGel Aojiell B MRl sM0ls
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U S\ot

allH

Gualol
sclloll 8lA dof (365 Ue sraUML WA B. Ascending ([AscU URe
scllel el Al sHHL dlscll 2slA © el Descending ([Ascu
HIRAA GRdl sHHL 206Q B. Then by [Ascusll Gudal 531 Asell ay
tcRe] (multi-level) AL Aol asta &, Aed ¥ yun (desui Amlsl
wldcl WA 1R A uglott (esell Ml R Aot srauul wad
8.

iy

Show/Hide

SlsyRoeHl Bl sl awad USslAse af Joud HEAl 2uuel
3Rl WofAR dMsacl H2 AMlal A dedls colefe AA GAR B.
Ul wololl GUAWIU Al R el el UslRell colefe AU A
AslaA . GELENU ¥ ol RUU) HIR2 2U§ (Sl2) dall 260 HI2
{lRell Qauell eallatauni 2 &. wel A ol Al %33 B ¥ SlsyRoea
Ul awad wl G2l sl uR ealctatHi uadl «tell.

Align Text

Left

§52oll MM VIR 3Rl Aol Sloll Ry ollscal M2
oleatell GUAOL scUML WA B,

Center

§5Aotl AHIH AWIR 3cARell Aafitllal A dsdal HIE il ¢l2atall
GuAldL sclHl wa 8.

Align Text

Right

§52cll Al AW 3Rl Wofitllal MRl dR% ollsclal M2
ol2etoll GUADL Sl WA 8.

Justify

§520ll AMIH AMIRlAl 3ol Aorulal Sloll M wHRl il dR$
AUl ooaul AV s calall HIZ uL oleotell GUADL SAUHL ALA B,

e
1

Line and
Paragraph
Spacing

g5AML AUAA AR cAell w22Ule] (A2l sal W2 ul [Ascusl
Gualal sl AA 8. YdEulRd Ad cdat ol Bud 1.15
Al WA 8l B. dAal Rold AlgSet {1oL sdaltml WA B. §52Asll
Al a2l ol el W2 w Aouiel 1.5, 2.0 ¥ Adl ay Bud
URE sRallHl A B. g5Aoll el %€l olsarl U2 ay ([Asedl Andel
Ul NofHi WAL Line Spacing Options... [Ascu U GAs sA. usld
3.67H0 glcaul Yo¥oloj Paragraph SIAAL sllsd glall HAOA.
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U S\ot ollH

GualaL
Par;graph — m t 28 |
— - — oy
General
i Alignment:
Qutline level:
f Indentation |
Left: Special: By: I
|| Right: 0 = (none) : | =
l Mirror indents l
I
' Spacing I
Before: Line spacing: At: |
After: 0pt E Single :l E '
["] Don't add space between paragraphs of the same style
|
Preview I
TEI S Tt Same e Semt Toct T Toek T Teck Sume Tor Feme Ton Tenie Tt I
Samgie Taet Samzie Tt Samae Taxt Sampie Taxt
U
Tabs... ] I Set As Default ] [ 0K ] I Cancel ]
= ~

AUg(A 3.67 Paragraph SIAAWLL s
UL SIAALL GlsUHL WAL Indentation (Aetdtell Heeell gsyAHL oA
%RUAA dNscRlal UE 53] AslA B -
Left Indent : $52o{l M LA sloll wgetl silR2uell sHell dRs
HASAl Ml
Right Indent : $53Ao{l dAHIH lElRAA wHR wiogetl siRu stoll d2s
HASAl Ml
Special :
First line : $50o{l 1oL yaH ldlal stoll ouogett silRauell sHell dRs
WAl Ml
Hanging : $5lo{l Y Ratatell dmd dllAa stell ouegett silRauell
wHR(l dRs WASC HIR

Shading
&y -
—

§5Aoll M AWl ASAUGBSHL 201 YRell HIZ 3l [Ascusll Guallol
scMl WA B, wl oeetell cyHl wAd dRell Rl u Gas
sallell yetdl Aojui wals 200 glaatil WA 8. ol uUslQ 3.68
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U S\ot ollH

Gualol

Theme Colors
H EEEEEEN

Standard Colors
[ ] | EEEEN

Mo Color

i More Colors...

AUg(A 3.68 Shading Aef
Aojuiell slgugl 2wiell udeoll sauell A 20U ddulet g5t
A5UGSHL YRelHl WA 8. More Colors... [Ascu ude 3l ay 2L &
Aotl ASs Ancll AslA B el No Color [AsCU gl $53Actl A5UGSH
GRRA 0L £ 53| AslA B,

Border

Ude 5l $52ell uepuy oll§: ealcaal Hi2 i [Ascuddl Gualol
SRCAUHL WA B. Al A oleot glRL VlAalHl Aleld Rof 2us(A 3.6941

Bottom Border
Top Border
Left Border
Right Border

i No Border

All Borders
Qutside Borders

= Inside Borders

Inside Horizontal Border

Inside Vertical Border

: Diagonal Down Border

:  Diagonal Up Border
7= Horizontal Line

E‘ﬂ' Draw Table

[ view Gridlines
m]

Borders and Shading...

galcd] ®. sl 3.69 Border Nof
ulglAul eallcal Yol UAE 53 $5A ¥ 2ol el el UslRell cll§R
WA ealcdl astal B. No Border [Ascu $5Ax WA S £ 52 B.
g5l UR dRgell cll§ WA e2lclal H2 Al Borders (Ascusll Guallal
SAHL UA B,

CCC-BAOU and CCC+
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HSsAse adHl 2utell olsal (Tab Formatting in Word)

2otoll ollsall (Set Tabs) : 2o’ Ave A URYUl ARl Wl B. SlsYRoeHi GARCUMI
otk Hedl 2uctoll B Glell deiraz GRRals{l 8lat uR 2ololl dllsael saHl wa B. U
UGB A o2l A Yol 3R Aol UR 2ot dllsctallell sARal Sl-6ll§ UR wAd 2ot Sl gt Al o
A WUlel U A8 S AslA B. (A wslA 3.15)

HESHAS2 dS 2010 WA UsRell 2otoll YAul Yyl wd 8. 2otell YsR oledal H2 af (AoSui
Al SRR A 3cRell B Sloll ool Aol HIBUe{l (BAS dUAUH AUA B, HSFHASS ASHI
Guaoy 2uall ollM, GUAoL U BELEWL o{lA Yol B :
1. Left Tab: 3l UslRell 20lell GUAWIYU vl 2ol Uell 1Rl olley dNsctallHl A B. BELs
a3,
Hello Friends
This is a demonstration of

Left tab stop.

2. Right Tab: 3l UslRell 20lell GUAI cdvlilal 2ol Usll stoll ol oNscallHl WA B. GelsWU
a3,

Hello Friends
This is a demonstration of
Right tab stop.
3. Center Tab: 3l UslRall 2ol GUAL AMIRl 211U R 3 A JlA slsclcHl wa B.
GeleRel 33,
Hello Friends
This is a demonstration of
Center tab stop.

4. Decimal Tab: il 26toll GUIL WA 53l uyRls Avauzll GRRAl M2 sRcUlHl WA B. il 20lall
Gualotell GRRAMl Alcollk dHid HyRls Avaulle] eaial Ra Adet A olscll asia B.
GelsQ 33,

12.34
12345.67
0.1234
-5.234

5. Bar Tab: 3l 26l gl S15YNeeHi A el a2 el Aldl ealciaumi 2d 8. dvuga Gell 2l

A AWAIL AU HIZ WL YSRall 20iell GUADL scllHL A 8. GEleRW 33,
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This is This is

First column. Second column.

SlFURL 20l £R scll M2 3R AlEel UR Al 2ololl [alellal 3cRell 3oL sauul wa B.

HSsASe dSHL Gl Al AlSaL (Borders and Shading in Word)

ol§2 Al AS3L (Borders and Shading) : UME 5 $5Aal 61§ Ul daUl Aol ASUGeSHL 201
YRelloll et UG 2010 AE oLl Al L MR Home 261 UR WAL Border ¥l Shading Rojsll
GURADL sRalH AUA 8. 6ll§R Aal Ao A ay (Ascdlall GUADL 5cll HIZ Home S6HI AACL
Border NojHi WIAA Borders and Shading... [AscU UR (As s, M sclell augld 3.70ul ealcal
Y ulo] Borders and Shading SIAAL 65y WAHA.

' T — @ |
Borders and Shadin uﬁ
(I aseall =« & o . s
Borders Page Border | Shading |
Setting: Style: Preview
‘ ‘ - Click on diagram below or use
None |?| buttons to apply borders
............................................................... - "
7 R — §
Shadow I
i : U
Color : :
3-D
L - Automatic IZI i
it ERE
| w & @ |
Custom 1% pt
muw Apply to: f
Paragraph |Z|
.
| Horizontal Line... [ oK ] l Cancel l
M A

ALl 3.70 18R wal Aol

Border and Shading SIRLAIL 6llsd AQL UOLHL AdUAG B:

1. Borders: 3l (AR G121 $5Aal Box, Shadow el 3D UsiRell oll§2 wuUl aslal ®. cll§e{l el
o€l Al Ude sal H2 Style tllsuell GUAL scllHl WA B, ll§Rall 01 Ual USOUE URLE
sl U2 AaisN Color A Width JU SIGel Aofoll GUADL 531 AslA ©. Ude st ll§q]
yalladset Preview (et 53l asia .
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2.

sl 3.7140 Page Border 20l £2(lcy] .

Page Border: Y@l Wetial oll§2 wlUcl M2 Page Border (Aedlsll GU0L scUMi wA B.

Borders and Shading m

Borders Page Border ‘ Shading ‘

Setting: Style:
-
Mone |f|
i
Box
E‘ Shadow e
D Color
3D
Automatic -
Width
z Custom | |31pt =
wan
Art:

Preview

Click on diagram below or use

buttons to apply borders

e ¢
E soeee
Apply to:
Whole document E
o

oK

| {

Cancel I

—
e
AN
PrE -
Augld 3

I
.71 Page Border 2l

WS[AHL B\ sl B 3 Page Border 2oiHl WAAL (AsEU Border WMl AAcl [Ascu Bal % B
UR Al 26Hl AUQAA [AscU L Ulatial AR 52 8. L GURAd 2l [QAetdtMi Art bordersll [Ascu
WU AHL wcll B Boll iRl Weatial 32clls wists ol§ wdl st B.
3. Shading: Border and Shading SRAAL ollsdHi (%l (Aewdl Shading ® Bell gl 52Ul

A5G HL 0L Y3 asl B. g 3.72H Shading 2ot e2lc B.

Borders and Shading

e

Borders EageEorder| Shading |

Fill

Pz

No Color

_| Theme Colors
H EEEEEN

Standard Colors
] EEEENE

No Caolor

i# More Colors...

Preview

Apply to:
Paragraph

Horizontal Line...

OK

CCC-BAOU and CCC+
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WSslRge ASHl gAY al RIS (Bullets and Styles in Word)

oAU U oleFaL (Bullets and Numbering) : A€l dauR scll W S\syNozoll UAHL UQ AUHLIAU
5l 8. WgslAlse d 2010 A ysiRell Al dar saell Yu Y3l wd 8: s1RAsd (Bulleted) Al
sMs (Numbered) 3 oial UsiRe(l at€l QA Ml et 3.4H1 vl 2l B.

Home 261 UR WA Bullets Aojoll GUADL 531 5HA3 ALE] dauR 531 st B, w3 wisld 3.63.
Ul Aol wAct (el ay ode Ancdl H2 AeHi WA Define New Bullets... [As U Qs
AUl astat, wH saell ol wus@ 3.7340 €20t Define New Bullet SIAAL cllst 2Ll ojAd2oll
Rauell d313 ay [@sedl Andal M2 uL StAARL GlsUHL UAAL Symbol 6lzel UR GASs 5A. usld
3.7441 gallcal Yool Symbol SIAAL st WAHA B el YEL Slodoll USIR UE 31 AMl wAd
uas (Aol Ul 200 [A2ellell Gual ¢Ae 3} 53l astal.

Symbol &Ii:_hj
Font: Wingdings E
50| GR|Rejetro2(ie| |+ |+ |O|C|0|® @O = O|A |+ *
L AE 3E JE-3E:IE-g Rep=g RodDiiie 4 () HALCA T CI O RISy
ST O P |G e %2 F 2| XE S| /K delBe
QE@R < » |Alr @20 0> MV R AL v|e
DA VR AN 20 B[]S u]e]e %
REIEE o
| Recently used symbols:
Tl e[se sl ]=[<[=[ ] [o[u]u[p]x
Wingdings: 183 Character code: |183 from: | Symbel (decimal) |z|
l oK ][ Cancel ]I

?J{L‘g[a 3.73 Define New Bullet

Define New Bullet ? =
Bullet character
symbol... | [ powe.. | [ Fort. |
Alignment:
Left [~
Preview

sl 3.74 symbol
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Home 2 UR A Numbering Aojoll GUAL 53| SlsyRoeHl sMs at€l GAIL astal 8. Al A
sMls AElMl AUAA AHIH UBloll 5Ho] Bolodd Mol S B. sMls A€l GRRlell At 2uc 3.410
galacll ®. g wislA 3.64.

aSoll SlsyRoeil sMs AlEloll YAAUIRA {5l oecll astal B, Ul MR Numbering Roji A
Define New Number Format... [As U2 A5 53l wg[& 3.7541 e2lacuii #AA Define New Number
Format StAALL cllsd VIl astal ®. il SIAAL GllsuHL el el USIRaAL vislell GUAL 53 508
ALl olollcll AstA 8.

Define New Number Format l @ -5

Number format

Number style:

1,23 .. > ‘ Font... |

none -
L1, I, ... E 1

Iy i, il e

AB G

| la. b c ..

1st, 2nd, 3rd ... -
Preview

[ oK l ‘ Cancel |

Ag(q 3.75 Define New Number Format SLAAWL clls

As yYsRell aelMl ofly a€lall GuAL UQL A% B B Multilevel list ¥ OHaAHL WA B,
HAElAdd [Areoll sl sall ViAol HUEAl 2us(A 3.75H1 UMl wdl B.

RISA (Style) : HIESSAs2 A 201011 cwla SIEat uucllell uas At Gucto 8 Aoll (A
AU URAA AN, cAldvRs sallell £xctiasl Bsudl oleticial M2 asHl dedis daur SEal
Ul Gudot 8 Fal RASA d3F ol uUa 8. RkIFcsll Gulol sl SsyReHl uAA
AR AL H3alA wal As UVl Al SHEaL 2l st 8.

Avel AUl asta A ysiRell €l A€l @ITA Home oMl wUclHl el B, B vugld 3.76ul
gallcl .
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s
naBbcend | Aasbcedd AaBbCc AaBbce AaB
T Normal No Spacing  Heading 1 Heading 2 Title
AaBbCcl AaBbCcDd AaBbCeDd AaBbCcDa AaBbCeDe

Subtitle  Subtle Emp..  Emphasis  Intense Em Strong

AaBbCcDd  AaBbCcDo A2BECcDD AABBCCDD AABBCCDD

Quote Intense Qu. Subtle Refe... Intense Ref. Book Title

AaBbCcDd

7 List Parag.. 3
Save Selection as a New Quick Style...

=) Clear Formatting

4L apply Styles

gl 3.76 Style
GuAdLsdl Wdllal Aefsn Al olcll RS ULl dark 531 2¥ B, Ue sl WAl RASeAML
%8R scll M2 Home 264 UR WAL Change Styles Nojoll UL 831 asta B. el yel usRell
$eclls YdlBld e ctoll GELERQL 261t 3.5HT AUAML el B,

rIgd GeleRul

Normal The quick brown fox jumps over the lazy dog.

Headingt The quick brown fox jumps over the lazy dog.
Heading?2 The quick brown fox jumps over the lazy dog.
Heading3 The quick brown fox jumps over the lazy dog.
Heading4 The quick brown fox jumps over the lazy dog.
Heading5 The quick brown fox jumps over the lazy dog.

Title The quick brown fox jumps over the lazy dog.

Subtitle The quick brown fox jumps over the lazy dog.

Subtitle Emphasis  7he quick brown fox jumps over the lazy dog.

Emphasis

Intense Emphasis  7he quick brown fox jumps over the lazy dog.

Strong
Quote The quick brown fox jumps over the lazy dog.
Intense Quote The quick brown fox jumps over the lazy dog.

Subtel Reference THE QUICK BROWN FOX JUMPS OVER THE LAZY DOG.

Intense Reference T7HE QUICK BROWN FOX JUMPS OVER THE LAZY DOG.

Book Title

List Paragraph The quick brown fox jumps over the lazy dog.

2ud 3.5 el el uslell RSe
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A3l yaul ustl

1. R ool Aell SISAMD AMHIRL FUHML AL $Ral claus Ul aLEl oAzl g2l
2. dHFL SlEScoll AvMRlal Justify AN WL
3. oAz d3} 58 RUONA A dAHIRL AUHML WAL SRl cls Ul ALE]L tlaill.

HSHAS2 dSHL Rt 230 Y25l Wl UL (Graphical Objects and Charts in MS Word)

R 230 Uesl (Graphical Objects) : ‘W5 (A2 6212 AGEL HRAGR S B A sdald AU el o
8. Al Nl AMRlell clidatell (A5 R Bslacls] ay Ude sl sl 8. At 230 Hiedl
GRRalell SlsyNozoll HBAUMRA UA 2sHsdl auldl asia B, WSHAL dS 201041 ULl
ysRe{l RoUeHs 1B GRIL astal B, Foll QA ol Astt (Qewdti HBA vuucuHl il B.

1. Picture: 3l (AscU gl $IA W3 AYs

Clip Art - X
sclldl B SlA Aal Rl gxclawsul rhf -
Animal Go
GAJl aslal . Insert 2{Hi WA Picture resultsshoumbe: |
. All media file bypes w
O{aoi u? @8 U{Luqt?ﬂ SL&SC’l Q—C{aa Q{Dl[éd [ tnelude office. com content

R G asia B, ull wusld 3.22
uglAnl eallcadl Yol Insert west UR (A
sclell  wde sl Roal SlsyRoeul
GRRAUHL A B.
2. Clip Art: HIS5se af 2010 decis darR Le\w
RAAl AW wgA B Fal AUME -
AAR (ClipArt Gallery) o313 ouicalMl
A 8. Insert eol UR WAL Clip Art ®eat

wR (As 53 GAusé AAI Wl asia B. S
A seledl wugld 37740 el Yol
al (@QeSloll gl ouy GAUME AASL (A 3.77 BAuE AL

VIlCLaLHl LA B.

SAUUE AAIML WA Search for ollsuHl Sl-a w3 2Ace cwclHl WA B, % (AU sl
RAA 2URA %32 BD. Ul WU GELW dl¥ Animal Ace Al A2 8l ol B. BAUME
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QAR Gudsd Yl videtl RA wslQHl B sl B. sleugl A UR GAs 53 Aal SlsyNeeHi

GRSl asla B.

3. Shapes: HIF5MS2 oS 2010 Aals UsRell WSR SlsyReeHl GARclel yAu wrd B.
SlsyRoeHl ¥ UG SR GRRA dlA A U sUR AVl Insert 20Ml WA Shapes Weot UR
A5 sl WA B, wslQ 3.78M1 galcall Yool als SR Nofoll (Ascl 23N galctauni

uld B.
’ l—l_j—) T smarthrt . Hyperlink =
jillj Chart A Bookmark =
Shapes |
- iag+ Screenshot = | |'#) Cross-reference #

3

| Recently Used Shapes
E\NOooAL1LLd 6
CRRRASE N1

Lines

SNSNTLL T RATANNG S

Rectangles

I B Y [ I

Basic Shapes
EOAMOALCTODOO®®
®LOUOr LyHOga
= OIS ESEREORVEENE e J Q=R
R S

Block Arrows

24T OTELPR IS
§SunosD>BE IS
Béa

Equation Shapes

b= R ==k

Flowchart
onCOAN®B E ¢ AVED
Q8OO

| Stars and Banners
DU ACOOOOHH S
I aw F oo

[T P——

ugl 3.78 [QQYU 2ustR

SlsyRoaHl (AU s GARAL Mol UdLAl ol Yool B -
o AslA 3.78M0 wAA AogHidl 2R Ude 53| Aol UR (As s3A.
o SlsYNoeHl ¥ WUl AUSR GRRA B Ul HBUo] W2 AE ¥ FOL 8.

o AR GARACl Bau yIl sral Wiz (As LSl €l SlsyRoeHl wsR GRRAAA Aol HAA. %A

sl 3.79
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GRRAL AlsRe] $€ Gledal MR Aofl BogolleyHl WAL AFE Wiall ABe WSoz UR HIGUsl
Weoe? odd 39U 831 asta dal Yol 20ttt ABe WSozoll Heedl 256l AcllHi 32512 531
st 8§, dlal 201gf ABe W2 BSRA AJuUsR ¥ccll (rotate) HIZ GUAHL AciHl w1
.

Aulg(d 3.79 ALe Wezn
SmartArt: QUL ot 8l Acll (non-sequential) Y25l SlsYNoeHi GARAL HIZ HSHAN dS 2010
WE-E oA AWAHLAL AN YR WS B, Ul AUSRUL cvlgl ugl GRIL asta 8. Insert 26iMl
WAL SmartArt ¢eotoll Heel el YEL USIRall S WIE SR U] SIAADL ollsy Wil
AstA B, gl 3.80H1 alcaul Yool 331 e e UE 53| Aol SlsyRe2Mi BRI st B,

Choose a SmartArt Graphic

3% Process
% Cyde
Hierarchy

Relationship

a5
B
Matrix
A
[~

Pyramid

Basic Block List

Picture - r “H ‘ - n I-i Use to show non-sequential or grouped
blocks of information. Maximizes both
aaa horizontal and vertical display space for
O [ mEm
EEE - .
— 1 (e EEE o
[ OK ] [ Cancel

ULg(A 3.80 wUE wé

5. Chart: Aullel Us? 1Bl BNl wuumell w2 uellatr AW GUaldl scHl WA B.

SlsyNoeHi AW GRRAl HIZ2 Insert 2HML WUCUHL WA Chart tleat UR (A scUHl WA B.
uUM salll sl 3.8110 ealcaul Yool el YElL s WAW UAcd Insert Chart SIAALL
olls WAL
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Insert Chart

L3 Templates Column 1|
e i) (a8 (24 9] o8] 98] 5]
& Pie
e - i B /08 |30 b Jab) A4] ™

Area
= e | ) ] 8] ]
@ Surface e ) [ [re—— T N T -
ol || 25A) P94 it 27 N s
;ﬁ Radar Pie

Al e | ol ARl an] el vl

| Manage Templates... | | Setas Default Chart | L ok || cancel .J:E

Ug(d 3.81 AU

%331 WAW UdE 531 OK oleat UR (5As sclledll ol AHa 2 HSHASS AsAA 2010 YUK
WMl wA B dal Al AUAW slottaall Hizell atyotizu 1B A asta 8. wl 1l vuugll
aARdl@s HEl W oledl asta B, GelsX d31F AU WL ALl H(EaHL QgAML WAL 32dis
SLSAR ALl HIZell WAW dR sl B B LA 3.82H1 A& aAslA B,

100

90

80

70

60

50

40

30

20

10

W Jan

H Feb

® March

HDD

CcD

DVD

Pen Drive

Alg(A 3.82 615AR Altlolle] AQ HEellHl AAAL AU AW
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A3l youl@ ustAl

[ 1. dHRL oUH/28R6{l [@Qold gallacdl RAsUR, FAUME, AU, LS e A UL olailA.

RelltuALA

Q1. A [Aseu uie s3A
1. Word Atcll3atot ollAottuiell Aol gl ol 53| astcdl otell?

A) File 2oiHiell Exit [@scu B) Alt + F4 sl Qu sauell

C) Title bar UR X tleat UR (A5 sclledll D) File 2eMi&ll Close Sub Menu [Ascu (5As 52l
2. YAatol AdRell Sloal 9 56 B ?

A) serif UslReall Hloe B) sans serif Yslall $log
C) Scientific Ys(Rell o2 D) AUUA dAHIH
3. Portrait Aol Landscape .
A) Ugfos AR et B) AUR WS
C) U A-uGe D) GURell oltll [Ascu
4. oflusuuiell s ([Qseu VS HFotoll YsiR o1ll?
A) Left B) Right
C) Center D) Top

Q2. A ([Aseu ad wuel woul YU

1. A font style ol&ll. (GIES, WYAR, YuURRs2)

2. UWs R 3 ¥ olisloll ARl sl AN oA WA allal JA D A d3F 2o B.
REBS, YU, Ausle)

3. Word 2010 ol $l8cle] Aeo2Uot 8. (.doc, .docx, .txt)

4. Shimmer, Sparkle text, Blinking Background AR A3 AMauwa .

(Sloe WIBAHY, o2 F%52YU, e F¥52U)

Q3. o{lAoll sl WA & ¥ el A s&l.

1. dA Word 201040 WSl Wl AL clolRell Uy HIZ2 WAL WA headar e\ footer A2 53| A5
&\

2. Left Indent Marker YUH Al8el Ralal cltsloll Aleotoll Bodoe ool 52 B.

3. Insert 2otMi8ll ClipArt GARL asld otell.
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Q4. A9 Assi %ls

A

1. Word Hi ¢lellddl sl Act sl
2. Sl WMo ollH U ¥ ol WUl UR LS $cl HI2

3. WRLE $C ARl ellel (Darken) $2cll HLe
4. WUl 53 vl Ve sl HI2
5. SlsyRoeHi (Al cwiel ucl 1R

arclledl

Ql.

1. D [File 2uHiel Close Sub Menu ([Ascu UR (5As 5cli]
2. B [Sans Serif UslRall Slo2]

3. AUy ARAc2et]

4. C [Center]

Q2.
1. Yugle 2. volgle 3. .docx 4. 25 352U

Q3.
1. W3
2. W3
3. W@

Q4.
1. Word tlalcll st At sl - Ctrl + S

Ctrl + S
Ctir + V

F12
. Ctrl+F
. Ctrl+B

2. Sl Mol ollH AU ¥ ol 2WUlel UR LS $cll HI2 — F12

3. UAE $CA AMIRLal Yl (Darken) $cll HIS - Ctrl+B
4, 5\l 53¢ AvlRL Ve scl HI2 - Cilr + V
5. Slsgoatl [ABd cvigl Ul MR - Crl+F

CCC-BAOU and CCC+



