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C Q/ \9/ 8 (s < SEIR Width and spacing Preyie
@?5 o SNAle WREHTe  SA© 5 Col#  Width: {SEacing:.'l
Mz 00t =AMyt o= =
ETIE FAN AP AGCe 27| qey ==
| = | = ==
AT (P (NS Beeig e ) wieg = - ==
~x]
T (R I Columns < T T | (G G ety
2|

{F'.épl\; bo: ) 1Selected kext
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SIA7E Presets G (ATH P AT (/) TG 2¢7 ©F 1013 7 =<1 Number of columns
I o feltd A% @I Width and spacing CTF*IHR Width I0H Faeferd epel 7w s M2
@I Spacing ICH FeANG[TH AR Y F© (I ©f WERT F7 3| I IR Z*TS! T 518
S Equal column width 30 f§F FA13 TAB| 0T Apply to I¢F @b fF T80 T Tee
I 7 I @ GHD PIers T W2 ©fF TAF FFA 73 ©f (€= 363 OK e 7 31

Tabs

@I Siferpl AT o728 ETRIF &y BT GRRIT F1 {F (T3 AT Sife1p!, e Sifersl Toivr Brid 29
(T8 ST VG G0 (TR FOGE AT VG I TN (FIL (AF G0 FCAT (GHT &F I 9
7= =41 I BIR G5 F9 #IF T 577 (A0F I OF0 BT SR & [F-@C @F Tab
BICe 2| AT SO B5IF (76 I 2| SR Q4T @3 Ies Oifersd! Codt IR | SmS
QLT (N5 815 T AFCT | TR TS FR, 2T A, IS 5T, NS | A& T N (AT
Tabs f&<% €1 Tab stop position ICH .89 &, Alignment GIF=IT Left g € 7= T2 1%
I 2Inf IRT OB A, Leader CGIFNC BRI TR 5 «tear wet Bt =09 ©f Wi e

M2 3T Set IBE fFF I Tabs '
q 3@ . ﬁ"‘; W ﬁ . T & |1:I:;;ED|:: position; IIIEIIEHEEMII: kab stops: jl
0.5 3f%6 IR Right Alignment- Q@32 TSIT & | [1.43 [

3,51" '
b.r¢ 3P IQRE Left Alignment -9 (6 I 4.8"
FJCATT OK IO TFF FCa ([@FF T A =

Alianment
(¥ Left " Center " Right

G 67 T F@ FNSF T2 @K 219 579 A5  Decimal " Bar
@ms ﬁ' W%aﬁ Wﬁﬁ W WW CEC?{ Leader

ATFT O OF | FEICHT AN AN 1T A 9B fF ;l”':”e E‘:E ------- L
4_ B
GTA 2t TR S| Rt G A [qae
forare A OF TN @ T T S| FAH | s e
ST G BIIR HI9ICS A G o140 L1 | [ ok | cocel |
e E O S (I b BIETE I | SRR Y
D i R0O.00 .iiiiiiiiii e eeaan CIEY
Qe £ L I Q.00 i, CIEY
A 2 [ ROO0.00 ,.iiiiiininrreneneenens CIEY
Drop Cap

G T IR I ATFIANTES $FT THADE GFE I8 I GAF @) afb sraraess eiifes/
BIRETRG AfaefRre S 23 AT @F SGIRET A ARAF0E B! 1ig Siwd S & |
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OTF (@ ATFATE G2 F7 FACS 57 O TSI (FIF GF ST FPR AT | OIG2F FII6 (T
(AT Drop cap [FF | CIF 22T PIas FF OK FF|

Text Direction

& AT ARNCY (FIF GAGE AN, /TR FASCA A1 A& FI9 GHS BeeTg Fea
TIWIG (I (AF Text Direction @ fFF FP« ©F9F Orientation QF & B3
(Horizontal/Vertical) “12% 2 ©ItS % TP Apply to IH QT THOICHA FOGG S IATS
ISP 7@ O e | F_R0IE OK I 5 I (@F 0 S|

Change Case (Shift + F3)

FIF TRCHA @TAE @ JYCOF, (@5 0T 1 o+ (@1 B30 FAARe Fa0e @ INH I
34 7| G&w AT @RI Fe1g S| S99 Format (9 (AT Change Case ¢ 5% | QT
lower case/ UPPER CASE/ Title Case/ Sentence case/ tOGGLE CASE € W€j (G 23Te ©Ite
e PP TN OK 16 5T Fepe|

Background

THICHA AIFATE G Pl AR & @ FNG Mo &1 OF @ IFFACT IR0 ey
& AR o I99e W @ FERG G5 T 200 T A s aweE [{Eaw 1@,
TAes 5 9qT@ Normal fotre awf*e = SIw&T @ Fen e F¢a AfF Print layout @ | @
CITE FFATCE ewie 2 1|

[FATCG MTe FE AT Format (9 (ATF Background & S8 AT | O FIeN4/30F3
o7 17w I fFF F7| O THEAHH Normal fE8Ce 2mi*e 20 IFaTCT av+q FCa| QT
@I W&, (oIS GToIIE59 297w TS 1| K Print layout 07 ST & View (I (ATF Print
layout ¢ f&= S

Themes

o zom St (w2 [difae oy oz 3 Soamig @3 FeE @ TR A TRy o
TFEIOCE REE TR fof6 03 JRreq MR AT SO Wi 1 AR QA6 AR TFs
GTNTT, STHC AT TN AV T A | Q(B R F@ AW FA0ET SAC T AT ARES T (A
©f 7513 fo1i3 19, [aiCw FeTR/ e, @fSr Bi3emT, o129, HRersie =113, USRS FleTH
GR (BfRE @ ITK FEE|

IS (A &5 2T TG (N (A AV @ fFF F@A| Choose a theme IF ®RE @ AN 71zw 77
O B9 T I OK B 5 T+ L F© B0 0d THOACH AN FEFAT 207 A
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7@ (Tools Menu)

Spelling and Grammar (F7)

MREF TG ST AT 8 AFA FIIEFASN @7 ANTL ATF FF LTS AF | IW (@ G
A SR T Y O FE @Ff6 (B8 e @ <l AW I T A A1 TREF o @
A QA A TS A ©F A | AW @ TR I 8 JFaT AN 2[R FACS 57
SIREE GeT (N (TS Spelling and Grammar @ f$F 3| QT TAET ICH ARG el ¢ W ol

TR TS (RAITE | A TS ST {99 S90S 59 ©IE Change 50T 9 FF1
9 2Ifieq 71 512 Ignore Once IBE fFF TP« IOTA AH GF 1 I 2[QO! ACH &
IS & Next Sentence @ fFF I (@ ARRET 2 W@ FCACRA ©f 7 58T Undo B 5%
P | FACHITY Cancel A0 fF9 I @ T S|

Language

TRHCACT (T S @ TR ©f ATqRTo; FAS@wend e g3 a7 78 am @@ e seem
TR Ol Mol WEIRe I (AR ARIE 208 OiRE @ FNCSH AR @F I Q& &
TR F1teT8 ST Tools (NS Language FE-CTq (TS Set Language 9 f$s €| @7 39 @/
A ol 7415w 3@ oK (o f5s [

@ *wF 4fo*R TSR &5 Thesaurus (Shift+F7) IS Y| G && =wbE PIEs 67
Tools (93 Language WR-CIq (ACF Thesaurus 9 3 71 QA @ */2fo*=T 7w I O
T {55 I Replace @ fFF T S0 T& = Agifere =)

@ ARTIFA Hyphenation FNBIG THCACS FIRCAH C*ITT Hyphen (1P I &) (IZ© T A SR
@I *H R Z[CRIB0 AWM AT CITT A 1 T OCF ST T TN (@ GF 0 F2Cw @ I
A G 799 @ FACSE QIO YIFT @I A & Tools (N Language TR-CGIY (S
Hyphenation ¢ &< (€| M FILETOE Hyphenation MT® 512 ©ZCT Automatically hyphenate
documents @ &% F| Hyphenation zone @ BIF AT W (AF F©6T 4T Hyphenation &I ©f
47T 7 31 @ e T @M I ©© FA Hyphenation ZTIEH I SH ¢ IO I I ©©
Hyphenation (¥ TATeW ¥ | I ST ST T® Hyphenation FIC® 5F OZCE Manual IG0
f5e T3 o TS A1)

Word Count

TRONCSS [fen RPN a7 (@N=s Al 721, *19 FRAJ, S WL, AT 7L, FA12A
) B @ FAMCTI ML (AT | & BeT (T CATF Word Count ¢ fF 3| GRIeH 19
(AP RO ATRA AL
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AutoCorrect Options

@f> TZEPTET STNTT QF FARFE 6| TR Torifore Biel FAF AN SN (@ G *TH4
e o= G S AT ETefis O S TR FA(EFTE BIRCoR TNHE AL T4l
qA| 3 provide CETRIF TN ST ©&l FCA porvide o0 Aifs wwsifers B1Rs 19 75|
porvide o1t @3 =01 e @@ @4 FIETOE provide X ¢(ITR| AW SAMTT ACSHTR
JRCE AR (TN (TErT (@ I G Qo1 G O HLHNL (@5 FACO BN ST o1 (] (AT
AutoCorrect Options @ &% FP«| «GdI9 AutoCorrect BFid (TF Replace ICH G& AL
(Bangladesh) for3 @3z With T M9 MG o197 (Bangladesh)| &= Add G fFF w1
QI (ACF TRONCT && 0 el foreitet FRferzong Jeifae 203 A|

@ TR R AutoFormat 8 AutoFormat As You Type B5R 2'fbre B2l S T (A HPpeT
TG FALFTON 0 (T8 FFIR, OB, (G AW IS0 oM AT 515 8 IF Fl
| O @ 57 gfores WA 1Y I e 99 oraemi g SicR 6 St o |

Customize

YT FET AF0 FoMF| TRNCT AT oK IS I, (V[ FEARS 341, [oxy &
B0 F-@C FAC J& F41 T9)iv FIer 41 I 9LH QTS|

O BF (I (ATF Customize @ fFF I Toolbars 577 (ATF (T oG *W owq S0 519
SIF AN A GFAH 5 T BF o o [F-@¢ =536 todiw &1 @ BIi@ S=kfFS Keyboard
AW g Tl O AT Brad T© | Customize Keyboard @
@3B TREN I/ @ACO ANIT| QU | specify a command

. Categaties: Commands:
Categories 39 (e e W PItes <1 | g — e i‘
Edit FileCheckin
T AT Commands < €& ﬁﬁ- EXUR) Vigw Fileheckauk
Insert FileClose
4 @mi TP M G *OF0 ¢ Codl FACO Farmat Fileloseall
Tools FileClosedrCloseall
BiE M AR Q@ FANST &) (DI 60 Tahle j FileCloseOrExit j
Specify kevboard sequence
ﬁi O ®T Current keys TS Zurrent keys: Press new shorbcut key:
A | TG (T =BT (& IS FACO HICA =
Press new shortcut key X 8 I =
SR FRRS *BH0 [ 519 (@93 Ctrl +
Save changes in: |r'-.||:|rmal j

N, Ctrl +P, Ctrl +M, Alt+M, F1, F2 251)| Gikscriating
Manages external 55 links

JQCATT Close J60 5 T

@< Customize TEIES (M AT B9 : - [ close ]
Commands @ f&& 3| QT F R
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ST BT (@I WA e W2FT I@ FA AW (@A AT AW FRE (VO KBS Close
AT G (T A6 oI IS
TS BIR O rC ustomize @ﬁ.

. . Toolbars  Commands l Cptions
@ BJItA9 Categories I T File @ - |
To add a command to a koolbar: seleck a cakegory and drag the

@W FE O T AR cormmand ouk af this dislog box o a toolbar,

Cateqgories: Commands:
Commands I ATF @ T Close =
E::Il'gt 21 & Mew E-mail Message ﬂ
TS i
RFH A AR I FC Yiew [ Mew Blank Document )
Insert o
DRI & I M3 Farmat = Open..
Tools I
Table -; L
(= HE Web fn  Close all -
D E'j ﬁ % EJ‘ “/Q Window and Help _J
Drawing ﬂ

Selected command:

Sigcel Totas fotad I© Beaitd Close
I TFE T I @O ey
(Te S[RES  IAOGENT Sl

Description | i f | |

Ge\i (I RY e P RISCRIIES ) @ Save in: [Marmal ﬂ kevboard. .. | Close |
FeeR A —
@2 GO B Options @ % 31 "Customize ﬂ

QAT AT T« e Standard
aR Formatting ; T o1 Personalized Menus and Toolbars
QA 0O ML O INC | O 9T Iv Show Standard and Formatting toolbars on bwo rows

[ Abways show Full menus

Toolbars l Commands ggptiunsé

Always show full menus 4 : ) v Show Full menus after a shart delay
ATOIFO (VT TIPS SROA QFHICY Resel my usage data

#m*® 2E1 Show full menus after a Other

short delay (o @& wa0T I | Large icons

[v List Fomt names in Eheir Fank

i %f 4 W gurTe 1 ¥ Show ScreenTips on toolbars
fmor e #wmi*© 3d| Other <- [ Show shortout keys in ScreenTips

Menu animations: |I{System default) ﬂ

([t Large icons/List font names
in their font/Show ScreenTips on

toolbars ¥GJM  THTAZ  FICE
ST A A9 |

_E'J Kevboard. .. | | Close |

Options

BT (TR 1Y I @5 QAT (ATF N9, SNCT Rt TGS TF Ao bIe 8 IF I 7
(T3 Textboundaries, Horizontal/Vertical Scroll Bars, Status bar, Ruler To5iw| @&y B (g
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(ATF Options € fFF FF«| O View Tab @ T @4 @AtF Brag wo bfew woqefrs &
3a Qefe IF 8 ol FE I

Options @ L

Spelling & Srammar l Track Changes l User Information l Compatibility l
A8 R 3@ Ol 8 © Equ E Asian Typography l File Locations l Japanese Find l Complex Scripks l

TR G T Yie l zenetal ] Edit ] Print ] Save ] Security
], S

g3 General Tab @ T¥| QT Starbup Task Pane: I¥ Smark kags Iv wWindows in Taskbar
Iv Highlight Iv Animated text | Field codes
Recently used file list <CHAST [ Bookmarks 'V Horizontal scroll bar Field shading:
SIS E ‘@Iiﬁf o0l v “ertical scroll bar |'-.-'-.-'|‘|En selected j
@Sas ) ¥ ScreenTips [ picture placeholders [ Left scrall bar
TOT el PR fer2 Farmatting marks
W/WW T o m | Tab characters | Hidden text | Cptional breaks
| Spaces [ Cptional hyphens
«afS ArqTos 5E0 @F AT [ Paragraph marks [ all
Print and Web Lawout options
@ T e AT T‘,‘]‘[ﬁ' TN [v Dirawings [v White space bebween pages (Prink view anly)

. . . | Ohject anchors Iv Wertical ruler (Print view only)
Edit, Print, Save, Security, , : i
[ Right ruler (Print view only)
Spelling & Grammar ] Cutline and Mormal options
m ﬁm Toreeies [ "Wrap to window Styvle area width: o ool
[ Draft fonk:
ICe AN @ SyRefre g | - | -
FE el ¢ g W [ o ]| coneel |
@G [re TRY W O
TR JeHd ? fofre BT @ .
Spelling & Grammar l Track Changes l User Informakion l Compatibility |
@QS I TG A @‘7{?1' @ﬁi fsian Typography ] File Locations l Japanese Find l Complex Scripks |
P oA Te  IWET Yiew izeneral l Edit l Prirt l Save l Security

Ferefer ggaS/gE F«ni-c.—{ ﬁ@]TC'_{ izeneral options

Cptions

Iv Iv Asian Fonts also apply bo Lakin bext
@ATe AE@E 94 QAT T [ Blue background, white text: English Word £.0/95 documents:
: . T [ Provide Feedback with sound Aukomatically detect Asian bext ﬂ

W Provide Feedback with animation

Q6T Q199 CCT AT S i1 [ Confirm canversion at Gpen

Iv Update sutomatic links at Open

[v Mail as atkachment

'7 Recently used file lisk; I |4 jj entries
| Help For WordPerfeck users

[ Mavigakion keys For WordPerfect users
[ Allow background open of web pages
v Automatically create drawing camvas when inserting AutoShapes

Measurement uniks: Inches ﬂ

| Show pixels for HTML Features
I Use character units

Web Options. .. | E-mail Cptions. .. |

(0.4 | Zancel |
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Gfee i (Table Menu)

GRE 6 G.Q7.eAMTCT G FYIN (| THONCT (P [I7E for3/siferd @I-Fem
AR 2R & @ (D TS TF AE| ARSI JCATCIBI, HAFCAPT TN, (&FF CFLACHH
@B Tonif tesite € @ (s S AT

Draw Table

BfReT (E @ o fFF FACT Tables and Borders JIWS GeRIRIG N A1 QA 5 e
GRE MFE IO FIG T4 A @3 G Codr T4, @ IASIC/FAC!, T JGTI/FICA
oW1 @A IS (eres Rmgwi|

Tables and Borders v M

v - wed 0 O- v pass| 21 &l
foms Gt Wi I8 Gerar

A NZH FF FAE QF6 e 97 o WZFF WP Gf6d AR AT (@R SN feify
CTOE G, OH, SAMTE GRE I FAC0 AR T AZFAL (F(F QI FAN/@ GURE &
AZ® | GGTe {6 FACT ARIET T© QIO NEFT (TS 2101 GfbTE @ @/Fee ToF e
fge T G T2 A1 FROITT NZFTBE 96T Sum 3w | @6 M=IeTy GRTe el w0 3

S NRFNSTT TAT IS A AT TSR AW ¢ FIE T SFICT I LA | S
W3 FN eI Bl SN (G AL HICL S5 F9K |

( Insert Table @

Insert
Table size
@t TERIT € b W2 RO W= (@ Ag BReT 5 -
FEE T @ FAEH e 2@ G G (AT 9 2 =
S3F0 6 I Insert Table ¥ 555 F%7 SREl GRe _
* Fixed column width: auko -

(FF Insert S (AT Table @ fFF T @ACT | autoit to contents
Number of columns JCH T FAT @G3R Number of |  AuteFitto window

rows JCH AT T Bge CF A1 AutoFit behavior Bl

CRAE FANE o4F @W Td o [T F@ =)
TR OK JBE f§a P | OIR(ET Tgd (BReT THONCH
L& A

[ Remember dimensions For new tables

(6]4 | Cancel |

G T @ IF 0o B3 GRTETT 9 Ol @

I @Y BTIF 51T (A | OIR(E g7 G I Row & A (T (RTF I/ & FA0O
e T}'Fi’f (9 Insert =7*q (AT Columns to the Left/ Columns to the Right/ Rows Above/
Rows Below/ Cells To7iWte {35 S| ©IteT g (&I/<#1w/Gr & 21|

-32-



TREFHATE SAC
Delete

GRER @fFAw/C™ o J20e bR & IS0 I/RE I | GG @ @I/F IR0 5T
G FfT A1 9JF Table (F Delete S9*F (ATF Table/Columns/Rows/Cells €3 (6
AT PGS fFF T | OIRCeT ©& (GIe/(I/FeI/ T YR AT |

Select

MO AR GRE/@/F/C Topfvr Pieed 331 Y[98 =S| OW)@ (09 (F e F419 &=
QLT FESH S @ R @ @I/ F1eeTs F0e 5 @I FP1F @4 Insert (W Select
S[#*[« (AT Table/Columns/Rows/Cells 9 @G ATTIEH Tfbre fFa T2ee|

Merge Cells

GRETH SR G I CTCT TSRS T G @ FASH AA | Q& TS GTeTIR AT
forerg 307 991 S99 Table (W ATF Merge cell @ f§F TP« oz S @femefle aaft @I
Ao 2CA|

Split Cells

4B T GFIRE O Ko 39 &y @ 1@ e sy | Pt Cells 2

O AU TG G S (A0 Table G (RTF Split Cells | NHmber of gelumns: |2 =

FUE | O o TE GToNF (T IO [Roe Tare bi wig | Mumber of rows: 1 :
247 T @@ I Number of columns €32 Number of rows | |

@ TrE FC T | 0T OK B T e ok | cancel |

AutoFit

GReT wgfe AW e 3 SRFM (T3 ¢ I [ IW O G FACTA AT o 0% Fa1 IR
qrITre GRteR g o e w%fs 5 Fa7 9% ¢ @4 (3l W) 9o ) §& GReeR @@H
TR FPE AL ST AutoFit to Contents/ AutoFit to Window/ Fixed Column Width/
Distribute Rows Evenly/ Distribute Columns Evenly 43 Q@ atzied ifbte f§s a5+

Heading Rows Repeat

@ MR 93 FAG| @ GRET HEFT Row AYRTS: T& GREe wraia afgfors N
0| AW GRS See 0 2 S/ IEF Bl [AT = SR REANG AreT PPN SRS IS
TR O @ FATH @ | QT AT T&F Row-(S FPED YT | OF=F Table (T (ATF Heading
Rows Repeat S*MT f§a 1 «¥d GRS T8 spRIFNE @F 1 (& 2ToF PR TS T
PRI @9 Row- 0 TALFTOIT T& 2 M| G&= QB < (50l GRT 98 I MATe A=)
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Convert

@I ERIE FAIEFTOIE GRTeT Foreire T A GRTER @ @IS AR T FoARRS 9

Gy @ FAG @A | A& & (Bel/@TTE g e+ O Table (9 (TS Convert S

fTX Text to table/ Table to Text TS M| TGN CTAEGER (I, B7R) Toyiw F1Ce§ T OK

5o 7 oia GReem @ifs TET @RI FeRRe 1 9F ACRT @R & AR
2% Row/ Column 51 FiCs18 a1 OK F28

Sort -

Sort by
- . l——| {¢ fAscending
I IGE OCF EERERIRC) |Cn:||umr|2 J e ol [ o Descending
Ascending/ Descending SIICa e | o [Paragraphs =
' ' @_ Then by . )
G G ARG A W A& JYCT ©ee | =l m ff:gsgend:;';l
GBfTeT FRfa QY| S99 Table (T A _ SRR
sing: |Paragraphs ﬂ
Sort G e YA @ IR fofere s
ATTS B9 Sort by IH @E @6 Feag | | £ | &
PN OFAT O 499 (Text/Number/ | =]
Date) 4= &7 M| @IF (2T (AF TG | My list has
i &
(Ascending) e @ @*/E =G
(Descending) ST ST 519 ©f W& =Rw _options..._| ox | _cacd |

@ M) I FoF GRER & Row MR SFIE ATF ORCA GoGF @ FANST ACOF I
I &= My list has (TF*I (AT Header row SIS f§a B [ F0*I08 OK F00H {3 T8

Formula

Rt @Rl Ao Tl AIRE T G @ ING W] | Q& TS (T F (A4 Table
G (TS Formula ¢ 3% 34|

fFunnMﬂ Iﬁlsﬁ
@Drmula'b

|=sUmMiaBOVE]

.,‘_h_" FlLmber Format: b
| =]

| = | =]

@3IF Paste function (RF ffWE F* Fresid TP ©Izeel GG FRLE ICH B SPICEA| @I
Number format (F TG (a8 T3 | FHYFCS AT FLHHF I OK 3% T2
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STATHS TR @F &t W weT Ty

NRCFPTEs SANGT &) G0 G e «@F TR 2FBahe SR 9itg| «fbte 392 F&

el < (Window Menu)

Q@ (K TR G F7Fe Fiw s 7 @93 G [oe 391, Te9 T30o! e, I

& g (Help Menu)

ST AT GFQoA [T ST AR Q& FL (5T ST (&= (3 (AT Microsoft Word Help @

5 B0 8 WG Al T |

gl Microsoft Word Help
i =
@Dntenw%‘ﬂf WI

& &Y WP A9
fosf® B @l T
I3 Contents, Answer
Wizard @R Index | &Y
157 (< B B B K

aF0 TR S
AG ACF | QAT
fee e fifew

S IR OTT
@ WE TS AR

gy Answer Wizard

BTt Bf*1tFa MIEY f&10Y Search 0 f§F 41 (@ [amelel (dl @ @1 F Fces Fo
fafwe faaafd | «=Ier ST 5117 Index @ e 9 30T NFIH A ATF | ALY 3/ 9FT orwq

=Jojed

What would vou like o do?

Select topic to display:

Twpe wour question here and then click Search.

feT4ta? e fqaafs f&e ol A
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PRACTICE SHEET

File Menu

New: Click File Menu - New -> Click Blank Document (& Ctrl + N)
Open : Click File Menu > Open - Click on the file name - Click Open (& Ctrl + O)
Save : Click File Menu - Save - Type File Name in the File name box - Click Save (& Ctrl + S)

Save As: Click File Menu -> Save As - Type File Name in the File name box - Click Save (&
F12)

Page Setup: Click File Menu -> Page Setup -> Click Margins - Set Top, Bottom, Left, Right
Margin - Set Orientation (Portrait/ Landscape) - Click Paper - Click On Paper Size Box >
Click on A4/ Letter Size

Print Preview: Click File Menu - Print Preview - Click Close (& Ctrl + F2 - Ctrl + F4)

Print : Click File Menu > Print > Select Printer - Select All/ Current Page/ Pages - Click OK
(& Ctrl + P > Alt + E > Enter)

Properties : Click File Menu - Properties - General / Summary/ Statistics
Exit : Click File Menu - Click Exit = Click No/Yes (& Alt + F4)

Edit Menu

Undo : Click Edit Menu - Click Undo (& Ctrl + Z)
Redo : Click Edit Menu > Click Redo (& Ctrl +Y)

Cut + Paste : Select Text - Click Edit Menu - Cut = Move the Cursor for Paste = Click Edit
Menu - Click Paste (& Ctrl + X > Ctrl + V)

Copy + Paste : Select Text - Click Edit Menu - Copy > Move the Cursor for Paste -> Click Edit
Menu - Click Paste (& Ctrl + C - Ctrl + V)

Clear : Click Edit Menu - Clear - Formats/Contents (& Delete)
Select All : Click Edit Menu - Select All

Find : Click Edit Menu - Find - Type in the Find what Box - Click Find Next - Cancel (& Ctrl
+F)

Replace : Click Edit Menu - Replace - Type in Find What Box that we want to change - Type
in the Replace With Box that we want to replace - Click Replace/ Replace All - Cancel (& Ctrl
+H)

Go To : Click Edit Menu - Click Go To - Click on the item in Go To What Box > Type in Enter
Page Number Box = Click Next - Close (& Ctrl + G)

View Menu

Normal/ Print Layout : Click View Menu - Normal/ Print Layout
Toolbars: Click View Menu - Toolbars - Standard/ Format/ Drawing/ Tables and Borders
Ruler: Click View Menu - Ruler

Header and Footer : Click View Menu - Header and Footer > Type Text for Header (or Insert
Auto Text) - Click on Switch Between Header and Footer Icon > Type Text For Footer - Close

Full Screen : Click View Menu = Full Screen - Close Full Screen

Zoom : Click View Menu -> Zoom -> Click On 100%/ 75%/ 50 % or Page Width/ Text Width/
Whole Page



Insert Menu

Break : Click Insert Menu - Break - Page Break - OK

Page Numbers: Click Insert Menu > Page Numbers - Select Position - Select Alignment >
Select Format - OK

Date and Time : Click Insert Menu - Date and Time - Click on the appropriate Format - Click
OK

Auto Text : Click Insert Menu - Auto Text - Select Type > Click on the Auto Text
Symbol : Click Insert Menu - Symbol = Select Font - Click on the Symbol = Click Insert
Picture/ Clip Art/ Word Art : Click Insert Menu - Picture - Clip Art/ From File/ Word Art

Format Menu

Font : Select Text for change - Click Format Menu = Select Font/ Font Style/ Font Size / Font
Color/ Underline Style - Click OK (& Ctrl + D)

Paragraph: Select Text for Change - Click Format Menu - Paragraph - Select Alignment >
Select Indentation (Left /Right/ Special) > Select Spacing (Before/ After/ Line Spacing) - OK

Bullets and Numbering: Select Text for Bullet - Click Format Menu - Bullets and Numbering
-> Click Bulleted/ Numbered Tab - Click on Style you choose - OK

Borders and Shading - Select Text for Border - Click Format Menu - Click Border/ Page
Border/ Shading Tab = Select Style > OK

Columns : Select Text for Columns - Click Format Menu = Columns = Select Number of
Columns = OK

Tabs : Click Format Menu - Tabs - Type Tab Position - Click Set/ Clear/ Clear All > OK

Change Case: Select Text for Change Case - Click Format Menu - Change Case -> Click
Sentence Case/ Upper Case/ Lower Case/ Title Case/ Toggle Case = OK (& Shift + F3)

Background : Click Format Menu - Background - Select Color for background

Tools Menu

Spelling and Grammar: Click Tools Menu - Spelling and Grammar (& F7)

Thesaurus : Select the Word for Thesaurus - Click Tools Menu - Language > Thesaurus ->
Click Lookup - Replace - Cancel (& Shift + F7)

Hyphenation: Click Tools Menu - Language -> Hyphenation - Click On Automatically
hyphenate document - OK

Customize: Click Tools Menu - Customize - Click Fonts - Drag the Font on the Toolbar >
Close

Options : Click Tools Menu - Options - Click on View Tab - Text boundaries / Horizontal
Scroll Bar/ Vertical Scroll Bar/ Formatting Marks (Remove all Marks) - Click on General Tab >
Click Blue Background White Text / Recently Used File List / Automatically Create Drawing
Canvas

Autocorrect : Click Tools Menu - AutoCorrect Options = Check/ Uncheck Options - OK



Table Menu

Insert Table : Click Table Menu - Insert > Table - Type Number of Columns/Rows - OK
Insert Column : Click Table Menu = Column to the Left/ Column to the Right

Insert Row : Click Table Menu - Row Above/ Row Below

Delete : Click Table Menu - Delete - Table/Column/Row

Select : Click Table Menu - Select - Table/ Column/Row

Auto Fit: Click Table Menu - AutoFit - Distribute Rows Evenly/ Column Evenly

Heading Rows Repeat : Go to first Row = Click Table Menu - Heading Rows Repeat
Convert : Select Table/Text - Click Table Menu - Convert - Text to Table/ Table to Text

Standard Toolbar
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New Open Save Print Print Cut Copy Paste Undo Redo Columns Zoom
Preview

Formatting Toolbar
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