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UNIT -1

INTRODUCTION

A computer is a programmable machine designed to perform arithmetic and logical
operations automatically and sequentially on the input given by the user and gives
the desired output after processing. Computer components are divided into two
major categories namely hardware and software. Hardware is the machine itself
and its connected devices such as monitor, keyboard, mouse etc. Software are the
set of programs that make use of hardware for performing various functions.

CHARACTERISTICS OF COMPUTERS

The characteristics of computers that have made them so powerful and universally
useful are speed, accuracy, diligence, versatility and storage capacity. Let us
discuss them briefly.

Speed

Computers work at an incredible speed. A powerful computer is capable of
performing about 3-4 million simple instructions per second.

Accuracy

In addition to being fast, computers are also accurate. Errors that may occur can
almost always be attributed to human error (inaccurate data, poorly designed
system or faulty instructions/programs written by the programmer)

Diligence

Unlike human beings, computers are highly consistent. They do not suffer from
human traits of boredom and tiredness resulting in lack of concentration.
Computers, therefore, are better than human beings in performing voluminous
and repetitive jobs.

Versatility

Computers are versatile machines and are capable of performing any task as long
as it can be broken down into a series of logical steps. The presence of computers
can be seen in almost every sphere — Railway/Air reservation, Banks, Hotels,
Weather forecasting and many more.

Storage Capacity



Today’s computers can store large volumes of data. A piece of information once
recorded (or stored) in the computer, can never be forgotten and can be retrieved
almost instantaneously.

COMPUTER ORGANIZATION

A computer system (fig.1.1) consists of mainly four basic
units; namely input unit, storage unit, central processing
unit and output unit. Central Processing unit further
includes Arithmetic logic unit and control unit, as shown in
Figure 1.2.

A computer performs five major operations or functions
irrespective of its size and make. These are

it accepts data or instructions as input, it

stores data and instruction

it processes data as per the instructions,

it controls all operations inside a computer, and it

gives results in the form of output.



Functional Units:

Input Unit: This unit is used for entering data and

programs into the computer system by the user
processing.
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Storage Unit: The storage unit is used for storing data and

instructions before and after processing.

Output Unit: The output unit is used for storing the result as output produced by

the computer after processing.

Processing: The task of performing operations like arithmetic and logical
operations is called processing. The Central Processing Unit (CPU) takes data and
instructions from the storage unit and makes all sorts of calculations based on the
instructions given and the type of data provided. It is then sent back to the storage

unit. CPU includes Arithmetic logic unit (ALU) and control unit (CU)

Arithmetic Logic Unit: All calculations and comparisons, based on the
instructions provided, are carried out within the ALU. It performs arithmetic
functions like addition, subtraction, multiplication, division and also logical

operations like greater than, less than and equal to etc.




Control Unit: Controlling of all operations like input, processing and output are
performed by control unit. It takes care of step by step processing of all operations
inside the computer.

1.4.2 Memory

Computer’s memory can be classified into two types; primary memory and
secondary memory

Primary Memory can be further classified as RAM and ROM.

RAM or Random Access Memory is the unit in a computer system. It is the place
in a computer where the operating system, application programs and the data in
current use are kept temporarily so that they can be accessed by the computer’s
processor. It is said to be ‘volatile’ since its contents are accessible only as long as
the computer is on. The contents of RAM are no more available once the computer
is turned off.

ROM or Read Only Memory is a special type of memory which can only be read
and contents of which are not lost even when the computer is switched off. It
typically contains manufacturer’s instructions. Among other things, ROM also
stores an initial program called the ‘bootstrap loader’ whose function is to start
the operation of computer system once the power is turned on.

Secondary Memory

RAM is volatile memory having a limited storage capacity. Secondary/auxiliary
memory is storage other than the RAM. These include devices that are peripheral
and are connected and controlled by the computer to enable permanent storage of
programs and data.

Secondary storage devices are of two types; magnetic and optical. Magnetic
devices include hard disks and optical storage devices are CDs, DVDs, Pen drive,
Zip drive etc.

Hard Disk




Fig. 1.3: Hard Disk

Hard disks are made up of rigid material and are usually a stack of metal disks
sealed in a box. The hard disk and the hard disk drive exist together as a unit and is
a permanent part of the computer where data and programs are saved. These disks
have storage capacities ranging from 1GB to 80 GB and more. Hard disks are
rewritable.

mpact Disk

Compact Disk (CD) is portable disk having data storage capacity between 650-700
MB. It can hold large amount of information such as music, full-motion videos, and
text etc. CDs can be either read only or read write type.

Digital Video Disk

Digital Video Disk (DVD) is similar to a CD but has larger storage capacity and
enormous clarity. Depending upon the disk type it can store several Gigabytes of data.
DVDs are primarily used to store music or movies and can be played back on your
television or the computer too. These are not rewritable.

Input / Output Devices:

These devices are used to enter information and instructions into a computer for
storage or processing and to deliver the processed data to a user. Input/Output
devices are required for users to communicate with the computer. In simple terms,
input devices bring information INTO the computer and output devices bring
information OUT of a computer system. These input/output devices are also known as
peripherals since they surround the CPU and memory of a computer system.

Input Devices

An input device is any device that provides input to a computer. There are many
input devices, but the two most common ones are a keyboard and mouse. Every
key you press on the keyboard and every movement or click you make with the
mouse sends a specific input signal to the computer.

Keyboard: The keyboard is very much like a standard typewriter keyboard with a
few additional keys. The basic QWERTY layout of characters is maintained to make
it easy to use the system. The additional keys are included to perform certain
special functions. These are known as function keys that vary in number from
keyboard to keyboard.
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Mouse: A device that controls the movement of the cursor or pointer on a
display screen. A mouse is a small object you can roll along a hard and
flat surface (Fig. 1.5). Its name is derived from its shape, which looks a
bit like a mouse. As you move the mouse, the pointer on the display
screen moves in the same direction.
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Fig. 1.5: Mouse

Trackball: A trackball is an input device used to enter motion data into
computers or other electronic devices. It serves the same purpose as a
mouse, but is designed with a moveable ball on the top, which can be
rolled in any direction.

Touchpad: A touch pad is a device for pointing (controlling input positioning)
on a computer display screen. It is an alternative to the mouse. Originally
incorporated in laptop computers, touch pads are also being made for use with
desktop computers. A touch pad works by sensing the user’s finger movement
and downward pressure.

Touch Screen: It allows the user to operate/make selections by simply

touching the



screen that is sensitive to the touch of a finger or stylus. Widely used on
ATM machines, retail point-of-sale terminals, car navigation systems,
medical monitors and industrial control panels.

Light Pen: Light pen is an input device that utilizes a light-sensitive
detector to select objects on a display screen. (Fig. 1.6)

Magnetic ink character recognition (MICR): MICR can identify character
printed with a special ink that contains particles of magnetic material.
This device particularly finds applications in banking industry.

Optical mark recognition (OMR): Optical mark recognition, also called
mark sense reader is a technology where an OMR device senses the
presence or absence of a mark, such as pencil mark. OMR is widely used
in tests such as aptitude test.

Bar code reader: Bar-code readers are photoelectric scanners that read the
bar codes or vertical zebra strips marks, printed on product containers. These
devices are generally used in super markets, bookshops etc.

Scanner: Scanner is an input device that can read text or illustration
printed on paper and translates the information into a form that the
computer can use. A scanner works by digitizing an image. (Fig. 1.7)

Output Devices:

Output device receives information from the CPU and presents it to the
user in the desired from. The processed data, stored in the memory of
the computer is sent to the output unit, which then converts it into a
form that can be understood by the user. The output is usually
produced in one of the two ways — on the display device, or on paper
(hard copy).



Monitor: is often used synonymously with “computer screen” or
“display.” Monitor is an output device that resembles the television
screen (fig. 1.8). It may use a Cathode Ray Tube (CRT) to display
information. The monitor is associated with a keyboard for manual
input of characters and displays the information as it is keyed in. It also
displays the program or application output. Like the television, monitors
are also available in different sizes.

Printer: Printers are used to produce paper (commonly known as
hardcopy) output. Based on the technology used, they can be classified as
Impact or Non-impact printers.

Impact printers use the typewriting printing mechanism wherein a
hammer strikes the paper through a ribbon in order to produce output.
Dot-matrix and Character printers fall under this category.

Non-impact printers do not touch the paper while printing. They use
chemical, heat or electrical signals to etch the symbols on paper. Inkjet,
Deskjet, Laser, Thermal printers fall under this category of printers.

Plotter: Plotters are used to print graphical output on paper. It interprets
computer commands and makes line drawings on paper using
multicoloured automated pens. It is capable of producing graphs,
drawings, charts, maps etc. (Fig. 1.9)

Fig. 1.9 Plotter



Facsimile (FAX): Facsimile machine, a device that can send or receive
pictures and text over a telephone line. Fax machines work by digitizing an

image.

Sound cards and Speaker(s): An expansion board that enables a computer
to manipulate and output sounds. Sound cards are necessary for nearly all
CD-ROMs and have become commonplace on modern personal computers.
Sound cards enable the computer to output sound through speakers
connected to the board, to record sound input from a microphone connected

to the computer, and manipulate sound stored on a disk.

COMPUTER SOFTWARE

Computer software is the set of programs that makes the hardware
perform a set of tasks in particular order. Hardware and software are
complimentary to each other. Both have to work together to produce
meaningful results. Computer software is classified into two broad
categories; system software and application software.

System Software:

System software consists of a group of programs that control the
operations of a computer equipment including functions like managing
memory, managing peripherals, loading, storing, and is an interface
between the application programs and the computer. MS DOS
(Microsoft’s Disk Operating System), UNIX are examples of system
software.

Application software:

Software that can perform a specific task for the user, such as word
processing, accounting, budgeting or payroll, fall under the category of
application software. Word processors, spreadsheets, database
management systems are all examples of general purpose application
software.

Types of application software are:



Word processing software: The main purpose of this software is to
produce documents. MS-Word, Word Pad, Notepad and some other
text editors are some of the examples of word processing software.

Database software: Database is a collection of related data. The
purpose of this software is to organize and manage data. The
advantage of this software is that you can change the way data is
stored and displayed. MS access, dBase, FoxPro, Paradox, and Oracle
are some of the examples of database software.

Spread sheet software: The spread sheet software is used to maintain
budget, financial statements, grade sheets, and sales records. The purpose
of this software is organizing numbers. It also allows the users to perform



simple or complex calculations on the numbers entered in rows and
columns. MS-Excel is one of the example of spreadsheet software.

Presentation software: This software is used to display the information
in the form of slide show. The three main functions of presentation
software is editing that allows insertion and formatting of text, including
graphics in the text and executing the slide shows. The best example for
this type of application software is Microsoft PowerPoint.

Multimedia software: Media players and real players are the examples of
multimedia software. This software will allow the user to create audio and
videos. The different forms of multimedia software are audio converters,
players, burners, video encoders and decoders.

OPERATING SYSTEM (OS)



An operating system (OS) is the program that, after being initially loaded into
the computer by a boot program, manages all of the other application programs
in a computer. The application programs make use of the operating system by
making requests for services through a defined application program interface
(API). In addition, users can interact directly with the operating system through
a user interface such as a command line or a graphical user interface (GUI).

An operating system can perform the following services for
applications:

> In a multitasking operating system, where multiple programs can be
running at the same time, the OS determines which applications should
run in what order and how much time should be allowed for each
application before giving another application a turn.

» It manages the sharing of internal memory among multiple applications.

> It handles input and output to and from attached hardware devices,
such as hard disks, printers and dial-up ports.

> It sends messages to each application or interactive user (or to a

system operator) about the status of operation and any errors that may
have occurred.

> It can offload the management of batch jobs (for example, printing) so
that the initiating application is freed from this work.

» On computers that can provide parallel processing, an operating system

can manage how to divide the program so that it runs on more than one
processor at a time.

> All major computer platforms (hardware and software) require and
sometimes include an operating system, and operating systems must
be developed with different features to meet the specific needs of
various form factors.


https://searchwindowsserver.techtarget.com/definition/boot
https://whatis.techtarget.com/definition/form-factor
https://searchdatacenter.techtarget.com/definition/parallel-processing
https://searchdatacenter.techtarget.com/definition/batch
https://whatis.techtarget.com/definition/multitasking
https://searchwindevelopment.techtarget.com/definition/GUI
https://searchmicroservices.techtarget.com/definition/application-program-interface-API
https://searchsoftwarequality.techtarget.com/definition/application

Operating system
placement

Operating systerm

Types of operating systems

» A mobile OS allows smartphones, tablet PCs and other mobile devices to

run applications and programs. Mobile operating systems include
Apple i0S, Google Android, BlackBerry OS and Windows 10 Mobile.

» An embedded operating system is specialized for use in the computers
built into larger systems, such as cars, traffic lights, digital televisions,
ATMs, airplane controls, point of sale (POS) terminals, digital
cameras, GPS navigation systems, elevators, digital media receivers

and smart meters.

» A network operating system (NOS) is a computer operating
system system that is designed primarily to support workstation, personal
computer, and, in some instances, older terminals that are connected on a
local area network (LAN).

» Areal-time operating system (RTOS) is an operating system that
guarantees a certain capability within a specified time constraint. For
example, an operating system might be designed to ensure that a
certain object was available for a robot on an assembly line.


https://searchdatacenter.techtarget.com/definition/real-time-operating-system
https://searchnetworking.techtarget.com/definition/local-area-network-LAN
https://searchnetworking.techtarget.com/definition/terminal
https://whatis.techtarget.com/definition/personal-computer-PC
https://whatis.techtarget.com/definition/personal-computer-PC
https://searchmobilecomputing.techtarget.com/definition/workstation
https://searchnetworking.techtarget.com/definition/network-operating-system
https://internetofthingsagenda.techtarget.com/definition/smart-meter
https://whatis.techtarget.com/definition/GPS-navigation-system
https://searchmobilecomputing.techtarget.com/definition/digital-camera
https://searchmobilecomputing.techtarget.com/definition/digital-camera
https://whatis.techtarget.com/definition/point-of-sale-terminal-POS-terminal
https://whatis.techtarget.com/definition/digital-television-DTV
https://internetofthingsagenda.techtarget.com/definition/embedded-operating-system
https://whatis.techtarget.com/definition/Windows-10-Mobile
https://searchmobilecomputing.techtarget.com/definition/Android-OS
https://searchmobilecomputing.techtarget.com/definition/iOS
https://searchmobilecomputing.techtarget.com/definition/tablet-PC
https://en.wikipedia.org/wiki/Smartphone
https://searchmobilecomputing.techtarget.com/definition/mobile-operating-system

Examples of operating systems
Common desktop operating systems include:

» Windows is Microsoft’s flagship operating system, the de facto standard for
home and business computers. Introduced in 1985, the GUI-based OS
has been released in many versions since then. The user-
friendly Windows 95 was largely responsible for the rapid development of
personal computing.

» Mac OS is the operating system for Apple's Macintosh line of personal
computers and workstations.

» Unix is a multi-user operating system designed for flexibility and

adaptability. Originally developed in the 1970s, Unix was one of the first
operating systems to be written in C language.

» Linux is a Unix-like operating system that was designed to provide

personal computer users a free or very low-cost alternative. Linux has a
reputation as a very efficient and fast-performing system.


https://searchdatacenter.techtarget.com/definition/Linux-operating-system
https://searchwindowsserver.techtarget.com/definition/C
https://searchdatacenter.techtarget.com/definition/Unix
https://whatis.techtarget.com/definition/Macintosh
https://whatis.techtarget.com/definition/Mac-OS
https://whatis.techtarget.com/definition/Windows-95
https://whatis.techtarget.com/definition/de-facto-standard
https://whatis.techtarget.com/definition/operating-system-OS
https://searchwindowsserver.techtarget.com/definition/Windows

UNIT - 2

MS Word 2003

Word Processing is perhaps the most common and comparatively
easier application to work on any computer. A word processor lets you
to change words or phrases, to move whole sections of text from one
place to another, store blocks of text, align margins all in few seconds.
Use of word processors has changed the look of official
correspondence, reports, and proposals etc. to a great extent. MS
Word is an advanced word processing product by Microsoft company.
The powerful features of Word will allow you to create even graphic
based multicolumn publications such as Fliers, News letters and
Internet web pages.

PARTS OF WORD WINDOW

Please see the picture below for a visual image of parts of an active
window has:

A pplication
Application Close Button
Restore Button

De@|@dYy  Ledo| . SHORSH @I o« -0
= TmeshewRoman = 12 = B | O | EEEE == =i E-J’-ﬁ-,l

Statidard Toolbar

Formatting Toolbar Application
Mlinimize
Button

Heroll
Arrowr

iog Document 1 - Microsaft Word

Title Bar

Cursor TS ST P TS TSR YT T ]

Heroll

3 -: Eox
Column

Humber gl Fuler

Lite
Humber

_ | Seroll
Bat

Curzor Point

Heroll
Arrowrs

Current/Total
Pages

B Previous
e Page
¥

Section [ bl

Humber

Titie.bag
nd which document i
|

~currently runming
Osrer Type Mode Page

Menu bar This is the traditional windows style drop-down menu. When
you point to any menu title and click once with the mouse, the menu
will open displaying all the commands available under this menu.
Clicking on the desired command would tell Word to execute that



command. Some commands have ellipses (...) in front of them. These
commands have further sub commands. Commands appearing in dim
mode cannot be executed unless the prerequisite functions required by
that command have been performed, e.g. you cannot use the Copy or
Cut command from the Edit menu unless you have selected a piece of
text first. Many commands also have a keyboard shortcuts specified
against their names.

Standard toolbar Toolbars contain buttons, drop-down menus and
other controls that help you to quickly alter the appearance and
arrangement of documents by executing a variety of word commands.
Toolbars are very helpful and convenient in quickly executing
commands without having to go through menus. The standard toolbar
contains icons for basic functions like opening files, saving files,
printing files, cut, copy, paste etc.

Formatting toolbar This contains icons for changing the look of your
text (called “formatting” in computer jargon); for example, there are
icons for changing fonts, styles, font sizes, text alignment etc.

Ruler The Ruler lets you make changes to margins and indents, and
helps you create document as per dimensions required.

Scroll tools These helps you travel within your document. You can go
anywhere, up and down, right and left in your document mainly by two
ways: Using the horizontal and vertical scroll bars with the help of the
mouse; Or using the keyboard to press PgUp, Pgbn, Home, End and
arrow keys.

Status bar Also called the Status Area, this is the normally the last line
on your screen. This gives the following information about your work—

Current Page

Section Number

Current/Total pages in the document

Current Cursor Position (where the cursor is presently located)
Current Line Number

Current Column Number

Record Macro-whether macro recording is On or not

Track Revision-whether revisions have been made or not
Extend Selection

Over type mode-whether you are in Insert mode or overwrite
mode

e (= B ¢ I = B @ B w i ¥

Cursor Also called the Insertion Pointer, this denotes the place where
text, graphics or any other item would be placed when you type,
overwrite or insert them. This looks like a tall, skinny toothpick and
keeps blinking so that you can locate it easily.



Mouse pointer When your mouse pointer looks like an I-beam you
should be able to move it freely on the screen. This is used for either
placing the cursor at the desired place (take the mouse pointer there
and click) or choosing any command either from the menu or from
toolbars. The mouse pointer changes shape when in the process of
doing certain tasks and the cursor disappears.

MS WORD Page 3 of 40



Zoom Control
Scales the editing view (Zoom).
Alfernafive: View — Zoom

Show / Hide @
st 7 it —
characters,
Shorfouf: Ctel + %

Normal + TimesNewRoman + 12 «+ B Z U EEEE SIS EE Q-2 -A-
Style - Normal - Fount
Applies a style or records a style - Changes the font of the selection.
by example. Times New Roman "o Alfernafive: Format — Font
Alfernafive: Format — Style Shorfeut — Ctrl +3hift + F
Shorfout — Ctrl +35hift +5
Bold
Fout Size - Makes selection Bold.
Changes the fort size of the L Alternative: Format — Font — Font
selection. style
Alfernafive: Format — Font — Size B // Shoricut — Cirl + B
Shorfeut — Ctrl + Shift + P =
Underline
Tialic Formats the selection with continuous
IMakes selection Italics. L~ i underline.
Alfernative: Format — Font — Font Alfernafive: Format — Font — effects
style U | Shorfeuf— Ctrl+U
Shorfouf — Ctel +1 —
Copy Paste
Copies the selection and puts it on e Insert the Clipboard contents at
the Clipboard. the insertion point.
Alfernafive: Edit — Copy R —— Alternative: Edit — Past
Shorfcuf — Cirl + C o Shorfcuf — Ctrl +V
Format Painter @ Undo
Copies the formatting of the L Reverses certain commands.
selection to a specified location. Alfernafive: Edit — Undo
Shorfeut — Ctrl +Shift + C ) »—| Shorfout — Cirl +2
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- Bold
Font Size | M akes selection Bold.
Changes the font size of the E Alternafive: Format — Font — Font
selection. style
Alfernafive: Format — Font — Size B / ot s Ciel + B
Shorfeuf — Ctel +5hift + P =
Underline
Italic Formats the selection with continuous
IMakes selection Italics. fi undetline.
Alfernafive: Format — Font — Font Alfernafive: Format — Font — effects
style u _'____.-o-'-""f Shorfouf = Ctrl + U
Shorteut = Ctrl +1 —
Align Left = Center
Aligns the paragraph at left indent. me== | Centers the paragraphs between the
Alternative: Paragraph — Alignment indents.
Shorfouf — Ctrl +L = Alfernafive: Paragraph — Alignment
— Shorfouf — Ctrl + E
Align Right —
Aligns the paragraph at right indent. |/ = .
Alfernafive: Paragraph — Alignment - Justify
Shorfouf — Ctel + R - Ahatls the paragraph at both right and
= left indent.
o Alfernafive: Paragraph — Alignment
Shorfouf — Ctel +1]
. S Bullets
Mlmbm.'mg i= Creates a bulleted list based on the
Creates a numbered list based on the —
current defaults e current defaults.
) Alternafive:
Alternative: = - | Format — Bullets and Numberin
Format — Bullets and Numbering — g
Decrease Indent Increase Indent
Decreases or promotes the selection . Increases indent or demotes the
one level. S selection one level.
Alfernafive: Alfernafive:
Format — Paragraph — Indentation ; / Format — Paragraph — Indentation
==
Highlight
Borders Highlights a selected piece of text in
Shows or hide the border toolbar. _1 - the chosen colot.

Alfernafive:
Format — Borders and Shading. 2

Font Color
Selects and applies Font Color.

-_—
Alfernafive: /

Format — Font — Color
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File management
Creating a New Document

Click on File Menu
Select and click New option

Otherwise click | O button on the standard toolbar

Opening an Existing Document:

Click File Menu
Select and click Open option
Otherwise click @ button on the Standard toolbar.

Double click on the file from the open window

Saving a Document

Click File Menu
Select and click Save button.

Otherwise click button gq on the Standard toolbar.

Moving through the document

Open any word document. You can move the cursor to any
location on the screen by using the arrow keys on the
keyboard.

Right arrow key is used to move one position to the right of
the cursor

Left arrow key is used to move one position to the left of the
cursor.

Up arrow key is used to move one position to the top of the
Cursor.

Down arrow key is used to move one position to the down of
the cursor.

Page Up key is used to move down the screen at a time
Page down key is used to move up the screen at a time

Hold down Ctrl key and press Home to move to beginning of
the document.

Hold down Ctrl key and press End to move to end of the
document.

MS WORD Page 7 of 40



You can move to any position on the screen by moving the
cursor with the mouse.

You can use scroll bars to scroll the text upward and down
ward.

Closing a Document

Click File menu
Select and click Close button.
Otherwise click buttsn menu bar

Editing Word document

Cut , Copy and Paste options

These options will allow you to Cut or Copy a piece of text

from one location and to paste at a new location.

To

MS WORD

do these functions,

Place the cursor at the begining of the text to be selected.
Drag the mouse pointer over the text. The text will now
appear in reverse vedeo as shown below:

Jawahar Knowledge Cente
o

Click Edit menu and then click on Cut option (or) click ~£=
icon on the Standard Toolbar. Move the cursor to the place
where you want the text to be pasted.

Click Edit menu and then click Paste option (or) click =
icon on the Standard Toolbar.

For copying the text from one location to other location the
same procedure is to be followed. The difference between Cut
and Copy is that while using the Cut option the text will be
removed from its original location and pasted at a new
location, where as when using Copy option a copy of the
selected text is pasted at new location without disturbing the
original text.

Page 8 of 40



Searching text

Open any document.

Click Edit menu and then click Find option. You will get a
screen as shown below.

Find and Replace

| Find iRegIau:e | GoTo |

Find what: | VI

[ ] Highlight all items Found in:

Mare ¥ Find Mext Cancel

In Find What text box type the word you want to find and
then click Find Next button.

Continue clicking Find Next button until you get the screen
shown below.

Microsoft Office Word

1 ) Word has finished searching the document.

Click OK button and then click X to close Find and Replace
dialog box.

Replacing text
Open any word document.
Click Edit menu and then click Replace option. You will get the

dialog box as shown below and type the word with which you
want to replace.
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Find and Replace

. Find ' Replace | GoTo |
|

Find whak; | W |

Replace with: | " |

Mare ¥ Replace Replace All Fird Mext Cancel

Click ReplaceAll button once. You get the below dialog box.

Microsaft Office Word

¥ \  ‘Word has finished searching the selection. 0 replacements were made, Do wou wank to search the remainder of
\-l"() the document?

Click OK button and then click X to close Find and Replace
dialog box.

Moving the cursor to a specific page

If your word document contains more than one page, you can
directly go to specified page by clicking Edit menu and then
clicking Go To option. You will get the dialog box as shown
below.

Find and Replace

Find | Replace | G0 To |

Go ko what: Enter page number;
”
Section B
|Line z Enter + and — ko move relative to the current
| Bookmark s location. Example: +4 will mowve Farward Four
Zommenk itemns.
| Fooknote
|Endnote it _
Previous ] [ Mexk ] [ Close ]
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In the Enter page number text box, type the required page
number as shown below.

Find and Replace

Find Replace ! Go To |
G0 ko what: Enker page number:
o — I 4
| Section ;
[Line | Enter + and — ko move relative to the current
:BDDkrnark ] location. Example: +2 will move Forward Four
[ Comment iterns,
| Footrniobe
| Endrnke i
B e [ Go To ] [ Close ]

Click Go To button. Cursor will immediately jump to page 4.
Click Close button to close Find and Replace dialog box.

Formatting documents

Bold, Underline and Italicize the selected text

Open a word document.

Block the text by first clicking at the start of the text and
holding the left mouse button and drag to the desired position
and then release the left mouse button. The selected area will
be highlighted.

Move the mouse pointer to the button ‘B on the Standard
Toolbar and click once.

Move the mouse pointer outside your text and click to release
the highlighting. Your text will now appear in BOLD FACE.

Like this you can underline or italicize the desired text by
using the following buttons

L0
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Left aligning, centering , right aligning and justifying text

Left Centre Right Justify

Open a word document.
Block the text by first clicking at the start of the text and
holding the left mouse button and drag to the desired position
and then release the left mouse button. The selected area will
be highlighted.
Move the mouse pointer to Align Left button on the toolbar
and click once. Your selected text will be left aligned.
Move the mouse pointer to Align right button on the toolbar
and click once. Your selected text will be right aligned.
Move the mouse pointer to Center button on the toolbar and
click once. Your selected text will be centered.

Move the mouse pointer to Justify button on the toolbar and
click once. Your selected text will be justified.

Creating Bulleted and Numbered list

If a list of items are to be numbered automatically it can be
done using Numbered List option

Ex: Microsoft Office consists
of MS-Word MS-Excel
MS-PowerPoint MS-
Access MS-Outlook

The above text is to be selected with mouse.
Click on the Numbered List button on the toolbar =

Move out of the text and click to release the
highlighting. Your text will now look like this

MS-Word
MS-Excel
MS-PowerPoint
MS-Access
MS-Outlook

N

Now re-select the text -
Click the Bulleted List button on the toolbar. =
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The numbers should be replaced with bullets as shown below

MS-Word
MS-Excel
MS-PowerPoint
MS-Access
MS-Outlook

Indenting Paragraphs

Select a paragraph with the mouse.

Click on the Right (increase) Indent i@ button on the
toolbar. '

Leave the highlighting on and click once more on the Right
Indent button.

Click once on the Left Indent & button. Your text should now

be indented by one Tab stop. Each time you click, the
paragraph is moved one tab stop.

Changing case of text

You can change the selected text into either UPPERCASE,
lowercase, Title case or tOGGLE cASE

Highlight the text. Select the Format menu option

Choose Change Case option. You will get the dialog box
shown below.

Change Case @

f::' Senkence case,

(! lowercase

...............................

() Title Case
{3 EOEELE cASE

[ 84 ]I Cancel ]

From the list of options select UPPERCASE to convert lower
case into uppercase
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Indenting text with tabs

Type your name and address as you would at the head of a
letter, but aligned with the left margin e.g.

K.Manohar
H.No 10-334/3,
V.P. Nagar,
Malakpet,
Hyderabad.

Move the cursor to the start of each line and press the Tab
key. Just as with the right indent button, your text will move
right. How much it moves will depend on the tab settings,
which you can change in the Format, Tabs menu as shown

below.
Tabs rg|
Tab stop posikion: Default kab stops:
D.S“ : |
| Tab stops to be cleared:
alignment
() Left () Center ) Right
{3 Decimal () Bar
Leader
() 1 None B @
Oa_
Clear all
] 4 ] [ Zancel ]

Font Controlling

To get different character styles we can change Font type
Click on Format menu

Select Font option. You will get the following screen.
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Font [E| E|

Fonk | Character Spacing | Texk EFfects
Lakin kext fonk: Fonk st_gle: Size:
| imes Mew Roman » | Reqular | 512 |
A (10 Al
Italic 3 ‘ 11 X |
Bald ¥ .Y
Complex scripts
Faontk: Fant skyle: Size:
!Times Mew Rarnan V| iReguIar Vi 512 V|
All ket
Fonkt color: Underling skwle:
! Aukomatic vi I fnone) L |
Effects
[ ] strikethrough []shadow [ ] small caps
[ ] bouble skrikethrough [] outline []all caps
[ ] superscript [ ]Emboss [ ] Hidden
[ ] subscript [ ]Engrave
Presview
Sample BT e
This iz a TrueType Font. This Font will be uzed on both printer and screen.
Default, .. [ K ] [ Zancel

You can set Font type, Font Style and Font size and Color of
the selected text.
Click OK button.

Note: The above options are also available on the Formatting

Toolbar
hormal » Verdana v 12 = é
Font style Font Type Font size Color

Creating column wise documents
Open any word document file.

Click Format menu and click Columns option. You will get a
screen as shown below:
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Columns

Fl'resets m
Bl =
one Left

Mumnber of columns: 1L} =
width and spacing Presie

Col #: Wjdkh _ 3pacing:

L 1 ] ¢ v | |

| | | || |

] || |

|

apply ko |'-.-'-.-'hu::|e document L |

In the Presets tab, select Two option to get below screen.

Columns

.
I

one i Two  Three  Left Right
Mumber of columns: E2 s . [ ] Line between
‘Width and spacing Presvig
Col #:  Width: Spacing; = —

i e Bjos |
L2 |27 || |
LIl || |

Equal colurn width

| ;
apply to: !'-.-'-.-'hl:ule document b

Click OK button.
Your document will be converted to two-column document.
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Spelling and Grammar Checking of word document

Open any word document.

Click Tools menu and then click Spelling and Grammar option.

You will get the below dialog box.

Spelling and Grammar: English (L1.5.)

Mok in Dickionary ;.

Jawrahar Knowledge Center is an initiative by the £ | Ignare Cnce

Gwalrnanﬂ of Andhra Pradesh to train the students -

Ignore Al

pursuing various courses on employable skills to meet

the industry requirernents and there by bridaing the nap % Add ta Dictionary

|
|
|

Suggestions:

Governwent i

Change

Change All

|

AutoCorrect ]

Dictionary language: |En|;||ish (5. L]

Iv Check grammar
Opkions. .. | Inde |

Cancel

Note all words that appear red color in First box are spelling
mistakes. If you want to accept the suggested word, in the
second box click on Change. If not, click Ignore button. You can
also add a word to the dictionary by clicking on the Add button.

Continue this process until you get the dialog box, shown below:

Microsoft Office Word

1 ) The spelling and grammar check: is complete,

Click OK button.

Save your work when the spell-check is complete, so that the

corrections are saved.

MS WORD
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Printing document
Set Page Setup options
Click File menu

Select and click Page Setup option. You will get the following
screen.

Page Setup

Margins | Paper Layouk

Margins
Top: &

Y
o 1
Left: = | Right: |1.25"
.A
w

Bottam: 1

Gutker: EI | (Gutter position: Left

Orientation

_ : ABI'E

Fortraik I-I_anu:lgcape'
Fages
Multiple pages: I_Nl:urmal

:.< .I

Preview
apply ko
[Whale dacumert w |

Default. ., ]

-

] [ Cancel

Here you can set margins (top, bottom, right and left), paper
size, paper source and layout.
Click OK button.

Creating Header and footer

You can create header and footer that include text or graphics.
For example, page humbers, the date, a company logo, the
document’s title or file name, the author’s name, and so on. You
can use the same header and footer throughout a document or
change the header and footer for part of the
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document. For example, use a unique header or footer on the
first page, or leave the header or footer off the first page. You
can also use different headers and footers on odd and even
pages or for part of a document.

The Header and Footer tool bar is

Header and Foolter
Insert AukoText = Insert AukoText E I Al e

41 & | |LI'E 45[‘ E;iguse

To Create header or footer

Create a header or footer

1 Onthe View menu, click Header and Footer.

2 Tocreate a header, enter text or graphics in the header area. Or
click a button on the Header and Footer toolbar.

To insert Click

The current date pate B

The current time Time -

Common header or footer Insert AutoText, point to
items, such as running total Header, and then click the item
page numbers (Fage 1 of 10, ol want.,

the file name, or the author's

narme

3 Tocreate a footer, click Switch Between Header and Footer
to move ta the footer area. Then repeat step 2.

4 ‘“When you finish, click Clese,

Creating different footers or headers for even and odd pages
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Create different headers or footers for odd and
even pages

1 Onthe View menu, click Header and Footer.

2 Onthe Header and Footer toolbar, click Page Setup .
3 Click the Layout tab.
4

Select the Different odd and even check box, and then click
QK.

5 If necessary, move to the Even Page Header area or Even
Page Footer box

B How?
6 Create the header or footer for each even-numbered page.
= How?
T To move to the header or footer for each odd-numbered page,

click Show Next Ea'%\‘i on the Header and Footer toolbar.
Then create the header or footer you want.

Preview document

Open any word document.

Click File menu and then click Print Preview option. You will
get a screen similar to this.

GOVERNMENT CF ANDHE.A PRADESH
From,
Employee Id 4528,
Bowenpally,
secunderabad,
To,
The Program Manager,
Insttion for Electronic Governance

Iasab Tank,
Hyderabad.

Sir,

Sub:Reausst For One Day Leave

In my absence, my files/clients/duties will be
undertaken/assigned to [names of individuals or departments]. [If
appropriate, state how your employer can contact you during your
absence by phone or e-mail]. | understand that during this time: | will
continue to be responsible for the employee portion of my health
benefits.

Yourg Faithfully,
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You won’t be able to read your text, as preview is just for
checking the layout. If you move the mouse pointer into the
page a tiny magnifying glass icon appears. If you click on this,
it magnifies the selected page.

Press PgDn to move through your document if it is more than
one page long.

If you need to make changes before printing, click the Close
button to return to your document

Print document.

Click File menu

Click Print option.
You will get a screen shown as below.

Prinker
Mame: &% 11192.168.1.2500HP LaserJet 1020 v |
Status: Idle Find Prirker. .,
Tvpe: HF Laserdet 1020
Where: UsEOO1 [ Prirk ko File
Commenk: [ ] Manual duplex
Page range Copies
i all Mumber of copies: ' ¢
) Current page '
) Pages: J Collate
Enter page numbers and/or page ranges
separated by commas, For example, 1,3,5-12
Prink what: ;D-:u:ument w e -
) — — | Pages per sheet: 1 page w |
Prink: | All pages in range Sl jiEEs |
Scale to paper size: 'N.;. Scaling a
Cptions. ., [ Ik ] [ Cancel

In the above figure you can set default Printer name or you can
select other printers from the drop down menu. You can set
which pages to print, how many copies to print, the page range
like "1-3,5-7", whether to print all pages and so on.
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Before printing, make sure your printer is switched on, is loaded
with the appropriate paper [A4], and is on-line.
If you are satisfied with the layout of your document, click on
the Print icon on the toolbar to obtain a printout. You should see
a message on screen showing that your file is being prepared for
printing.

Click OK button.

Inserting pictures into the document

Inserting Clip arts

Click Insert menu, click picture and then click Clip Art. You will
get screen as shown below

B Food - Microsoft Clip Organizer
i file Edt Wew Took Help
i?‘_‘_'l_‘s_gfa_r_’dj:.. 25 Collection List... || 1

{ Collection List -

ﬁ Communications 4

ﬁ Concepts i

&5 Decarative Elemen

&5 Emations

ﬂ Fankasy

ﬂ Flags

&5 Food

@ Government

ﬁ Healthcare

ﬁ Househald

ﬁ Industry

@ Leisure

&5 Maps

&5 Nature

ﬂ Occupations

&5 Pastel

@ Peopls

@ Personal Appearar

ﬁ Plants

ﬁ Realistic

ﬁ Religion

& Sciences

&5 Seasons

ﬂ Signs.

& Sites

@ Special Oceasions

@ Sporks

@ Symbols

ﬁ Technology

ﬁ Tools

&5 Transportation

&5 Travel

&5 Weather

&5 Web Elements =
W

< | B

100 Tterrs

e . o
‘4 start = B G | i ontiled-Pant O Document - MicrosoF. .

Select the picture and then click Insert button. The selected
picture will be inserted at the cursor position.

Inserting WordArt

Click Insert menu, click picture and then click WordArt. You will
get a screen as shown below:
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WordArt Gallery

Select a Wordart skyle:

ot ordA wordac, Woraarl Woranrt| §
Whrelizt| Word Art | Wordiet] v o ra2 72| Wity ; w
Wortet| WortAr| woiann | WordArt| Wor A W
Worddrt WirdAnt Wg V) w

|l

l“"“'l’ L
3

Cancel J

Select a WordArt Style format and then click OK button to get
the below screen.

Edit WordArt Text

Fonk:

Size:!

| F Avial Black

#|| - & (=] [£]

Texk:

our Text Here

[ ok

] [ Cancel J

Here enter your own text ( for example type Welcome)and then
click OK button.

MS WORD
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Dragging Margins on the Ruler

Change to Page Layout view
Choose View Ruler, if the ruler is not visible
Point to transition area (where the grey area turns white) on
the ruler. The mouse pointer changes to double headed
arrow.

Drag the margin to the desired position using the mouse. Watch
the change in the Ruler's dimension as you drag.

Page Breaks

Page Breaks are the places in your document where one page
ends and a new page begins. Many things affect where page
breaks will occur. Factors include the size of your paper, Margin
setting, Paragraph Formats and section breaks. Page breaks
appear as dotted lines in Normal view.

Forcing Page Breaks
Move cursor to the place of the break.

Choose Insert Break
The Page Break dialogue box appears as below.

Break @@

Break bypes

) Column break.

i) Text wrapping break
Section break tvpes

i) Mext page

() Continuaus

O Even page

) 0dd page

[ Ok, ][ Cancel ]

Click OK & the page break appears in the required position.

To insert page breaks press Ctrl+Enter. Page Break will be
inserted at the place of the cursor.
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Drop Cap Feature

Select the Paragraph then Click Format menu and then Click
on Drop Cap then you will get a screen as shown below:

Paosition
1 w=| W
ﬂuﬁrie .Qru:uppeu:l n mmargin
Opkions

[ Il ] [ Zancel ]

Now Select the required position for Drop Cap and click OK

Creating Tables

Tables are preferred when compared to using spacebar or tab
for alignment to give a table format, but Word has another
excellent feature for alignment called "Tables". This feature is used
to create financial reports, catalogues, accounts etc.

Tables consist of rows and columns. The text can be typed in
the cells. The size, shape and appearance of a cell are controllable
features. You can also convert a text to a table and a table back to
text. It also supports importing and exporting data onto a
spreadsheet.

To create a table using Insert Tables Button

Move the cursor to the place where you want to insert the
table

Choose tables button from the Standard Toolbar

Drag the mouse to highlight the desired number of rows and
columns in the tables menu
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Release the button. An empty table is inserted.
To create a table using table menu

Choose Insert table from Table Menu . You will find a dialog
box as shown below:

Insert Tahle @

Tahle size

Mumber of colurmns: :5

43| 4

Mumber of rows:

AutoFit behavior
{32 Fixed colurn width: [auto
'i::' AuktoFit bo conktenks
) BukoFit o window

L

Table skyle: Table Grid [ﬂutDFDrmat... ]

[ ] remember dimensions For news tables

[ Ok ] [ Cancel ]

Now type the Number of Columns and rows as you require
and set column width Auto. So that the Column with will
be equal to the width of the text. Now click OK.

An empty table is inserted in the document. Now inserting rows,
columns, Deleting rows and widening the columns is very easy.

Insert Rows:

Place the cursor in the table, where rows are to be inserted
Choose Table and click Insert Rows option to insert rows in the
table

Delete Rows:

Select the Row which is to be deleted
Click Table and click Delete cells option.

In the same way you can do with columns also
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Table | Window  Help

j Craw Table k

Insert v
Delete vl
Select »
I Merge Cells
Gl Cplit Cells. .
Split Table

#7 Table AutoFormat. .
AukoFik k

Heading Rows Repeat

Conwert k
% 1. Sart, .,
Faormula. ..

&l Show Gridlines

Table Propertigs. ..

Using Formulae in the table

Tables can be used to prepare financial statements. Different
functions can be used to calculate Column totals, Row totals,
Average , Count, Minimum and maximum of given values etc.

To use a formula in the table

Keep the mouse cursor at the place where the value has to
come

Click Table menu and then click Formula option.

You can see the following dialog box.

Formula

Earmile;
|=SUM{ABOVED |

Mumber Format;

| 2

Paste function:

| v

Ik ] [ Cancel
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Then click OK button

If you don’t want the above function, then choose another from
Paste function drop down list.

Sort the Table

We can arrange the data in the table in some order i.e. By name,
By ID no, By basic etc.

To sort the table

Select the table by using menu Table -> Select table
Sort the table by using menu Table -> Sort options

You will find the following dialog box:

Sort E|

Sortby :
| Tupe: | Text

(%) Ascending

w
_.I ) Descending

Salary I V.
Designation

Ilj_ Address

*) Ascending
) Descending

| Type: iText W |

Using: iParagraphs |

Then by

My lisk has
(%) Header pow {3 Mo header row

o] (o

Now select the sort by field and click OK
Numbering Pages

Open any word document.

Click Insert menu and then click Page Numbers option.
You will get the screen as shown below:
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Auto correct

Basition: -
E Biottom of page (Fooker) b |

Page Numbers

o
=
@
=
]
=

Alignment:
Right v|

Show number on firsk page

o

Cancel ]

By default the page number is placed at bottom right corner
within the page. You can change the position of the page
numbers by selecting other options like "top of the page,
center" from the Drop down List boxes.

Choose the Format button to review the other page
numbering options or choose OK button to set the changes
made in the Page Numbering dialog box.

AutoCorrect stores a list of common typographical errors and

their spellings. When you make an error, Word detects it and
inserts the correctly spelled version of the word. You can add
words to the AutoCorrect list, based on the mistakes you make.
Look at the AutoCorrect dialog box.

MS WORD

AutoCorrect: English (L1.5.)

AuboText 1 AutaFormat I
AukoCorrect | AutoFormat As

Show AutoCorrect Options buttons

Correck ThWo IMitial CApitals

Capitalize first letker of sentences
Capitalize first letter of table cells
Capitalize names of davs

Cotrect accidental usage of cAPS LOCK key
Replace text as you bype

et Tous:

You Type

|

Replace: With:
I E
[ © Al
|ir) | ® =
“:t"!‘:' ™
= : v
automatically use suggestions from the speling checker

(w4 ] [ Cancel
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Note that tm within parenthesis is automatically replaced by ™ with
trademark symbol. To Add an AutoCorrect

Click Tools then click AutoCorrect, type the word in the place
provided for Replace and With Options then click Add and then
click OK. You can Delete an AutoCorrect option if you don't want
it.

AutoFormat

Use AutoFormat to reformat an entire document using a
selected document template as a basis for the changes. Templates
are supplied with Word, or you can create your own templates
based on a document in which styles are applied to text, headings,
lists and other text and graphic elements within the document. You
can use Format/Style Gallery to view and apply available style
templates to your document. Autoformat applies a style to every
paragraph and heading. It typically replaces indentations created
with spaces or tabs with paragraph indents, asterisks and dashes
with bullets, and so on.

Auto Text

The AutoText feature lets you store commonly used passages,
such as addresses, contract clauses, etc., and insert them whenever
needed with a click of your mouse to create an AutoText entry.

Select a graphic or text block such as your name and address in
your document.

Pick the Insert / AutoText menu selection: The Auto Text dialog
box is displayed as shown below
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AutoCorrect

Autotarrect

AukboText | AuktoFormak

autoFormat As You Type

Smart Tags

Show AutoComplete suggestions
To accept the AutoComplete suggestion, press Enker

Enter AutoText entries here:

- PAGE -

| Aktention:

[ATTH:

|Author, Page #, Date
|Biesk regards,

|Best wishes,

ECERTIFIED MaIl
[COMNFIDENTIAL
|Confidential, Page #, Date

Showe Toolbar

Presiew

Loak in: I.ﬁ.ll active kemplates

(0] 4 l [ Cancel

Type a Short name in the Name box and click Add.
To use Stored Auto Text

Type the short name of your Auto text and Highlight it.

Click Insert/ AutoText from menu and then click Insert . The
text is inserted in place of the selected AutoText name.

To remove an AutoText item:

Pick Insert/AutoText to get the AutoText dialog box.
Pick an AutoText name and click Delete and Close

MS WORD
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Password Protecting the document

Open any word document.

Click Tools menu and then click Options Click Security tab.
You will get screen as shown below.

Options g|

' Speling & Grammar | Track Changes || User Information || Compatibility

File Locations [ Complex Scripts

| wiew | General | Edt | Pt | Save | Secuity |

File encryption options For this docurment

Password to open; | - -

] (et ]

File sharing options for this document

Passward ta modify: | [

[ read-only recommended

[Qigital Signatures. .. ] [Er-:ute-:l: Daocument. .. ]

Privacy options
[] remove personal information from File properties on save

[] Warn before prinking, saving or sending a file that contains tracked
changes or comments

Store random number bo improve merge accuracy

Make hidden markup visible when opening or saving

Macro security

Adjusk the security level Far opening files that might
conkain macro viruses and specify the names af
krusted macro developers,

[ Macro Security... ]

[ ok ][ Cancel ]

In the Password to open text box, type your password (Ex:
type mahesh). Your password will appear as group of ***,
Click OK button. You will get the following screen.

Confirm Password

Reenter password bo open:

| |
Caution: IF wou lose or Forget the password, it cannot be
recovered, (Remember that passwords are case sensitive, )

[ ok l[ Cancel ]

Reenter the same password and then click OK button.
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Close the document by clicking File and then clicking Close
option.
Open the same document by clicking File and then clicking
Open option.

You will get a screen as shown below.

Password

Enter password to open File
E:\Documents and SettingsiieqiDeskiop! Test,doc

L oK J[ Cancel ]

If you type the same password as earlier (mahesh) then only
you can open the file.

Enter the password and then click OK button.

If you want to delete the password click Tools menu and then
click Options.

Delete the password in the Password to open text box.
Click OK button. Your document will be unprotected.

Thesaurus

The tools /Thesaurus menu selection gives you possible
meanings and synonyms for selected words in your documents.
This helps you be more precise in your writing. To use the
Thesaurus, position the cursor in front of a word or highlight it.
And Right Click and Then you will find a dropdown menu and
select synonyms option select Thesaurus menu as shown below .

The tools /Thesau
meanings and synd

docurnents, This he r writing.
To use the Thesaurﬁ i of a word
or highlight it. Use = ction or
press. 4 Fonl

=

Synonyms 2 lexdizon
nﬁ Translote vacabulary
ielect Teat with Smllar Formatting glossary
phiase back
word st

oz s e N 2 DO AGEE s

Page 1 sec 1 171 AL ln 7 col 20 [
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Lists of possible meanings and synonyms are displayed. Pick a
desired word so that it is in the Replace with Synonym box and
click the Replace button to use it. Use the Look Up button to find
alternate meanings of a selected word in the Meanings box. Click
Cancel to exit the Thesaurus dialog box without accepting any of
the suggested changes.

Creating a Mail Merge document

Following are steps involved in creating a Mail Merge document.

Create a new data source and enter information
Create the main document

Insert fields into the main document.
Merge data source and main document.

Creating a new data source

This file is created basically to store the information like
addresses which is to be used to merge with the main document.

Open a New word document
Create a Table with following information :

First Name Last Name Add1l Add2 Add3

Bhaskar Rambha Banjara Hills [ Road No.3 Hyderabad

Ashok Reddy Kukatpally Main Road Hyderabad

Ravi Kumar Gandhi RTC X Roads |Hyderabad
Nagar

Save the file as address.doc and close.
Creating the Main Document

From the Tools menu Letters and Mailing Mail Merge.

In the Main Document area of Mail Merge Helper window click
the Create button. Clicking on the down arrow opens the pull
down menu.
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'@i Document1 - Microsoft Word
i Ble Edit View Insert Format Tools Table Window Help
A SR WS = W W A e W N e A e

:Ncurmal = TimesMew Roman  ~ 12« | B U 1= E

Select document type

warking ony
@' Letters
i3 Envelopes
(73 Labels

(") Directary

Letters

‘What bype of docurnent are wou

You can personalize the letter
that each petson receives,

Click. Mext to continue.

Step 1 of 6

gend letters to a group of people,

% Mext: Starting docurent

= m|E|=E 8 < il 2 - |
Draw* W | Adtoshapes = N\ N [1O ] ﬂw 1 Lﬂ' {?& o2 - A === d Lj!
Page 1 Sec 1 11 ak 1" lm 1 Cal i HEC L (TRE ERT | OWR! Engishins | | GEf

Select Letters. and under Step 1 of 6, Click on Next : Starting
document as shown in the above window (step 1).

You will get 3 options to select from the following window

- Use the Current Document
- Start from a template.
- Start from Existing Document
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- Select starting document

How do ywiou wank ko sek up your
| latters?
(&) Use the current document
() Stark From a emplate
() Start Fram existing dacument

Use the current document

Skart From the document shown
here and use the Mail Merge
wizard to add recipient

infarmation.
Y| Grep2of6
Y
@ 2 Mext: Seleck recipients
) ¥ 4 Previous: Select document bype
= Iﬁ:ﬂ.ﬁs B < i 1 3
GDraw= by |Adteshapes~ N 8 (1O A A 3 Gl & P - Z-A-= E
Pags 1 Sec 1 11 Ak 1" tn1 caol 1 REC| [TRK | (BT | OVR, (B

Select the first option : Use the current document

Type the letter leaving sufficient space to place addresses later

RERERRSEERSY | 2] @ 7 ManMerge

What type of document are you
working on?

® Letters
) Enwelopes
0 Labels
) Directary

Governtnent of Andhra Pradesh

From
Chief Executive Officer
Institute for Electronic Governance

Masab Tank
mm bad Letters
Erata
¥ Send letters to a group of people,
You can personalize the letker that
To each persan receives,
Dear

You are requested to attend a meeting at Secretariat to review the activities of

your wing.

Tours Faithfully,

Click Mzt b continue,
Step 1 of 6
g Mext: Starting document

“ o w4

[Cthief Exe cutive Officer

=

=N ANOOCHAMAQBE »-L-A-SE=E8F.
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Now click on Write Your letter link (step 3)
Then you will get following window.

Table ‘Window Help sestior For hel - X
B o a, i e R S 4 Wormal + Justf - Times NewRoman = 12 - B 7 0T
B-&-li@y BB,

AR W A oM BB I B Dy U

*g- P OB GO BELGHD B B ERE 3 TR SR - R N, o o oo Z]‘# Mail Merge * X
| | Select recipients
Select Data Source
‘& Ise an existing list
Look in: E ~ & : - -
Skl ]‘—1‘ Hy Docinants L] i @ Fatlis Tonk Select from Outlook contacts
- [ Cybertink B Background.doc Hlreq.xls Type & new st
{,&é Iy Diata Sources @banner.duc @sample.duc
Fstary My Music @camputers‘doc @schoo\s‘doc Use an existing list
T My Pictures @cuver‘doc @SRUJANA.doc Currently, your recipients are
T o My Received Files @cts.duc @TA-NAC.ch selected From:
I : i.EMy Wideos [‘51 emails.bxt tnpics.dnc [:\Documents and SettingsiadminiMy T
by My Documents ;@NFS Most Wanted Demo @faculty-incentives&duc @tuurfurmat.duc Selact 5 diferent list...
Symantec @fundstransfer‘doc @Walkln Interviews Far £
H] P37 Updaters global.doc Edit recipient list,..
~fcover,doc @Jawahar Knowledge Center,doc
T Deskiop rebddress. dac [Z] lansettings.bxt
0 Account, xls @Natiunal Degree College.doc il
A '% j E@actlonp\an.x\s E’l Mortan Antivirus__Key. bt
Iy E@address‘doc @NOTEl.ch
N Favortes ) advt.dac & plat.doc
= File: pame: ]‘ :__] Ny Source. . J Oper
D My Metwork, ’
Places Files of type: IA\I Data Sources (* ode;* mdb; *.mda;j Cancel
Tou are requested to attend a meeting at Secretariat to review the activities of
your wing.

Now Select an Existing Data Source i.e. the file
address.doc and Click on Open Button.

Then you will get following window.

Mail Merge Recipients @

To sork the list, click the appropriate column heading, To narrow down the recipients displayed by a
specific criteria, such as by city, click the arrow next ko the calumn heading. Use the check boxes or
buttons to add or remove recipients from the mail merge.,
List of recipients:

1 > Lask_Mare 1 *! First_Mame 1 i 1 MR 1 s 0 MR 1 i 1 MR 1
Rambha Bhaskar Banjar... FHoad... Hwder... i
Reddy Ashiok kukak... ManR... Hyder...
Kumar Ravi Gandh... RTCH... Hyder...

E |
Select All | Clear all | Refresh |
Find. .. ‘ Edit... | Yalidate ‘
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Click OKk.

Then you will see the following screen

Government of Andhra Pradesh

Insert Merge Field

Ta Insert:
The Chief Executive Officer " address Fields &' Database Fields
Institute for Electronic Governance Fields:
Masabtank |
Hvderabad Last_Marme
yderaba it
Addz
To Add3
Diear
Tou are requested to attend a ities of
vour wing, =l
Match Fields. .. | Insert I Cancel |
Tours fathfully,

- To add recipient information to your letter Click on Mor

and insert the fields wherever required.

After inserting fields your document may look like this :

Government of Andhra Pradesh

To

The Chief Executive Officer
Institute for Electronic Governance
Hyderabad

Ta
«First Mamen«Last_Namey
whddls
whdd2s
whdd3s
Dear «First_Namey
You are requested to attend a meeting at Secretariat to review the activities of
your wing,

Yours fatthfully,

Chief Executive Officer

MS WORD

] 4 Mail Merge hd

Write your letter

x

If you have nat already done so,
write your letter now,

To add recipient information to
wour |etter, click a location in the
document, and then click one of
the items below,

ﬁ Address block, ..
D tGreeting line...

-=: Electronic postage..,
"” Postal bar code..
Bl More items...

when you have finished writing
wour |etker, click Mext, Then you
can preview and personalize each
recipient's lether,

items

ite your letter

ou have not already done so,
wiite vour letter now,

To §dd recipient information to

wourletter, click a lacation in the

doculent, and then click one of
5 below,

Bl Mare items. ..

‘when you have finished writing
wour letter, click Mext, Then you
can preview and personalize each
recipient's letker,

Step 4 of 6

g Mext: Preview your letters

4 Previous: Select recipients
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Now see Step 4 of 6 and click on Next : Preview your

letters
e IF} i ] ] ] ] ] ] ]
Preview your letters

One of the merged letters is

Government of Andhra Pradesh previewed here..To previely
another letter, click one of the
Following:

To

The Chief Executive Officer

Institute for Electronic Governance

Redipient: 1

ﬁ Find a redipient...

Make changes

Macabtanl
Hyderabad l\‘ou can also change your recipient
st
y Edit recipient list...
B4 P
To o
SradkaRanbha
Banjara Hills ‘hen you have finished
Road Mo 3 presiewing your letters, click Mext,
. Then you can print the merged
Hyderabad letters or edit individual letters to
add personal comments,
Dear Bhaskai|

Tou are requested to attend a meeting at Secretariat to review the activities of

Four wing,

Tours fatthfully,

Chief Executive Officer

Step 5 of 6
o Mext: Complete the merge

4@ Previous: Write your letter

You can preview all the letters by clicking on Recipient
1..2.. soon

After Preview come to Step 5 of 6 and click on
Next : Complete merge
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After completing the merge you may print letters or edit
them using the following options :

Toos Tabe  Window e Tvpe a question for help IR
Gt e oo @ HICE 100% v (2] 2 4 normal+ Justf » Times New Roman  « «- B I U %EEE{évéfif (i€ - - A,
W e - Rre @ B E.
d Fild ~ Bl w1t > R B % 0,

TE i

4 I B AR R T e A HQOMaIIMerge * X

-+

Complete the merge

Mail Merge is ready to produce
wour letkers,

To personalize your letters, click
“Edit Individual Letters,” This will
apen a new dacument with your
merged letters, To make changes
to all the letters, switch back to the
ariginal document.,

\Merge
Rg print...

% Edit individual letters. ..

Government of Andhra Pradesh

Tao

The Chief Executive Officer
Institute for Electronic Governance
Hyderabad

To
BhaskarRambha
Banjara Hills
Road No 3
Hyderabad

Dear Bhaskar

Tou are requested to attend a meeting at Secretariat to review the activities of
your wing

There are several options while printing letters. You may print all
letters or selectively. It is advisable to check the formatting and other
details of merged documents before sending them to printer.

% %k %k



UNIT - 3

MS EXCEL

A spreadsheet is essentially a matrix of rows and columns.
Consider a sheet of paper on which horizontal and vertical lines are
drawn to yield a rectangular grid. The grid namely a cell, is the result
of the intersection of a row with a column. Such a structure is called a
Spreadsheet.

A spreadsheet package contains electronic equivalent of a pen,
an eraser and large sheet of paper with vertical and horizontal lines to
give rows and columns. The cursor position uniquely shown in dark
mode indicates where the pen is currently pointing. We can enter text
or numbers at any position on the worksheet. We can enter a formula
in a cell where we want to perform a calculation and results are to be
displayed. A powerful recalculation facility jumps into action each time
we update the cell contents with new data.

MS-Excel is the most powerful spreadsheet package brought by
Microsoft. The three main components of this package are

Starting Excel 2003

Switch on your computer and click on the Start button at the
bottom left of the screen.

Move the mouse pointer to Programs, then across to Microsoft
Excel, then click on Excel as shown in this screen.



Pending m

Set Program Access and Defaulks
mspaint

‘Windows Catalog

‘windows Update

15

Favarites
Documents

Settings

J Search

Help and Suppart
Bun..,

Log Off ieg...

When you open Excel a screen similar to this will appear
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La ol et
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Cugrent el e g | e e oo (K f.g],ﬂ,ﬁ.ﬂ.tm IIE]._.
B ke s -.m.|l:r)f§ El:m = % 5 & o '—hvhn
- | { '
A | ] E i) e i ke
I T
d e
5|
3 i
I.I 1
i
: 8|
Cell pritter Wl
.
14
5
1
7
18
E:
Thaet nEts 1
e S ¥ setival
;ﬁ. E—H—"H scxoll b
!_IE.:_l W SHeot] Hhintd | Tharlt 1 ' ' 14 (= ]
Fe == i
TR % 5 || 8 warkepane - Lobes e | i agrs o wentes b [P esn e puced - wa. ;Mﬂ 1Ea T m

| Bheet tab- serolling | |H-:nrizantal Scroll bar

Parts of Excel Yindow

The options shown below is called as Menu Bar

“ Eile Edit View Insert Format Tools Data Window Help

The collection of icons for common operations shown below
is called as Standard Tool Bar
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TOOLBARS AND THE ICONS

Standard Toolbar

DEEs SRY sbAC

K) » (4 »

@ AN b -0,

Prints the active file using current defaults.
Alfernafive: File — Print
Shorteut — Cttl +P

New 0 Open
Creates a new blank file. Opens ot finds afile.
Alfernafive: File — New Alfernafive: File — Open
Shortcut — Ctel + N | Shortaut — Ctrl+0
Save — (=] E-Mail
Saves the active file. Sends conterts of the current worksheet as
Alternafive: File — Save Q — | body of the e-mail message
Shorfeuf — Ctrl +3
&
Print | =

Print Preview
Displays full pages as they are printed.
Alfernafive: File — Print Preview
Shorfeut — Ctrl +F2

Checks the spelling in the active file.

Alfernafive: Tools — Spelling and

Grammer
Shortcuf — F7

Spelling

Cuz
Cuts the selection and puts it on the & Past
Chpboarvd. o Inserts the Clipboard conterds at the
Aifernafive: Edit — Cut B | insertion .
S o Alfernafive: Edit — Past
Shorfouf — Cttl +V

Co
Copies the selection ml?c; puts it on the Format Painter
clipboard Copies the formatfing of the selecfion fo a
Alfernative: Edit — Copy <t ’_ Zieqfefﬁcgﬁ Shift + C
Shorteut — Ctel + C orteu

Undo | s+ Rado

Reverses certain commands.
Alfernafive: Edit — Undo
Shorfout — Ctrl + 2

2H_

Reverses the action of the Undo command.
Alfernafive: Edit — Repeat
Shorfeuf = Ctrl + Y

Insert Hyperlink
Displays the destination object, document
or page.
Alfernafive: Edit — Repeat
Shorfout — Cttrl + K

MS Excel

Auto Sum
Adds numbers automatically with the
SUM function. Excel suggests the range of
cells to be added. If the suggested range is
incotrect, drag through the range you want,
and then press ENTER
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Insert Hyperlink
Displays the destination object, document
ot page.
Alfernafive: Edit — Repeat
Shorfouf — Ctrl + K

Past Function
Displays alist of functions and their
formats and allows you to set values for
arguments.

Sort Descending
Sorts the selected items in order from the
end of the alphabet, the highest mimber, or
the highest date, using the column that
contains the insertion point. If you
previously set other sorting options are still
in effect.
Alternative: Table — Sort = Descending

ChartWizard
Starts the chart Wizard, which guides you
through the steps for creating an embedded
chatt on a worksheet or modifying an
existing chart.
Alternative: View — Toolbars — Drawing

Microsoft Excel Help
Provides help topics and tips to accomplish
your task.
Alternative: Help — Microsoft Word Help
Shotteut — Fl

Auto Sum
Adds numbers automatically with the
SUM function. Excel suggests the range of
cells to be added. If the suggested range is
incorrect, drag through the range you want,
and then press ENTER

Sort Ascending
Sorts the selected items in order from the
beginning of the alphabet, the lowest
number, or the earliest date, using the
column that contains the insertion point. If
you previously set other sorting options are
still in effect.
Alternative: Table — Sort — Ascending

Drawing
Shows or hides the Drawing Toolbar.
Alternative: View — Toolbars — Drawing

| Alfernafive: View — Zoom

Zoom Conirol
Scales the editing view (Zoom).

The formula bar is the place in which you enter the

formula(=A3*B5)

| G17 | =

The alphabets A,B... are known as columns
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This is the name of the workbook. (Book1)

[ealR e RIES e RS, NS SR ST SE

The rows are numbered as 1,2,3...

Sheetl,Sheet2, Sheet3 are known as worksheet tabs

' Sheetl / Sheet? [ Sheet3 /

How to use Help Menu

Click on Help, Contents and Index, then click on the Index tab.
The following screen will appear

About Microsoft Excel @

| Microsoft® Office Excel 2003 (11,5612.5606)
| Park of Microsoft Office Professional Edition 2005
Copyright © 1985-2003 Microsoft Corporation. Al rights reserved.

Partions of Intermational ComectSpell™ spelling comection system @ 1393 by Lemout % Hauspie Speech
Products M4 Al vights reserved, French speling checker and dictionaries @ 1934-2000 SYHAPSE
Diéveloppement, Toulouse (France), All rights reserved, Spanish Speling Engine € 1338-2002 by
SIGMUM Cia, Lrda. Quito, Ecuador, All fights reservad:

This product s licenged ko
| ieq
ieq
Product ID: ~ 73931-641-3854546-57646

“iew the End-User License Aqreeme