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2. Color:- 3Td STAATA H HeR H dceld AT &
3. Fonts:- 58d STAATA  HIVC doldl ©
4. Paragraph Spacing:- 3H& SEAATA A TS & 1T Bl FTAIH HH FAGT I
ghd ©

5. Set As Default:- 3% gRT &8 it o Aféar & § 3 a&r afdar ol
3MUP IR TR A HLal gy
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g Seledt ~
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! 1. Find:- 309 &5 el oY Coee &l ge Tdhd ©

I 2. Replace:- 30 & fohdl HT CFec &l dgalad QEXT ol g ©
! 3. Select:- 3 & e IR 3Hfeoie B HolFe A Thd ©

I A. Select All:- E'HQ}I cFEe 3R 3ifeolge gl dolde Bid ©

I B. Select Objects:-é'ﬂﬁ P oH 3Teaige &l o Tolge Y gbd % IR
I sHh T Ugal 3ifcoige 96 AT 3T a6 Select Objects TR TFeieh ahiay
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|
|
|
|
|
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|
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|
|
|
|
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oY Toiaar TRAT & 3ifestae & 3dal TRAT Velde Bt ot {h
Hiestare & Helde ol

C. AR ST 3T TheT CFEC BT Uoldre el Dl HIAA LT dl TeFee
qole 8 g

D. Select Text Similar Formatting:- $4H Tdh S dGolld & Caic deldc
T 3%k foIT 3MUPT Ul 34 Taee P Change AT [l ddh gRT 31
UdT T ATed & I SHBT FIT STIATAT & Y 3T8 S HAwil 3T
deol Y W - Bold, Italic, Underline, Color, Etc. fh 30 3'\‘4?3[ be)
P15 T TFEC Telge A T TG 3T Select Text Similar Formatting T
fFerep e ar E@f THEE BT ol '&‘?I?"IT el Formatting <l
CREC 3T Heldre foham &

E. Selection Pane:-38dh gRT & fohdll 3 AU (Object) T TJUT T 3 aqd
T Ihd & 39% fow fSaa oY AU Q91 39 s 3@ ger gl
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(Eyes) &l 89T 310K 3T 38 W ¥ fFeleh 9T al AU PU 3R 34
W [T o W AU arfag ot 3moaf

Resume &d ddq17

1. Resume ¥ W 3PN 3T THh oGl Formatting@l?-lT AqTed E‘ff ar 3 39
WWWW Pastem%aﬁwmﬁ Formattingm%ﬁﬁ_{
S 3T atH forEer I @ al 91 39 g8 B Aolde i o Tdhd §
Afhe a1t 38 T Pl PleaT AT AE 38 Felde deh @ & ar 310
3T e ST AR S fer@er ar forg e

2. Resume dTd I 3R AT ded 'e’?f GO I ChangingEﬁr % ar gor
o ST al 379 Style dTel 37CIA # No Spacing dTell 3T U fFeleh HLar
ar ar Rger & ¢am

3. oFdl drelt RereT 3R s g & foIT Ugel UM - (Minus) BT IS FS
gll e gareY Y $eX el & iR q ofrse 31 Siwal 3R = (Equal) &
de o gl dd cdi Y $eX gaid W QY SdoT o1ge 31 Sreaf

4, Tabgdlad ¥ TART PHo 3 H GG Joll ¥ F6dT ©

5. Spacemﬁmmm-ﬁmm%

6. ASE DI BT 3T T b TIT §H Font Size, Grow Font - Shrink Font 31T

Shortcut (Control + Greater Than >, Less Than <) & $¥ddATe & Hbd o

7. Caps Lock:- 398 as &or Capital Letter 31X Small Letter # dgole for@ oo
?: dc glr Small Letter 31Td %’ IR Capital Letter Light On &l T 3a %

8. 3R A frdl &Y osa | ugel AIfRU & 3MMUhI 3UX Paragraph Option H
Ugell dTell 3{TC Holde dhich Folch Helde I & Sl @Ml
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Resume

DEEPIKA

C-630, Aman Vihar
Kirari Suleman Nagar
New Delhi 110086

Mob:-9212474167,9560504167

Objective :

To Take A Challenging And High Performance Oriented Role In The Field Of Computer
Engineering And Implement The Expertise And Experience Gained In This Field To
Develop Complex Project With Efficiency And Quality.

Education:

1. 10th Passed From C.B.S.E Board
2. 12th Passed From N.I.O.S
3. B.A Passed From D.U

Technical Qualification:

Basic CICA (Certificate In Computer Application)
DTP (Photo Shop, Corel Draw, Pagemaker)
One Year Diploma In Hardware Card Level

Web Designing 6 Months

1 RN

Accounting Tally 7.2, 9.0+Erp

Typing Speeds:

1. English Typing 30 To 35 WPS

Work Experience:

e e e e e e e e e e e e i e - - - - o o - - o o o o o J
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1. 4 Year Experience As Course Coordinator In N.C.E.P
2. Data Entry 3 Year In Tera Soft In Narayana

Mr Pandey Sir

Personal Details:

Name ; Deepika

Date Of Birth : 08-10-1990
Father’s Name : Sanjay Singh

Status : Female/ Unmarried
Nationality : Indian

Language : Hindi & English
Date ......cc.coveiienne

SIGNATURE (DEEPIKA)

e e e e e e e e e e e e i e - - - - o o - - o o o o o J
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Mr Pandey Sir

House No.- 630
Aman Vihar Kirari
Suleman Nagar
New Delhi 110086

Mob:-9212474167,9560504167

OBJECTIVE

To Take A Challenging And High Performance Oriented Role In The Field Of Computer
Engineering And Implement The Expertise And Experience Gained In This Field To

Develop Complex Project With Efficiency And Quality.

EDUCATION

4, 10th Passed From C.B.S.E Board
5. 12th Passed From C.B.S.E Board
6. B.A Passed From D.U

TECHNICA L QUALIFICATION

7. Basic CICA (Certificate In Computer Application)
8. DTP (Photo Shop, Corel Draw, Pagemaker)

9. One Year Diploma In Hardware Card Level

10.Web Designing 6 Months

- 630, TR 7 T 0 L 72 4. 3 A TR G 5, L O e, =86
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11.Accounting Tally 7.2, 9.0+Erp

TYPING

1. English Typing 30 To 35 WPS

1. 8 Year Experience As Director In N.C.E.P
2. Data Entry 3 Year In Tera Soft In Narayana

PERSONAL INFO.

Name : Laksh

Date Of Birth : 03-02-1987
Father’s Name : Shri Manoj Kumar
Status : Male/ Unmarried
Nationality : Indian

Language : Hindi & English
Date ......cccccevenneen

SIGNATURE (Laksh)

R 630, T 0 T Yo 1 4. 3 MO A A T3, I 4 e =86

Mr Pandey Sir

WORKING EXPERIENCE
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Chapter - 2 Worklng With Insert Menu

MEduiE-9-0ls Document? - Microsoft Word (Product Activaton Faled) ¥

File Home Insert | Page Layout References  Mailings Revi &.0

EE [‘ i Q } j j j J J 4 & Signature Line TE Q
.....

815 B b 2j i u«« J:J -

Cover Blank Pg Table | Picture Clip Shapes Smarthrt Chart Scre h t | Hyperlink Bookmark Cross-reference  Header Footer  Page Text Quick WordArt . . Equation Symbol
Pagev Page Break | - aoov * v Numberr Boxv Pasv v ' Object - - .

Pages Tables lllustratio Header & Footer Text Symbols

Pages j j 4

Cover Blank F'age
Fage~ Page Break

Fages

1. CoverPages:-WW%ﬂWﬂH@fW%Gﬁiﬁr%\_rl'lé?ra'l?ﬂm%

2. BlankPages:-WWW@ﬁTﬁHﬁW%

3. PageBreak:-mmwﬂaaﬁaﬁgW%mmqaﬁkmaﬁ
d U & S AR S ot 1A FoR d dlg @ dl 39Tl UsT WX dell
ST 3R Control + Enter <t § 31 U 9 BT ©
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Table

-

Tables

1. Insert Table 3 :- 58P gRT &H I AT Thd & SAH WS ST hT Bhield
Ped & 3R A g8 s Bl A ded & IR S 5 Fo ger gar © 39

JT Ped &
2. Draw Table (4 :-388 Q% g & T8 U d & ST A A ga= o a1
T it gy @

3. Convert Text = :-Wmmﬁ'@%ﬁm%ﬁw&¢+ca€gm
forda ¢aee € 38 W g 99 I A 37T SHAT STAATA I Tl ©

4. Excel Spreadsheet (3 :- 30 W [Fad & § Tl M gol Swalr 3m0 30
T HIHA H Fhd & 3R S 3T vFde i & areX [Feles w9 aF vordol
T IR o ST 3R 3R tehd i W sad el el o T efic &
3ieX ggd SN

- 630, T 1 T e % 4, 3 A TG e T, P, O, (et =86
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5. Quick Table [ :- 38 3TUD! TAT IATdl col el ST 3T @A AT
e B Fhd &

‘>*I+

FE QU e

Ao A ¥ T I3 X T ©

v T3] TS &Y SU-dI¥ hlch 3T BIeT-g8T I hd @l

v &l g5 B SWI-ATd Pih 3T BIET-I31 Y Hehd

v Tabedlad & 3T A & 30T didg H ST Fhd @l
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@' H gi=-9- dls Document? - Microsoft Word (Product Activation Failed)

i3 Home  Inset  Pagelayout  References  Mallings  Review  View Design | Layout

Header Raw First Column - | — — = = = = —/—— {»Shading M
TotalRow [ Last Column T ----- ~----- -7 CoCTTOITTIT ToIIT %" Borders| =

] B =

Banded Rows [] Banded Columns | = | =~ ST SSeSS Seees ==SSs =eees

Table Style Options Table Styles

BH
Yapt——

Draw  Eraser
L penColor Table

Draw Borders

elee W Al @ g€ SR>

1. Eraser:- 398 & fohal Y ¢aa & 37X forar Y aea cao & fBefle

2. Draw Table:- 388 o3 U PHicIH IaT Thd &

BT 37T &

Jolde T ©

3. Pen Color:- 38Y o3 H HeR TG Tdhd ©
4. Line Style:- 34 oIS &l ¥eISel dgel dd & SI¥- Dotted, Zigzag dTell

Pe AT

geold P Fhd &

(FCTET) B Hohd ¢ 3R s@dp fow 3muer foidar oRar wrear § 3dar &

5. Line Size:- S8 TSol of bhd & &I TR FAET AT Udell S off Thd ©
6. Border:- 3@'@ EI'G?I dI$T 3T S 37U Line Style, Line Size, Pen Color, H

7. Shading:- 383 & Aol & 376 HoR of Tdd ¢ oIl T T BT JhIUSS

8. Table Style:- ST & 3UX & 3TCRAT STAHAT [hAT & Al Th- Td dh

oar & 3R S g 5T Table Style a7 @ QT el W Bamsar grom
9. Table Style Option:- 383 T ST 81 Table Style Select fraT & 310 38
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@ H gi=-9- dls Document2 - Microsoft Word (Product Activation Failed) - *®
Home  Inset  Page Layout References  Mailings Review  View Design | Layout & @
= 3 & . N === = J Al
L@ E ﬁ ﬂ ﬂ E‘E‘ - ﬁ ﬁ j 3] Heignt: 019 % HF istriute Rows =l A: ’% = It
. " 5= —
Selet  View Properties Delete  Insert Insert Insert Insert Split  Split | AutoFit ;j‘.'\."idth: 320 % TH Distribute Columns Tedt  Cell Sort Convert Formula
v Gridlines = Above Below Left  Right Cells  Table v == Direction Margins to Tedt
Tablz Rows & Calumns Merge Cell Size Alignment Data

Table Tools & Layout Options

1. Select:- 3HH & fAF e, T 3R T Pl Telde N Tdhd ©

2. View Gridline:- 388 & [3eflc o5 &r ef &d © 3R & Design
grel 3T & & eIl & el I MBS Bl Belle g & ar ar a
Il

3. Properties:-sﬂff H <dol &l EI'Eff IGAT dled % S8 fT Center, Right,

Left 388 S ff 3110 A9 STl AT BIET T AT g1 B aF 34T S8

eI S 3US T § S I Center AT TR H Jolde fpar & a

g e = 7 & el

Delete:- Tp&T 8 ¢del, U, Bt Pl Beilc IS & T

InsertAbove:-sﬂfﬁ SR & o8 U W %’ 38k 3 U AT %

lnsertBelow:-Eﬂiﬁ SRIT & B T W % 39 A A 3T %

Insert Left:- 38 gRT & 90T Plcld W & 39D Jelc &1 W hield

3TTITT

8. Insert Right:- 3‘8?7 ERT & 9 Pl WX & 38% Y TT W Bicld
3TTITT

9. Merge Cell:- 388 A [Sdal O Holde I TS GRT &H 3 @l
el P A1 Hhd &

10.Split Cell:- forET 8 AT &l e A 3R FicTA H drear g saa forw
& Split Cell &I STAATA P Tbdd ©

11.Split Table:- 38 UT Felleh e WX ST&l o @l T8 & Q¥ eadl ¢
SIrrafy

12.Distribute Row:- 388 FH I Th R & A

13.Distribute Column:- 388 373 Hietd RGO B TR

N o ok

e N e -
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14.Auto Fit:- 3P gRT & CIARS e &l B g &

A. Auto Fit Content:- 3Hdb gRT it T ¢ § <ol 34T & gRT e &
Stroaft

B. Auto Fit Window:- Tt fd=T & Geell-Geoll A & foT S &y
A T B ¥ TG q o ®

C. Fixed Column Width:- G &ield &l AT g T ¢4 & forw
dTfeh hiclel PT ABel FAGT o & ST @ & oider & 3 fihe
fopam &

15.Text Direction:- ¢ &l hE dIH HIAT % e, U, Tlé?

16.Cell Margin:- 9cf & 37cX AT & & forw & U foFg RE A
fopdely SToTE BISaT ©

17.Sort:- 8P gRT & ) off coee & O & T@a & fowa fr ar
e A T oW

18.Repeat Header Rows:- 319X §H BIES] %’ T ST 39T U I ar S

TAR <ol & Ugell U UX for@r & ar 3mmel 0o &7 ugell T WX for@n

3T Tifew At 3Tdh fIT 3MURT Sad & Ugoll A UL A Flh 3987 I

fordT off A W Feld e & R Tab T ded S ddh cdlell & oI

de 39Tl UsT AT 3 S S 39Tl UsT 3T S9N af Sit 3UX ggell A

QR HIH § df 3Tl UT T Teell A TR Br 31T AR

19.Convert To Text:- 39X IS 3 FrA a7 FH ¢ 3R & Ied & A
mmﬁmﬁ?mtﬂ?@mﬁﬁConvertToTextClT
fFerh LT ©

20.Formula:- 3HH &H el Pl SIS, IO, & & o0 SHBT FEIATS oIl
¥ 3@ adaT I §

A &H f5F ST9TE & 3D ZHT TRE BT Bidel oIl & o &l 3R
BTH ol & 3T I dT% & d 3TTdl =SUM(ABOVE) & & 3iR
3R HH Y FY W ar TP =SUM(RIGHT) aT & 31 LEFT,
BELOW & WiHelT ool &l ST A8l & A 37U 31T BIHeT 4T
ST & 3Th fow Ja 3y Retee Rdrerar aga @ ar U 59
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STaTe Answer dTfeT dl 3T 39 ST PoR T@ I 3W Layoutff
STt Formula WX féFefeh &helm & T ST Bre{e 3muent =ifew o
T@HT 3 BT df Answer 31T ST

=SUM(BELOW) |48
=SUM(RIGHT) |50 70 =SUM(LEFT)
18 50

60 =SUM(ABOVE)

HED 2 d &

Picture Clip Shapes Smartdrt Chart 5creenshot
Ar‘t - -

IMustrations

|
|

|

|

|

|

|

|

|

|

|

|

|

|

|

|

|

|

|

|

|

|

|

|

|

|

|

|

I
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q‘ o m _-1‘{ 18 Compress Pictures p— ‘_ S — I Ficture Border - d j [Z Align = i‘h- 5] veight 357
; ) Eyhengepiture | gl il d d d E « () Picture Effects - i
Remove | Coredtions Color  Atistic me Position Wrap L? Crop 7 width: 6,27
Batkground v v Ffects e thesethture v 5 Picture Layout * * Tegr (i Selection Pane fhRotate~ . ¥

Adjust Picture Styles i Arange Size

Remove Background:-s'\qﬁﬁ gRT TH Wiel & Ui &r JhaAT3S &l Hohd %
Corrections:- BIcl & 3¢ Darkness & Lightness o<l & forw

Color:- HIcl W Hoel ¢ & forw

Artistic Effects:- 383 H Hlel W 3hae ¢ TP ©

Compress Picture:- 38h §RI & SId HIcT Bl A P dl BT & TABol
B B P I 3T TaIT TR Tgdt Bl W Feleh e & O 3TF
g1 Email (96 Dpi) X foFeies s Ok LT &

m o 0w
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F. Change Picture:- S UFR 379 T & 39 a6 P 3T 3D SI%
W gEdl Bl o Hhd &

G. Reset Picture:- 39& gRT &A Sl BIel H deoid [hd & Iee sel ¢al

H. Reset Picture & Size:- 5{-@ alXl 'ad-lr\l ST el & S dedrag R % o
38A Shee 3T TSI P I3T AT BIeT [BAT § 3¢ Ul T aig B &Il

I. Picture Style:- Wl &l % 3HaC ¢ & TaT

J. Picture Border:- BIel X Outline e & forw

K. Picture Effect:- 30d Wl W shac ¢ Tehd ¢ 3R dl ghae ad fGU §

i. Present:- 39 PS5 Sthade Bevel Embossing dTel f¢U ©
ii. Shadow:- SHH Wil & WIS CREI'é k1 ep)iy
iii. Reflection:- BICI P ST Bl & A H dH WSS H e
3Tuahy
iv. Glow: Plel & N 31h Wt i e oS 3wl
v. Soft Edges:- Tdal 31T ®Icl & Uisc SIGT PRI Bl =t
gUel gidl Srwaf
vi. Bevel:- ®BIel QAT a9l T 3uT H aTF U %
vii. 3-D Rotation:- Blel GY 3-D Shae A4
L. Picture Layout:- 93 31TUch! TATC 3T I RE Sthae Fel

M. Position:- SHA H ¢TFEC & ThT d® WICT Pl ol dled ¢ To18 d 3Tb
Right - Left, Above - Below
N. Wrap Text:- 3'\'433[ A Bl & fhd aig @ ’%C $H<}> AT A feu

3

i. InLine With Text:- S8 Hicl o8 d Ugel 3T
ii. Square:- gﬂ?ﬁf Bl & IRT dE BIH I
iii. Tight:- BIEY & IR B A SFEe 2 A Rusd & 380 G
3T
iv. Through:- Bl ®I AR dXE HIHA M
v. Top And Bottom:- BIel & 3W 3T dF ﬁ caEe QM %’I’JIT
vi. Behind Text:- BIcl THEC & IS Tl ST
vii. In Font Of Text:- BIcl ¢aee & 3UT AT

3, e O R 3 T T T e, WL
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: viii. ~Edit Wrap Point:- Bl U UGS¢ g 39 3T 3¢ STal ofel

| FIT TFEC TR H TS RN

: 0. Bring Forward:- 398 B¢l Udh-TUdh i SUI TR

: i. Bring To Front:- 38 ®Ial UhgH 3UI 3T ST

I ii. Bring In Front Of Text:- 3HH WIC! TFEC & 3UX UM

: P. Send Backward:- 388 BIcl Th-Uch i Ul ST

: i. Send To Back:- 38 WIcI UheH A ST

: ii. Behind To Text:-3HY Wl ¢Fec & WMy Ul

! Q. Selection Pane:- 3HY WIT &I PUT T ol Hhd &

: R. Alignment Option:- 388 & WIal @I Left- Right - Center, Top - Middle,

! Bottom & T &

I S. Group & Ungroup:- 388 & &% 21 a1 3P ieaide &l U H

I Tohd & 3R 3% Ungroup T & Tdhd ©

! T. Rotate Option:- Wel & o= & fow a1 fRT 3T Ba dreliera agoa &
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U. Crop Tool:- Bl &I Hels Fld & folv
V. Shape Height:- 588 U &l TFds 937 Tdhd &
W. Shape Width:- 388 QU &1 TS 98T A ©

2. Clip Art:- 38& gRT &H diged Bl of B & 3D TolT MM Clip Art W
fFors ar & T 39% aIg Use A5s & Tk didyg 30 3HA 31T
Y BT g&T TR & 3T ATH for@a X ydr T A wier 3meef
ST #T Bl ol & 38 W el T al ®iel U WX 3T STeai

3. Shapes:-38% gRT & P15 1 AU of Fhd ¢ STH Hs AU 3T Aol
3R 3R 3T T@Ted © R 3T gred § & 3T gg AU g At AU A
& 37EY oIS dTall o3 & 316X Freeform dTel 90 WX fFeled aleh AT AT
hd & 3PN 3T JUC ST S Jelrar af Uil T dig Pl LI
3R 3R e X AU IATwdr ar ar @edr- @t e g g
IATEI AR 3R AU P THY AT Iled © df S AT Uise W s [t
WHTWEITEWUT{IQC fFeles ®h Smooth Point T [dFeldd T at
ﬁﬁﬂ@g@Smoothﬁm
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4. Smart Art:- 370 Il B AT & gRT GHSTAT
5. Chart:- SHPT STAATA AT TFHl H T

Q@ 2 =

m Hyperlink Bookmark Cross-reference

Links

1. Hyperlink:- SH®T ST & fhdl T w5l & fold Sz & fow aia ®
gHd foIw Ugel U $o i for@ar & Y 38 Jelde e & T 385
a1 Look In & HHA TFeldh dlch 38 o916 30 BISd Pl Jolde el & il
FIS AT 38 A1 8 foldd & ared & Y STd 31T 39 SeTe i Helde
HIch 3Tch HAN dl AU S AT for@r a1 ar &iel delk A & S ar
W?ﬁﬁiﬁﬁw%\-maﬁmﬂmwmControl+C1icka?>|T3-ﬂ?T<_-ﬁ
gel WIgd g g9l St 3ua foles o ot

2. Bookmark:- SH®BI SEAAT & fhdl T dFre WX STedl ¥ I & faw
B & T8 W THA hATh SEIATA ThAT & SHB FEAATA kel &b forw
TSB! Ugel 38 CHC Bl olFe B & Y 3T JehATD AT T &
T 3@d drg Mg gcbd-llén TR ST & O Bookmark Nameﬂ*ﬂé it arH
@t Add HET & A 0 & -3 a1 R § 3o 3T 0F & g
SR 3R ST 3MYh! FehATD el ATH UL AT & ol TPl JehATD T
fFerr ear & fFT gl W a8 f5g atd o S § 39 W [Fah
PYh ASS A GoTo W fFeleh el & Y 3T 38 167 W Ugd SN
o a & gF a1d 5

3. Cross-Reference:- $Hd] $<-<-\I<HI<>1 EH dd &ld % ol TH S ATWRIA
$<—<-\Id-lloi HhI g&v %ﬁﬁ % ST Bookmark, Heading, Footnote, Figure, Etc. ar
HH THA ThATD Pl SEAATS fHAT & 3 58P T &H &A1 St o 1A
T A & 3T HH Hr fopdr off A F 3T T 39 I [Aprer Gopa §
SHPT SEAATA H8 Y 3 H(NCEP) 31T &l Ig P {@TdT § Teol
3T Cross-Reference WX fFeldh &¥alT & Y 3TTdT Reference Type 3
Bookmark WY fFeleh &heeTl & 31 AT U T Y31 & For Which
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Bookmark%%ﬁﬁmﬁwmﬁmwm%m

SAPl AT oAl & foIv Ut ael [Tl a1 & R a1 X fFas ot

A Insert AT & Y GaRT AT feFeleh hich &IH &P ofFC H Dol TG
g B T AT  ATH W el b A s8¢ B 3Mud 0

& IR-aGR AT & T ST B qU @ SR df G ATH geheArsh & aTex
o BT 371 ST 3 JhATD H ATH b hAD W AT @ dl HUH J1H W
Control + Click T & R 310 5 a1 W [Feled 9T @ 310 a1 W)

UgEl Sfel W Al A feran gl g o W 3ua fareres R ¥

Header & footer :1 J #7

Header Footer Page
- & Mumber =

Header & Footer
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I
I
I
I
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I
I
I
I
I
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I
I 1. Header:- SH®bT SEIATT & Usl & 30T & (&Y H 37U HIA & Ix A,
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I

HUAT BT TdT AT HUAT HT SARHAT & b foIT A &
A. Edit Header:- 38 gRT &H folU 91T Header 3T & dcolld & &
forw
B. Remove Header:-?%'{ P geld & foT
2. Footer:- 3H®I STAATA &H Usl & aAld & fEH H 3T H1HA & dX H
HUAT BT T IT HUAT HT SAREHAT & & T g &
A. Edit Footer:- {eX # dged el & fow
B. Remove Footer:- e &l & fow
3. Page Number:- 39R &H U W U R T dled © DI SId g Ul &l
fic @@ 3R 39 3R U Tadt @ R S o &7 38 U Ja) o9
Hhd © difes U1 HINRTS arsel TEl o I fFas O St oo & agr
I
A. Format Page Number:- U7 deR H dGolld diad & folU
B. Remove Page Number:- U5 deX &l & foIw
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A J ‘4:‘1 2% Signature Line -

Text Options:- | .. .. wost .
Box~ Parts~ - "4d Object -
Teut

I
I

I

I

I

I

I

I

I

I

I

I

I

I

I

I

I 1. Text Options:- 38d GRI &H caic didFH of Hbd ¢ O1GH care ford

I Fhd & 3R 3HH $S Example:- fEU 3T g AT 3% o Fhd & AR IR
I T ITed & & Y Gg BT TFEC diFd SEIATS DY dl 3MUD! AT Draw
I Text Box W f&Foleh AT § T J9 e difrg o olfal af 379 ST@l Hwil
I SFEC TR I R 39A Torg b @f

I 2. Quick Parts:-38H &H S dI IR o Hehd & fSlee 3T Inserth

I IR A ¥ SEIATST P © Insert H SN AT ATCAST § THHA FS 3CAA I
I 39 38 of Thd ©

I 3. Word Art:- EHEﬁ q i%aléa drel care for@ gahd ?C

i 4. Drop Cap:- 358 gRT 3T Sentence & Ugel &R dI TSdal HAwil oI5 &

I RR A Fhd @l 32435 forT ugor 34Ul Sentence Paragraph (Matter)Eﬁf

I Holde T & fhT Drop Cap # SITa] AT Drop Cap Option # ST=T f&am

I fT Dropped WX [&Feieh &I =1 Line To Drop # 3da daX 3Teldl Toidar

I BT & SRIEX 3T Ugall &R dled & T 3T Bl

I 5. Signature Line:- 3831 370 3f5car RvawR o @&@a & sa& forw 3muer

I Signature Line T fFeldd a1 & T Ok W [dFeied aiaTr & R 3muds @
I S SR A 3T ar o S gea arelr %iel W fg@rar ar §

I A. Suggested Signature:- S8 AT 3TTIT NCEP

I B. Suggested Signature Titles:- 3H UG 3T Computer Institute

I

I

I

I

I

I

I

I

I

I

I

I

I

I

I

C. Suggested Signatures Email Id:- 38 SHT T3S 37U
NCEP2012@Gmail.Com
6. Date & Time:- [T SHIE W 3¢ 3R TBH ART 39 FTE FHoR @R

3TTUhT Date & Time X AT ot T Format &T 3¢ 3R CISH ?-IT%U 38 UY
fFoter ar
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7. Object:- 38 ERT A MsWord & 3 # @Yl &S #ff AT U
dhd & e al P 8 I/ T 3T Bitmap W fFeed I @l Ms Paint
3T g SR
8. Text From File:- 38 NI &H Ms Word # el oIl BIgel & @A (Text)
Pl TAT BBl A o Thd © 3TPb gRT QB CFEe & 3T

Symb()l OptiOIlS:- Equation

-

Symbols

1. Equation:- 38d gRT &7 Math Formula® Hae of §dhd ©
2. Symbol:- 9% gRT & Symbol 8f o Tdd & 3R 4 B, @, M3 39

WaFaTéSymbolHTqEﬁmW%mwmmmlnsert

WX [Felh ear & T @l Symbol 3T O W 3T ST 3iRT 3@ ar

3§ ® 3@ folw S 31Ul More Symbol W [&Feies &dar & ar #

(NCEP) 3TTaeh! = &efl @I §

A. Shortcut Key:- 5@ f&8aa &1 Qlicehe aa=m & 38d faw MU uge
Symbol W [&eteh &A1 & ™ More Symbol R fFeldd &1 & HIvC &
3 Webdings 81T ATfeT ot S Symbol 339 R El'flé o T Raa
Tolde A Y 3l A Shortcut Key R fFeldd &¥aTr & T 384 d@1g
Press New Shortcut Key & = 3TTqepr El'flé 8t Short Key ¢l &
Example:- Control + F ftRy 31mgehr A &7 @rgs & Assign WX f&Feleh Iam
© Y Close W f&Fch AT 31 3T ATEhe I STAATT lep HdeT off
a8 AR IR IGH Riger 1 Qe e & Al TR g TE
AT 3TTATT % 3T 3T Current Key3'7 37T S 37T Shortcut Key%
3H W fFelch Plh ATd Remove WX TFelch ¥l T 3T Close WX
feFeteh Tt ©

B. Auto Correct:- SUPI STAATA & fopar ag o QM A for@ar ar ar o
g3 for@r 3w S &7 MU Info for@m d 3T ST 3T Space AT Enter
Il ar WﬂémmmﬁUWSymbolWWMore
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Symbol & ST & T Auto Correct # ST Replace Text As You Type &
S Plain Text U fFelh T Y a3 GfdT H Back Space Gamadr i
Replace & A drel afdrd & e a1 forwadr 3R a3 arer aferq & QU
A for@dr S & A arelt wiel # o W@ & R AT Add R
fFeter AT T Close W TFeldd dar 3R el & forw Igr adier
WReplaeemﬁmﬁQﬁémmﬁﬁa@mﬁmﬁiﬁgﬂ
ATH 31T SN T 3TThl Add dTel I & AU Delete Tl T BN
ar 3ol 38 WX el &I Close I

§

€

0|

Free Slip &8

1. Ugdl Tep g oA 3R 38 fSdar #ST g1 Y Afhed S8l dolk & 38b
A ¥ gTer aif Sia g g 3R diestde o @ a1 o femrg ¢ 3R
diFg ol & dIg 3TUd 3UR hI d® Drawing Tools H Format Option 3
Shape Fill & Ulell deR ol 3R 38 Tl el & oIl ST AU off § 39 W

Ug¢ TFelch ¥ Format Auto Shape W el oteh 3 &1 A5 H

Transparency @ SITGT &3 e #Sil B AT 3T HAT dlead &t

AT 3Th YT

2. 3R gfFq @l gAw dS @ & forw 3muel 3WR foh @188 Drawing Tools
# Format Option d Send To Back® 376X Send Behind Text UX TFeleh T
© 3O Jag & NS & W 3R S ot ;s Y Jfesiac AT ok ot
ar ar gALm 3uX 3w IR aferg Ry @I

3. 3T S ¢t IS 3ieatde AT TIEE 1 dl al Sy P IW Por W P

Bis d B FLET

4. TFEe for@a & T 39 @t 3T & O ag off 3T of ohd &

Word Art I1 T Text Box

5. ST 31T Word Art dTell CREC o9l dl ST 31U EFEC 33Tl el hITAA I
dl @ 3891 A%l dl S 3T e WX 3dcl Tdeleh P dl 3UT TR H
Text Wrapping for@r @19 al 3MUept Ugel df 38A In Front Of Text WX TdFeieh
AT & Y e 3o el W W@ Tdhd &
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6. 3R TREC AT 3feorde @1 fopelt off gaY 3ifeatae & Regpar & 7 T@en
o al 37U Ugd df 3ieolde Jolae BT & of g & T@aT & R 396
d1g Shift GaTRY G 3ffcolde Pl Helde P 3W H R TR ITE
mﬁmmmmMignCenterWWW%W
et 3ieoae ege 3ifcatae & da & gem

7. 3R S 3T Text Box o9l dl 3T 3T 937 dird It & Toldal dr
et Tifet R ST 31T Caree for@ o9l ol 31U Caee didd &l ollsed TR
saol [ L R 38d d1g 3T dTel 3T W Shape Fill 3R Shape
Option & No Fill 3R No Outline TR {Feldh dl HH 3Tk dfrqd H &
3T3CATS AR eI FI Hoelk T ST

8. 3R 3R diFd & CHEC H dGolld AT & dl TUh Home Menu H SATHT
HLAT & SIF &1 Size Big-Small, Bold, Center IT R CaEe el &l 31T
BIH Aq F A Thd &

9. 3R Fg o MR TRT A MR arer 3T I R Feg 3EFHF T o
Thd &

10.31R o J & T Ead &1 sTaHATe HYEr 3R fSgar I 341 o Ihd
T HP FASEA & fou F (NCEP) USRI Ugel & Folld & IH § cadl &
QR AR IdTh (Yegdig St U 36 Folld Pl HHAST) (NCEP)

I U 3sa aar o
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|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
L

- 630, T 1 T e % 4, 3 A TG e T, P, O, (et =86




«) 9212474167 NCEP wwaiw @;

Professional Computer Institute w wu A 4
9560504167 ISO : 9001:2015 Certified Eﬁ

Mr P,andey Sir
NESTOR COMPUTER EDUCATION & POLYTECHNIC

Regd. By Govt. N.C.T Of Delhi (Under Society Registration Act 1860)
C-630 Aman Vihar Near Tula Ram Public School Gate No.- 3 Kirari Nd-86

U_’:I Q Fee Receipt

U= Date:- 14...06...2020
"

% é / Timing..07:30 PM

Name Of Student........cc.cceevveveennne. Deepika Verma/Rohan Singh..........cccconunnee.

1200 | I\ o J 2282/ 17 coeieieiees e e s
Month Of ........... June............ Phone.........9212474167.....................
Admission Fee 100/-
Monthly Fee 400/-

Id Card Fee 50/-

Late Fee 10/-

Examination Fee
Book, Basic, Tally, DTP, English Speaking Etc.
Note No Rs. 2000, 1000, 500

560/-

Amount In Words.....cccoovveevveeeeennn. Total

Signature

e e e e e e e e e e e e i e - - - - o o - - o o o o o J



-1

|
|
& 9212474167

Professional Computer Institute
9560504167 ISO : 9001:2015 Certified

NCEP =iz

B B G

’
Mr Pandey Sir

Chapter - 3 Working With Page Layout Menu

WEUE-9-0

Document? - Microsoft Word (Product Activation Falled)

File Home  Insert | Pagelayout | Refersnces  Mailings  Review  View

j j j Indent Spating
Eleit 0 d 4 before 0pt

Hcmms j J 5 Breaks +

A |Fonts 3 Line Numbers *
Themes
v Effects' « b Hyphenation

Themes Page Setup

Margms Orlentatlon Slze Columns Watermark Page  Page

+ Color Borders e Fight: 0 . EMTE” gt

Page Background Paragraph

)
e

F |2 Aign
J J[% 1 Group
Send  Selection 'ﬂ .....

Batkward~ Pane .k Roate
Armange

ﬂaj n Colors -
Themes Options | == [a]ronts -
[O] Effects -

Themes

Themes

1. Themes:- 9% §RT &H UST &l dhaTds 3 Hive ail d dcard dL Hhd

¢ Ifthel ST SEAATST B & fIT TR Ugl F& feor@alr © T 38
g1 U dolk H TP ol deR Jolde HIAT & [ 3T SHBT SEAATA

HY TrEar

2. Themes Color:- 393 % UsT &1 HelR Teeldm
3. Themes Fonts:- 388 A% US & HIUC dceldl

Page Setup:-

=%
i=

Margins Crientation

- -

—

]

Size  Columns

-

Fage Setup

-

*,Z:: Breaks -

i .
z/=] Line Numbers ~

b~ Hyphenation =

1. Margin:-WW%ﬂWﬂWﬁH@?W%aﬁmﬂ?ﬁm
d{lb@fﬁhdo-llmaﬂT%WWﬁWExampleﬁEW%ﬁTmm
U A T FIAT TTed & df MU 3HA FIH A1 Custom Margins TR
fFeren tdh 3T 3MUa feda @ @ISl @ AT Hhd &

|
|
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|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
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|
|
|
|
|
|
|
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2. Orientation:- s9H ar dig P Pide %ﬁf % Tk dar gl Ul $\Idl ?C e
Portrait Pageﬂ%ﬁ % 3 TH oler §3-1T us ?ﬂ?ﬂ % 58 & Landscape ZET-T
e

3. Size:- 39H TH SIGIA Letter AT Y A4 W Fered @A & Fifeh SART
Ul A4 1SSl &l BT ©

4. Columns:- 39 TH 37U HIA Pl fhda Piedd H I Ied & 39d [oT
3T Ugdd T THEC &I Tolde AT & Y 3TP dI¢ Pl H ST
fSaa Pl & Ted & 3da ™ Tbd ¢ 3R IR FIGT HAT dled &l
T More Columns # ST Number Of Columns # ST T HSI PHleTH
W% IR EI'I'%FIT Line Between & WWW’&}H Y QW%W
3iIh I 3R PicTH B gl & T 3MTd One WX el AT &

5. Breaks:-38% g & fhdl o) s, U 3R FicdH B g b & 3R
U Z‘@?f & diG Uk Ul & g Te&d d¢ ST Control + Enter (Page Break)
G 3R ot AT § S AT H (NCEP) 3genr ar geft 3T Tastm &l
é

A. Page:- 30 &l Holk IWI 3HP d1G Pl P 3T UsT W dell
ST 3R 88k Ugel &7 dIH 34T UsT T T8N (Shortcut Key -

Control + Enter)

B. Column:- 38X {3 #ied & 3T FoX T@HT I ¥ a dicd &l
PIA 39Tl Picldl T Tl ST (Shortcut Key - Control + Shift +

Enter)

C. Next Page:-38d GRT &H STel 3¢ ddl dl o3 ¢& P = 31T
STl

D. Continuous:- 51 1 31U b TR FEAAT fohar & ae garT
g

E. Even Page:- TH T&IT dTel Usl UX & sch BT 18 37T 3MTUepT ahray
qﬁﬂﬁﬂ?%ﬁﬁﬁﬂEvenPageWﬁ@ﬂ%ﬁiﬁmﬁﬁw
UsT 0¥ S9N 3R 31 Sidelt a8 Even Page W [Ferds &9t at
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3daT IR & 97 Usl W AT AT 2,4,6,8 3 Usf WX & Pl
ST
F. 0dd Page:- 3R 393 fawst I&amr & 3mwem S¥ 1,3,5,7,9
6. Line Numbers:- @ §T #e & @18 &l oigel dR & & fow dife I8
Udl & b T 3T T S B & df did F da HT § Continuous HI
T o3 dAeX 39 3R 3R 3T None W Feler & & al UsT Fa’ Al
39 3R 379R 3T Restart Each Page O¥ el &3l df & Ul WX AT
19 & 3w
7. Hyphenation:- 39X U7 &1 o3 # 3R dEC ATH qr el 3T o Il
Minus =g 31Tan 3R s@d forw 3maet Hyphenation & SiTehY Automatic
W Fed AT § 3R 3R 3T None W [Foledr i & o I8 e &
3T 3R 3R Manual R fFees 9T @ ar 3T g9 &1 STel difed
gel @ 3R ST ¢ aed g8l a4 @ Hhd §

] fh] ]
Page Background |
Watermark Page Page

= Color~ Borders
FPage Background
1. Watermark:-mmﬁﬂﬁmamgmiﬁmmﬁ
CFES AT WFR o Hhd & S &l 3Ud Tolh H G@e S 3@ forw
MWWW%WWWExamplemﬁmmﬁﬁﬁ
b & 3R 3R AT AU Al § S Ceee AT R ofelr =ed & ar
3Tgepl Custom Watermark U¥ [&Felds T &
A. Custom Watermark:- & 3Hb gRT HUAT FAsll & dIeX AT dell
TAhd § (STPT STAATAT HA HY) Tgel ATdd! Watermark X ST &
T Custom Watermark @ ST & AT 38k d1G 3T i A
fe@rs <o
i. No Watermark:-éﬂ@f Eﬁl’% s areATR Tel 3Taan
ii. Picture Watermark:- 8¢ Il o9 dbd ® ggd fow
3R ‘ZI?-T*T Select Picture TX TFeleh &b WIel Pl Insert dLAT




L

«) 9212474167 NCEP wwaiw Q

Professional Computer Institute A" 4
9560504167 ISO : 9001:20115 Certified w Zﬁ W Mr P,andey Sir
%ﬁﬂApplym%Wmmmlﬁ%ﬁmﬁ
Teh MU for@r &M Washout 38 TX fFefeh EI9m dr ®iel
gohl gt 3R 3R fFeres ger3iiel At wier 31h 3mueft
iii. TextWatermark:- 388 ¢a¥c [ol@ Hdhd § (3TP ToU Ugd
Text & TTHA S 8t for@eay A Apply & & T 3R
CTFEC Toobl Bl dl BIIEE) H Semitransparentﬁl’@T g 3R
38 W A e ger3ier ar ar 316 @ Sen 3R Fas gen
ﬁﬂ%ﬁﬂmmﬂmﬁmmmﬁﬁLayout
& TMAA Horizontal X fFeleh a1 § 3R Diagonal R [Fers
N dl ATH ST 3TN 3R 379 I 3 & [T 3myen
b PAT & AR 3R deIATH FeIAT & 3T
Watermark & ST I Remove Watermark for@r gem 39
W fFeleh LT &
B. Remove Watermark:- H fopey oY arex AP P ocl Hehd %
2. Page Color:- 0% gRT & Uol W Boed & Thd & ol &I UST &l dolk

BT, Uf W fRTREIT PHeR T, U WX Yeet ¢ar, 3R e off & g
3
3. PageBorder:-WW%ﬂﬁ'@@Uéﬂ-é35H|$5ﬁ€rﬁ'{é(m%tﬁ?§
HeR I Thd & IR QP U1 W M aiET ¢ TAhd & AR a1y #F 389 Art
DesignSﬂ%BﬂUaTﬂﬁW%T
A. Border:- 380 % 3aa & oRAr & disx 3muen fAdar A0 Saee
Helare fepam gram
B. Page Border:- 310 Rl &l Helde Y AT AT U 38H Q1 U W
disx 3muen 3R 3EH 3R AR A ST ArtDesign Y & @ of Ihd &
C. Shading:- 31T fIdT CFEe Holde HUI 3da & TRAT H e &
S o 3TN
D. None:- 3R 3T g & U s@edT ST & ohd ©
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Indent Spacing
5= Left: O i: Before: O pt

T Y after 10pt

F o4k
1 F 4 F

=% Right: 0

FParagraph

|

|

|

|

|

|

|

|

|

|

|

|

I

i 1. Indent:- FoR dTl REY & T USe oIl & 38 Indent Fed & 399 37T
! ¢ fohctell gl @ for@ar =g & al dolde il Usdl & AR IR o
I Tel 3T T&T & dar 3Tad! View Option H ST Ruler W fFeldd T &
i A. Left:- 39% gRT & Indent Pl 3elc &Y H 3ET T B Id ©
| B. Right:- 38% gRT & Indent Pl WY Y H TRE F 3T R &
I 2. Spacing:- 38 gRT & fopdl ol ¢HEE & I H SHIE Bied & (g &
i SIET AT hH X & [T TH SHPT STAATAT B ©)

I A. Before:- 3% gRT &H T Paragraph & Y& HA Por @ ¢ 3R
I 389 Ugel @l o HY Paragraph ?I 38 AT 3T
|

|

|

|

|

|

|

|

|

|

|

|

|

|

|

|

|

|

|

|
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|

|

I

|

|

L

B. After:-3dd gRI &H ToId Paragraph & A& A PoR W@ ¢ 3R
Waﬁﬂﬁﬂﬁ%ragraph%wmm

Arrange:- Ijﬂ ﬂ JJ —&I Fjﬁ% I2 atgn -

Position Wrap Bring send Selection 'ﬂ_'
- Text~ Forward~ Backward~ Pane -k Rotate~

Arrange

1. Ig TR 3R 38 He o 37eX Shape IT TUFIR dTel AT & 3
A & g8 W 33U {Emw & g a9y 3T §

Chapter - 4 Working With References Menu
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@' H A A Al Document2 - Microsoft Word (Product Activation Failed) — %
Home Insert Page Layout References Mailings Review  View [A] @
=3 [ErAddTed- .._f;]\nseﬂEndnote “l/ gManageSources ﬂ ) Insert Table of Figures j‘# 2] Insert Index -‘;2# 3 Insert Table of Authorities
=] 3 Update Table A NedFootnote » | =¥ (3 Style: APAFHt ¥ )
Table of Insert Insert Mark Mark

Insert
Caption L Cross-reference

1.

Contents ~ Footnote Citation ~ ﬂJBib”WEEhY' Entry Citation
Table of Contents Footnotes Citations & Bibliography Captions Index Table of Autharities
== [=p Add Text -
Table Of Contents | .= &fupdateTabie
<4 AL A <4 Table of
Contents =

T 630, T 77 T Ve el 2 4, 3 H TR I 8, L T et 86

Table of Contents

TableOfContents:-GlTsr%??aﬂé@mm%ﬁﬁmqﬁﬁﬁw
S3 ol gl & foraa I formm elar @ i sl At e & 3R fhe
0 W & a 38 dXE BT A P & [0 TH SHRB SEIATST P & 3Hb
fore 3muent A fgam aliehr 31T gheom

A. I8 Ugol 5 3 Title fr@sy 38 §H A ST Heading 1 AT
B9 3R €A1 IW@AT 3T 39R Heading 1 37T Heading 2 &Y ar &
IE P PN T 3T d1G FeX P 3R FX A T PoR A
31T &
39 3Hb 96 o W PeEl o
319 379Tel Ut W 3 & foIT 31Uehl Control + Enter T & 399
O Break #f €T § 3R U1 gear o §
319 S 39 3W ABC H HIA hIT § el FIHA g db P g
dd 3T e @ (Title A Heading 1910 AR g o 3k 30
d1G Control + Enter &Y)
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3. Web Layout:-émﬁ FI dT ﬁ'@'ﬁ%’ SIM S & MU Internet W S@T &
SHA Ig UdT Jel X gruen & pel J fopaar u & 3R Pia ar are wia
T U &7 & 3980 g eare fRag de 3o

4. Outline:-sﬂ?}i A fopdt off caee @l Heading* T H ¢ hd & Headline
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5. Draft:- I% U UsT glm
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1. New Window:-39% gRT &H U &l T 3R UF of Gbd & o fir 3
3R ¢ET S dl gl U 9 &l § 3R SH®T B 31U A Bl 3T
AT T TR IR- IR SU-A UsT W ST e gsan 3R 3maet @

3W dTel Ul &1 Pl Ard dlel Ul W & Hbd & Control + C (Copy)
Control + V (Paste)
2. Arrange All:- 379 St 8 fodgr off € 3R S ugel &1 2 a@f 3w A ar

LI T 3T 3UT arel UST &Y I8l AT BT & STel A STFEE iUl el
© 3R AT gt 09 Bl g8 W AT HAT & @l I HUh UFT el &
ﬁTMScrollBar@ﬁHaﬁWFﬁﬁWW%

3. Split:- 8% GRT &H Udh Usl H HY Thd & 3R Remove Split HIh TS Pl
it v RAe9Tel 09 OX &Y b & 3R 28k gRT Y 31T 31U HIA &l
AT H 3UT & BIH Bl AT &b Ul T P hd ¢

4. View Side By Side:- 3031 31 o7 08 & H Thd & ol 3TH Ul
HAA-THAS fG@rs Sar

5. SynchronousScrolling:-s%—ﬁv gRT & STd Th Usl &l Scroll Bar & Ay T
3 FW Al A Sl U IW AT 8 Afhed @ ad @19 oid 58§ W [Feld
BT 3R 3R [Ferd %1 @19 o @ A 0 BN 98 3T 3uX A
HAI TE UST 3UT AT BT

6. Reset Window Position:- 518 3Tuehr fast 31T 3mua—ara=ar 2t «ifha 3maa
38 Maximize(d8T) & 61 & 3R 31U arfidd MHAS-TTHA AT § dl
37! SHPT STAATA PAT ¢ 39 Ugel & die Ul MUA-HIHA & S

7. Switch Window:- 3Tual St #ff sl off § 3e¢ Tgorehe q@{l a8l W I &
forw

Macros | =

MMacros

L
MMacros

1. Macros:-mm%ﬂTypeﬁﬂimmiﬁfWWW%m
A ST TH AW & dd 3 o Fhd ¢ i Je &%k sy fhd caee
@fﬁwmwaﬂﬁ%ﬁwmmMacrosﬁm
Record Macros WX TFeldh &dell & TR MacroNamea'7?-ﬁ€Taﬂ§ off a1 S
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A 30 A T 3TUd Mouse Pointer TR Cassettes Ty 3TN ST hr
Ugd el hcll M A & forw SIél el arell Y 310 31U Cree &l
al 3Tl Macros H SThY Stop Recording WX fdFeleh &l & ™ @
Repifear fopdy eaee & o % dl 37Tger Macros # ST View Macros &
ST Macros Name @I Helde @{dh Run W Fedd HT ST %
A. Record Macro:- ¢a¥e &7 Rapifder s & forw
B. Stop Recording:-ﬁ_ch'\lﬁ'ﬂ ®l U & foT T TT A & forw
C. Pause Recording:- 368 RepifSar ¥ S § 3R 30R GSIRT <Tef
HLAT B dl P Tobd @ 3 folT 3TTd Resume Recording U¥
feFeTeh el &
D. Resume Recording:- Pause Recording &l dle] A & forw
E. View Macros:- 5t 3 3mua Repifder &fir & 39 o & fow

Ugol Macros & STehY View Macro Y &I T d@RX®% Macros In &Y @88 H Drop

Down List Option G f&Felch dXh 38H & Word Command Pl TeldFe AT & Tth
30X I T35 H TPl Macros Name & =i dTlel gfFrg H List CI3T et & o
& 31T List Tl8U &l dl rd & d¥% List Command for@r 31MTem ar 31gad 38
TR fFeld adh Right Side A Run W fFelds dHIam & Y 3MMUdT Current Keyboard
Setting TR foFeTer HyaAT ST & 3T 37 X foFeldd YT a UL ATHA Ms Word
St 7 Shortcut Key & ar &#fr 3Madh AMAA 37 STwalt

Ms Word 3 Shortcut Key?l $Pa HET P 3T T
8ff 3T At Shortcut Key & $HA 33U o
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M AT & A AT HEaAT & T 58P I 3T 38 Menu Bar # ol
SRS R {5 3T W ST € 370 g8 Word T ST @Y 37T 37T9e
38 AT Pl SEJATT P UTTI ST 3T Shortcut Key & SEAATS AT
AR § 3R TR T8 & AT TS ded B A SEAATT HAT U ThT &
%jﬂﬁAeroKeysmWWﬁ@W%Qﬂwgﬁ@Wﬁ

oV ~

3T _3{Ue Aol A Ty & Option &I Shortcut Key
oI Hehd &l 3 ger ot Hehd &l

1. Ugel UG 3eic BT b Alt + Control & #TT Numerical Pad & & 1+
Plus & dcd Pl &dlaT & [ 3HP 37T AT & Uisel W 3H dig &l
e 3muam e 3T ST A I aed & 38 W s Y
T S & 31T foFeleh Y @l 3MUh HTHAT Teh diekd 3TTIN 3T SEH
Press New Shortcut & =1 Shortcut Key 3Teleh] =1 &l B A Assign
W T & a1 T 3FDT Shortcut Key 9 STl 3R g & fow
379! Current Keyﬁ* Id Shortcut Pl Heled @ «ild Remove WX
fFelh b Close W TdFeleh T A

HOW TO MS OFFICE SOFTWARE INSTALLED IN PC

MS OFFICE SOFTWARE &l &gl # Hdl JoA€cial o

g ot AFCdT B FATeld A ab ST TR
W el T Usar §
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1. Next----------- Continues------------- Yes----eeccnncancnas OK-------mnmemeeees Install---

NCEP =wuiwd

ﬁ ,

Mr Pandey Sir

How To Install Ms Office In Pc Watches Step By Step
1. l-lf»o\i al ®iesy &l 3T B [T Blest H Ms Office HT Software%ﬁ'd'IT

R 38R 58 & P Blea] Folk T BT 3TTR Ms Office 2010 &
Hlead Bl 3T
2. T 38 U 3HH g N BIed, Blest, Setup WS am AT 3TTeh!
Setup WX 3dcl [Feied T & R 30F 916 Yes W [Feldd ddam & R
30d G Install Now TR fFeier odar & T S &3 Processing Teiefl R
Software Install /¥ & I oIIEE & TR Close W TFelep AT & 379

3{TYehT HiTFedX In

MName

Access.en-us
Adrmin
Catalog
Excel.en-us
Groove.en-us
InfePath.en-us
Office.en-us
Officetd.en-us
OneMote.en-us
Outloock.en-us
PowerPointen-us
Proofing.en-us %9
ProPlus. W
Publisher.en-us
Rosebud.en-us
Updates
Word.en-us

|=] Readme

i setup

stall ?.T T %

Hg Uzer Account Control ﬁ

ﬁ"] Cho YOou want to allow the follo w”‘u:_l program 1o make

" changes to this computer?

F'rngram mame: Microsoft Scl:up Enl:i::.{rupp:r
sl Yentied publisher: Microsoft Corporation

|
|
|
i Filz prigin: Hard drive on this computer
|
[

(%) Show details [oves [ me |

,tr R —

& Micrcoaht Ofhce Profezscnal Plua 2010

| %} Choose the installation you want

—
o

Fleass deoos= your preferred type of Microsaft Office Frofessional Flus 2000

ristalation below

Install Mow

Customize
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|
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|
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+ Microsoft Office Professional Plus 2010

NCEP =wuiwd @

Mr Péndey Sir

|
@L Installation Progress

©

ea.Officé

for Installing Microsoft Office Profes===="Fius 2010. To use an Office
he Start menu, Nind the Microg r ‘ce foider, and chick the program

o .
Complete your Office experience
« Store and st e your documents online
t free product updates, help, an

Cortinue Online

HOW TO MS OFFICE SOFTWARE UNINSTALL IN PC

MS OFFICE SOFTWARE & el # &l eigAcial Y
& (Mr Pandey Sir ) 319 SOFTWARE &I ¥ gergar

1. Ugol MU Window + R&IP FHA Control @ ST oiam & T 58P

dTc, Control Panel
2. Y 3H 3MUet
TFelep T ©

Gl SreT
Program (Uninstall Program) ﬁ(@'l'é SaT 3T 39 W

3. Y 31Ul 38 W fFeleh &¥aAT & @ 3T U Heged H 4§ & &
ST gerar & 39 W ol il 3W H a¥% Uninstall GT fFolh LAY
4. 3R Yes/No &l 3R 3TUIN f 3T Yes R fFeted &l ©

vl

6. QU &1 & die; Cl
&I &1 3T So

. T 38d d1¢ Uninstall Processing Teiofll S8h! t{ff o &

osewf?mﬁaﬂm%waﬁﬁwq—zﬁa%mﬁr@r@
ftwareaﬁaiﬁm%

|
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|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
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STEP BY STEP PROGRAM UNINSTALL

)

=7 Type the name of a program, folder, document, or Internet
L=l resource, and Windows will open it for you.

Open: CONTROL -

QK Cancel Browse...

]It 4 Micmash Office Professionst Plus 2010 =B

Adjust your computer's settings View by:

i 5& User Accounts
s
Ch tty
les with File History © change sccount iype
an s Er= .
s Appearance and Personalizatii
\&I Netwurkand Internet

=
ect to the Internet

network status and tasl ok Clock and Region
Hardw and Suund ~ I Change date, time, or number formats
/

nd printer Ease of Access
Add neme Let Windows suggest settings
Adjust commonly used mobility settings e Optimize visual display

~ Programs

I {5] Uninstall 2 program
L

Are you sure you want to remove Microsoft Office Professonal Plus 2020 from

your compates?

Organize ¥  Uninstall  Change |

Name \ a

& Google Input Hindi 2 % =

uGoogIe Input Tools \3

‘A Intel® HD Graphics Driver & < i G AR SR _—

& Internet Download Manager | &
651 K-Lite Codec Pack 12.3.5 Full 1

®. KMSpico

~@.Microsoﬁ NET Framework 4.5

5a Microsoft Office Professional Plus 201

= | Microsoft Visual C++ 2010 x86 Redistributable - 10.0... -

Urirutalng Microsoft Offics Professonal Plus 2030..

Uninstall Progress

ﬁ Microsoft Visual C++ 2013 Redistributable (x86) - 12.0... | I-
i8Microsoft Visual Studio 2010 Tools for Office Runtim...  [x)

S

@ Microsoft Visual Studio Tools for Applications 2.0 - E...
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PROJECT WORK IN WINWORD

1. IN HOME MENU
(A).

’
Mr Pandey Sir

COMPUTER PROJECT REPORT ON
COMPUTERS
NO NEED DO TO A SINGLE EDITING

JUST DOWNLOAD IT AND YOUR
WORK'IS DONE

1. WhatIs A Computer?

An electronic device which is capable of receiving information (data) in a
particular form and of performing a sequence of operations in accordance with
a predetermined but variable set of procedural instructions (program) to
produce a result in the form of information or signals. A computer is a general
purpose device that can be programmed to carry out a set of arithmetic or
logical operations automatically, since a sequence of operations can be readily
changed. The computer can solve more than one kind of problem.

NCEP C-630, AMAN VIHAR C-630, AMAN VIHAR, KIRARI SULEMAN NAGAR,
NEW DELHI 110086 MOB:- 9212474167,9560504167
NCEP @2012
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(B). RESUME DESIGN

NAME
HERE

PROFILE JOB TITLE HERE

Mr Pandey Sir

EDUCATION

1. 10th Passed From C.B.S.E Board
2. 12t Passed From N.I.O.S
3. B.A Passed From D.U

WORK EXPERIENCE

CONT ACT 1. 4 Year Experience As Course Coordinator
In N.C.E.P

NO 2. Data Entry 3 Year In Tera Soft In
Narayana

SKILLS

1. Basic CICA (Certificate In Computer
Application)
2. DTP (Photo Shop, Corel Draw,

HOBBIES :- Pagemaker)

3. Accounting Tally 7.2,

EMAIL ID:
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NAME
HERE

JOB TITLE HERE

ABOUT ME

1. 10th Passed From C.B.S.E Board
2. 12th Passed From N.I.O.S
3. B.A Passed From D.U

CONTACT NO 1. 4 Year Experience As Course Coordinator In
N.C.E.P

2. Data Entry 3 Year In Tera Soft In Narayana

SKILLS

1. Basic CICA (Certificate In Computer

EMAIL ID:

Application)
DTP (Photo Shop, Corel Draw, Pagemaker)
HOBBIES :-

One Year Diploma In Hardware Card Level

Web designing 6 months

CEEN

Accounting Tally 7.2, 9.0+Erp
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2. ININSERT MENU
(a.) WORKING WITH TABLE

S.NO. NAME ADDRESS SALARY PERCENTAGE

(B.) SALARY SHEET

CENTER

|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
I
I “ NAME 1200 1800 1250 1600
|
|
I _ KIRTI 1400 1680 1750 1260
|
|
: SAN]ANA 1800 1900 2150 2020
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
L

—mmmmm
1690

CALCULATION ----
E
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(C). WORKING WITH PHOTO

9560504167

9212474167
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Q
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(D). WORKING WITH SMART ART

INPUT |3 PROCESS L 3 OUTPUT

(E.) WORKING WITH SMART ART

- 630, T 1 T e % 4, 3 A TG e T, P, O, (et =86
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3. IN PAGE LAYOUT MENU

afz 7= v FogEr T ¢ AT 3 T uitael
T [ Competitive Examisation) &7 90 & T
T O IS TR B ST [Compuler
Fumtamental) & 17 & STHT S50 S50 S50 ¢ Falics == B &l
il oimT & & 31 Il ST WSEEH (Compuler
Fundamental] 3 TF O =med

Fa, I arn 3T A ar=h aeaal &, FogEr & Jf s SIS
[Computer Fundamental] TTET 927 SSEica &1 6 Jioal &1
AT §

Fogel Ud Aied AWE (Complex Machine] g, Wi a0 =0 3, I
IOYE- THE- F5YE (PO AEAE & U Fdl ¢ e U
Taapics ANE T S 38T (Data) B Hiew S0 . 50 BEw
[Instructions| & FTHUR 97 U (Proes) 401 £ 31 @ 500
|Cutput| EAT § 302- UEE- FSegE-| PO ABw Rrex wniwia
[System Analysis| F TSy THEATA (Software nginesering) &
TS 0 & SR fear S 9T A8A §
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4. IN REFERENCES MENU
(A) TABLE OF CONTENT

Mr Pandey Sir

TABLE OF CONTENTS

Introduction: Microsoft Word Add-Ins That Will Make You More Productive Today....2

Section 1: Section 1: Why Are Microsoft Word Add-Ins Important? ... 3
Section 2: Which Add-Ins Should You INStall 2. 4
Section 3: How To Install And Manage Microsoft Word Add-Ins

Download Add-Ins From The Office Store
Download Add-Ins From Inside Microsoft Word
Delete The Add-Ins You Don’t Want
Section 4: The Best Free Microsoft Word Add-Ins For Everyday Productivity

Writing Assistant

My Script Math Sample
Handy Calculator

[ Should Be Writing
Wikipedia

Abbreviation List

Symbol Search

Vertex 42 Template Gallery
. Pickit

10.PDF Filler

11.Lucidchart Diagrams For Word
12.Pro Word Cloud

13.Docu Sign For Word
14.Qorus

1.
2.
3.
4,
5.
6.
A
8.
9

Get More Done Today With These Add-Ins

|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
L

- 630, T 1 T e % 4, 3 A TG e T, P, O, (et =86




-1

EQ 0212474167 NCEP =wmiwd

Professional Computer Institute W !1&[?[[
9560504167 ISO : 9001:2015 Certified %t

5. IN MAILING MENU
(A.) ENVELOPE

E |
)|
First Name (Nandni) “

Bussiness Name (Techer)

Street Address ( C-95/Aman Vihar)
City,State, And Zip (New Delhi-110086)
Country Name (India)

’

Mr Pandey Sir

MAHI JAISWAL
D-98/KARAN VIHAR
NEW DELHI-110086

ANSHU JAISWAL
C-56/PATEL NAGAR
NEW DELHI-110023

|
|
|
|
|
|
|
|
|
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|
|
|
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(C.) LETTER

MR. B.M. PANDEY

CREATIVE DIRECTOR

Mob:-
24-05-2020 NCEP@2012 9212474167,9560504167

Name (B.M. Pandey Sir)

Address (C-630. Aman Vihar)

City Pin code (New Delhi- 110086)
Phone No (9212474167,9560504167)

On The Insert Tab, The Galleries Include Items That Are Designed To Coordinate With The
Overall Look Of Your Document. You Can Use These Galleries To Insert Tables, Headers,
Footers, Lists, Cover Pages, And Other Document Building Blocks. When You Create
Pictures, Charts, Or Diagrams, They Also Coordinate With Your Current Document Look.

You Can Easily Change The Formatting Of Selected Text In The Document Text By
Choosing A Look For The Selected Text From The Quick Styles Gallery On The Home Tab.
You Can Also Format Text Directly By Using The Other Controls On The Home Tab. Most
Controls Offer A Choice Of Using The Look From The Current Theme Or Using A Format
That You Specify Directly.

Regard By

NCEP
(Incharge Mr. B.M. Pandey Sir)
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Mr Pandey Sir

classified Booking Lounge, Basement

Hindustan Times House

18-20, K.G. Marge, New Delhi-110001
Ph.: 011-66561245, 66561389

BOOKING TIMING

Monday To Saturday
9.30AM To 6.30PM

Faridabad: 0129-4182023/31 1. Gurugram: 0124-4210673/74
Ghaziabad: 0120-4061101/03 2. Noida: 0120-475664
For Tele-booking call: 1800-103-1800
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Development Management Institute

(An Autonomous Institution Established By Government Of Bihar )

Udyog Bhawan, East Gandhi Maidan, Patna 800004, Bihar | Phone: (0612) 2675180, 2675181 | Mobile: 952309630

AICTE - APPROVED For Admission Applv Online
Two Year Full Time www.dmi.ac.in

SCHOOLARSHIPS

Upto 100% Waiver Of Tuition Fee As

POST' GRAD UATE Merit- Based Schoolarships.
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PLACEMENTS

DEVELOPMENT

MANAGEMENT
(PDM 2020-22) ELIGIBILITY

Minimum 3-Year Bachelor’s Degree (Or
*Neither IIMS Nor Any Other Institute Has e e
Any Role In Selection Process For Least 50% Marks (45% For SC/ ST/ DA

Admission Of The Conduct Of The Candidate).
PDM At DMI

Full Placements Since DMI’s Inception.

Valid Score In CAT/ XAT/ GMAT/ CMAT/
MAT For 2020 Admissions

PURSUE DMI'S PDM To Empower Grassroots
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I

I . 34H H PII-AT Th Word Processing Software &

I (A) MS Word (B) Photo (C) Word Art (D) Calculator
I 2. Subscript @I Th SGIIUT &

|
| (A) X2 (B) X2 (C) X2 (D) Xx
I 3. gsWfeld Insert HIdlel dI Shortcut Key a1 ©?

! (A) Alt+K (B) Ctrl+K (C) Ctrl+ H (D) Ctrl+ M
|
I 4. Word Wrap &I &1 HFE ?

: (A) QTci & 9T TH @

! (B) ereel @Y g AT @ Wew T

| . A
I (C) THET T TIA: Il S H Ugda
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
L

(D)3 H q P el
5. Cut, Copy dT Paste &I @aIM: Short Cut Key FT & ?

(A) Ctrl+X, Ctrl+ C, Ctrl+ V (B) Ctrl+ X, Ctrl+ L, Shift+ C
(C) Ctrl+ X, Alt+ L, Ctrl+ C (D) Alt+ X, Alt+ C, Alt+V
6. ST P ToKK......... W ABH of ST & dl 98 &US & AR &l & ATl &

(A) Hyperlink (B) Book Mark

(C) Cross Referencs (D) Drop Cap
7. Py AR U Aicd & 3uAE........ & forw fopar Srar &

(A) Y (B) FaT (C) uTse (D) feree
8. 37U ¢aec H 33¢ &1 & folw 3MU................. g W “Wae” qa A
(A) 3=0E (B) &1 (C)UST A3M3¢ (D) 3TeT
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9. Teh Bigel fordd qdfauiRa Afear &1 3uAeT Felkel Sirgdc & I A
SEAATA TehaT TRAT ST &, ... hEATAl &

(A) Yea (B) gl (C) eFgele (D) efivie
10.Insertion Point Point Pl SiFIHT & FCIEIT H o & BiA-HT Key T GANT

fepar Srar & 2

(A) Ctrl+ P (B) Ctrl+ Home (C) Ctrl+ M (D) Ctrl+V

11.Spelling Check &Y &I Shortcut Key &

(A) F7 (B) F8 (C) F9 (D) F1
12.MS Word # Watermark Optionﬁh? ¢d H gar g

(A) Home Tab (B) Insert Tab

(C) Page Layout Tab (D) Review Tab
13.Fr8 Wram® & oSl B g b T P gE & AU R HAS @

wer AT ST §

() $3¢ (B) 3reTsaic

(C) 3T T (D) & & DI et
14.View Menu & Slipt Option &T T F B

(A) T fd=1 @rerar (B) TT Td=r &l 3ReaT BT

(C) fa=r dg aar (D) Tk fasT & ar HE A drear
15.937 SfFgAT IR /@l & fow &

(A) Ctrl+ C (B) Ctrl+ N (C) Ctrl+ X (D) Ctrl+ B

16.MS Office & Minimum AT Maximum Zoom Size fra=r %
(A) 100 100 (B) 20® 250 (C)109H 50 (D) 10 & 1000

17.MS Word 2010 & R8T Document & 31fAhdd 3MhR fhaar & T &
(A) 16 Gb (B) 32 Gb (C) 64 Gb (D) 128 Gb
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18.31FgdHC A 3o o & forw ... faffiea R & Rheu g ad
e
(A) MS Excel (B) MS Power Point
(C) MS Word (D) MS Access
19.T6 IR Tab gdld W HEI AP AT &
(A) 0.3” (B) 0.5 (C) 0.8” (D) 1.0”
20.MS Word 2010 # Default View &Il &
(A) Print Layout (B) Normal (C) Web Layout (D) Outline
21.MS Word # Translate Optionm Tab # 33Uy @Il %
(A) View (B) Review (C) Insert (D) References

22.MS Word 2010 & Paragraph Group Home Tabd el fhd Tab A 30T
Tl ©
(A) Insert (B) Mailing (C) Page Layout (D) View
23.MS Word 2010 & Bgd & Ui digd U e’ Ueid aa & fow &ee
A A fFg &1 3UATT FAT FTAT §

(A) Bullets (B) Numbering
(C) Line Number (D) Multi Level List
24.MS Word 2010 & Paragraph ol First Letter Capital T 937 Uefdd o &

fow e & @ fopg o1 3uANer fohar Srar §

(A) Bullets (B) Numbering

(C) Line Number (D) Multi Level List
25.MS Word 2010 # Info Option & girer T forw fram Smar &

(A) Preview (B) Password

(C) Print (D) None Of These

26.MS Word 2010 # Document® Teh & SITGT Picture Al Select i & forw
f® Shortcut Key @I Press @d ®
(A) Alt (B) Ctrl (C) Ctrl+ A (D) JE |

e e e e e e e e e e e e i e - - - - o o - - o o o o o J
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|

|

|

|

|

I

I 27.MS Word 2010 # Text dl AL H T & TIT Shortcut Key -

! (A) Ctrl+C (B) Ctrl+E (C) Ctrl+ R (D) Ctrl+ L
I 28.]F & ¥ PlF-2M TFH THR Ms Word 2010 F g8 AT &1 1 72
|

| (A) & (B) &rar (C) ALY (D) 3W
! 29.MS Word # Rwiee =g 81T &

i (A) e o 3m3e = (B) ©8 @3 o,

I (C)dd o 3¢ g (D) AT3CelTS <

! 30.0R37el Th UhKR l...... &

I (A) wive el (B) WIUT 3THR

I . . ‘ :

| (C) Hive ToSAde (D) 3P & T PS AL

I 31.Formatting Toolbar & Font Size Maximum fehdaT &dT %’

i (A) 72 (B) 82 (C) 48 (D) 92

I 32.MS Word # el Text Alignment &

: (A) 2 (B) 3 (C) 4 (D) 5

I 33.50H ¥ PI-AT Option T Ul & «iid (Bottom) H I BT ©

i (A) Header (B) Foot Note (C) Title (D) Footer
I 34.Formatting Toolbar # Font Size Minimum fraar &1dr %

! (A) 4 (B) 6 €8 (D) 10

i 35.@%oX & Right Side & Character ! e & T fohT Key &1 38 fopam
| ST &

I (A) Back Space (B) Delete (C) Shift (D) Delete+ Enter
i 36.Bullets And Numbering Tools @ 3udier frg forw fpar Smar §

: (A) fore s & fow (B) U1 dR & & forw

: (C) Drawing & & faw (D) 3R | & fw

I

|

|

|

|

|

|

|

|
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37.9% MATFIT (Word Processing) 3 Y URTIM% &l grad WA & 916
Tl e &l TI98 fddhed §

(A) &e TT P (B) &rdY 3R U¥e
(C) F¥ellc Ta Uxe (D) tf3e wa U
38.MS Word # ¥UTeeldl &l HET el o Torw fohd UIamA &1 3UAIT &ar &
(A) T (B) Ve A
(C) 33 TeFaUH (D) 3uh @
39.fpeep ddu S 1 BIARIT @ FE §
(A) a3 TUfder (B) Toree Tufdar
OEIEGEEE (D) &fefer
40.%¢, BIUY, TFC B & foIw PlT-AT A Helde fRAT 1T &
(A) wrsa (B) o (C) ufse (D) F9Lre
41.3UANIThdT SEATIST DI S 1H &l & 338 AT Pad o7
(A) BEel A (B) WramaA (C) Repis (D) &TeT
42.0H.TH 95 Pl Y& P & v oy FhdT=ade (Executable)hISel
SUAET ORI ST §
(A) Word.Exe (B) Winword.Exe
(C) MS word. Exe (D) None Of These
43.MS Word & Thesaurus Tool BT 3UINT RT Y ?@’ fepar ST %’
(A) Synonyms And Antonyms (B) Grammar Options
(C) Spelling Suggestions (D) All Of Above
447 F O A JEIFQ Columns I4T & 3T BIdT ©
(A) Format (B) Insert (C) View (D) Tools
45.MS Word & el Sentence @l Select e & forw aA3@ & @Y 6T Key
T aTIT STl ®
(A) Shift (B) Ctrl (C) Alt (D) Space

46.MS Word 2010 &T Ugell g PHiI-4T &
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|

|

|

|

I

: (A) ol (B) WwISel (C) 31U (D)

! 47.MS Word 2010 & Ha@ =« St Thid UeRid aidl § 38 &1 Pl Sidr 82
i (A) Status Bar (B) Title Bar (C) Menu Bar (D) End Bar
I 48.MS Word # I8 3R fe@S & arell IR &l &7 &gl SIldT &

I (A) Tool Bar (B) Title Bar (C) Standard Bar (D) Task Bar
I 49.pedle 3 Tegld &l 3TAM........... & forw fpar Sar

| .

: (A) I (B) T () foree (D) Ufge

: 50 e, e U Faar 3R AR & 22T Yol &

I (A) & 38 (B) ferg 3mé () 3ifer A (D) TAE 3mé
i 51.FACRS ASd &1 TSC TS il &b foU QAfEhe ol &

! (A) Ctrl+R (B) Shift+] (C) Ctrl+] (D) Shift+ I
I 52.Fciacs dsa & SICHIS TdBade diad &l QAiche FAT &2

i (A) Shift+ R (B) Shift+1 (C) Ctrl+ 1 (D) Ctrl+]

: 53.91 dl HAS B TEIA I SIFTHC Hovvvverreneen B U T TAT W

! FST ST TehcT &

i (A) FoR (B) U &eX (C) TFEC (D) :FeX

! S SR T fawa & © S Sfageic # 3 gafld Ywed 0 &
| T ST A &

| .

| (A) S (B) &aal

: (C) Fergas (D) &Sl 3T Hicee

! 55319 THS F TN PN AT S B PA-T HATS DA

|

I (A) Rg (B) ®c (C) 3g (D) fFe R

! 56.158 HATS Y TERAT § QR SiaPgc Bl Yolde fehar Srdm ©

I (A) e (B) e et

i (C) AaFe 3T (D) elde TULM

I

|

|

|

|

|
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57.7p8 wATS & FEar & AT o Taee a1 Ifthey & TAS FU F AT

ST T &
(a) feefic (B) efie 3itar
(C) TFe=R (D) [Fer R 3Tl
58.3Ued ¢eFEC &l 3¢ ¢ & Tl HW................ T W NI 7gu A
(A) g=aE (B) &1& (C) 9T & 35T (D) ST
59. WU ST didd Ueidd kel & forw fora ol & wer fomam Simar §
(A) Ctrl+D (B) Ctrl+P
(C) Ctrl+ Shift+ G (D) Ctrl+ H
60.3[FIC I & forw.......... RIffea ypR & RAPey Uea A &
(A) HATSHIETTS TFAel (B) HABHIHIGFE Ul Uisc
(C) HATSPIEIFE TS5 (D) FTSHIEFE TFIH
61398 ¥ BIA-TT MS Office BT Tel dold 8l ©
(A) Office XP (B) Office Vista
(C) Office (D) Office 2010
62.End Key.......coeoiviriiinnnnne STAHATS BIdl ©

(A) PR P S & 3T # UgaT &l &

(B) TR o St & 3ia ¥ dgar &t ¥

(C) FoR A RTaE & 3id F dgar & &

(D) T B TR 3 3l g & ¥
63.MS Office &

(A) TTAHIHAA HiFeAT (B) e Tite}
(C) TR e (D) 30k HHT
64.MS Word & g 133 & Ut &1 ATloia few@rs ar &
(A) Outline Layout (B) Web Layout
(C) Normal Layout (D) Print Layout
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65.FF & @ PIF-@T Office Suit Tl &

(A) Ms-Office (B) Lotus Office

(C) Star Office (D) Close Office
66.BIAMCI CodR H HBIAC P Minimum I Maximum TS Bl &

I
I

I

I

I

I

I

I

I

I

I

I

I

I

I

I (A) 8,68 (B) 8,70 (C) 6,68 (D) 8,72

I

I 67.ﬁ?ﬁﬂwﬁa’ruﬁ?ﬁa€m€raﬁr§&aﬁ ................ Ped &

I (A) Spacing (B) Word Spacing

I (C) Line Spacing (D) Row Spacing

I 68.0fhal & Line Spacing ITATId: Bl &

! (A) 1.5 (B) 2.0 (€) 05 (D) 1.0

i 69.MS Word 2003 # i BISel T TFHEIA Il &

: (A) .Doc (B) .Docx (C) .Ppt (D) .Exe

| 70.MS Word # Td # § Bld-HT A= higel ool dUT TBUGY dgeld &
i forw seaarer fopar ST ®

! (A) = (B) Tod (C) BIdHAT (D) 3Tt

! . - 9 & UAF 5 P U 38R Small Case & 37T & a1fp T9 I3
i e 92 CasedH 3 &

I (A) Uppercase (B) Lowercase (C) Toggle Case (D) Title Case
! 72.f5Wiee ®T ¥, 38 UsT W Header AT Footer BUT 2l &7

i (A) Ul U UX (B) Tt 9ot WX

: (C) 3R U W (D) 3dH & &S el

! 73.31T0 Drop Case & forg 31Rwas frae oz A o T &

i (A) 15 (B) 20 (©)10 (D) Undefined
I 74.Slide Templates § Ao & & o471 @1 §

I

I

I

I

I

I

I

I

I

I

(A) Graphics, Text, Styles, Macros
(B) Customized Word Command Setting

(C) Auto Text Entries
(D) All Of Above
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75.3‘73—'@? A Drop Cap &T Use &7 fopar SITaT ® 2
(A) O3 hfteer scd Drop ™ & forw
(B) & WAM® I YT Fad: & HiUce olcd d & & fou
(C) RIIME &HiT YT TF I3 HUcd oY & TY & & faw
(D) 37 & HIg e
76.]9 & Font Size & Tl %’
(A) Bold (B) Ltalic (C) Regular (D) Superscript
77.79F # @ PIF-HT1 A Insert Picture Heg H ¢l 2l &
(A) TTE (B) ATH (C) e 3mE (D) TS 37C
78.$T-I'ﬁf T Pid-AY HATS Tools Menu H 3UY gl Bldl ©

(A) Auto Summarize (B) Auto Text (C) Macro (D) Autocorrect

Mr Pandey Sir

79.Superscript, Subscript, Outline, Emboss, Engrave Pl SATAT SATAT %
(A) Font Effects (B) Text Effects (C) Font Styles (D) Word Art
80.Ms Word # 3wice &0 & Use &1 dTel Font &l 1 &

(A) Time New Roman (B) Algerian (C) Arial (D) None Of
These
81.fhdT 318N & WIEHTE gl &b fIT Shortcut Key T & 2

(A) Ctrl+ Shift + = (B) Ctrl+ Shift +} (C) Ctrl + = (D) Ctrl + {
82.Ms Word & &l Document @l Save i & fohdar allch %

(A) 3 (B) 4 ()5 (D)6
83.398 A forg Hrax &1 IUANT Textd fIAT Formatting & TTU Paste T &

forw foarm Srem &

(A) Paste Special (B) Format Painter

|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
I (C) Page Setup (D) Clear Formatting
|

|

|

|

|

|

|

|

|

|

|
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84.Thesaurus Window &1 @ielal & QMiche — &Y = e %?
(A) Ctrl+F7 (B) F7 (C) Shift + F7 (D) Alt + F7
85.39H U [hd 3TCAA FT 3UANT Teh THA Letter Pl 3eTdT 7ol A9l Pl

A & fow opar ST ©
(A) Macros (B) Template (C) Mail Merge (D) Auto Send

Mr Pandey Sir

86.MS Word 2007 & Document File T Extension @Idl &
(A) WPF (B) TXT (C) DOC (D) DOCX
87.MS Word & fopT View & Background Color 3iR Effects, Show 8ld &

(A) Web Layout View (B) Print Layout View
(C) Dialogue Box (D) Print Preview
88.F12 Key &l 3tddTel fohd forw fohar Siram g2
(A) Save As Dialog Box (B) Spelling & Grammar Dialog Box
(C) Chart Wizard (D) Font Dialog Box
89.Portrait 3R Landscape &1 &
(A) Page Orientation (B) Paper Size
(C) Page Layout (D) Page Margin
90. Spelling Check @¥a &I Shortcut Key FIT &
(A) F1 (B) F2 (C) F7 (D) F9
91.390 & fohd 3T T SUINT TFEC Pl Move Il & forw fopam 1am &
(A) Copy And Paste (B) CutAnd Paste
(C) Paste And Delete (D) Paste And Cut

92.Ugcol ¥ Save I g‘(’ Document T Location ®l deoldd & fow frg 3T
BT STAT RIAT JTAT &
(A) Save As (B) Save (C) Open (D) Permission

93.Ctrl+ E &T 3T forg forw fopar amar &

(A) Re-Open The Last Closed Document
(B) Insert Hyperlink

(C) Insert Bullets & Numbering
(D) Center Align The Selected Paragraph

e e e e e e e e e e e e i e - - - - o o - - o o o o o J
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94.Format Painter Tool @ Tdh & HAF R HY A9

(A) Lock Format Painter 38l UX el Heh

(B) Format Painter 3@l UX Double Click &
(C) Selecting Edit A Format Painter A Multiple Use
(D) Format Painter Tool &l Teh & 3if¥d AR Use dAgl P Tchod

95.fa% & O IF-T1 3T AT deda & fow suzer foear Jar

Mr Pandey Sir

(A) Formatting Toolbar (B) Page Setup Dialog Box

(C) Standard Toolbar (D) Header & Footer Dialog Box
96.MS Word # f3thice hid-a1 0T 3T U< &l ©

(A) Letter (B) Legal (C) A4 (D) A3
97.59H7 ¥ fhd ViewdH Header And Footer ﬁ'@'lé cd ©

(A) Normal View (B) Page Layout View

(C) Print Layout View (D) Draft View
98.5% ¥ Pid AT by FE A B

(A) Title Bar (B) Status Bar (C) Properties Bar (D) Down Bar
99.fFF & ¥ &I 4T Option Window?ﬁl?-L H c_-l'ﬁ ?IF!T %

(A) New Window (B) Help (C) Arrange All (D) Spilt
100.MS Word & @dT fopaT 1T BIe................. H fems car &

(A) CTERIR (B) Tr&Eh U

(C) e 3mé (D) 5 & P e

e e e e e e e e e e e e i e - - - - o o - - o o o o o J



