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UNIT-I

What is Windows 8.1 (Windows 8.1 T &)

Windows 8.1 Microsoft aRT f3eirgT fehar Iam U Operating System &1 Windows 8 & Sgd AR #IT Seelld
U T, 3R g AN T SHHT IUFNIT HIAT HRevel & I Windows 8.1 Windows 8 & FHIT &, Aifeht
g Windows 8 & &Y ollell T er FHEIIT T HSNAT T 81 Windows 7 (2009 H SIY), Windows
Vista (2006), 3 Windows XP (2001) &g &3 ast & Windows & &S 3TeTer-37eeT Version 3§ &1 STt
Windows & f@el Version §&T ®7 & s&heid 3R AU Hged W deid &, Windows 8 &l Edele T

Tollel & forw o BomssT fohar aram a1l W aoig & |, Sc%hd &l Tl &7 14T § difeh I§  Touch
Screen & HTA A HIM|

Teh Operating System e W @ Hardware 3T Software T Jatel &Il &1 38 el , YR dhR
gram|

Features of Windows 8.1 (Windows 8.1 #r faehvar)

Windows 8 H &5 3 TIAVAT 3R scona g1 7 IRAdAT H Teh 37 38 fohar aram redesigned
interface, online features 3R improved security emf&er g

Interface changes Features of Windows 8.1 (3e3%® & sgara fasier 8.1 i fdwamm)

Windows 8 & SR & 31T9ehl Tgell IR IaT Il SATCan foh TE Windows & ferel Aol & foepel 37emT
fe@ar &1 @efl 7T Sexhd # Start Screen, Live tiles 3T hot corners ST gigenu enfAer €l

FOX Sports - lbanez pinch-hits his way
into legend

intermnet Explorer

Start Screen:

HET Screen TIHHT M9 3T A &, 38 Start Screen gl ST &, 3 TE 39k HM apps T tiles &
4 #H Y ST &1 30T Color scheme Seeiehy, Background image Yeieht 3R 379 tiles &I rearrange
FTh 39T Start Screen I personalize T Tl gl
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Live tiles:

%S apps Live tiles &1 3TN & &, ST M9 0T WX click fHhT 9T STy g@et 2ar &1 3emeeor &
forw, Weather app current weather &I 39 tile TR YT e &, 3R 3T 31f¥F JHRT @ & fow
39 W click & T Bl

Facebook 58°
Tyrell, you have notifications pending ‘ Raleigh
facebookHi Tyrell Here's some activity... Clear

65°/43°

e
s 2 Weather

Trip to Mountains Treﬂd | ﬂg
Tomorrow to Sunday Sam Gibbons
Beyoncé quits
Thursday Parking garage collapse

Bing

Hot corners:

39 Hot corners &T 39ATT e Windows 8 & ATEIH & Afddle T Tod &1 T Hot corner ST 3TJ1T
A & fIT, 57 Screen & corner A HI3H &I AT, 3R Jg Teh CASR AT T3l Wiel &I TS 39 click
Y Fehol Bl 30T & fT, fell 3w gol 09 W aa & v, 319 #7137 1 FA-aT¢ corner &
gAT Hehd § 3R BT click oY Fehd &1 I 3T Sqele T 3UNT T @ &, @ 39 Hot corners T
3YGRT T & Sl left IT right & Swipe Y|

Hovering in the
top-left corner to

switch between apps

Charms bar (3THY% IR):

9 HY T ¢ AfEaqw 31 Charms bar ATHS TASTR H 9IS ST g1 3MT  Screen & top-right AT
bottom-right corner # gAY Xeh 3§ TFHH HX Hhd ol IfG T ol H 39T H T &, o 39
Charms bar @elel & T right & Swipe ¥ That &1
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Hovering in the
bottom-right corner fo
open the Charms bar

Online features in Windows 8.1 (Windows 8.1 T 3iTddrs« favdmr)

TG I AT A Fisel AR 3T SAEHERT Online Save FTT % X & & (O Fa138 & & 7 e
ST &)1 ¥AT el &7 Ueh ddlhl  Microsoft 7 OneDrive dT (gt THISSST A SITAT ST 2AT) & AT
&1 Windows 8 &I OneDrive & &alerec Flal & TATU-TTA  Facebook 3R twitter ST 3T Online Q13T &
Foide A & fov f3amsa fFar o= gl

Sign in with Microsoft account (HTSHIFTFe &Id & @IS 37 HVAT):

9 HYEY I account Fellel & TSI, 3T 3791 Free Microsoft account & sign in ¥ Hehd &1 g 3Tah
Start Screen @ 3T9ehl {3 OneDrive files, contacts T @TAT &1 3T Windows 8 # Teh 3fefal sheged # 8
Sign in T Fehd §, 3 3Mahr T FAEcaqUT BISel MU @i R Swe

YN = Tyrell Mason

tyrelimason30@gmail.com

Social networking features (FHrer seas fFelvard):

3119 379a Facebook, twitter 31 Flickr accounts ST Windows 8 & shalde ¥ Thd ¢, forad 39 A 379ay
Start Screen ¥ T built in People app ¥ 379eT GIEAl & 3UST ¢& Thd &l
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NETWORKS

Other Features of Windows 8.1 (Windows 8.1 #T 3i=q faaiyam)
Simplified Desktop for increased speed (73% & 7/ & fav &Xelipa 3TFHeY):

Microsoft ¥ SEheld &l gl gerar & , 3 3 318 off 3r9el wigell I Manage a1 AT 319a Ais[Er
Program T @elal o foT g&ehT 3UGNT T Hehdl &1 ETeliich, S8 $& URGRIAT FTEl &I ger fear & o
31T Windows 7 3R Vista &t €R-8R o & fow 9Ra swa €1 31f&eier computer W AT 3TFpera i
RS AN ¥ T ST Gehell §]

Start menu has been replaced (¥e7¢ He ager faar 3T 8):

Windows & TGRTeT Versions & Start Menu Teh HgeaqoT TaRISeT o, AfeheT S8 Start Screen & &Y Feel f&m
AT &1 Windows 8.1 3 379 WA Wielel AT 39l TS I Tlalel & ToIlT Start Screen &I 3TN el
Fo ol HT Start Menu & ST Windows &1 39117 & fow I8 faeferd g1 @sharr &1

Improved security (§gav GVan):

Windows 8 # qd TAfAa U&raray® 9amA (- Anti Virus Program) & TSR Windows Defender &gl SITelm g, St
HYH 3HeT THN & malware 59 Spyware @ 8 S=T Hevam &1 99 AfAT  Windows Store 3maehr 3K
39 HePeX T FI&T WA H $f Age T § $HH AEIHA § Ig VT & U diel WA SThRT § T
gardar g1 3¢eIeT & fov | S apps & I I Location g g, safaw Ife 3MT 9= location &Y
Share YT 8T T8 & a 3T 3T apps H S3TAIS o Flet H AUT of b &1

How to Sign in to Windows 8

SIS 39 Windows 8 Tgell IR @leldl a6 3T #fAd & Fehd & , Fifh Sy s deel I & et
TerC ThIeT, AT &Y 3Theld X Afddle el & IR & SAledal $r 3TaRTSdT 8l gTefifsh STheld
Windows & fU&el €EA0l & HATT fe@dr &, AfeheT S8 U a37 dgara §: FI& Asy ger far amr g

S 3T Windows 8 install R d« 319 Teh TTAT ATH 3R ITHTS Sallel T TaTHT gl ¢ Tordehl
39T 319 Sign in A & v &3 39 AfaRed @ ot §a1 a@a g, 3R 319 9ds & ASHAite
3HI3C & AT g HT Thd g

o HTY IHeTclleh A & TIT Lock Screen TN gl 3 feFeleh Y|
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Click anywhere ¢ , ‘ B iy
to unlock : ;‘_:. | l -

Wednesday, November 7

= 8]

e 3fT9eRT User account name 3iX Password image G@ms ¢aff| 319 9rads @y &Y, 3R T Sign in
el & foIT U gav| ddfeds & & |, T U AT user T ITel Hlel oh TolU b W gal
Twhd gl

Click the arrow
to selecta
different user

@ W™ Tyrell Mason

tyrellmason30@gmail.com

..C..C..| :l:

Type your password
and press Enter
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Navigating Windows 8

Ife 3T ETelc T 3YATT X @ ¢ o hot corners, keyboard shortcuts, 3R gestures (SFaR) &fgd Windows
8 HATEIH ¥ Afdlc = & F i+ &l

Using hot corners

G T TSIC ThieT AT 3EhelT H gl , 3T hot corners T ITANTT Tk Windows 8 & HATEIH T Afddle
&Y Hehel &1 hot corners & 3UANT & & oI, 58 ThidT & Hld A ABH H AT, 3R Tg T ol
IT TS Wil I T 3T Foeh T Tohd &1 UAF corners Teh 37elFT T FIAT &

o fAwar I (Lower-left):

S 3T VT HT 3UAT H T &5, dl 3T Tee ThiT 9T gy S & v @9e 90 fia & Foae &
b B

Paris, France \_/

o FGY-GIU (Upper-left):

g 39 FIN-TT Fied 7 el aXd &, d Ig 39% garT 39997 fhv ST 7 o 00 ) Rag
FHT|

ING TRAVEL
ANORAMAS

A

o  FYY-grv 1 fage g1 (Upper-right or lower-right):

39 charm bar @elet & AT AB3E &1 F9q-a10 a1 =g w1 # gar @6 § |, S suder ama
IO HegeY i AT & FARIST e R WX gafta & & fow w3
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g 3 98 H$ 0oH ol § , A T FH-AT Bl H ABE H gAW AR B ABE @ Ao
S 3 A [faa X Fahd 81 g 3us @l go vow A ve g vefdia e §, 3R 3 g
U9 9T aT et & fov el o Goha 2l

Hover mouse in
upper-left corner, then
move down to view apps

630p Dinner with the Taylors

The Charms bar

Charms bar Teh TelaR ¢ i1 39! 33 fashedl & AIY-ATY 3% Hoged 1 Aféeq deh qga=t ol B
31T ASH A FW-GI AT A-GTC $I F GAHT Charms bar T TgT Thd &
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Charms bar F &S 3Tsshel 8ld & , [Seg 3MHYUT ( Charms) FgT ST &, 3R YA & 37eT-37e9T [qeheq
gid &

e Search:

Search charms 3T9ehT 379a T TN UCH, Bigel AT AT Gaal ST &1 glelifeh, I el T Ueh 37T
AT TIC FhIT W WA § AR 3F BIgel AT VT &7 A1F 3T HT ¢ o AT §8 W/ 2l

Search
Apps

calculatod

Apps
ﬁ Settings

e Share:

Share charms el &9 & Teh Copy and Paste e § T8 Jurdsrd Fiaurelesh el & foIv f3imser fohar
IT &1 F§ MR STAHRT &I copy Sollel &I HATT ST & (S BIel AT a9 9an) 3R g8 “fordr 3=
T FA 9T A ¢| 30T & AT, AR I AT U oW Ue W § , o I AT U & AT g
share & Tehd &, T 3T @ FI FdY BT 1 AT X Iohd 8l
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Share

Isle of Wight Ferries

Mail

Music
y  OneNote

People
)5t 1O

Reading List

e Start:

Ig T T W Baa war &1 I 377 g @ & Tere B W § |, af I8 Tod gifear o @
Sam|

Ig T X F 9 fondlr off g fBargw 1 fewran &, 919 Mew ar Afkdex|
e  Setting:

Ig 3l U HYX & AT AAT AT oo ggael T &, 91y &1 38 0 & fav Afdew s 3my
FIATT H W W] ¢l 30T & v, IfY 39 Sedaie tagtaRT & §, aF 39 379 Sedae Qeedl d&
T & fow e smder W ST A £
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Intermet Options

LAREA Internet Explorer

settings

General
settings

(L b o
100

Unavailable

b

Power Keyboand

Change PC settings

How to Shutdown, Restart and Hibernate a Computer to Windows 8.1

59 39 ggell X Windows 8 T Windows 8.1 T 3UZIT & g, A 3l Tg Tl olIllel Hihel g
f& 3MUeh FgeX FI HA g AT YA IRET A& ¢1 Windows 8.1 3ase [Bufa & gur fohar arr g
3R 3 Barsd # 9¢ T F T U Fgol Aol UG fHAT IR §1 59 dee #H A 37 Felr fafer
FI AW F&IT THTPT 3TN 3T Windows 8 T §¢ el & oIT Y Fehd &1

Windows 8.1 & aTgY fehelel &l TaA 3T Il AT FCIE deal & AETA § | ghaumit 3R wars

& UII-HT Ae] B TGRT e & T 90 FIE ded W Tge-Fas HY| AT 313 AT Vel A3 it
& fow FaArs 9 fFera w1 Sign out, Sleep, Shutdown 31X Restart S fashodl & &Y T Hads] fe@rs
& gl

1. Shutdown, Restart and Hibernate Using the Settings Charm

Windows 8 3 8.1 # &HTYEX T &g HA H “URUYNH" a{IehT Setting charms & HATEIH & § 3T 391
FEs 9T Windows + | et 3R R Power X fFeleh ar &a Y| ar

TOT 1: GARYT A o 3T STheld W gl el off e 1 dg o Gam 81 T Shiet tog &t

§¢ P T ITFLTHRAT LT B

TIOT 2: Charms bar @lel| Charms bar Teh #e] 8laT & S a9 fa@r$ 31 § S« 319 379el ABH & Fhiel
& I g0 AT fAge v dle W ERT X g1 IfS 3T cTEhIeT &r 39T F I} 2 , ar 3TaeRt
3T 39Tl B ThIA & &g I AR G0 F TART del T ITIThdT ¢l

Settings
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TOT 3: Setting charm W Felsh |

TIOT 4: Power IR T HY|

TIOT 5: Shutdown AT Restart AT Hibernate 9 Feleh Y|

f¢ 3T Touch FT 3TN X T &, dl ThHIT & & IR T Tl &Y, Afcer ¢T AT 3R N 91X s
T |

2. Shutdown, Restart and Hibernate from the Logon Screen

I 3T FGF F T3 FhieT W 9 § , dF A &1 3R 9T deT gart| U Ao fqmrar § o
Sleep, Shutdown, Restart, Hibernate fdsrea enfae &1

Shawn Brink

3. Shutdown, Restart and Hibernate Using the “Shut Down” Menu

Ifg 3T ¥ SFHeld W Ui § AR FI wfna & wefia &t g & | aF 319 e 313 A a &
fore 3mer FiES T Alt + F4 gar G B

Shut Down Windows

L What do you want the computer to do?

Shut down [ w

Closes all apps and turns off the PC,
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4. Shutdown from the Command Line

I 3T FAS et M §, ar 3T Shutdown / S FHTS T 3YAFT I Fehd 139 FHAS & FT 3uctser
WA & TR H ST & T 99 FAZ wiece H Shutdown TET FH |

Administrator: C:\Windows\System32\cmd.exe

Microsoft lindows [Uersion 6.1.76611
Copyright <{(c)> 2089 Microsoft Corporation. All rightg

C:\lindows\system32

5. Shutdown, Restart and Hibernate Useing the WinX Menu

Windows 8.1 3 ATSHIAITE o 3191 BT §T Windows + X 7 718 wfafSear a5 & g1 38 wefdfla &= &
T, 379 S W Windows + X SaTT IT FETE §eoT W Tse-Fodsh |

Programs and Features
Mohility Center

Power Options

Event Viewer

System

Device Manager
Metwork Connections
Disk Management
Computer Management
Command Prompt
Command Prompt (Admin)

Task Manager
Control Panel

Sign out
File Explorer Sleep
Search Hibernate
Run Shut down
Shut down or sign out 2 Restart
Desktop

I 39 Touch T YA & I 8, T 38 Hel &I FaIAd el & T F€ e W el W
6. Shutdown, Restart Using the Start Screen

Windows 8.1 & 319S€ & WY, ATGHIAITE & HTTEIHR Teh AIURT AT 3+ Ae] o] fohar & S ey
TWIE Thd W g1 AT 37 TC ThIdT & FUA-GIU dled F UIGIN| AT 33 g W Fereh AT T Y
3t i e R@rs 3 S — Sleep, shutdown, Restart T@f & Shutdown button 9X & Y |
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Sleep

Shut down

A

il

How to Personalizing Desktop in Windows 8.1

Windows 8 Desktop View & ¥a&T 3R 37efeTd I efhicicd AT AT S=ATcT &1 SH Post H, 3MT Fadar
f& Personalization pane T 3TN HY &Y, ST TR 31T 3THeT &  theme, background image, and color
I FTRicid el T AT Gl &1 39 Ig o STeil & 39= iee MR 3R TFee fSEcel &l Hd

ARSI &I

Personalization pane T Uged=l & faIT , S&held W &gl & Tge-fFeteh AT |, 3R Y SMI-83T A &
Personalize 3T TJeT Y| Personalization Pane 3Taehr fe@rs &am|

View
Sort by
Refresh

Paste
Paste shortcut

MVIDIA Control Panel
Shared Folder Synchronization
Mew

Screen resolution

Personalize

Font size and text display settings

39 Hiee PR AR e Brcer o FrcAST e & v Personalization Pane & & 39T X
Thd &1 I§ €T T@aAT Ageaqul & T I AfETH el Desktop View T FHTTaT M, o foh Feré whiet
SRy

How to Change the Font Size
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3R AU e STHET W SHC WA H Hidalls § , dl 3T Biee PR FaT Thd &1 Blec IHR
H Felel ¥ 3T STHIT W 3SheT 3R 3T 3MgeAl H IR Y g S|

e  Personalization Pane & faiTrel T @it & T&UA Display option W Feleh &

@ - 1 l!« Appearance and Personaliza... » Personali

Control Panel Home Windows Default Themes

Change desktop icons

Change mouse pointers

Windows

High Contrast Themes (4)
See also

Displa
Taskbé J

Ease of Access Center

High Contrast #1

« Display setting fe@r$ 3| aifda 3mhR Ioi| et & fon BT W Fo mseA RS & &
aqd H UH 37 AR §EALT IR Gl g
o 3Yal URAIST Sl Save I & Tolw Apply W Fereh Y|

@ ~ 1 B« Appearance and Perso... » Display v & Search Control Panel

Control Panel Home . .
Change the size of all items

You can make text and other items on the desktop bigger by choosing one of these

Adjust resolution . - ; =
options. To temporarily enlarge just part of the screen, use the Magnifier tool,

'@' Calibrate color
Change display settings () Smaller - 100%

Fontsize ® Medium - 125%
options
© Larger - 150%

Custom sizing opticns
Change only the text size
Instead of changing the size of everything on the desktop, change only the text size

for a specific item.

Title bars

option. You'll also lose any changes you made to the text size,

See also A Some items might not fit on the screen if you choose this PP')"

Persenalization

Devices and Printers

o 3o GRAEA F TEeA F TG TR Y HTYET I Restart Fel HiT ITGTRAT &1 Hehell o



1PGDCA2- PC PACKAGES

RecyclelBin

How to Adjust ClearType Settings
ClearType Toresl Hcliey 3R HhaT WX text T Toogdl & FUR A H Hee AL &l
o Personalization Pane & fa@el ST &It & *YUA  Display option WX el Y| Display setting fg@ms
&

- @ -, Q« Appearance and Personaliza... » Personali

Control Panel Home Windows Default Themes

Change desktop icons

Change mouse pointers

Windows

High Contrast Themes (4)
See also

Displa
Taskbi J

Ease of Access Center

High Contrast #1

o ST AR A & Adjust ClearType text ST Thel Y|

@ * 4 !l« Appearance and Perso... » Display v |

Control Panel Home . .
Change the size of all items

Adjust resolution You can make text and other iterns on

options. To temporarily enlarge just pa
'@' Calibrate color

Change display settings (®) Smaller - 100%

Adjust ClearType t
j ] o Medium - 125%
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ClearType Text Tuner STIlieT siq @S ¢am| A& T dTeleT Y, ST text 3T TIH 3TST

@S &ar & 3T IgT F|

Click the text sample that looks best to you (2 of 5)

The Quick Brown Fox Jumps
Over the Lazy Dog. Lorem
ipsum dolor sit amet,

consectetuer adipiscing elit.
Mauris ornare odio vel risus.

Maecenas elit metus,
pellentesque quis, pretium.

The Quick Brown Fox Jumps
Over the Lazy Dog. Lorem
Ipsum dolor sit amet,

consectetuer adipiscing elit,
Mauris ornare odio vel risus.

Maecenas elit metus,
pellentesque quis, pretium.

The Quick Brown Fox Jumps
Over the Lazy Dog. Lorem
ipsum dolor sit amet,
consectetuer adipiscing elit.
Mauris ornare odio vel risus.
Maecenas =lit metus,
pellentesque quis, pretium.

The Quick Brown Fox Jumps
Over the Lazy Dog. Lorem
ipsum dolor sit amet,
consectetuer adipiscing elit.
Mauris ornare odio vel risus.
Maecenas elit metus,
pellentesque quis, pretium.

The Quick Brown Fox Jumps
QOver the Lazy Dog. Lorem
ipsum dolor sit amet,
consectetuer adipiscing elit.
Mauris ornare odio vel risus.
Maecenas elit metus,
pellentesque quis, pretium.

The Quick Brown Fox Jumps
Over the Lazy Dog. Lorem
Ipsum dolor sit amet,
consectetuer adipiscing elit.
Mauris ornare odio vel risus.
Maecenas elit metus,
pellentesque quis, pretium.

~ Next | | Cancel J

S 3T THFEC T A X od g, a Finish W Feld Y| ClearType AfEd apply g7 Srwaf|

You have finished tuning the text on your monitor

HW131D

How to Change the Start Screen background in Windows 8.1

Windows 8.1 & FeIE Thlel JSe3{ff seela & fov foie=t wrolt &1 39T |

e ggal Windows Key + C EaTU, 3T 319a1 charms Tielsl & ot &R & g0 fhaR & Ty

#Y, BT Setting T TIT Y|
T Personalize W fFelar Y|
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WYiew

Sort by
Refresh

Paste

Paste shortcut
MYIDIA Control Panel

Shared Folder Synchronization

Mew

Screen resolution

Personalize

e background image, color and accent color T TIT HY| I 3TIehT Qj-ﬁa@ background 9HE g
g, 3T ATy g@ S F  background X e T 31U STHETT dieTduR T 3TANIT
HHhd ol

a .
1 B <« Appearance and Personaliza... + Personalization v @ | Search Control Panel 2
©
Centrol Panel Home .
Change the visuals and sounds on your computer
Change desktop icons Click a theme to change the desktop background, color, sounds, and screen saver all at once.
Change mouse pointers Savetheme  Getmorethemesonline A~
Windows Default Themes (3)
. -
Windows Earth Flowers
High Contrast Themes (4)
High Contrast #1 High Contrast #2 High Contrast Black v
See also JJ'J'] .‘.
Display ‘;A @ (
Taskbar Desktop Background Color Sounds Screen Saver
Ease of Access Center Harmony Automatic Windows Default Bubbles

How to Access Colors and Accents in Windows 8.1

e Windows 8.1 H, ATSHIATFC o 3T AT A Charms bar H T@T 1 3/ THFAH A & T |
FARET X & 39 T BhieT $e3hd # g

e 3% d1¢ Windows key + C gaTU 3i¥ Setting T fFeleh Y IT 39 ATSH Uigex &l a0 Pl
@ 3R Setting R Feoah FY|

e T Personalize W &Feieh F| TG 3T Personalize W fFeldh ad § , @ 3T 3THeT  Desktop
personalization options 9¥ qg?r SR
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Settings

Personalize

Tiles

Help

e TG & background art I=i, St TfAAES &1 T Background color Y & T ot 3R T 310
accent color & T Y S TAALS 3ifesiere TR 1] Bram|

& Personalize

How to Change Date and Time in Windows 8.1 (f@feT 8.1 & f&etieh 3R ¥#HT A scal)

Date and Time 3TCRlel &I YA HTYX H ST TAT AT ¢T & T fhar S1am § 58 Aeheud @ fAwcH
&I Date and Time A& & #d &1 3@H @#7T &1 &7 3 ARGT X Fad §1 FoYX W /E date
TS time ¢ IGAT g important §1 If& 3MT India 7 HIH FX @ & o Chennai, Kolkata, Mumbai, New
Delhi, [Asheqet &I gaad ¢

sad e &9 @ &

e Date and Time
e Additional clock
e Internet time

Date and time Aseug & @ T THT VT R Thd & Additional clock & 39 5T &5 &F 1T & @
€, 39 3 T AT AT H T 81 Internet time fdFeqt H Seele ¥ 3 FA A alr@ v GAT A<

X Tohd gl
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Y H date TS time AC AT SEA A § FS T Piell Fh AT date TS time J¢ FHT Fehdl ¢l
1. g9 Ugol task bar # Right side 2 Icon tray WX fFeieh ST |

2.39% dI¢ T8l date and time fe@TS a1 § 39 icon 30 X fFeleh a0 U MUY date and time G@TS gamm

fS@A 3T Change date and time setting 3{Tcered W Faeh H|

3.30% 91 39T date and time window &@T$ 23fr TS change date and time Sead W el &Y

Date and Time | Addtional Clocks | Internet Time |

Date:
16 April 2016

Time:
11:23:37

| ™ Change date and time...

Time zone

(UTC+05:30) Chennai, Kolkata, Mumbai, New Delhi

‘ Changetime zone...

Daylight Saving Time is not cbserved by thistime zone.

| oK H Cancel ‘ Apply

4. 99 $HE 916 AT 39 HYeX & o1 37 date 3R time AT FT TBA § O dgo Ao 3R OK FeeT
X Fere = Q5

Set the date and time:
Date:
4 April, 2016 4

Mo Tu We Th Fr Sa Su
2829 30 31 1 2 3
4: 5. 6. 7 8.9 10
11 12 13 14 156083 17
18 19 20 21 22 23 24
25 26 27 28 29 30 i
23 4.5 B T 8

Change calendar settings

$ OK T l Cancel

5. AT ¥ W 3M9eh e 1 date 3 time change & STwa]
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How to Use Taskbar in Windows 8.1 (fAElsT 8.1 & TRFAR HT 39T Fd FY)

ASHIETFE & Windows 8 dlfeel fHar 3R &8s & U Afse Sexhd YereT o | fasis & &8 R &
AT B S 90 s A3 W HH S AT g 917 | S & @698 A drell 9 @l SRR
Fed & eehaR & start button 3R @ Mo R@ms &Y & B W TER FA X @ Qe § |3 F @y
MY TRHIR H $S AT w1 0T 3 FT vl 8 | 39 TehaR AT AT &t o & IR a7 Tl oy
T e T &, 58 Faa: U Fad §, DI de 7 9e o g

How to Pin Modern apps to the Taskbar

TEHAR # AlS o O el 3¢ SEheld & Folsy Tellel T Fod T b1 g1 THT A o
faT-

o T THIA AT Apps View TR 3oad app W Tsc-TFash &Y
o3I Pinto Taskbar &T TaeT a|

T T TS A TAT T Fl TRHIR A T a1 T9a g
How to Stop Modern apps from displaying on the Taskbar

gadl 3R, & FehaTl § fF T TFHIRN I TG A g AT 3T TFhaR W 0T g7 ared 81 e 39
qEd § T oI 31T fhdT Toellhald W FH R @ 8 a9 & dg UCallheled 3Tl TEhaR H o
3% foIT 39T e gfshar 39T gefr-

o FIY Ygd TERIN W TSe-Feleh Y 3 Properties TR ot
o 3H%h G Taskbar Tab &I TIA Y|
o T ” Show Windows Store apps on the taskbar ” STeFT &I 3T Y 3T Ok W Folsh |

R, Ife 3T I W T VT FT 3YANT FIGAT B & , O FABY Tigel I Thied & F0T a0 FearR ®
o ST 3R sfood voT FT TIT | dhfeusd T A 3T Alt + Tab FT 39T N Thd 8|

Control Modern apps from the Taskbar

TEHaN TR A8d Weg ¥ Alsel tof # i 3R AifSar woldes &l AR e & &t ar &
HecaqoT 75 GIAW &1 Ig FAUT Teol 3T Ter |

Show Taskbar in Modern Ul

i 3T HAT TEHAR I 3THeIT T TGRIT FLAT T8 & , ar ufsrar 3l off A9 & Moo
HEOT & AT & &1 99 39 Use-fFeda HL 3T Lock the Taskbar &1 T |

Optimize the Taskbar on a dual-monitor setup

e 3IF T SRA-AlfAT FeHT § , @ T TEHIR H Gl Thlel W TS AT A8 | HF
fre-
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o HIY Ygd TERIR W TSe-fFeleh Y 3R Properties TR Tet
o S §IG Taskbar Tab Tl TheT H|
o T ” Show taskbar on all display ” ST &I deh Y 3R Ok W Feeh H|

T AR for S FAelIca ThIT TSIHT & TTT TRRATT FT Thall & I8 dd 8l & oI 3T Windows key
gaTd & 3R Bl W FIE Bhi 919 319 g & I8 38 Ay i W e 3 § 5w W 3ma
HA W T &l

o FIY Ygol TERIR W TSC-Feleh A 3R Properties el ot
e 3% d1¢ Navigation Tab &T T Y|
o T start screen section & 3dITd Show Start on the display I’m using when I press the Windows logo

key ” SieFd &l T Y 3R Ok W el +Y|

How to Create, Copy, Delete, Rename or Move File and Folder in Windows 8.1 (Windows
8.1 F wIEd 3 Prest F FA FATC, FdY FY, &IT, A 8ok AT TAHEART FI)
What is File?

WIgel Teh 3iiesiee g St Sheged WHITH & |y 39AleT fhw 1w Ser |, e, @féaq ar meei & Jagia
FH Bl T Mftherel Yo SeTHH (SNY3MS) S for Agwidie faeisr &, ®isel 00 & &0 7 wefidia
il § S gl @iereh &1 3aeX0T & v, T vsla Ushlde N ®igal @ S8 T 3seha g1 IS
g BISel A HFYeX W A |, d Windows # 3MgeheT Sael-Fereh el ¥ FYX W TS ThHIdE AT
IS AT A Brgel el SCe|

What is Folder?

wlesT, fod &R (Directory) (Directory) 8 &gl SITaT &, 3 Hge AT Higel AFCH W T faAw
TR T FEd & TEH 3T Brgel 3R Wosd afAe 1 anfhere Tor Shd S e 3k
AfFerer qafaRor &, T Wlest T 3ifeoiae gial & foad &8 SEdEae & Tohd &1 AT caafedd
FeT & oI Blest &7 39T fhar ST gl

How to create a New Folder (3T B3t $d 10)

Hegel # fAERAHT (Directory) (Directory) gl &eils ST @Y &, $HF YN W FYY T HlesT, 3UBIes,
& ( Directory), 3 3ufa&fsr ( Directory) Sa & &S 3rerar-3rereT aliss &1 & @l o
TR BEeq F e RERFT (Directory) 3T WesT T & AT FeH &

e My Computer Ir Windows Explorer @ref

o 33T AT BlosX el ToMEH 3T 19T West ST IIed & ; 36T80T & fov, C: 3rsa| Ify 39 &
R & FIS Blest AT T AR g, dl 3T T & TAF W Folad HL|

e Home Tab @R, New Folder 38 IR Foleh HI|
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Home Share View ~ 0
[j % cu A = * T New item ~ 4 4 1+ BB Setectall
W y path as % F) Easy access v J Edit Seleat none
Paste Move Delete Rensme  New Properties 0
[&] Paste shortcut - tolder - & History o Invert selection

€ = 4[4 s ThisPC » TI10638600C (C:) » Users » Public b Public Documents » v & ] [[Search public Document 3

o i Name & Date modified Type Size

B8 Desktop 5 Intuit

& Downlcads I Sage Software

2, Recent places () Advanced Excelxis: 328 KB

- background.psd

. SicyDrive = CoverBack.pdf

Ji Documents &) Emmy cd.docx 1,669 KB

b Pictures

4 Public

button

& Homegroup

AT — e & @sl FEol & | 377 A3E @ Tse Foleh a¥a New Folder W fFeler &gy o a7am
PesT el Tohd g

@ - T ca v| Compu... » MNew Volume (E:) v | Search Mew Volume (E:) 0

Organize « MNew folder == - 7}

<& Favorites Date modified

Bl Desktop
& Downloads Sort by
| Recent places Group by

Refresh

match your search.

= Libraries
Paste

Paste shortcut
Undo Mowe Ctri+Z

[‘ﬂ Docurments
&' Music

|| Pictures
B videos Share with 3

" Mew L4 | . Folder |
1M Computer -

#| Shortcut

Properties =
€ Network v < | [&2] Bitmap image
Folder; | Mew Velume (E:) l Contact
| &)  Journal Document
|2, Rich Text Docurnent

Tewvt Minrnmnend

How to Copy a File (T& BISeT Hd HrdY )

Microsoft Windows # Teh HIgel & @Y TUTH T BT IT Uehlftieh BIScil Sl FiAfIfd (- Copy) Sellel &
Ik & IR F W FeA A Ru aw &

o 3o WISl AT Wes W AU Feg 3m7 gfafaf (Copy) 1T Mg &

o 3R YT ISl Pl Gaol H Hag ol T o, af Windows Find feature T 39T Y|

o 3T WIS AT BIScll &l gBAEe I Toleg 3T UfAfaid ( Copy) §TAT AR &, A3H & AT Tdh
TN & aah| ITE TS Tk T 37 BISel Al EISelisc el I HTGTehdl ¢, dr 3T 3Ter
HIEIS 9 Ctrl IT Shift Foll GaT Hehd § IT 37 WISl & E-UTH & dierq I Wa Tl §
See 3T gfafaf (Copy) ST aEd &l
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e TH IR gIBASe fFU T W, gISASE T IS FIgell H & T W Tse-TFash ¥ 3R gfafaf
(Copy) TFei| 3Gl Ctrl + C R FHoft 8 aa Teht &, I &1 & MY W edit W Foreh A
3T copy option &1 TIT FHY|

o 3H 3139, WesT AT 3T TAT W ST ST@T 1T HIgel Hl PN HAT A8 8 AR BISel A T
s Ferd Y 3R BT Paste W Fae H|

How to Delete File and Folder (®Tgel 3i¥ Wiest # & gew)

Ife 3 fardr wiser, AT A1 Wiest AT gere dgd ¢, df 39 e fafer &1 39der S awd §
3% ATY-ATY 3T9eh TR TATCH & TR W TOT I7AT-37e9T gid gl 36T §gaf & foaw |, & &
IS T @ ol AR AT T arereT A

Use Delete Key

FrEdl HRX Hlestl F FeT F TEH AT HT 3T 3MSCH H el ¢ T8 AT el aed &, 3R

38% 91¢ IS 9 Delete Key R Felh |

Delete

Delete file or folder by right-clicking
My Computer @el| 38 Wigel AT Hlost AT g6 @ 3T gerer agd ¢ 3R Tge-faee w1 grasmg A

T Delete AdeT &1 TIT F|
D= Windows - o IES

~

e [, . @

(>, > % ., « Search » Data » Applications > Windows » v & Search Windows o

3 Name Date modified Type
# Favorites

B Oesktop Config
& Downloads Gatherlogs
£ Google Drive Projects 127872014 11:07 AM
7<) Recent places s edb.chk T/307201S 12:18 P}
edb Tex
Bl Desktop edb00038 Te
4@ OneDrive edbres00001 jrs RS
& Homegroup cdbres00002 jrs RS
P;-. - edbtmp
& Thas PC Windows.edb /3072015 12:18PM EOB R a=
a Libracies ‘ Opss Wit
€ Network / Send to >
E9 Contrel Pane! cut
Z Recycle Bin Copy

Create shortcut

————>  Oclcte

Rename

Properties

10 tems 1 tern zelected 72.0ME s
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How to Move File and Folder (%18l 3R Wiest & o F0)

Wigell 3R Bresl (AR S Th AT § g Gd # TUECERA (- Move) it & T HTaegeh
Fe A U arv §1 RS &, 39 wisall i & ! T o ST Fhd &1 3T 397-Us-317, e 3R I
FT THd & AT “Move to folder” HHTS T ST FX Thd ¢l

Use Cut and paste

WIS HI Cut 3R Paste FA & foIT, 38 WIS AT BlesT FHI TIA Y To1 3T TARATAIRT ( Move) FIAT
AEd &, BTSATSE ST IS BISe IT Hlesky W Tse-Fodh HY |, 3 BT Cut FT T3T FY| 37 Hlest &l
3T &Y [ EH 319 BISeT AT Blost | FAEART ( Move) FT dEd & AR T Biger T H Tse-
T Y 3R 39 BlesX H TS A TAWARA (Move) Tl & foIT Paste T TIA Y|

3T Wigel 1 Cut 3R Paste el & AT Aiéehe HISAT &1 o ITANT FX Fehd &1 3T BIgell HT TFA
Y T 3T Cut AT digd 8, T Brsell T Cut I & AT Alshe FHoft Ctrl + X GaMT| “Cut” Brgel
fRdY gxardsT & FHcldl HT dWE §: Ig BISal f IR “TFegais” do of Sl § 319 do o 39 3¢
FEl HT “Paste” o HY| IdeT WIesy W ATdIE Y AR BISall T Ffafelid ( Copy) FdTr & faw Ctrl + V
EaTU| WISl 319 3% Iided Blest A &l

Use Drag and Drop

3 HIScll P FTSATSE P foleg 3T TATATART PEAT TEA & , TP aI¢ AT ¥ Faas X 3R #7139
HT Bl W G| ST AT ABH ded BIsd ¢, af NI Fo fdhed fa@rs & 303 & Move here T
T |

How to Rename File and Folder (®T18er 31X WYesT HT ATH dcd)

ASsT 3waRTRar e fAftat & O Rt v &1 39Ater X 39er sl 3R RERFBRT &1 J9 sea
Fehd &1 g o U 1w gewrdl o Felterg fRar § S §H Toh BISel T ATH Seolel I TG A
1 AT B

ggell RAwIR¥er (First recommendation)
o TISH AT HlesY HI gIEcSC il
o WISA W Use-fFeleh Y 3N A] A Rename W fFeleh Y|

Open
Pin to Start
Extract All...
Open with...
Send to
o
Copy

Create shortcut

eeeee
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gadr RAwIRer (Second recommendation)

e WIS AT Hles Hl gBASe Bl
o FHEE W F2FHoll EaT|

e N
F2

M a—

et RAwrfrer (Third recommendation)

o  TIScl AT HlesT &l gIBAISC Y

o U SIC BIEA W Uh IR THITe-[Fereh dleh 3T $& Yehs ol AL 3R Brgel & e &
Fern Y|

o TISH AT HIesX ATH & IRT IR UFH SFd YGied grem, 3R 37d 31T BIgel IT BlesT HT A1
Seo Hhd g

Windows 8.1 Shortcut Keys (ftsr 8.1 eiféwe Feit)

FES efEhe Key AT keys & HAVSTT 8ld & Tolee 3T RAfFed YR F FRAT #F & F T 30
NS T o Goha &1 IS 2ATche T IYANIT FIAT ATSH HT 3TAT Flad F FA O il &

Fifeh AT HIEIE W Gl g1T W@ Tohd &1 Frais Aicae o aradifds § | oasr 319 & & 3ma
fAfRT TCeliheld H &5 ATCHe T 3TN F Thd &1 380 & v | 3T g5 e #F 3k a7
3R # gaee HdY 3N W e & AU 2dicehe &I 39T HT T 2

Using shortcuts

%g HISTS AEhed Tl Teh fafdrse et & &) o1 el § 3ifF Foll T ST HT 3Taegehrd gielr &l
3ETEX0T & ToIT, eiEehe Cirl + X A & AT, 3MT Ctrl ol garar 3R T X Foll garwar, i Refrst
Y| TR HISNS QAlEhe TINT A & AT 39 Ctrl (Control) AT Alt Fsit &7 3TTT A g1 JHTIhT
Ig Foll SIS & forwel ST &I & 91 Al Sreah|
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Shortcut Keys for Text (@FFe & faw s Fal)

s NAW, SAAT TR 3T H text & TATT HH A TAT J HAS Afche 3TN gl &1 T text
HI copy e 3R IE A S AT FT A IV T HrAT Hl ded A IR TEIAT IR Tohd ¢

Ctrl + X: Tafad TFeC &l Fe (Cut) FA & U]

Ctrl + C: Tafad eFEe &idr (Copy) a1 & faw|

Ctrl + V: 4T IT Fe CFEC P UFC (Paste) I & foIT|

Ctrl + A: 95T ¥ 1 gfehg fasr & gy Tore &1 99 i & fou|

Ctrl + B: Igfd ¢aee dies (Bold) Rt & faU]

Ctrl + I: Tafad caee &1 scfaa (italic) T & faw|

Ctrl + U: 9afad ¢aee &I Y@ifehd (Underling) ¥ & foIT|

Shortcut Keys for files and applications (%1gal 3R gyl & faw aiéwe Fai)

3T Application @ @relel, dg et 3R Tag Fa & T Y s eféhe T 3UANT FT Thd &l
Rl BB & TTY FHH Id THT, Th Microsoft Word SEATAST T RE, QATehe Pl 3TINRT A5 BISall Hl
AT, esel A @Wietet 3R B = & v Far s g gl

Ctrl + Alt + Delete: Ig SIS 2Aiche HIY Ta4H ( task Manager) @reldr g1 T 3T 3caRerT 3desT
(unresponsive application) T T I Fehd & 3 3T d¢ X Fohd &l

Delete: T&h TITAT File AT Files A o=l 9 7 A

Enter: Th TIfAd UTCeTohelel AT HISel @lel|

Ctrl + N: T oS HISel §ATU|

Ctrl + O: Ush Hi[aT BIsel @iel|

Ctrl + S: IAATA BISA P Tgoi |

Ctrl + Z: oel frar &1 gdad ¥ I 319 wRars @ BT § Fer awd §, @ Cirl + Y el
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== Task Manager Iilﬂl&‘
File Options View
Processes | Performance | App history | Startup | Users | Details | Services |
- 519% 56% 0% 0%
Name Status cPU Mermory Disk Network
Background processes (11} =
[=5] coM surrogate 0% 0.6 MB 0 ME/s 0 Mbps
[=5] cOomM surrogate 0% 0.6 MB 0 MB/s 0 Mbps
[=7] Device Association Frame.. 0% 2.4MB 0 MB/s 0 Mbps
[#7 Live Communications Ser...  Suspen... 0% 6.8 MB 0 MB/s 0 Mbps
&= Microsoft Windows Searc... 0% 0.6 MB 0 MB/s 0 Mbps
> &5 Microsoft Windows Searc... 0% 5.7 MB 0 ME/s 0 Mbps -
&= Microsoft Windows Searc... 0% 1.1 MB 0 MB/s 0 Mbps
[=7] Runtime Broker 0% 5.3 MB 0 MB/s 0 Mbps
> dEn Spooler SubSystem App 0% 1.0 MB 0 MB/s 0 Mbps
[=5] Windows Audic Device Gr... 4.7% 4.7 MB 0 ME/s 0 Mbps
> [E7 Windows Media Player Ne... 0% 3.5 MB 0 ME/s 0 Mbps
Windows processes (23)
> [E7 aAntimalware Service Exec... 1.0% 24.8 MB 0 ME/s 0 Mbps =
(~) Fewer details End task

Windows Key: ¥TeTI€ A+ Bl (A1 &z 8 & ¥ whie)

Shortcut Keys for Internet (§&ae & faT eéwe Fai)

FIEE qTEHhe H 3T 3HTTh AT FEoR W ATIINE A & fow 8 foRam 31 Fohar §1 IR Gu v
CHEe AlEhed & @ &3 3fieferse it 3Tl g, 5 & 39 99 JB3oR & T8 a1 # THFE & el
HIdT FA AR I A & AU AiEhed| LA & & o0 @ o Aihe 3MMUH garT 39AT fhe o
W I9 39K & MYUR 9N AIST 36T alh & HH X Tohd &

Ctrl + N: Ts a5 sT3eR {8 @es & fau)

Ctrl + T: Teh &7 ST3oR ¢ Wil & fov|

Ctr|+D:aéﬂ1FrﬁGrafr§aw=rr%a»‘{ﬁa?ﬁtrl

Ctrl + B: §ohaAT®H 3T & U]

Ctrl + J: 8T & & 33aclIs FI 5 FISl W F U]

Ctrl + Shift + T : §¢ ¢ &l @leladl & oIy

&. Google Drive - Cloud ... % G fantasy football - Go... >  New Tab X 4

IE arch or enter gddress 2> | X Search 8 4

n
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@ Library - O X
., Organize~ Clear Downloads | Search Downiloads

¢ History

¥ Downloads e~1 NC_Counties.pdf =
{pdf] 72.7 KB — wakegov.com — 2:01 AM

Tags

& Al Bookmarks
B iTunesbd64Setup.exe o
.:1 167 A <55 A -

67 MB — apple.com — 3:5% AM

f_.J SkypeSetupFull(1).exe o
=1 39,7 MB — skype.com — 8:59 AM -

Using the Alt key to navigate menus (A<] I afddte #a & faw  Alt it &1 393hr)
S T Alt ol GaTd §, dAF a8 3! aiA TCeherd § Fef A o dgar &l &1 SHAN Adeld §
& 3T 39 OIS & AT FIMHT HIs 3 T T Tohd &1 3SEI0T F fAT | 37T TieARAT Fl D5t
& fAT Alt+F + X TBT X Hhd 81 51 Alheq &l fAsurfed wa THg, 3maesr Alt$Hel I EaT 3@a
&1 TILIYHAT A& g

“4 5 | Docunrent - WordPad

View
i

Ccalibri ~l11 + A" A

B 7 U ae . x* A- 2~ |

Clipboard Font

RS

Finding more keyboard shortcuts (31f&r ®rals efeFHe gae)
S UClheled , 39! A ATBCH & 9Tl A HaIs Alcahe fAetam|

"] Untitled - Notepad
File| | Edit Format View Help

s Undc Ctrl+Z
Cut Ctrl+X
Copy Ctrl=C
Paste Ctri+V
Delete Del
Find... Ctrl+F
Find Next F3
Replace... Ctri+H
Go To... Ctrl+G
Select All Ctri+ A
Time/Date F5
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TS TCelehelel H, 3! 37T HISTS ATChe Hl TaRId el & [T o W glax del 1 3Taegehell
& Fhdr B

How to Use Recycle Bin in Windows 8.1 (fagisr 8.1 & famser & #T 393ier Fa +)
o 97 81T 91T FEal & AU e IFARY $SRUT TA &1 9 39 39 IRt W e a1
HlesY geld g, dl 38 TUR™T ¥ § ST gl SATdl g-Ig JAdhel 9 WX SI1ar g1 36 Bin &Y 319 16
A Fel off @ Thd B 3R I 3maeTsh g1 o §eTT g object A Y F el 51916 W REER X
Tohd & TE ITOT § itk AfG 3M9ar Haft 319arr feAmT s fear § 3R foofy for § & 3moer gerw
AT IS I ITLTHT &, A 3T S/ 9T IIod X bt &1

Recycle Bin &I G o¥E Trell &l T §31a & | AT &l A Recycle Bin # TR @l objects, file, folder
fAer e St § 3@ a1 3¢ O & UIcd ikelr THT =16l § oI 319 Jagehel 9 @rell o &, ar
s e 7 | wisel TR §9 & ger & ST g1 Recycle Bin &l 3R @907 8718 3% & 3R
JT &THAT & fhaY ufaderd & & & d¢ fRar Sirar § 39 Recycle Bin & 3R =T §&T 8191, I§ 3=
& SUTET §CTS IS WISl Sl TSR HM | ST recycle bin TIF 8T soaT dd A4 Belic T 715 Hseq &
T STo1g 9 & fov @e@ Wil Belic & 7= Brge T ger g S ¢ |

How to Show Recycle Bin in Windows 8.1 (lAgisr 8.1 & fiuraee e F& fe@m)

o Y Ygol STHCIY W ST fFeieh &Y, Personalize T Feeh Y|

View
Sort by
Refresh

T & » Control Panel » All Control Panel ite

Paste

Paste shortcut contwl panel Home .
MVIDIA Control Panel Change the vist

Shared Folder Synchronization

Change desktop icons Click a theme to chai

Mew

Screen resolution Change mouse pOintefS My Themes (2)

Personalize
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e 3% d1G ‘change desktop icon’ W TFereh H|

o Targder 9T 3MedheT fG@er & AT Recycle Bin option & de g WX e Y 3R Ok W
et &

=l Desktop lcon Settings

Desktop lcons
Desktop icons
[ Computer Recycle Bin
[] User's Files [ Cortral Panel
[ Network
2 3 @ 9
This PC iSum Zheng MNetwork Recycle Bin
full)
[+
Recycle Bin
(empty)
Change Icon... | | Restore Default
Allow themes to change desktop icons
[ ok ]| cancel || Ay

o AT Fd & IRl 3THT W Recycle Bin G@S a1 wrram|

How to change Recycle Bin icon (fT¥&e @ 3Tsdha @ dgal)

3 JaTIRd 9 3TSdhad @ Sl 3 Thd & ISPl Pl FICHSS Il & [T T Ifehar q=r|
o 3EHCIY W Tse-fFad H
e Personalize I¥ fFeleh &

WYiew
Sort by
Refresh

Paste

Paste shortcut

MYIDIA Control Panel

Shared Folder Synchronization

Mew

Screen resolution

Personalize

o 3% d1G ‘change desktop icon’ W TFerem H|



1PGDCA2- PC PACKAGES

1T & » Control Panel » All Control Panel ite)

Control Panel Home

Change the vist
Change desktop icons Click a theme to chal
Change mouse peinters My Themes (2)

o JIIFH o1 FI 39RYUTT FF dgaled & foIw, Change icon I fFerdh Y|

Deskiop lcons ‘
Desktop icons
Computer Recycle Bin
Users Files [v] Control Panel
MNetwork

A 2 & §

Computer iSunshare Network Recycle Bin
full)

=

B
(empty)

Change Icon... Restore Default

—_ 1
Allow themes to change deskiop icons

ok [ omn | om

o A { TH HSHA F AT Y, 3N 36F a6 Ok W fFer Y|

Look for icons in this file:
| SystemRoot3:\System32\shell 32.dIl | | Browse. .. |

Select an icon from the list below:

How to Restore Files from Recycle Bin (famader faer & wigal &1 gaedifa F@ #)
fg 39 Jaed 9 & WIS IT Bies &l 999 9T IIgd g ol 3% [l 39T Restore option 3T
AT AT TSI 3T Ufshar e UahR &-
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o @S Uge ol recycle Binicon T el fFereh Y AT Fd & 3T JATR N & 3ee] GG
S

hard-drive-61151  hard-drive- 14825

81

G OneDrive

B This PC Word Document

- USB Deive (E:)

 Netwad n‘
*& Homegroup =

Publisher task-scheduler Work Docs
16items  1item selected 15.1 KB

o TTH dIC T S BS T AT Iod AT A6 & 30 R ST Felah Y|

o 3R Restore I Foreh |

o UHT A & TR BIgel JWTThel T T g o 3 T W Ugd AN gl § 38 Belle
TR I |

How to Empty Recycle Bin (fima®e e @relt Fa #3)

Recycle Bin icon W se fFeres ¥ 33 Empty recycle Bin W Fesh / 9 &)

9 Open
|18 Empty Recycle Bin
Pin to Start

Create shortcut

Rename

Properties
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THTH 9T (MS Paint) in Windows 8.1 (EYe 8.1 & w#HwH de)

THTE Ye (MS Paint) T HTERUT 31897 TS & i fasieT & g TEa0T & 39aeY gldl & | tATH Ue
(MS Paint) Zoik sl AIUROT SIS Hled T FAUT ST & , $HH TTY & FS WUROT Hwiel visfear o sq@
IFeaIR FH A T Tqhell g

faSIeT # 3uTPYd 9e gof AT Agea Ul Tl &[5 T T WErdc ¥ gA T Y@ qur dee
3G 9T That & S0 Ue wier off Fed & | 9T 5 7 oo ST @ &, 59 ¢ arwd # Affes gow
Bl §, 31 Tod T Hag § Yo 3591 W FFTUT ST & Fehal & | TATHE YT (MS Paint) &I a8t 56
TR fe@rs & & |

ol

Fi e "
= SEEh . A | f— 1 | TN

! ClEem spa i) Svoon soees = (| EEEEE EEEE g
—J ow | g im0 (B SADS O s (T | ERE l | | '

= T Sk otate - SR e O Qi DiE . o2 LT e

g Tou o =
a
=

3 s} 10 8133 4600w 100% (=)

39 & 39eT FYX A TATH U ( MS Paint) T 30T HF 38 4@ Fahd ¢ 3N 38 I8 FFafd
FT I T & [ ST JTId § THATE YT (MS Paint) B FH 30T X —

How to open MS Paint (THTH Y€ HI ¥ 39T &Y )

Method |
e Window +R 2Téahe-dT I8 HT
o TSEY I ST ST 39T g |
e 3H AT didd H TATH YT (MS Paint) command for& 380 a1 e 9T &
o THTH YT (MS Paint) ST 3T 39eT g SUe |
Method 11
o TEY U TIE Fhll W ST
TTE ThIeT 9T, Quick Access Menu He] e Ygaal o T &Il a0 i R Tse-fFarsh X 3R
3 W Search option a1
o g H YT Y W, T Yol AR dI9-319 aROTH F de W o A
o THTH YT (MS Paint) ST ST 39eT g SUe |
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Fite view
= 7 fef cram lcd| ~~ooOm — T i i
I a s A P Ie T | — [ |
t Jour. 7oA Il RXO0S = Q érl | ||-|_g
A Rotate il v | O a0 |_{_|__|:|J_I_|:|| ]
i T =
.
e {fu] 10 819 = 480 100% (= )

39 &OTeT fear &7 af vHTH YT (MS Paint) T 3T s s & fsnfaia g %H@gﬂwﬁt
(MS Paint) f38r & 3o 89T & 7 ¥ I &-

SMART Ink ;3 I
R1 i

Control Button=
= - - - - a mEEE

Color | Color I -‘ ! Eait [
2 Tltlé Bél" I 11T corors
| Quick Ribbon
Access )
. Toolbar Working
Area
“ Scroll Bars, ‘
| Status it

i Handle

Bar
| o
+ l | / b
‘l+ 100, 238px T 100% & —— }—— @ A

1. THTH 9 (MS Paint) Button

THTE 9T (MS Paint) Button, THTH Ye (MS Paint) &I Teh 9@ $9T ¢, T§ ool Hel SR & gl &, 39
geoT & THTE YT ( MS Paint) F Teia arell BSel & T % Fhed T @10 &, 37 Tools i #Aeg &
THATH YT (MS Paint) § a1 dTel Documents ' Save, Open, Print 37T &I fhT ST &

2. Quick Access Toolbar

Quick Access Toolbar THTH Y& (MS Paint) &l Ueh IV HIT § , TE Col@R Title bar H gIam § | 58 &H
QfCeHe T AE 3UANT A AT § | 3 TAOR H AUSAR F1A 3 arel FASH B A5 AT 0w &,
Quick Access Toolbar I FEIIAT & TATH U (MS Paint) § &1 doit & & AT g

3. Title bar

Title bar THTH Y& (MS Paint) fdsT &I Ted FIA HET §. 3T 9] W THATH U ( MS Paint) & §a15 TS
WIS & AT P @R ST §. ST doh BIsdl I AT 187 [HAT STTIT WIS T AT AT e@rar Srar
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g 3R @@l “Untitled” for@r g1ar §. 31 & &4 WISel &I Y A1 & 9 o § a9 “Untitled” & TUTeT
R FIST A E@AT ST §| Title bar & & @it & il §¢o &1d §, 37 cllel §col & Ugoll dcad gl ¢
fAsfarssr o o fFete &t & Open Program Task Bar # 31T STl §, GQERT §¢oT &Il & HAFHARSS I8
geoT T8 1 fagy & e AT AT Fed HT HT AT ¢ 3 RIS gar & FairsT S W &
§¢ Hel HN HA HAT g

4. Ribbon

Ribbon THTH YT (MS Paint) a8t &1 T 3T AT &, TE title bar ¥ Y gar & 39 91 & vATH Ue
(MS Paint) tabs (St fd&ed menu bar & g1d §) & Tasedl &I G@mET JATAT § |

5. Scroll bar

Scroll bar THTH Y& (MS Paint) fd8r & drawing area & & W% gidr g, T aX ol&add (vertically) gIdT &,
ST canvas &I FU-aTd HhT o fIT Bl & oUr g@dl SR 38T (horizontally) 8Tcl &, I8 canvas & &I
I THA & AT FIT gy & |

6. Status bar

Status bar THTH de (MS Paint) fdsT & drawing area & faesher #li gl §. 38 aR & &) e ol &
“Zoom Level” 5lTHe Tol BT § oIl HGRIAT # canvas &I zoom in AT zoom out fHAT ST Feha §| IR
I FlT H drawing & pixels T G@MEAT ST § TAT 8O 39T canvas T width TF height 1 fe@mar srar
gl

7. Drawing Area or Canvas

Text Area 38 canvas 81 &gd § T6 TATH YT ( MS Paint) T Ha§ Hgcaqor #@T ¢, 3 I8 vATH Ge
(MS Paint) fd3r & TEW F8T dUT ALY $ET @1aT &, 34T &5 & drawing IT painting T 7T B

What is Notepad (Afeds a1 ¢ )

A3 Th AHEY TFEC UfSeX WA § S A8 & gF a9 & giFAfad gar & | Aieds &1 ggeT
fasiel # gH T ®Igdl Tollel & ToIU o §, I§ FoR &l HYURUT T BIgel Tlelel , Tgel AT Sollel
F HETIAT AT § | Aleds H TN THET WISl 1 “.ixt” extension F HIT ¥ fHar Srem § | e g
QT H TAT IR wrsel FF Y g7 Alcds H T Thd ¢ |deus H Wil IR-T WIS T @18 64 kb
v IR |

e Untitled - Notepad = =

File Edit Format View Help
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sArcds @1 [ 30 e oS & § | 99 39 Aeds & 39 Hegel # U W W a9 3uH
AT A Alcds f9er M & | Aeds &S & s HeN F &ier T § , ST Aleds 9 & e T
P HA T AT &-

B R =l
Fle Eot Fomae He
*<\ —~
working
Arca
enubar
Status Bar

[ Lni, Celt

@ 2 - ® oaal=]

1. Title bar

| untitled - MNotepad
P

File Edit Format WView Help

Title bar Alcds &2 & Ta& FI AT §, 39 IR W ACYS A TS I BIge & ATH I 6@ AT
g | S d& WIS I AT AaT fhAT ST BISeT T AT oTel e@rAT ATar § 3R @8l “Untitled” for@r
2T ¥, O & H wiSa B R A @ A9 g § a9 “Untitled” & AT W WSS T A fa@mar
ST §| Title bar & & Pl & Il ST 81d & , o7 il d¢ad H Ugall §¢oT “Minimize” 81T § o1& WX
feFeleh &l & Open Program Task Bar # 3T STl &, GART §¢aT “Maximize or Restore down” 8IclT &, Ig Fcal
A8 I width ST FF AT FATET FA FT FT AT ¢, 3 IAET F€T “Close button” § ST WIATH F §¢
FT FT B FIAT g

/

Minimize

Close
Maximize
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2. Menu bar

Menu bar slcs TaEY & q@ERT #1eT § ST title bar & &1k & glcll &, 39 N A g fdehed &ld & o
Acts A BEA olld FHY HH & T S § | Menu Bar T Alets & agd 36TATd gl & Fiieh @y
Editing Tools &Y Bar & 8l &, e 3T Menu Fgd g

P untitled - Notepad =10 |
File Edit Format WView Help

| ln1,Coll g

3. Status bar

Status Bar Alcts ST T weh 3 o191 § ST text area & fSohel FUX glcl & , TE I mouse cursor T
eufa & RaErdr ¥|s@ a) & F@ear ¥ cursor 7 ATy &1 AN & ST ST Fhar § | 39 TR ar
3H 9 o f3ar 8 Ioa §, 3R J9 39 =g 39 femr IFa g

4. Text Area

Text area A1CUS FT HEH Hecaqul 19T & , AR Ig Aleds A=t F1 TG o7 TU ALT §09T QAT &, 58
& A Text Fr fo@r Srar &, Aeds & JUR P S arer @t Documents & Qrsgl @Y ST area & forgm
7T &

Microsoft WordPad a1 g2

Alecds W & oRE & a5Us o fAET & 3eeY eaee TR glar & |, I8 o RS o aswafder
9 § [Alc9s & 3fee Ueh HIfAd 31eT & @ Tohd ¢ Sidfh d8us & eeX AT 3l & @
Tehel § | T89S & 3feeX wAlcds @ SN BRR gid ¢ S8 39 asis siegae # & @i fo wiedfear
F Thd g-oi8- dsUs & ey selected word, line AT paragraph formatting Y Hehd § &k Alcus &
3eeX selected word, line TAT WTIMH Hr BIHTEIT AT X Thd | WordPad Windows & gX TEHIOT H
giFATd 8lar & |

How to open WordPad (@95 #! F& 39T #Y )

Method |
e Window +R 2cahe-dT 9T &Y

o ST & Il Stad e ghm |
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e 3H 3N S H WordPad for® 38% d §eX 99 Y|

=7 Run ﬂ

Type the name of a program, folder, document, or Internet

L=/ resource, and Windows will open it for you.

Open: . wordpad v-

oK - Cancel Browse...

e WordPad Open gl SITUAT |
Method 11

o JaH UgH TEIE Thid W AT |
TTE ThIeT 9T, Quick Access Menu He] o Tgeal o oI &Il a0 el TR Use-faereh X 3R

3" W Search option Tei|
L

Photos
Programs and Features

Power Options
Event Viewer
System

Device Manager
Disk Management S
Computer Management

Command Prompt R|O de Ja
Command Prompt (Admin)

Task Manager
Control Panel

File Explorer

SgaafNem

o -
&
o v
B
5

R

e WordPad &7 fa3T 39eT g STuef |
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To-Do List.rtf - WordPad

New Preview and print the document &4 Find
7 Print &3¢ Replace
S Select printer, number of copies, and other 3] setect an
r_’ Open printing options before printing. T ceming L Xine T ORfedt oot
Insert Editing
7 Quick print
H Save S Send the document directly to the default R e At Wi
printer without making changes,
] _o  Print preyiew
i _\ Preview and make changes to pages before
printing.
w" Print "
ﬁ Page setup \
*| Seng In emai
o Aboul WardPad
- Exit
100% (=) | (&)

e e T

| B N o To-Do List.rtf - WordPad

T Frint preview - @
y b} [ IS 1 F -
] 5| [l one page| y % ’
. i O =1 4 iy
®w | g - W9
Frint Page 100 Previous | Close print
setup % page page preview
Print Zoom Preview Close
Page 1

1. WordPad Button

WordPad Button, WordPad T Ueh Y@ 81T &, T§ sel Menu/Tab Bar & gIcT & |39 seT # WordPad &
A dTell ISl & foT s AFeq fGU g1 & ST 3MIar WordPad Document &1 Save, Open, Print 31Tfe
FT F & foIT Commands & 8T &3] Commands 3 &aRT WordPad Documents 9% & faham STdT &

2. Quick Access Toolbar

Quick Access Toolbar WordPad T Ter TaRIY 81797 §. ¥E Telad Title bar & BT §. S8 §H ATcehe T e
3YAET A A 8. 38 ToladR A AR A 3T arell  commands T add F &1 S1em § 3N 9 s8@A
S8 STl 8] Quick Access Toolbar &I FgRIAT & WordPad & Fr frerar & grar g
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3. Title Bar

Title bar WordPad Td3r & @& FURT AT § , 30 R W WordPad H §o118 318 BIScl o oI1H &l @
ST §| 59 deh BISel &I A ( save) el fhdT ST ST HI ATH Agl G@RT STAT § 3R T@l
“Document” for@r grar &, S & &7 wisdl &l fhaT a1 & AT ( save) I &, d9 “Document” & TUTeT
R BSeT A fe@rar Srar & | Title Bar & &Y @it & AT ST 810 &, 3o dlel §coT & Ugoll e
“Minimize” 81T &, fo/ g 9 & & & Open Program &7 Icon Task Bar & 31T ST &, STHT Aded I
glcT & T I§  Program 378l ¢ =AET foham I & 38k IO 3N o @A TohAT ST WT & | GET SeoT
“Maximize or Restore down” 8ldT &, T8 dcoT fasr T Width T HF IT AT Fl HT HT FdT g , 3R
?—ﬁﬂTl'EIE?I'“CloseBuﬁon”%ﬁWﬁﬁEWﬁmm%|

4. Ribbon

Ribbon WordPad {3t & e 3iR 86T & |, I§ Title Bar & i gIar § | 39 $9T & WordPad Tabs (S
fdFed menu bar 7 g &) & Taheul & fe@mar arar § |

5. Ruler bar

Ruler Bar WordPad faist & Text Area & faeshel IUX gich g , 39" g4 Page Margin T IdT TeidT § |
WordPad Document T §Tel & Ygel IT &1¢ & foldelT  Page Margin T SITdT §, 3= Margin fe@mar &
fIT Ruler Bar & gl dl®% ATl &TT AT §TT a¥% Ruler o197 ST &, T ST Text for@r S1am &, 98 349
STET ST STl 3

6. Status bar

Status bar WordPad ST & Text Area & foeshel =Y 8l &, 30 SR A “Zoom Level” ATH® el &1 ©,
ST TETIar & Page $T Zoom in TAT Zoom out fHAT ST ThaT & | Zoom in T HERIAT & 3T WordPad
Window &I 18T & Hehd &, 3R Zoom out T FgE & WordPad Window &1 argd Bier fhar ST &ehdT g

7. Text Area

Text Area WordPad &I He& HgcaquT #1197 &, 3R Ig WordPad fast & @@ 98T TUT HLF HIET 8T § |
4T &1 A document text T for@r ST ¥ |

Windows Media Player (R8s #if3ar weRR)

HAFIT AT (Media player)

HAC-HITSTT Bl Hl HYX W Tl & [T J2197 &6 ST arel Alreda” A1 s i “Fhfsar
T Fhgd ] S, faEer Aifgar woR, VLC #ifgar o sty |

AT (Multi Media)
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HASIATSTT 38 Tl 7 Hgdl foaa Soree 3if3ar, T |, vaiaee, fifsar 3R seifdea arash & &9 &
faffesr Tl w4t &1 dae= g ar g

= Video oy
Animation Interactivity
Footage

fRsier Af3ar R (Windows Media Player)

fiere Afsar o’y s e Afsar orr § |59 AT & gant ed e g & Hifsar
3R TafSar Brged @ el & [T a=irar s/ @ | 31T $Hb TG6T § 39 Heged WIS gor
THa & T faftar dw " ¥ |

S
G () » oy » Pl v Play Bum Sne

Organize v  Sbeam ~  Cresteplaylist 3 > [search

Title Count
Y Bogdan Pope
- Playhss
“ JJ Music
L Artist
% Album There are no playlists in thic library,
i Genre Llick here
& \7'“ to create a playlist,
& 03
|l Pictures

[# Other Libraries

[ screenshoz(n) 0005 % O | W [l bl 4 —® ) 4 Retrieving media infofor Dum... s

How to open Windows Media Player

Method |
e Window +R 2lcahe-dT 9T &Y

o 3T I ST SiFd 39T T |
e 3H 3TN dfdd H wmplayer.exe command ol 3% &1 e 9T &
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7 Typethe name of a program, folder, document, or Internet
= resource, and Windows will open it for you.

oper: | IR

Cancel Browse...

mc00®o0ao0

o TEH Windows media player 3T9eT g ST |
Method 11
e Windows Media Player &I 319 &l & ToIlT & TU HHATS HI FAT T |

o AT W TT dfFm o F AT, Window key +S sl dIsT &Y Teh ATY EaTTa |

(E? Remind me to mow the lawn every
Sunday

Sec all tips

™ = Filtars ~—
Best match

WiWindowes Media Plawenr
Decsktop ape

Search suggestions

D wwmip - See web reswults

o TIEA Windows media player 3T9eT &' ST |
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Calculator (FaFaet )

ArsHATe &ere # &g Hecaqul Brer § fad & Hospolet ot Tk agd & 1 &1 BeR § |
Forperet &8t 1.0 9 & Tord 37 W & | 1.0 Ig Frhr WURer a1 | AfFA Windows XPIHR XP &%
STE Windows 7 Windows 8.1 & 3& 3R 8t powerful §=1T & aram § T 318 STeld & HoldheleX A F©
G fAATAr3t & IR A AR s Ay & g7 WA o Helhelel I FEAATT HH Fd ¢ ?

Windows # 3Uclstl H Tol I JAIT §H IHIAOIAT AT AR IR el & fAT a2 &
$holehelel HI Tl o [T BRI TR T AT Holdheled TGRId Bl § 3 holshele & HALIH &
§H IO VAN Y X H T § | ST T & AMAS 0 o X T § |30 09
AHT 9 digitdF F FeoT B & |

How to Start Calculator in Windows 8.1

Method |
o Startged W fFeaa HIFFAX — search box A calculator BT FIfGA 3R X HIfGT |

Search

Everywhere -

E Calculator
@ Calculator
E calcexe SS5C 0409

e Calculator 319eT g ST |
Method 11

o 3T FEIS T Window key+R 9 IS, foaa I Sryeliar siard 39T g |
e 3T SN §iFd H I FATS Calc T3 FIfod 3R s Ao |
Run @

- Type the name of 3 progean, folder, dotument, or
'@ frternet resource, ond \Windows will open & For you,

e Calculator 3f9eT g ST |
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windows 8.1 # Helhelel & 3o dgd § R N3 T § |, 5@H Tk & History feature, I f3fSieer
heIhole H Aok HT Tl BT § I PR 3 holdhele H History T deal §, FISS § Ctri+H ol T
Ig R Ufdede gl W 3T S $o 1 hogholeled A9, G6 9! sqeh fqusg & fe@rs aar gl
30R JM9E Tor@el # $o el g Sl &, d 39 3el 39 &1 IR Fear W AR § fFos Hifod
3R Fgar X TeeX R QS| 3R 3T History T gl Il § dl ecahe T Ctrl+Shift+D T F2aT
ﬁﬁﬁlﬁg’m8.1ﬁém§ﬁaﬁm-mmﬁaﬁmﬁwﬁ§@wwé;mﬁﬁm%-

Standard Mode
Scientifc Mode
Programmer Mode
Statistics Mode

A w e

3T ST AMEhHT T 1 TGN FX 3T HIS HT el Tehd &, INUHT TSR SRIA 8 T§ Hholpeled AT
T H dEoT AR |

Standard Mode (Alt+1)

- =
|;| Calculator e

view Edit Help

d

| s || max || was | [ - || - |
[e= e fl e || = || ]
E2ERERE
2 || 5 || 6 ]| = [la]
N =R ER ™ ‘
[0l [t

Scientific Mode (Alt+2)

View Edit Help

N

' @ Degrele?' i©) Radians (7) Grads H MC Il MR H MS H M=+ || M- ’

L el ] o L=l f] e ]|

¥

it [ ann | sin || o2 ||t || 7 |[ 8 ]| o || 4 ] =

3x]l 4 || 5 ]| 6 |2 ]|as]

ldms IlcoshH cos l x¥

| n J{on] tan || 2 || 22| 1 || 2 ]| 3 || - |

ENIES

0

‘ ’F-E || Exp HModH log |]10"‘
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Programmer Mode (Alt+3)

View Edit Help

Select the value you want to calculate

|Fuel economy (mpag) vl
ggm Goes  eoeee eoee 49?00 gees  oaea mgg Distance [miles) |Em‘ervm'ue |
@abo  obod oeoe  oobe  Goel  oooo  ooee  Boed Fuel used (gallons) |Em‘ervm'ue |
31 15 a
Orer || ||woa| & [ wc | e[ ws |[m- [ |

Dec
Son L]l :
o
Osn c %
Calculate

®awor D |[4][5 ][ 6 J[x ]l
ODword

ofon] €)1 )= Ji]
OWord E 1 - 3 —
L L o [ ffx

Statistics Mode (Alt+4)

Edit View Help
| o]
(COHex @Dec (OJ0ct ()Bn @Degrees (Radians (O Grads
Clinv  [Hp I_ I_ Backspace | CE c
Sla F-E { ) MC 1 ] 9 ! Mod | And
Ave dms | | Bp In MR 4 5 & b Or Xor
Sum | sin || xYy || fog | | MS 1 (] 2 || & ]|]- Nt
5 cos || x™3 nl M-+ 0 || o . - = It
Dat tan x 2 1/ pi A B C D E F

Math Input Panel in Windows 8.1 (Rigter 8.1 % #Y ge1qe dae)

Y goqe AeTer TASIST T Teh Sgcd BIET TCAIhIST & Sl 3TUhT $oqe f3argd S cawhl , STEdr
fBTSTersoR a1 Jgl o & AZH &1 3TN HA ST § |, dlich O AT T Faliold §9 § Ggerer
ST @ 3R fAffes gohR & g&ardsit # STell S @l #AY ga9c 4 A 39 earT for@ 71w Fgar &r
eEadsl F QU TE & WUleeT A9Y §T & ool1d1 STl § difeh 39 3M3CYC & ATY 1A H Teh
Fiifen 3T el off PR o Coee @ WU | g AR IMOIA T & |1 g&diaer ar
TEIFT FAd FAT TG U Scqeehd #H FUR FT Gahell ¢




1PGDCA2- PC PACKAGES

L’j History v  Options v Help ~ &

#AY goqe YA JUH 818 Fho! R FloeT TR & AT & WY TG IS dE J HH Hl §| SHH
3N I8 & & TE arithmetic, calculus, functions, sets, set theory, algebra, combinatory, probability and statistics,
geometry, vectors, 3D analytic geometry, mathematical logic, axioms, theorems 3{RX 3101 & forw Sgd 3T

gl

#Hy goAqe daet AT G F Fae 37 Al A FFATAT X Fwar § S Aot AR s
(MathML) T IHIT ad &1 MathML &t 3NT=311R6d. org, TR 311fpd, AssIaiFe 3T 2007, 2010,
2013, 2016 3R 3HfhE 365 & WY-HY IMOAT WFIT el S HAAfH S 9@ FrATed
3cdrel earT FAT faar Srar €1 AY sqe 3 oo el FRAHAT & WY HH H L

How to open Math Input Panel in Windows 8.1 (figter 8.1 % #¥ gaqe darer 5@ @)

Windows 8.1 # $eThE &I fefuciet] YRGIT T o &, [E1er 8.1 # #HY gaqe I fe@ar v 3rerer
gl

o TS 8.1 AY geqe Yool Wield & AT, ggel T Bl WX Faa Y| T Shiet & fowrer
U A ¥ BT dR Fed W Fored T7 T FY|

Tester & b P

e Windows Accessories & Math input Panel 9X e Y]
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Apps

Calculator d Windows Fax and Scan B Command Prompt
Character Map Windows Media Player EE Control Panel

—» e
Math Input Panel < . WordPad Default Programs
Notepad 74| XPS Viewer . File Explorer
Paint ) @ Help and Support
Remote Desktop Connection g Magnifier B Run

Snipping Tool % Narrator g Task Manager

Sound Recorder % On-Screen Keyboard g This PC

Add B @8 m

P

o ddfeush T &, T T Thiel W Math input Panel Tse; T TieT 8 Tt & 3R Y 39
Qe R WX e a1 &9 #R uad gl

Search

Everywhere

ot IR (G

DOW ¥ 1917042 -2151 7 [ input Panel . )
FISET00 A 674771 +1699

NIKKEL 225 ¥ 18.274,99 -151,09

Money

Aath Solver

How to use Math Input Panel in Windows 8.1 (fEYsT 8.1 % ¥ ge1qe Yeter T 39T
)
o Y gaqe Ue & I H |, @ HIHT “Write math here” for@r @$ &ar § a7 ¥ forwem 4w

| 3ETEROT & TIT, 379 IO G &1 3=l 3aTell AT 9= ABH § fA@er g8 HY| Th )
e & el & d1e, 39 s & ar$ 3R @S & a1l Aol & gl 1 3T A Fehol &
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o TUT @ W, Insert W fFeeh ¥ AT T Y 3 WBidem Fadrfad T & 39 c&adel #  paste g
ST & STET 319 SHHT 3YANT el e 2l

Document! - Word

Paste " o BEEU ~acx, x| A-¥-A- ===8 = | H-0- % Normal | T NoSpac... Hesding | del:"?
Paragraph 1 Styles 0 ~
7
W Ty ) |
My at— bixe?/
Page 1 of 3 T word 02 Englsh (United States) ¥ m B - 1 + 100%

o I BT Taarieaid €9 @ 3 UTHRA I Hidl &1 haT IAT & STeT TR S8 STolel T
INGLIHT §, O e 7 H| Bblee ¥ F , AY gaqe Yol fForaas & T Save I am &
3T Tfahed & 9¥C (CTRL + V) & 39INT &Y

o MG Y Tk QU H Th § 30 FF fo@d § , a6 30T History Menu T 3931T &¥ah 38 &
forely ot o arow S wahd E1 History W Fere & a1 0 &Y 3R 39 RNod g3 &1 939
oY 3T GuR & A
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How to correct formulas in Windows 8.1 (féErsr 8.1 WAl #F H& @ )

U gF @ @A, Tl & e 3R 3y Tod HT 3UANT W Hhd gl I 3R IS el
$r &, dr 3T 3T ¥ Eraser tool T 39INRT R 3 S X Thd gl Il o fAes & T 39 |
fFereh Y IT ST |

How to configure Math Input Panel in Windows 8.1 (fEfsr 8.1 % Y gaqe e #r &
FIEHIT FY)

Ay gaqe dqa Fo FiewRaa fAFed st garer Far § | 37 @l F Options Menu & wadw
ST W Bl I WU g f Ul ageet, s F O #9397 w91 SR fad aew
e S et F Fe Froseafa &

Clear writing area after insertion

Side buttons on Left side of writing area

Side buttons on Right side of writing area

Show on-screen keyboard buttons

Show grid

How to Change system language in Windows 8.1
Windows 8 # fATecH ST Scolal Teh Sifeel UfshdT 8 Thdl §, WL dd o9 3T gdHTT ATST i A8l
A g1 TG 3T U Windows egeY TR S § 3R I8 Teh 3HIRTIT o1 # § , o Ig A
IR AT & o777 fasheq gl U & , $HH $O THT o7 Hehel &1 F§ IhAT 31T Windows 8 T
Tl & fow 3 3R 3Uesy g

o I UEH, STHCIT H U fhek W f&@S ¢ arel Charms bar &I el




Charms bar @e¥ & forT a1 ar Windows key + C T, T TTAThIeT
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B - om0

39 ATZH P YT ThIA & FWT 10 IT f3gel g &l H o 1Y)

Charms bar & setting fdeq W fFae a1 ¢ &Y, 3R 3T+ a1 Control Panel f[dded X Fae

F| Ig Ugel ey § O 39 & & fiY W fFersd T T gl

c
Control Panel @relel & 37T ddih T & — 37T open the system tools menu and select Control Panel T
TIT Fld & T T & e 90 FIa F Tsc-TFas off FT T &1
Clock, Language, and Region & 3{ddld Add a Language fd@ed W e Y| Ife Sexhg foralt

3T VT H g, dl 97 STF T 37 aTel Il dTol 3TSehed T Jollel Y 3R v & &y
T A gge feeq W Foreh

~ 4 [E3 » Control Panel »

Adjust your computer’s settings

Systerm and Security

Rewview your computer's status

Sawe backup copies of your files with File
Historny

Find and fix problems

MNetwork and Internet
Wiew network status and tasks
Choose hemegreup and sharing eptions

Hardware and Sound

Wiew devices and printers

Add a device

Adjust commenly used mebility settings

Programs

Uninstall a pregram

Gef &

~ |search Control Pa

WView by: Categorny

User Accounts and Family
Safety

'@ Change account type
' Set up Family Safety for any user

Appearance and Personalizatior|
Change the theme

Change desktop background
Adjust screen resoclution

Clock, Language, and Region
Add a language

ange input methods
Change date, time, or number formats
Ease of Access

Let Windows suggest settings
Optimize visual display

ars 3R ¥ TWBY &Y, AT



1PGDCA2- PC PACKAGES

o ITE 3T 38 AT AT AL q@A § O 31T G A 3UANT FET AES &, @ Add a Language
faehed W fFeeh Y —TE A9 g & FH-AT Fl H Byd 81 e 319 g e A Sgar
e § TF TE & G A §, Al 3T I Fo WOl B o5 TR o

< Clock, Language, and Region » Language v & Search Control Panel o

F Change your language preferences

Add languages you want to use to this list. The language at the top of your list is your
primary language (the one you want to see and use most often).

Add a language] Remove Moveup Move down

: : Windows display language: Enabled
English (United P guag
nglish (Unite Keyboard layout: US Options
States) Date, time, and number formatting

lor number

o A off o &1 =TI FY TR 39 T @ ST T AEd ¢ AR Open dead W fFereh &
39 G A It T 7 & fav &S & I ¢ F A w@F st @ o 3uder # Hhd

gl

x
© ~ T &F « Language »+ Add languages v Search la
Add a language
Use the search bex to find mere languages.
Group languages by: | Language name v
F
faroyskt Filipino suomi
Faroese Filipino Finnish
frangais Frysk Fulah
French Frisian Fulah
G

o 39k SERT ST &I8T ST 91§, 96 Far A @rs S o@nel | 39 319 3& SAYe /W H Fq H
3UANT FT b & , oAfhed €I & & Windows display language: Available for download &1
Ades & & 39 39 3 O e &S 9T & ®9 A 3UANT A8 W hd - U 9y
9 FY X HGeTF TANA A& &1 display language support 3T3eTells & & faw | maent
ST & &1 3T F&Ud options i W e =T g M|

~ | Search Centrol Panel r=3

< Clock, Language, and Region » Language

F Change your language preferences

Add languages you want to use to this list. The language at the tep of your list is your
lor mumnber primary language (the one you want to see and use most often).

Add a language  Rermowe Mowe up Mowe down

A Windows display language: Enabled
English (United play languag
nglish (Unite Windows di=pl

States) Date, time, and number formatting

Opticns

Windows display language: Available for

frangais (France) download
Keyboard layout: French
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o HABHEMTT ¥ AV Y& SEAAE Flet AR 38 I0e FY W AT Fa & e Download
and install language pack W T&Feieh HY|

© ~ 4 & « Language + Language options ~ | Search C

French {(France)
Windows display language

A language pack for French (France) is available for download

I @' Download and install language pack I

Input method
French

Add an input method
Text services

Spellchecking preferences:

(@) Traditional and new spellings
() Traditional spelling

() Mew spelling

[] Enforce accented uppercase

T Process bar fE@rs 33 wfhar quf gt & a1, 3MUh! 379 FHTgel H Restart FA & T Fgr ST
Tl 1 3T HTYT I Restart Flal & 16, VAT el & q1G AT 3T Y A AT Beleh 1 T &
grel|

o U U TSl TSECe #T9T STl & foIT, Move up W foFefeh &teh AT & MY 9T & ST

<« Clock, Language, and Region » Language v & Search Control Panel o

& Change your language preferences

Add languages you want to use to this list. The language at the top of your list is your

or number primary language (the ocne you want to see and use most often).

Add alanguage Remove | Moveup | Move down

English (United Windows display language: Enabled )
Keyboard layout: US Options
States) Date, time, and number formatting

Windows display language: Available

francais (France) Keyboard layout: French Options

o gTolifeh, 3T FECH #1187 T ET acolell| 3Muenl fasie & ofar 3¢ A=A glam 3R 319=
eoTd HI JHET 8l F T arag ofer 5 T 8|
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How to install Programs in Windows 8.1 (fd8lsT 8.1 & W F& TRd )

ArreaR & v Install 9fRaT 3maes TR fwed AR 3m9% ganr seelia fhr o7 | 9mH )
AR AT &1 Windows & s AT WM 9ger §  install 810 & S Word Pad, calculator, paint, internet
explorer, games SsToh 37T 3 3G JEIMAT S ms office, coral draw, 37Tf¢ & 3T T install X
Fhd g DA R Frdt ar @A ) g wifge | &S A A5 o WanH 39 install R e w67
AT Hehdl, SATAT 37T install FIAT 3TALTF BT § AT WATAT & install w3 Fe=faf@a & |

How to install Program from a CD or DVD in Windows 8.1 (g} 8.1 & #ifY ar =
¥ NI H¥ TURT )

Autorun from a CD or DVD

&S AT WanH, NA AR giefodlsr # 3ifeice ®eR glar 81 S Jg sk A1 SisT srell el §
I8 giaen Taerfod &9 & AFedR WA & {0 e T g& e g1 I 3mash dam 7 I
grawr §, d s 7 BEF so & ae G@rs & arel @O # aree |

No Autorun Feature
e My Compute @I
e My Compute 3T & iR, 39 3159 FI Wil THTH STl BIgel &1 3eEI0T & fov, afg
Wsel -0 3159 W &, dl D: 38T IT 379 WE-UH 38T & letter T @i

3 Homegroup

(& Computer
f?_:, eMachines ()

5 CD Drive (OWMONOL

66.6 GB free of 135 GB

4 Network Location (1)
D Drive BAMONOLITH) (Z:)

._}"" 0 bytes free of 695 MB
> Other (1)

[=][E sl
@@vt‘i r Computer » - | +¢| | Search Computer ~ |
Organize - Properties System properties  » ;,': | li@l
7 Favorites 4 Hard Disk Drives (1)
eMachines ()
- Libraries -

o 39 3139 & MR fo@s 3Mahr wisel emfAer &, executable setup (T “setup.exe”) BISH SECTol

“ Home

{ Favorites
B Desktop
& Downloads

=, Recent places

+u Libranes

+ Documents

,“ Music

Share View

| 50 WISl W ST-[Feoieh el & SETIA UThaT Y& Bl B
g program

» Computer » DVD RW Dnive (E:) » paperport » program

A -
Wme

ate moddied

4 Files Currently on the Disc (29)

3 SETUP.ini

15 ScanSoft PaperPort 11.msi
5 15Seriptio.Msi

;‘J Instmsov.exe

1053.mst

o §H $T X 9 HUh HY R dg WaH Fereerer gl S|
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How to install Program from a Download in Windows 8.1 (fag)sT 8.1 % 33d«ls & W+
O TIRT )

geelale W &g dIHISE § Sl gA fol:gfedh WaH S3AAIS A T Sorerd &t &1 ar Jed

ggol 39 ST WA SAEeid $RUT Al8d & 38 S3AaS Y|

e 3k dIG S3oIclls Blest Tlel|

o 3R 39 SANT S5l T ¢ Wigel  executable file §, T 3T Ufhar I& el & faw
WSS 3TSHhed U Sacl-TFelh Y| 3R SB3AS FI a5 HIsedl TNST (compressed) Bt & (3aT1,
Zip), A VEIHT Y& A ¥ TgeT TRl BISel I extract HIAT RN HATT F, Tg Bl fastsr
& AT HERON H Fo1:T 1T B

e ISl @I Extract #al & foIT 39 . Zip file W WS Farh Y | 3R Extract file fdwed @ Fee

3 | Ea:;’ i O Library Toals Documents ==
“ Home Share View Manage ‘ 9
:(':' - 1 3 » Libraries » Documents v & Search Documents 2

s sample.7z

Open archive
Extract files...
Extract Here
Extract to "sample\”
Test archive

Add to archive...

Add to "sample.7z"
Add to "samplezip”

Open with...
Share with 3
Send to 3

Cut
Copy

Create shortcut
Delete

Rename
Open file location

Properties

Titern  1itemn selected 225KB  Library includes: 2 locations A== =l

e T IR WISl I Extract A o G, Install FIA & AT Fe3HT TR sT-fFerd HL|
o 3R WNIATH Install BT Y& 8T S

How to Uninstall Program in Windows 8.1 (fa@YeT 8.1 & WRITH 3AsTerd $d )

First Method (9geT adiT)

UReY YA & e, Start Context Menu deh Jg:
e Start Context Menu @relal & fAT ATer 910 1 & TETE 38 W Use-[Fadad F|
e Programs and Features &T T3eT S|
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( Programs and Features)

Power Options

Ewvent Viewer

Systemn

Drewvice Manager

Diisk Management
Computer Management
Command Prompt
Command Prempt (Admin)
Task Manager

Control Panel

File Explorer

Search

Run

Desktop
o 5T UTElheeT @Y 3T §eIAT TTEd § 39 Udh UfCerehelsl & T3l Y 3R 3 gee & fow
Uninstall 9X TFela &1|

[l Programs and Features - o IEM

T (& » Control Panel » Programs » Programs and Features v Search Programs and Features @

Control Panel Home .
Uninstall or change a program

View installed updates To uninstall a program, select it from the list and then click Uninstall, Change, or Repair.

Y Turn Windows features on or

Install a program from the =
network Name Publisher Installed On
2l Bomgar Display Driver Bomgar Corperation 10/17/2012
51 Media Findler 1.0.9.34 10/12/2012
| Microsoft Application Virtualization Desktop Client Microsoft Corporation
= Microsoft Office 2010 Deployment Kit for App-V Microsoft Corporation
& Microsoft Sitverlight Microsoft Corporation 10/8/2012
=7 Microsoft SkyDrive Microsoft Corporation 10/10/2012
571 Microsoft Wisual C++ 2005 Redistributable Microsoft Corporation 10/8/2012
=7 Microsoft Visual C++ 2008 Redistributable - x269.0.3... Microseft Corporation 10/8/2012
=7 OneTab 10/12/2012
[E4 Paint.NET v3.5.10 dotPDN LLC 11/28/2012
=7 Picasa 3 Google, Inc. 11/16/2012
S Realtek High Definition Audio Driver Realtek Semiconductor Corp. 10/8/2012
=5 Savings Sidekick 215 Apps 10/13/2012
BN Snagit 11 TechSmith Corporation 11/28/2012
[@] Update for Japanese Microsoft IME Pastal Code Dicti...  Microsoft Corporation 11/13/2012
[@] Update for Japanese Microsoft IME Standard Dictionary Microsoft Corporation 10/22/2012
[@] Update for Japanese Microsoft IME Standard Extende... Microsoft Corporation 10/22/2012
|Ed Veoh Web Player Veoh Metworks, Inc. 10/13/2012
< >

Veoh Networks, Inc. Product version:  1.1.2.0000
Help link:  www.veoh.com

Second Method (G&RT e isT)

YRS T & foT, Start Screen ek T
Window key E&TC, AT Start Screen @elal & AT faeel a1¢ et (AT Folt 3Mshad & TAW) A
TTIC 3MMSdhed N el &l
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37 UfCedere @t ¢S O 3T 3eTgEciel el A § 3N sl W Use Foleh Y| T
TR FT T Hlet F AT G A F Teh Ah-ATh 6@S M| ThiT & A @ e
arell el W) Uninstall W fFereh Y|

Programs and Features f&st Tor SiTwal| FiAREd Y foh TEr Tioerheret grsarse foham amr &, e
Uninstall R fFeleh Y|

=) Programs and Features = =

T ﬁ v Control Panel » Programs » Programs and Features v & Search Programs and Features @

Control Panel Home .
Uninstall or change a program

View installed updates To uninstall a program, select it from the list and then click Uninstall, Change, or Repair.

'f‘i‘ Turn Windows features on or

off Organize » ([ Uninstall/Change = o @

Install a program from the -
network MName Publisher Installed On
[l Borngar Display Driver Bomgar Corporation 10/17/2012
[ Media Finder 1.0.9.34 1071272012
| Microsoft Application Virtualization Desktop Client Microsoft Corporation
[= Microsoft Office 2010 Deployment Kit for App-V Microsoft Corporation
» Microsoft Silverlight Microsoft Corporation
[ Microsoft SkyDrive Microsoft Corporation
[="] Microsoft Visual C++ 2003 Redistributable Microsoft Corporation
(2 Microsoft Visual C++ 2008 Redistributable - x86 9.0.3...  Microseft Corporation
[ OneTab 10/12/2012
[E4 Paint.NET v3.5.10 dotPDN LLC 11/28/2012
[27 Picasa 3 Goagle, Inc. 11/16/2012
84 Realtek High Definition Audio Driver Realtek Semiconducter Corp. 10/8/2012
=5 Savings Sidekick 215 Apps 10/13/2012
[ Snagit 11 TechSmith Cerporation 11/28/2012
@Updatefor]apanese Microsoft IME Postal Code Dicti..  Microsoft Corporation 1171372012
[®@]Update for Japanese Microsoft IME Standard Dictionary  Microsoft Corporation 10/22/2012
|®]Update for Japanese Microsoft IME Standard Extende... Microsoft Corporation 10/22/2012
E‘u‘eoh ‘Web Player Vech Metworks, Inc. 10/13/2012
< >

Veoh Metworks, Inc. Product version:  1.1.2.0000
Help link:  www.veoh.com
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How to Install and Uninstall Fonts in Windows 8.1 (fA8¥T 8.1 # Wieecd &I ' F¥erd
AR FSTRIT W)

g 3T 39 STFrg@e A1 TEia A1 3R 31T Jush el & foIT $o go W ¢, o FareneT ol
Teh 37 Wiee g Hohll g1 glelifeh fASIel Bic HiT v &g H@eT & AY 1T § , 3T H$ Jqdse A
faffies JhR & Wic 9 & Tohdl § JE BIVC AT Al Hod AT Tehd § I $© BIUC HTH Tea
U5 Tehd gl TP Biec SB3AAS Fld & a1, U 38 STl P g 3R, ST MR STHT
3ALTRAT gl g1, AT 3T 3T gerar arger ar AT YT & 39 Bive #I uninstall 3 X Tohd g1

How to check your installed fonts in Windows (faEisr & 31qet TR $iecq &1 A
ST

T FS A § ot 39 3e fdsier egex ar sy X vuifid @t Wiecw & W TF g &
Tehdl ¢ faSIer & |efr 3meforeh A& H S A arell Teh Control Panel el 8]

e T Uga Control Panel W ]|

e 3% dIG Appearance and Personalization R [Feleh ]|

e 3T §IC Fonts W fFearem Y

&3 Appearance and Personalization - a X

« I R& ) Control.. » Appearance and Personalization » v & sarch Cantol Pane o

Control Pancl Home

Ea Personalization
System 2nd Security »” Ll ngesnC e o &

Network and Internet [ﬁ Displ
= Make

text and other temz larger or srolier

Hardware and Sound
Programs Taskbar and Navigation

Uszer Accounts: S Povigation properics

* Appearance and
Personalization

Clock Language, and Region Tirn High Ca
Easeof Access File Explorer O
Specify cingle-

Fonts
Pre A

Adjust ClearTyg

o U@ Fd & HUh Hhiel W Bleed 45T Yol S| Ig T6 5916 ¢ Sfgl 39 39e1 Fefr
STl Bic ¢ Thd & 3R I8 yafdd s T &l

A Fonts - o x

T A « Appearnceand Perzonalization » Fonts >

Control Penel Home g &
Preview, delete, or show and hide the fonts installed on your

Fritsemings computer

Get more font infermation
online Organize ~ =

Adjust ClearType text £
Find a character
Download fonts for 1
e Abg ABG Abg Abg
Agency FB Algedan Regular Ariel Anal Rounded
MT Eold
Abg Abg Abg Abg
Arial Unicode MS Arvo Regular Backerville Old Bauhaus 93
Regular Face Regular Regular
-

195 ftems

A
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o Wieeh A8 M Biecd 3R Wice BiAT F TeRid #dl § St sEerd 3R 3uasy &1 T
Piec BfACT H T A7 3F Fafta wic afAer gF @ha § , el 3% i ARl X grar
J

o U Wiec BiA & A7 W sdcl foFereh Y| I 3T SaRT Yol T Blec BiA & Hael Th
Wiee QMAA §, a7 I§ Faarfad &9 & ey & 7 wef¥ia goml afg wiee SfFer  ar ar ar
¥ 3% wic aifAd §, dF 36 A1 Blec 93T H TERId 8laT §1 38 Hlec 9 39 [Faldh H
oI 319 @ieler TEa &, 38 A &7 3R T &S 7 d@a & fov)

2 Berlin Sans F8 Demi Bold (TrueType) - s} X

Print Hinz

ont name; Berlin Sans FB Demi ~
Version: Version 1.00
Dightally Signed, TrueType Outhines

abedefghijklmnopqgrstuvwxyz ABCDEFGHIJKLMNOPQRSTUVWXYZ
1234567890.:,; ' " (I1?) +~*/=

12 The quick brown fox jumps over the lazy dog. 1234567890
s The quick brown fox jumps over the lazy dog. 1234567890

.. The quick brown fox jumps over the lazy dog. 1234567890
. The quick brown fox jumps over the lazy do

. The quick brown fox jumps over !
. The quick brown fox jump
Tha anicl heaunn fav i

s 8.1 & Tsh Wiee ¥ TIMAT HT (How to install a font in Windows 8.1)

e AT ¥ TH AT Piee 33T HY|

o 3 Wlest A Wol [HHH 74T Bice § [T 3T STeidl e I8d &l

o 3 Wiec WISl W Tgc-fFelh A o 3T SECTT Al A6l & 3 Open option ot |
o fe@E & arel [ &, 398, 910 I F Install SeT W Foadh Y|

SN AL Roboto - oiEN
“ Home Share View 7]
:(-} - 4t <« Downloads » Roboto v Search Roboto 0

-
P .
'+ Favarites Name Date modified Type
B Desktop | LICENSE txt 7/9/2014 424 PM Text Docurmen

4 Downloads

Roboto-Black.ttf

Preview

1/0/9014 4:24 PM

TrueType font

.
= Recent places s | Roboto-Blackltalicd :I-l 4:24 PM TrueType font
& Recycle Bin + | Roboto-Bold.ttf Print 44:24PM  TrueType font
L Google Drive + | Roboto-Boldltalic.t '?i' Install 14 4:24 PM TrueType font
s | Roboto-ltalic.ttf Open with... l:;? 14 4:24 PM TrueType font
#& OneDrive s | Roboto-Light.ttf Share with » 2424 PM TrueType font
s | Roboto-Lightltalic.t 14 4:24 PM TrueType font
HG Homegroup + | Roboto-Medium.tt S=li . 14 4:24 PM TrueType font
+ | Roboto-Mediumlta Cut 14 4:24 PM TrueType font
18l This PC + | Roboto-Regular.ttf Copy 14 4:24 PM TrueType font
m Desktop s | Roboto-Thin.tf N —— 14 4:24 PM TrueType font
| Documents + | Roboto-Thinltalic.H 14 4:24 PM TrueType font
4 Downloads clete
) Music ol Rename
13items 1 item selected 139 KB Properties
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faEler 8.1 wiT #r F/ geW (How to remove fonts in Windows 8.1)

YA ST BiC P Jfdd F & oI, 39l Blecq A3 @rerelr grem|
e TN #l & fAT Control panel I ST
e 3T §IG “Appearance and Personalization” ?ﬁ'l
o T Font X e Y|
e 379 gg Wiec ol TSI 3T gl Ted & 3R Remove el R fFereh &

A Fonts - o X

? A » Contrcl Panel > Al Contrel Panelltems + Fonts

Preview, delete, or sho; nd hide the fonts installed on your computer
Organize = Preview Delete  IHide “- -~ O
e stected fonts ) : =
TV # Abg Abg Abg ire
Ahways Torever asial Calibri Cambria Cambria Math
Regular Regular

Abg Abg Abg Abg Abg

Candera Comic Sans MS Conscles Constanta Corbel
Abg Abg Abg Abg
Courer New Courier Regulsr Ebrima Fixedsys Regular Franklin Gothic

always Forever Regular Font st/le: Reguler

o IS 3MOW qoar § fF &1 39 S 38 Wiee I TR FT { FET A6 81 HT 4 &
yes I [Folh {31 Blec dg I g S|

Delete Font X

A Are you sure you want to delete this font
permanently?

always * forever

If you delete this font, some text might not appear as
you intended.

How to Improve Performance of Windows 8.1 (fsler 8.1 % waeie & guR F& =)

o FBR Yedd & fAv fHEe segamfad #¥

o Performance troubleshooter 3TSTATT |

o 3 YIEMAT FT §erU foiedert 31T 3y 39T 787 Fa gl
o TECIHY W fhdal WA T § WfAT HY

o 3YSAT BTS T3EF HI ATh &

o U & AT H HFA YA Tolv|

e visual effects 5ig H|

o fAIfAaT & & Restart HY
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. a—z;rm HART &7 3R FGoll
Try the Performance troubleshooter (9&@id THTAT fAaR® 3TSHT)
Performance troubleshooter a8 &, it Fadliold §9 & FHAEAIT H G& iR &b T Heval g1 Performance

troubleshooter 35T HHEITIHT T ST FIAT & ST AHTTH FTIEX & e I AT FX Hevel &, ST HIX
W IaHT H fhde 3UARTeRar ofer 3 § 3R a1 tF & I9T § F5 Nad I ] 8

o 33U foIU T Ugel TTIC dcad W TFereh &Y

o T Control panel W Felsh ]|

e 3% §IG Performance troubleshooter @rel |

e System and Security & dgd, performance issues W &Feleh HI|

Delete programs you never use (3T NATAT & g0 fSeTshr 3T weft 3TAT AT Fd
)

F$ e AT AU Foget F 5 At # s IoR F AT g & § e ag 3w g e
¥ W FIFCAI FHFIAA PT NAT § BT ARG IR 3o FIFedI AT S gl o IS 319 7
A § o 39 3¢ dAE A 8, o 376 U Y A gl o Hahd &

3 T FARAT I ITSTCTT FAT Teh ST [9aR § e 3T 3TN 787 T g &1 arRky
ThelY, T30k Fellol 3R dh3T g S SUAN TaITA R FIEHT W Faaiiold &9 & Tod § |, g
T ot &l Il g7 IEc BT I T JhaAT3s A Tl @ &1 Fgl b Tl 3ush Il e g, ar
SHA Ugd ¥ T N & Fohd § ol 3Muet el o8l d@r § AT o[l 1T §1 AT 39a Hrar v
o 3T ey fReT AfFedaX &1 3T/ I Tha &, dAfhed weft 787 fham| 58 3eTstera ¥ 3R W &
39T G dolt & ToldT § T el

Limit how many programs run at startup (¥eTE3T 9T fFaa NI gad § Hfaa «1)

fESIeT o 8o W &g WanH Faarfad §7 & & g & fov s f&e o g1 diveae) @t
IFA AU WATH Fl S35 H Widdd & [olT AC I & , ST6T AT 30¢ el @ Tohd & , SATAT oIe
3T 3T 3MSehed R fForeh H @ @ T GoI AN | Fg 37 Naaed & fow 3udph & S 319 sgd
3UANT A &, dAfheT 37 Mg & AT See 319 e & 3l seaare Fea & ar weft off 3uaer
Al A §, I8 Heddlel THIT A Fdle Y T & 3N oS &l & el & fIv qo6g o B

fasist & T 3icR-d, T Avd gol S8 31T AGHIETE daa@TSe § SI3eTells A Hevd &, I fASTeT
YE TS AT Tl arel el samre 3R ufshanait 1 fegrar 81 s dams & fav sifekew @rereat
3% d1C 3 WA & A & qoel H Ty deh Jid @ b aah fsier % g W Wane #
TOToId §9 & Toled & Ak Tohd g

Defragment your hard disk (379t g§ 8% Defragment EF):')
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Fragmentation 3TT9ehr 18 {3 3ifaRerd &1 &tar § St 3mush egex &l AT F ¥l gl 3ew
f3thardier WS 3eT 1 YoAcdafeyd e § drfeh 3uehr g1s fS&h 3ifeieh FHereldl & HIH #X Fahl
e TSIhITHeT A5l W Tolcll &, fchel 3T HAPTT &I § 37e0 g5 T3&h 1 fStharaie o oY Fevct
gl

Clean up your hard disk (379l gT¢ f3FF FI F )

I §TS 3 TN 3eAraedysh Wil 3% T A § 3R 3 Feged & AT F Fhehl ¢l 3R
FAAHNT JEATR BISll I geT ST &, JArTrel 9T el aar ¢, 3R JAffes R{Eed wsat 3R 3=
TEGHT FT G &AT § TThT IR I IALISAT G o

Run fewer programs at the same time (T & §HT & FH NAH TdN)

Fef-ehell 3MTeh T[T TAEN T deoladl & Hh N & Yedied W F3T Ye7d U5 Fehell g1 IfG 39
U HY 3UARTRAT § S 3G HEHAT IR Th ol FT3eR AT T U @Y el THg X ¢ | ar
Taramfas § 1 3T FeYeT TA T | AR ITIR FIrer § o o R e @ wr E A ge ¥
Us foF & e aread 7 3o gl fare 3R &S o ve 'y @ee f T B

GRAREA Y foh 39 hael Teh TEAGRRE YA Iell @ &1 Toh F 3Hh TaRRE WA el 39
hegeX I o AT H FeheTl B WHET @, I AT T A S TARRY WA T T 8, o
TeFelel e el FRAT T © AR AT Y S el A IR FerIar X Hevell ol

Turn off the visual effects (F3F WSITT dg )

visual effects & oI HTAAR WX 9§ TR @TSAT FHTEAT BT JTaRIASAT gl &1 Al 3ot Ay Tl
Tl TET &, df @Y visual effects T §¢ T FIH 3T ¢l IfE 3T v A7 W W &, O {Eea i
SATH visual effects & HTY 9§ JG= |

What is Desk Clean up? (f8%& Fellet3ra Far 87)

Disk cleanup Ter f8¥eH o 1 SHHT WeraaT ¥ 3% &I scan e I TGRS Bl I gel faar
ST &1 sOY B3F 7 B W9 & S1ar §1 39H 59 3139 Y Tahel HLET 8T § 3T Reae e
Cleanup Button I¥ fFeleh o §1 3T I BISdl & YR HI fAelde St ok Button 9T Feleh & B
3TEUTS FTTAC BIgell T gerall 1 Disk I AT A HT Teh AT ¢ oAfehed T g 3EAUTS Bgel o
gIc & S Disk 9 3eaRdeh ST BNCH @] Ig Tishdl 37MaRTeh § Iia 3TUeh Heged # BT Hard Drive §
3R 3T T FAUTH HT HAl @ WA @ ¢ Al 39 Hge # - Cleanup option Windows H ITelstr
T&dT g] scan Disk option 1 ®ged FI Thed X Thd & —

o UGN Y f3FR WIS (Old Check disk Files)

o ITYR Secleic EFI%T»T (Temporary Internet Files)

o 3FARN IS WIS (Temporary Windows Files)

o ST3sTelis WA Wsel (Download Program Files)

o dargeer faa(Recycle Bin)

o 3TN AT ¥ IS TTallhersT(Unused Application)
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How to Use Disk Clean up in Windows 8.1 (fAgYeT 8.1 & f3¥& FelleT 317 FT 39Aler Hy
)

eI 8 a1 fasier 8.1 fATed W 3T Faollai3ia Wet & v, 57 AT &1 arered Y
o JIH U Start button T fFerer HY
e 3% I Setting> Control Panel> Administrative tools T fFere 1]
e Disk Cleanup R fFelsh Y|

Shortcut Tools | Application Tools

Manage Manage
i i & & Move to ™ M Delete =
1 " ¥
k Copy 6| B copyta =~ =] Rename
- ~ < Wi > Control Panel > System and Security Clipboard Organize Poew
S A e el 4 ¥5 = System and .. > Administrative Tools
Control Panel Home See the name O -
3 i) Name
N -
#* System and Security ‘_P E:J\NE[.OPUC 3# Quick access .
. ange battery 2 Component Services
Network and Internet Change when &l omm Desktop - * a
nange when #¥ computer Management
Hardware and Sound R & Downloads o 5 Def i mize Dri
File History 5] ragment a ize Drives
Programs 5 -+
g € save backup co @ Documents 7 Disk Cleanup
User Accounts Restore your fild = Pictures + 5l Event Viewer
Appearance and N .
Personalization }.‘i a Backup and & OneDrive ‘-"_% iSCSI Initiator
Clock and Region %" Backup and Res - #& ODBC Data Sources (32-bit)
This PC o] "
Ease of Access 52 Storage Sp4 ) 75 ODBC Data Sources (64-bit)
| y Manage Storag B 30 Objects # Performance Monitor
e Desktop ##& Recovery Drive
Woark Folde B oo mioion ~ o«
’ Manage Work F| 17 items 1 item selected 1.08 KB
P Administrative Tools
E Free up disk space | Defragment and optimize your drives
¥ Create and format hard disk partitions | @@ View event logs
Schedule tasks i

o Drive list#®, 37 T390 38T AT clean AT AR 8 3H el

o f3TF FNAIT ST diad H, BTF FollI3TT e U, 37 BIST ThRI & o0 AF SiFg &1
I Y Sleg 3T gl Tgd g, 3R R Ok IX fFerem &Y

o Delete file R fFereh |

o Disk Cleanup for Win8 (C:)
Disk Ceanup
5 You can use Disk Cleanup to free upto 3.05 MB of disk
space on Winé (C3.

Flesto delets:
[Z] Ji Downloaded Program Files Obytes A
] =) Temporary Intemet Files Obytes
[C] &3 Offline webpagss 58.7KE
] ¥ Recycle Bin 1.10KB
]| Setup Log Filee 242KE

Total amourt of disk space you gan D bytes
Description

Downloaded Progam Files ars ActiveX controls and Java aoplets
downloaded automatically from the Irtemet when you visw certsin
pages. They are temporanly sored inthe Downleaded Frogam
Filea fclder on your hard dek.

‘510&31 up system files View Files

How dozs [isk Cleanup werk?

0K Cance!

o [OFH WSl # g & TAU ST 3 3NTd HTIET W 3MaIh e 8, Clean up system files T
Forem Y
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o= Disk Clean-up for (C:) *
Disk Cleanup
H You can use Disk Clean-up to free up to 68.5 MB of disk
space on (C:).
Files to delete:
D, Downloaded Program Files 0 bytes &)
% Temporary Intemet Files 103 KB
|| System created Windows Emor Reporti... 65.0 KB
|| DirectX Shader Cache 0 bytes
|| Delivery Optimisation Files Obytes ,
Total amourt of disk space you gain: 685 MB
Description

Downloaded Program Files are ActiveX controls and Java applets
downloaded automatically from the Intemet when you view certain
pages. They are temporarily stored in the Downloaded Program
Files folder on your hard disk

!;Clean up system files View Files

Cancel

Shadow copies 3 restore points &I More fd®ed & X ST §ETAT ST TehdT g> Clean up W Feleh Y|

fowingc)  EA|

=

Disk Cleanup | More Options

Pregrams and Features
- You car free more disk epzce by removing programe that

w~ youdonotuse

[ Geano.. |

System Restorz and Shadow Copies

You can free more disk space by removing all but the
»~ mostrecent restors point.

In scme editons of Windows. the disk might irclude fie
shacow copies and older Wincows Complete PC Backup
images as part of restors paints. This information will aiso
be dsleted

Clean up..

0K Cance!

Programs and Features

Ig Tasheu fAg=or el & Wane R G’ @ear § , SeT 3T 3T WA H AT T Fhd §
TSIt 3T 31T 3UAIT FAGT I &1 WAy 3R Fad & F@rssT Fidd @rar § & g3 e
fohcel o T &1 39AT HLar ¢

System Restore and Shadow Copies

g fd&ed & @Y, 3T BTk W R gIfeAT restore points Y geT Toha &1 RATed R 3mus R[eew
Bl I AT & Ugd g W adE # & fAT  restore points FHT ITANT A &1 ARG IR HTIX
AT & ¥ I T@T &, dF 3T UgoF & restore points T gTh 3T TAT Y Tgol Tohd 2l



1PGDCA2- PC PACKAGES

faSIsT 8 & Fo TERUIT A, restore points H WiSell & Aoel HEROT ATffe & v &, fSI=¢ Shadow
copies & ¥ H ST ST &, 3 ST qoT 41T Seh3rq & AU TS S Sh319 SfadT AAST 8
Thcl g1 3T Wil 3R AT ot off ger feam e

What is Defragment Computer Hard disk

Hard Disk Drive Y21aT el & $& THI dle IR 39! ofercl § fob 3mash Driver T aifd efiefy gt ool
& DOS AT Windows program 3R Data file load gl & 319 @A o I & d U¥¢ TAT  Defragmentation
FI FATAT & HROUT gIdT g Disk Drive 9T IS § STThRT group H store gl § oI TS WISl HT group
MR JFeT H store BIAT § d T fragment ST BT § oAfhed S File IS group ST & aF 98 Disk &
fo@Y 81 & 39 file AT Disk fragment Fgd g

Read and Write head &I Disk &I Tcdg W fS@X gU file & 31eT &Y gl H FHI ol § Th  fragmented
file @ T unfragmented file T Tefell H 15 gle H HTAH FAT ST §| FHA Jolell AT Shael
Rufd & @Y & S Fhell § 3R 31T FHAT HT WA Sk § A0 W1 § o AT 38 goad A

3 FHT T WG I AW Iafed 1@ § A 38 A9 gedd H HA FHAI A

fragmentation $&TeIT gIaT & Fifeh S 87 Operating System Disk Drive IX %o 81 SieTehRY forgetr =mgr
& a8 FAT (file allocation table) ¥ TWTell FolkeX Wil & foIT TATE ol & FAIfh  FAT Disk Drive W
SEAAT gU Hise 3R TuT Rl T@ar ¢ | Toh Wiell Foleel Wistel & 16 Operating System 38 &1
forgar & 3R FAT &I 3198T &Xar § 3R QU file TF | @rell 817 # &7 fordl ST § @ Operating
System 3/ &¥HT T WiSlaTl & 16T STt Wigel fordl ST #eh | FAT File o &1 38 A@ell &7 Rebis @
¢ 519 file I Disk & gCHAT ST §| FAT &I Ya: 39S fham ST § g @ & fav & Foreex oA
file SaRT @l &1 & &7 & forr o= g

File Defragmentation & THEAT & &RT=l Disk access HHT T dGTeh< file I Fhdlel gl I THIGAT I
HH P ¢l g Disk fragmenter T HTSAT I Disk I for@dr & 3¢ Rapis A & fow, owd g3+ file
Tsh IR T Teh WY o Disk &9 # store T ST Feh 3R Hard Disk Drive Data &1 31l FHereldl &
qGT ST Heh|

Defragmentation Software Disk T Tdg U WY STIHRT T Fs IR AT ST § STTAT §HAT dgK ¢ &
Software T 3YANT A & Ugel Disk X TGN SITehT &l deh3T of of | Tg Software T g & fohv
U 81 & Data & &CC gl hT HeMTAT Sgcl &1 i BIcll & ofehel  Defragmentation & SRTeT farsTell =rel
S A1 FEY 3T VAT gl & Data FREC 8 Thdl § SHTAT Jgal Jgr & T 37 program T
3T A ¥ Ygel Driver TR Hgca QU SITeTehRT T Seh3id of o

Hard Disk Drive X WIgeil 1 &ilel , UTSE &, fSellc &tel T i WX AR &I §U BIgell & Th

98 W WA & TolT 3T g% AT Agld A Teh a1 Drive &l Defragment X T g| Defragment et &
Driver $TI &THAT 96 ST § FAITeh  Read and Write head & 816 & Defragment Drive @ Data 9Tl & foIw
FH VAT T 31T2TFAT 2 & SGH U 3R H I8 ¥ F IR B vE Gy @ Y e ¥ Bl
gl W Y 3¢ I A Rpax fFar s Ihar g

How to Defragment Computer Hard Disk

e  Choose Start—Control Panel—System and Security
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1T 8 » Contiol Panel » v o

f . User Accounts and Family Safety
WEview yOur Compulers tiatus a & Change sccount type
Save backup copies of your files with File History {9 Set up Family Safety for any user
Find and fox problems
Appearance and Personalisation
Change the theme
Change desktop background
Adjust screen resolution

Network and Internet
| Connect to the Internet
SeR,  View network status and tasks
Choose homegroup and sharing options

Hardware and Sound
= View devices and printers
Add a device

Programs
3 Uninstall a peogram

Clock, Language and Region
Add a language

Change input methods

Change date. time of number formats

Ease of Access
Let Windows suggest settings
Optimise visual display

e

Search Control Panel

Adjust your computer's settings Viewby: Category

» performance. Tell me more about Disk Defragmenter.

Schedule:

Ei =+ Disk Defragmenter consolidates fragmented files on your computer's hard disk to improve system

Scheduled defragmentation is turned on [ '5_“ Cenfigure schedul

le..

Run at 2:00 PM every Wednesday
Mext scheduled run: 28-Mar-12 2:00 PM

Current status:

Disk Last Run Progress

ﬂ s [C:) 26-Mar-12 10:37 AM (0% fragmented]
= New Volume (E) 26-Mar-12 9:46 AM (0% fragmented)
o Systern Reserved 05-Mar-12 2:50 PM (0% fragmented)

Only dizks that can be defragmented are chown.
To best determine if your disks need defragmenting right now, you need to first analyze your disks,

I B Analyze disk ] u 5 Defragm

ent disk _ﬂ

Click the Analyze Disk button.
When the analysis is complete, click the Stop Defragment Disk button.
Click Close

How to Upgrade to Windows 8.1 From Windows 8

windows 8 TAIT F¥aT aTel User & foIT 31d SASIR A&l AT TS|
user & foIT HTgshIGFE HT Windows 8.1 HF 3UdIS & &9 H 3UY g1 TS Tl WU & &Y, 319

windows 8.1 3T LM & UIed T Hehd Bl

YT Windows 8 PC & Windows 8.1 # 31948 &I FT dFI-

1. {9 Ugel A 3T 39 g A T§ @ % 39 PCH g1 & Windows 39T 81 Ifg gf o oot

IO T ITeleT Y|

e U Setting button TR Fereh |

Windows 8 TelTel arel fordr &t PC
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aill |‘ )
100

pennstation0... Unavailable

Notifications

Change PC settings
S

e 3T &1 Change PC Setting TR fFereh &Y
e 3¥% a1 Windows Update option &I f&eiee &

PC settings

Windows Update

Hocations You're set to automatically install updates
Search

Share
No important updates are scheduled to be installed. We last checked today.
e We'll continue to check for newer updates dally

Devices

Ease of Access

Syri your settings
HomeGroup Check for updates now
l Windows Update l
o JE WA & fOU fF AT IS A WISl &, 3FR algT ¢ ol 379 Check for update now R Fela Y|
8% a1 “We’ll install automatically” link I fFeleh @al & a1 install button I TFereh Y]

l Indate
You're set to automatically install updates

v 5 Important ug ¥ yest ¥ 3
They'll be installed during your PC’s scheduled maintenance

5 important updates (154.6 MB)

Windows 8

Update for Windows 8 for x64-based Systems (KB2779768)

lates daily.

Update for Windows 8 for x64-based Systems (KB2

Update for Windows 8 for x64-based Systems (KB

Update for Windows 8 for x64-based Systems (KB286276

Update for Windows 8 for x64-based Systems (XB2876415

]
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2. Second Method

1. Windows Store App @rel|

-~ e a

3

Internet Explorer 14

Jared Leavitt's birthday
Tomorrow: All day

2. Update to Windows 8.1 button TR Feer Y| IfE MU THid W g ST 18T e@s &ar &, ar e &
39T T AT A, Windows TER &l 8¢ Y 3R GERT el

Store

Update Windows

Update to Windows 8,1

for free

3. conform 817 & &1 Download button T fFeler HY|

® Windows 8.1 Pro
= |

After the download, you'll be asked to accept the Windows Software License Terms. If you
do not accept, your prior version will be restored.

You can keep working while the update is
downloading. We'll let you know when it's time for
the next step.

Pownload size. 3.63 GB
Publisher Microsoft
yright 2013 Microsoft
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Download button 9¥ fFeer ST & &1 39l 30 Aeie a1 3T 31 FT S I IS ThaTl &
AfdheT 3T 38 TAT & SN 39 HTYX HT 39ANT S W@ Fohel &

®© Installs

Windows 8.1 Pro

Downloading

4. Fehd TR 9T Restart Now button 9X feFefeh | Restart Now button 9 Feleh &ial & dTe 31Tdeh hegeX
I Windows 8.1 install =T H F3 AT 39|

vt ieeawain gef S 1 ok

Your PC needs to restart

're I thee rackdie of Something, close 1his

tomatically in

5. License Terms fa@ms &7 9X “I Accept” W fFareh &Yl 3R omdd erdt & TR H|

License terms

Tiemse resd DuS 50 YOU EYOw WAL YOL TS Soreesng to.
AmCROSOST LICTNST AGRETNEAT
WEINDOWS 0.3 PRO

ook you for oceing McReok Wiediowes &.1 Pra. Thin Is & Somewe

g (0 resetve 3 Flageste wiTh Microesll. 40 o ehoalid rmad them carebolly
By accapting this agreamant or wiing the sefaare. Yo agres 1o oll +f theee erwis aed Comemt £ the
G imien of cenaln Snhemetion duriag ecthortizn ard 4oc imimc et besed faatices of e softare
M you 4o not eccept and comedy with thess terma, Yoo may Aot See the softmnre or i3 feamires Ictned,
Pou Shcedd retarn it 45 The retalier for & reband OF Crecit ¥ ey

B s ¥ s S s Wn S0 ot sl o S Sr o Copry S X — e Srdy Rowen K. Under o

FraRite coer acarmrice and Ariisitarion, mee e AdcRional T

Mincy | realon & Medep copyT Yoo, you rray reske o singbe copy of Tea scftwars for backup pruTpotes, s .
Pt Bochup copy e Sesoibed betow.

e
e prodct by, “ﬁwummmm

6.3Th §I¢ Il ThId W Tah 3R & 3muelt 57 SR & gad = Use Express Setting 9 faFeran

Y| Ife 39 °1g ' Custom Setting option 8 IeT Tehd &, oifchat 3ifAhTer Afdaw & AT Express Setting
3T TE T FIH Adl 6l SATSIT 3T Express Setting T JITT Y |
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Settings

ettings

vd these settings, which inchude occasionally sending info to Microsoft. You can customize these
tent on this netws

pp updates, and device software.

earch, and let Micro

In Internet use page predict:on to preload pages, which se your browsing hist
L&t Wine ¢ : your name, account picture, and advertising 1D, and request your location from the

Windo

| Use express um‘:gs l

7.39 319 fd3er 7 Signin HT ST fF AT GATT T T A ol

(© Sign in to your Microsoft account

Sign in to easily get your online email, photos, files, and settings (like browser history and favorites)
on all your devices. You can manage your synced settings at any time.

avram@Ilaptopmag.com

8. fdgiar #1 3MUF W7 W TEH FIAT F1s oll A AT &) AT T§ A9 T & §1 A AT
TROT T BIS Thd g, odiche] a1 & T 3§ Asuricd fhw 9= 3197 PCH sync R & TeTa =Agr &
Hhd &1 Windows 3Tl Teh Code SMS ST

(© Help us protect your info

When accessing sensitive info from your account or device, or if we detect suspicious account
activity, we'll ask for a security code to verify your identity. (If you sign in frequently on this device,
we won't ask you for a code after this.)

How would you like to get this code?

Text (k+*) ** 21

9. 319 3T Prompt I IS enter HY S T BleT T 3TAT §3T &
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(© Enter the code you received

When accessing sensitive info from your account or device, or if we detect suspicious account
activity, we'll ask for a security code to verify your identity. (If you sign in frequently on this device,
we won't ask you for a code after this.)

Enter the code we sent to (***) ***-**g81.

3543213 X

10. Skydive screen I fFereh Y|

(© SkyDrive is your cloud st

fFereh #Xel & qTe U o A AR AT g ofrfeh TASIST SEeleler Tishdm H T T Teh|
I BheT W F ol fe@rs &3 3R 3@ 319 Feged W Windows 8.1 FeE Ehia fewms &t
et

Security Features in Windows 8.1

&g AT A, Windows 8 373t Tk STRT fhT a7 Windows T He& &I Version g1 $HH gTieieheh
HTFCATT S3TANS HlA HT HTHT A AQH § Fifer Tere TP F 39 &7 g &1 39T & |
ATSHIEITE GarT 3318 1 Windows 8 H 3ueh! IRIATT @@= & TaIT &S security features 8 A |

», 1

=8 \\indows 8
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Windows 8 3T9eh! aRRE, AT 3R e GHIGAYUT UCeheled & Se & fov faffiest g & o
T 3T FIAT § ST 3T HTYeX T JhdlT g Hehell ¢l 3T & &g service 3Teh Joha13s H
eI 8, 3T 319 Ig o €1l gl & Hehd T A 3! AT WA & AT MaR &1F a8

User Account Control (39aRThdT ST @TaT fag=or)

User Account Control 3T9ehl dTaell &l & STd @IS YA AT 3UANhell 3T Heged H Qi
SEoll &1 YATH AT &1 SId o a8 1S Administrator IRade & qffe g7 X ofar dd d& IR
ThieT IR &9 & e g1 Siwell| Jg geiaaror AiFeaar 3R 3o aRadat (- malicious software
and accidental changes) & fa%g 3Tdeh ShegeX I FIEAT Wl H Heeg T &l User Account Control
I I5 o T FA A AT ST § F 3T 3T AT F A IR e wE)

(7] User Account Control

Do you want to allow the following program to make
changes to this computer? |

tL Program name:  Networks ‘
J Yerffied publisher: Microsoft Windows
File origin: Hard drive on this computer

To continue, type en edministrator password, and then click Yes,

| User name |

' | [Password |

Domain: HOVDENOIL
Microsoft account
I Sign in with a different account

(%) show details Yes No

Windows 9faRaT® (Windows Defender)

Windows f3thst 3 #egex & ol TEarid iR AodaR GIaT yerel wdm g Fenfad &9 4
iR AlFedaT & AT 3va Feger A That Fa & faled |, Windows f3thst Jrer-arsa geet
YaTIT AT &, 3% FHIe & AT e Ge 9de $isa a1 uiedee & sad-a9& Hdl gl

1
A | 4
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Windows Smart screen (Windows THTEERIET)

ST 81 JTTeRT Hegex Rl Wil AT TTCerhered & FR&T TRk T Il ofaNdl g, af Windows Smart Screen
9T qUT-FhieT Aclaell & WY Flad S| ST 8 31T Jg ddraet Hhiel S@d §, dl A9 BIgel AT
USSR & a9 d& J81 @il AIfeT 39 do b 3T Ig JAdT oTg X Fohd o Tg 39

HTYEY T Jehdlel el TgaTTI|
P

SmartScreen can't be reached right now

nartScreen is

Windows Firewall (Windows m‘i?-r)

f3thlee & &, Windows 8 Windows Firewall 3 TTY 3T Seladc FoldRlel ST I&TT 3| BrRIRAi gl
AT T IHATRA TgT HI Uohell & AR 3TUH Acadh H W TRl § Fd H Heg Rl § S
3Tk FHTYEX HT FHA Tgal Thd &

Web Browser (39 ST391X) F THASATST

World wide web ST3R &I HTHEIT: 39 ST3EX Hgl AT ¢ | I SI3EX HIFCAI Bid ¢ Tolelehl FgrIar
T Secdeic T SR T Tarad fhar Srar & | client program 81d § JUT §IW T g&dldall &
TTY Talg et 3R 3¢ Teiid o 7 TqeTH g & | 3T FF HT YT FX Feelelc W 3TsH
faffesr famst &1 g7 FX & ¢ |

9 §139 & YhR & &d & -

gFFe UG FI3oR:- T T35 hdel SFEC & JUIC I ¢ |

TMPFA FEFAT- T FTEoR A HSTT S cFee, DA, TR, AT e A aae o= &

A9 FT3oR & ATEYH ¥ ITASC I FoAde dlad & o fAFATA@d Steps T follow F &-

Step 1 : A FI3oR A dd TIC F URL &I Typedd g o8-  www.CyberDairy.com!
Step 2 : ST3oX I TAX U FAFUT FATCT g

Step 3: a9 FAX Resquest A RATT T &l

Step 4 : A9 ST3R YT ThieT I I IoT FI TGIAT AT § dUT FEoR AR AR & dT Feloere
Follot g STl



http://www.cyberdairy.com/
http://www.cyberdairy.com/
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grefifeh faffieel YohR & 9 SI3oR 6k A 3UAsH § ofehel HTT T § TIANT gl dled A 3R
o=t &-

Microsoft Internet Explorers
Netscape navigator

Google Chrome
Mozilla Firefox

gos 9138 a9 F41 § 3R 3uh fdvane

Opera Mini
Safari
Microsoft edge
Maxthon

gos 188 a9 F4T ¢ (What is World Wide Web)

WWW STFIACH &1 THE &icT & i 3T9d # Teh g8 & hypertext & S[3 gV 81d ¢ | hypertext document
H TFre, sA9T, eafar 3nfe &1 @A 8ar § WWW internet T Tsh JaT g WWW ST YT €9 Igot
TIM BERNERS LEE & 1989 # CERN Y1rRlTell # T | dos ags da A HIAI3 &I dadse & &7 7
@M ST &1 ¥ IGASE a9 TR W FEREFC BIgell & &7 HaRd 8l &1 dos arss ad U JoTell
&2, foas gart 9% deuTse & UF O A G Sar g1 36 1A § 38 99 N 9gdrel S g

WWW T QI AH des args ad (- World Wide Web) 1 Seetaic 3R a3 arss a« &1 3198 7 Iga

e § S Sl U gEY W AR §| ge8 a1ss A9 SAeRIRAl w1 HUSK giar & S ol & w0 # giar
¢ SW3E Ig U U el ¢ forHeh RUT HERER & HTYN Th gal ¥ I3 §U &1 do8 d1gs ad

HTML , HTTP, 39 ¥aR 3R a9 ST3eR W &1 T &l

el deaTST F AT F 3TAT URL (Uniform Resource Locator) 8t gl SITdT §1 39 g7 fhdY dedse &r
@relelT g &, §3o] NAH & g als S1oF8 a7 USH aR A 3G A1 a7 URL 8 T ¢ 39 «1H
T FETIAT F FFSR NAH 38 G deh ggadl ¢ STeTe a6 Bigel AT daqIse R A A § 3k 3q@
Teh A9UST YO el o dle AR HECFE TR ol Sl ¢l 36 Gl Hl G3oR GaITe Aafel T Shiet
9T YeiRId ¥ SaT &1 3 Jadse W s gieRide i & hd &1 A% gBWRids [l 31 Jaus
T AGHTST HT URL STl g1 3 folh Y fFereh el WX ST3oR 3T d9dsT A1 de¥ISe deh gal 38
IUARTRAT H 3T F &l &1 3H JhR 3TANThRAT [hdl JSASC A @ THhaT &, forder URL T
Name 3 9T &I

gos arss dq &Y fAAwarr (Features of World Wide Web)

HyperText Information System
Cross-Platform

Distributed

Open Standards and Open Source



1PGDCA2- PC PACKAGES

= \Web Browser: provides a single interface to many services
= Dynamic, Interactive, Evolving
= Graphical Interface

Hypertext Information System:- 3§ U< & document # AffieeT Tes 8ld & S| TFEC |, graphics, object,
sound g @ Teeh ITUH H Uh q@X A I3 Bl & | IeT Tl 1 INIH H Sisd & TIU  hypertext T
33U fRAT ST § |

Distributed:- www # deHIST Uh g ¥ 3 8ld & (@8l dSAIST A 3MRT el SehialeT gicl § §gcd
& dearse O gl & S gEX dSdrse @ FfS) gl & | IoR U ddrse Wik 3HY gl dedrse &
SIS Tehdl & 30 FIRAYUTST ! Distributed System gl ST § |

Cross platform :— cross platform T 3% glaT § &1 a9 Uo7 A1 A9 Wise forel o ahegex hardware I
operating System 9X &1 FT ThdT g

Graphical Interface:- @ & Tl de@se & TFee F 3ramar AfsAT | eafd 3nfe F1 gaA@Y TWAT & |
Hyperlink FGUT & ShiaiIeT 1 3T ¥ && Hehd & AT a9 U7 & SIS Hehd & | dynamic website &
A, HATS, I JTE 1 ol fhaT ST §, HF HA H A A STl ¢ |

gos aIss a9 S SO (Functions of World Wide Web)

e HTML (Hypertext markup language) T language & | HTML hypertext link 9&leT &dT &, Sir fohar
IR I AqHZE F 53 §U I Ul Fl TFAH el H Fee T ¢ |

e www, client server model 9¥ Based &'dT &, fS/@H Follge ASC W remote machine U Fellse
TATFEATR (AT FT3ER) HA AT g O ABE W O AMFedI H1F FIAT ¢ |

o client® GaRT 99 §T3aR & USH aR H url T3H <39 fRaT SITT ¥ |

URL &Y o wIger 1 w3d giar &, foae Jia &mer g & -

1. Protocol
2. Domain name
3. Path

URL

Uniform Resource Locator

subdomain Top Level Domain
TLD

i %
|http:// 'www . google,. '‘com!

I

L

protocol domain (name)
(HyperText Transfer)
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o a9 browser # feU §T T3H & MR WX A browser QT 1T url & HER ¥ FUSh Il & AT 38
url & 3THR WIS Yelel Hiel T 3MAE T & |

e HAT & T@RT url &I IP address # IRafdd &Y a1 SiTar &, 388 client X T AT FR
¥ I3 A § |

o 9 U&h R TS YT il &, df 397 AHT e & ATdRFd & g caee T 8id §
S @l RIT el W 388 FF™T  URL Jeidid 8T 8,576 Jor 38 foleh &l foreh e &
as T a9 browser 39 url I 3UREUT 9T & YT el &7 AT HAX T FAT & dAT TR
3" 9 & YGfRIdT Far § S browser 38 IR & faT yefRia #ar ¢ |

e 3 YR A browser HT FT § |

URL (z:ﬁum-’r ﬂﬂﬁ anﬁra) w1 &2

3 -'I' R BTARE BT PR

Umform Rescp ,g:e ‘Lccatcr 7

Vf 2 .
~ 4u~ \ N

_ %
Wi e RN
URL (et RE aie)

URL T %ol HIF Uniform Resource Locator 81T & it &Y website IT dgdTSE & UoT & R¥eie #ar &,
T 39T fohell A9 UST I o ST &1 IRV Feclale H fhell oY BIsel AT a9 ASC & U3H @il ©
| URL T Q[&37Td Tim Berners Lee & 1994 3 &I 2 |

frelt deaTse #1 IEfad a1 A1 gar |, TEE 38 FekeAe W AT, Tgdrer 3R 39AT fRAr S §
3HT URL &gl ST &1 38 Uniform Resource Locator 3 &gl S1am &1 e 39 ud T GmH=g &9 FeT

URL

Uniform Resource Locator

subdomain Top Level Domain
I'Lf‘
|http://| 8008 lel
protocol domain (name)

(HyperText Transfer)

URL & Ta® U8 type d & 98 AT & type IdIdT &, 59T 98 wIsel 39y & 30X Address 39
HISC T IdT SdTaT &1 3180 & ol Ueh a9 9icel & URL http://www.yahoo.com & http TAT T type &
3R www.yahoo.com 38T IdT &1 ST §H fhdl dd@TSE FT Welall Agd § o SHA URL Id & a9 &



http://www.yahoo.com/
http://www.yahoo.com/
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TeY AT STar &1 I 1S §aT eY A8 AT Srar |, Y 39 hitp AT TR Sar &1 g4 R a9 9
& UTY FHHT ATHIBE &F PIRTSA A SIS 38 a9 U7 1 A o @ Fqhel &

fordl deraTge &1 G URL 37 |l 71 & ey & 13T (1) SRR SISl @ §afdl &1 Shdol Wekred &
ATH & 9l U Pleted (1) 3R e Toer (/) emd S §, Si8-http://www.yahoo.com|

Parts of URL

1. HTTP:- 9gall $ET http I1fA hypertext transfer protocol 8iaT § S/ aehr A & cielc I 3rer
Transfer 8T &

2. Domain Name:- G&RT HET §Ic § domain name ST féh Tl particular deETSE &1 Il (address) BT
gl

3. WWW:-Jg T& df6d § |

4. Yahoo:- Jg TEAT & ATH ¢ |

5. .com - Tg SHT TFHCAA BT §, ST Ig 20Tar & & dadrse FH Jhr & ¢ |

Domain name

SAT ATH JSASC & 36U I UgdlAdT gl 3GUmT |, JgT . com S1AA ATH FdIT & foh Ig§ Th
SRR AISC gl S TohR AT o HA dlel HITST . org TUT Tl AT faRafdeATerd 3fE edu STAT
SATAT T 3TN I §| AT e 6 TN & S Iof fohdd S ¢ |

e .Com-— Commercial Website (SaT9TRer T&AT & fow)
e .Edu— Education Website (8101 T&ame & faw)

e .Gov — Government Website (THHIT TEUTT & forv)
e .Mil — Millitry Website (FAfordr Team=T & forw)

e .Org - Organisation Website (F3T&sT TEATT & i)

URL ¥ FTH 4T & ?

Srclelc W gY d9AISE & THh IP Address 81l & S numerical 81dT § S www.google.com &7 IP T3H
64.233.167.99 g a SI & & 39« s3oR & fordl dsase & URL TI8Y ad & dd
&HART browser 39 url S DNS & #Acg & 39 AT & IP address & gl &ar &1 3R 39 q«@=e dF
Ug ST & Sif §Ha T4 1 Af | Rard & direct IP A & Rl de@Tse @ UaAd fRAT ST AT ofehe
TE U Fgd Hioad alidhl AT | FAIfh Sl o AT I ol HIg UG 1@ el 9gd ATkl AT |
sgferd a1 & DNS (domain name system) T Sy 310 @ & g ol dedISe I A AT & TG
@l ST T g

Search Engine (F¥ &sieT)

JEIST A T Sofel Ueh cAMeeh ollehiod Ul Fiaurslaioh Nare & HY $oiel Teh CAT Gad § S
$TEIC WX 3UcIeY FIATHT 7S F el W Faam @1 gea g Bhid W TERId #dr &, o fane
TELT, FHYeT, Folot, [AATACATAT MG & TR H §H g SAAPNT IITd FeAl g al 306 oy
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g Search Tool T YANT A ¢ AT 34H A o+ aR A fAEJA AFRRT UIed HAT A6 § G
SATARRY UTed I Tohd g1 RfFed 9pR & Aafaf@d @9 599 Scieic W 39y g

Google

= Yahoo

= Altavista YﬂHOG'

= Lycos

= HotBot

= Dogpile S e r

=  Google DI ﬁg yg‘“’
Abaut

Ig Tt T S9 FOH ARVT §1 597 T Ja 30F APBT dAT s TAeT fFar Ser arem
T $oiT Google §1 IFTST A T FaeT Hr Search A & ford WAF=Afaf@d Steps @ Follow 2 §-
Step 1: 39 ST3o & AGTTSE & URI FT Type I § dAT Enter Key T Press FTd B

Step 2 : & TR T T Website ST Home page Fhiel I FafRd g &

Step 3 : IFT & BIH UsT YGRIA Search Box H 38 sq 1 Type X ¢ [da € &l &, 9 fanall
faeafacarery, Ut &1 17 Scanfg| $8% a1g Search Button 9 Click & gl

Step 4 : Search Box # STl a1 e & IHeT&T FaT AT foleh Screen W efda gl Bl

What is Online Newspaper?

AN & fIT ST F TAT H FAER 97 SfaAe Shad &7 Ue 316A foear a1 = § s oo facr &
TEERT IR ST g8 TARR 9 & T & Sog W Ao o § o1g 98 QT § geeifa & ar
TP @] FATEIR 0F P HAR #T HT @oRT & GAG BIam & , 5 gH faed & got arelr qefy weaAstt &
IR H SRR ST &1 Th 3HAdsd FARR 99 U UREIed TRl & oasd [y ar ey 3R

HT TAATA TeA3 W TAMR AHA g g1 SAFAITT AR FF HfAd & F AT A&ICAS &7 &
g forar rar &
How to Read Newspaper Online (FHATIR 99 TS $F& TSI F0)

o 3ileTollge FATIR YA HT JATFd & ool & v , GAER 99 d«9@rsel 3R gHAMER 95t &
3iTAerse JfFAEER i @ H

o T fafse T, TG AT AARTSET TAMAR 9T & @l & foIT, GATIR 9T HI TH Search
Engine # T8T &Y 3R Search W fForeh Y| A & AR T ATASC & AqA L |

o UF ART FARR 9T F F§ 097 g1 § s e JHieAesd ARG # o F$ T g § 3R
gdsh @3 & IR fOwdl T IRy gl 81 S — ¢ facer, ARSI, Wdl, TsTeiid, thear
gferam anfe fawaTRa e A+ @, 38 v 9o o 39 gee @ €

o O dIAISE A AHIA Aol & UM Teh T sl gl & Sl H qeg gof I 3R Tex ar @b
gam|

HEEIAT daATSe @1 (Viewing Subscription Websites)

de@rsel R $o AR U9 GG dGAISel Hl FEEId HT ITaeTehdl il &, Afdhed F I aleor &
Qerhe A &1 VY qearse fOad 9 A9y gAERER 99 AfRAEER nfAd &
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1. Ancestry.com 4. Newspapers.com
2. GenealogyBankMy 5. Newspaper Archive
3. Heritage.com

Il & & T |, Free trial button g& 3R foFereh Y| 38 3ameXoT # , Newspapers.com HId f&eT T
for:e[oeh GR&ToT el e &

o SHT Uar Fres F IUAT SHT IdT gof |

o UGS Wies & UEas o 3R gof |

o Jdpfedsh ¥ F, Sign into Facebook T e HY|

e Continue W TFeeh HT|

¢ c a e— & 7 9

Newspapers e lamest online newspaper archive

Sign up to start a free week

You're seconds away from
sccessing 438 milllon+ newspaper
pages!

Bl Swnup usng Facoboct

o 3TN TWOT F, YT hfee AT 3T FHIS ATHEN) gof HL |, AT & AdT T AT glef & v
qFg & b L 3T BT Start free Trail I Foash L

& s & eFFe @R (Typing text in the regional language)

e 3T AU &Y SIS & BT el dIgd & ofd IS AT & o §amell , IORIC, FeeTs,
HEITCIH, AST, FaTrelt, ATHS, defe], 3§ 3fe] g7 @t Seray & for 3i3eh wdeiifdies omor &, &y ot §
& gl fSarsy, HIas 3N AfeT A J&g T @ AT #9 | FH & & AU o018 Sl g
g1 3T W & 3 fFeier Segey W A HES 13U Fah Femel , ISRICT, Feels,
HCIATeIH, FITST, USTTel, AR, ofd], 3¢ 3MMME SHET 39l a1 #IoT F & <189 Y| aI3i@e, # gaen
Google {3t 3R 3cUTel T 3TN FIAT qHe FIc g 3R & TR Google FAYC god & 3TAT
T H TG G, g UF AFA WA § S IR T 80 ST F erey et A ghyew ware
FT Bl
How to use Google input tool in Computer(FTIET & I oI9S T HT 3TANT HH H)
Google input tool ST TFHEAT SUANTRAIIT &I hIA H fhell o a9 U1 & oAYC god 1 IYANT Hel
T AT AT &1 input tool A TFEEA HT 3UANT A & AT, 3o TN I Ulelel

o HIY UgA Y HUA HTPX H HIH TFHEAA S3AcAls &

o 3H® G Google input tool T 3T HTYEY H I Y

o TFHCAUT 3MSehed WX fFeled &Y 3R “Extension option” ﬂ'«ﬁ'

e “Extension option” Ul #, 38 $o19C ol &l IIed N S 39 TEd gl

e T& inputtool B & foIT S8 AR 39 Fesh HY| TIA FI gelel & foIv g8 AR 39T Ferd

HLITME 3T T &I AIC HAT TEd § af as 3 TH  input tool W TFersh T up 3R down

arrow 38shed W TFelh |
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o 3AYC TA & 3UANT FA & U, TFHEA HeFHA R Forw | R@s & arer gra-313aT Aol
#, 3od gaYe g HT TTA HU| SAYE Tol Ule Bl W, TFHACAT Feal Ueh qUT Tolel 3TSehed
e ST &, S & 519 &g a7 ol 9 @I ¢, a6 St & @ Sl g1 “Close” TN fFefeh it
¥ gaAYC g ClaTel 81 SIUIM| 39 on/off EaTel F¥el & AT TafAd goiqe gof W o fFoeh o<
LT

How to use Gboard app in Mobile (FET8er # S1E1$ Toq &1 39AT FI )

Ghoard Tsh Y3rel HIaTS U9 &1 Ghoard T HS 2016 # IMS3TH & fov Refrer fohar amr o1 |, 580 e
fe@eT 2016 # Uglss & v Reller fwar 3T Gboard app IETel EavT fashf@d fRam aram § 58 Usiss
3R 3BT QT f3asE W TeraT ST kT B
SMsTS & Google search, Web result, GIF, emoji 3 agamsT o1sT F&deT &g Google search enffer &1 &
goll S Ghboard T 3MS3NTH UT Aied AT IAT AT I dhael Aol ST T FAT a1 ST Gohar AT
31T Hm3T A eR-UR ST I FEfF vsiss W, AEE o Reliel & @FT 100 F 31fAFH ST v
gAY R

o JIH UEH U USISS Bl IT ol WX, Ghoard app SEiel Y|

o 3Ya T3S Il IT ool W, Shiael AT fhdl VT & @rel @l 3T SHFEC TIBY R T ¢

o FIEIS F FUU a1 3R open feature menu T T FHY|

e ZTP §IG More IR T settings W T HY|

o Glide typing, Text correction, 3R Voice typing =Te] #a & T =T |

o Y Languages W T H|

o 3T ST HIT |

o 3 33T H IIA Y ST HHT 3T YT AT A8 &

Google AR FAT § (What is Google Map)

Google Map Ueh ae-3MenRe Jar & it sitanferen afat 3R gfaam o) &1 drgel & IR A faEgd Sersry
gerT Hldl &1 IRIRS T ARET & FfaRad , Google Map S TUTAT & gars 3R 398 7T YT
T &1 FS AT A, Google Map aTeail & off IS TEART Hige Hgeh T2F 9T H &1 Google Map T
2005 # RefisT fham arT AT Google Map # 3TeT 1 3Re & 3iftish Afshar 3udlrehcl € , ST 39 gievar &
a8 ART ATINAT TFedI Fo1d 2
93 a9 UftaherT & BT & & # Google Map 8 JATT YTl HdT gl
o TF AT IASTHPR IBAT, 95, a3 Aot IR & SUAERANT & fov fEem-fAder
Yele &l & S Ueh fafIse Uil & q@l ¥ W AT el A6d ol
e Google Map TR WA %A (VHAI3TE) a9 ATSC YRITHST & ol Google Map T Tk
Taiffica arell @rse S {9 e aMss AT HHARAS Jdl JS6 H TFS A HeTd T &
o HINISA & ALIA H Google Map HICI dTelehl & foIT Teh TUTT AT UGl FIAT g ol AlSel
f3ared & Teitael Aifsrerfeer fees (Sdivd) TU= &1 39T aRed 3R AR Acas &
3T & /Y FAT &
Google TIE & 3UTRTRANT I giAdm o) & et et #1 &ifdst 3R cigaa ARfas as
TR &1 Bl & AETH ¥ ¢@a R Afdde S # FoTH o1 gl
e Google Map TgHT, HITeT 3R 31T FHr SAAT Y&t T gl
HOW TO SAVE YOUR HOME AND WORK ADDRESSES IN GOOGLE MAP
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Google Map 3T9% &R IT HRIETA Y TR-IR W T Id A Save IAT A T &, @@ 3m9
3¢ Yedd IR AT &7 W &t fhu f9ar qia fem-fader ured &Y @hd 81 Q61 e & 319 39
FIATT TAT T H9 W R TR-RT fGan-facer areg st & far “ex « aAfdde” wga & fow argq
FHATS FT 3TAT HL @1 3gAT o & &

Ifg 3T Google Map WX 379 &R AT HIFE & Td & Save ST AlEd ¢ af Google Map @ied|
IO A0 Fle W gFIR A (AT &fdsr @) W a ¥

Your Places ST TIeT HY|

FHTIHT Labeled fT 91T &9 & 81 3R % dded & ATY GG AT

2 R S
} = B\ T > 4 v //
e

|Your places

rERIET

0 ¥ 2
[ <« 2« « N < s =« B < e+ = |

YE FA & fAT @ HT gar dT T R

B &I Ul SFECEIFH H Gl Y, 9T B & Il fagar & |

39 €aRT ergY fohT Sifel 9X Map 3T FATE 31| & 39 X o I & & H qd oA &
T [ & 379aT gar e
3iifpE g & fow of oo & A

ons R 2T ( \

Enter hor : o yom x
Al S o b e
(Home | Ll =

‘ sy Home Constructions Pt Ltd
Set homg .

My Home Decors

praananth N Ceh

My Home Hub

My Home Avatar

qgwertyuiop 1My Home Power Consultancy Service Pv...

asdfgh]kl My Home Novadweepa

*E‘\ 4+ zxcvbnm@®ea

o na V@ o . ®

v - - o=
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What is Google Docs? (3[FTel STeFd F4T 87)

Google docs Teh fol:3[esh de-3MenRe Uiterhers & forest siegeic iR Eiselicd &1 3iiwdrss q=mr s

Thcl § 3 & TTY §H 390 JUR Feh 3o¢  Save 3 Y Tehd Bl FeTele dolalel & Ay fohalr o

HYEX W WIgel UFAH HI ST Fehell &1 Google docs Google EaRT WeTel Tt v 3R 38& 53 HieTelged
Ut & I Uohol T feeam gl

Google docs & I formulas, lists, tables 31X images & A T T WAISIT el |, faffiest wic 3R
WIS BiHe H grardet 3R Tsficda & Import, Create, edit 31X Update @ T &1  Google docs
TR JoiceT AFedIR R I8 TR TRIH & AT FId g1 T A a9 9F & &7 H a1 e &

T H YA AT ST Fehell §1 o Google docs # frd 1T &A@ FAATIT &Y Fhd & a8 T o
3T TFhd § & 3AFT F1 T 2@ @ B

Google docs H 5 T AR fohdl wiser a1 efic W ST FT Thd & 34T & AT Ig Ig T <@ T
¢ &1 fhd GoR o ®rsdl # deard fhar § dfer axdEdel @ Jiicersa Hadd fhar Siar § AR geR &
HePeX TR # FALIT ThaT ST Hehell &, SHTAIT TUEAThd ISl & TRUTATIERT Fol 3T g1l HT FHIS
GeRT 6T B

Creating new files (TS BISal F=TAT)

Google 3T8d 3TYE! T & T T FalT HIAT § AT U geardat |, wised IR gegioat afga
faffies g&R 1 B aofer 3 FATied e A 3TART &t 81 Google 38T WX AT TiE FHR Y
FISel &6l Hhd &:
o Documents :99, TR, fastr, 31 307 caee-3maiRa wisall & for@sl & fov (AEsdTe a3
SEAAST & HHTA)
e Spreadsheets: ST HIAEIT el 3R cHARYT FA & AT (ASHIAFE THIST dehgsh &
HHTS)
o Presentations: T35 A &=lll & U (ATSHIATFE UeRUISe TEIAT & FHI)
o Forms: 32T Tohd &l IR cgafeyd &l & fov
o Drawings : IRcl deexX AMfhard IT 3R Tl & foT

How to create a new file on Google docs (I[ETel ST #H 7S WIS Hd F=T0)

 Google 313d W New a1 g& 3R I, fh 38 WISel &I JhR Yol A 19 Fallall AE &1 §AR
3GTEYUT H, §H Teh oIdT GEdldol Sallel & TolT Google docs FT T T |

L Drive Q. Sear

Folder

B2
ﬁ File upload
L+

T Folder upload

E Google Docs [Fr) >
Google Sheets
Google Slides

More

ol

. m%mmﬁwwmﬁaﬁ%@é&m :-;cifr-artraﬂﬁﬁﬁa?wntitled
documenta-TquiTc‘vlTl'l'Uua-ﬁTﬂﬁl
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’ ‘, My Drive - Google Drive X / B Untitled document - Goc X )

C | @ Secure https://docs.google.com/document/d/TDNC

E Untitled documentI 0

File E Rename Insert Format Tools Add-ons Help

L RS I - ?‘ 100% ~ Normal text ~ Arial -

£ 0 v P e =y b s o e a2

e Rename ST ST fG@S oMl YT BIS & AT TH AT BT FY, T Ok W Folsh Y|

E Quarterly Report/yiin Bl My Drive

-
File / Insert Format Tools

M~ ~ @m P 100% -~  Normaltext -

o MU WIS HT A deol GTT S| 319 frdr o HAF 3= Google 315d & WSl deh Ugd
Hha &, 5187 Ig TadIfold ®9 & Save @ STT| BiseT & O & T & T 98 sao1-TFor
|

L Drive Search Drive -

My Drive = )
New
Name Owner
» g My Drive Albums —
» [0 Computers B Untouched Photos b
22 Shared with me
- E Quarterly Report % me
@ Recent
B ArtClub Interest Letter me
* Starred

39T 2@ Fohd & fF 3TIHr Fsal & T FIg A9 g J67 §1 T safav § FAifF Google 3159 3ifer
g & YT AT g, S Tl & & 3R i 39T BIgell T Save FT Bl
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&. My Drive - Google Drive  x /' [B] Quarterly Report - Goog X
C' | @ Secure | https://docs.google.com/document/d/1DNGVa2QqAF-rvhivO3-fX-k8AYamOl

Quarterly Report [

File Edit View Insert Format Tools Add-ons Help Allchanges saved in Drive I\
g

™ o~ = T  100% -~  Normaltext - Arial v 11 - B I U A i
- —

O [ 3 T S SO T R T S R

How to Book Train Ticket online (& fewe sifaamser F& g% =)

AR H, TR W91 TS IeTST & TG AT AT & T ol W AR &1 v 6T & g@ qe &
T ST Yord aRaget &1 3T X &1 3R # g faerrel Yoid scash g1 e 20 fAfege S
UST ¢oT & IET A g1 ¢all 7 A0 & fw , fondly ohl 3TRETOT ST BIaT (Jrel 3T9ehl feehe e il
B | 37T MSHRE JTAISE IT TH & ATLAH ¥ (oid e e g X Fhd

Tl o0 T W H3 Told feohe 3T 8, 39 d61 & eohe goh aX Tohd g1 dfehel 3ol HE3 W,
AT AT IR & T ofel S8l A SR &Yall ISl &1 3R I§ Uk §gd & oaed ishar gl
Yod feehe giehar @tel 1 Fo 3R A A &1 3udeT F=4t 7 w

3T FS Tolc & GaRT AT iAo ehe i g A Fehd g1 Al STa 31T U= fehe o a
"ehel § o Tsiel & 91 &t &1 0l &8 @rsd AR vow § o AteIH @ 39 39 R g a
Thd §, dftheT 318 & AR A £l

What you will need ? (Requirements)

e Internet Connection
e |rctc Account

How To Book Train Ticket through Irctc Connect Mobile app? (ITEHRETHT Fade
Harger 0 & ATEIHA F T RFT F gF )

e TIH Ugd 3Tt UZES B H IRCTC connect app SI3AelS H|
o 319 0T W@l 3R 379 IRCTC @A { ATl &Y, 39X HTIHT HFI3C oIgl oIl & al Jad Tgor
39 IRCTC H IToFey |

TE o (W 01N

<® GENERATE PIN

Please crecte 4 digit Pin
Enter pin

’
[‘@
;

Login
Forgot Password?

Or

Register
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o 379 Jg TH T HEWMW, 31T FIs 4 3% N e T Johd &l
o 39 §F 3T AU FHA TAA AR IcdeT T FAA AR dG @1 wFA L BT Search train T
Ferh |

e LO2KIE 5 il VOLTE i (0 61%

NEW BOOKING

1:47 PM

TRAIN LIST

Thu 19 Jan 17

J P JAIPUR

¥

Departure 1 Arrival 4 Travel Time 4

MOORE JN BG
INTERCITY EXP (12466)

JP — INDB
11:05 - 22:30 | Travel Time: 11:25

JOURNEY DATE JP BPL EXP (19711)
-~ 1 g JP — INDB
L { [
-1 'J -’ lﬂ'l r“] =a &8I0 - 10020 | Trevel Time: 1610 | Fase: 985

BN -

Search Train

Thu 19 Jan 17 Fri 200 Jan 17 Sat 21 2

o AT I FAIGE FEM, AT A AT ST & 9T X Tohe! &, AT TS S AT FT
e

Vi o _—
<® PASSENGER DETAILS

1420M

= @) ADD PASSENGER =

JP BPLEXP (19711) W8S
JAIPUR( =) —  INDORE N BG (INDF] A

Name

Departure: 18:10 (F11 20 Jar 17) ’ 3
Arrival: 10:20 (Sat 27 Jan 17) Geneal(GN)
Baarding At JAIPUR (5)

Age betwaen 05t 125

India ~

Select Berth Preference ~

2166888641

Book Ticket

o T e g ol & TIT Book now X 2T Y|

o 3 Add Passenger W 29 &, safard a1 &A1, 3 3R fofar g Y, T Done et X 0 &

o 39 gfdher &1 i & fAT Book Ticket Jeof W T |

o T Tg TIRT AT UST T of SATVAN| 39T IS 3Tl faehed gei| 3 79T S[arcAret
QT AL

o Y IMEHREN Fodde VT & ATEIH A & feohe AheldIqdes o fhar g
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How to apply Online for PAN Card

HRA A Teh TURN Wil HEIT I YT H1S Ueh HEedqul G&rasl g1 50,000 FUF & FU $ITcAll Hlel
T 3K I I & e SF @rar @ & AU e TR Read i@ el fT maTehar gl |
T U $15 ART H Ugdll & Th I YA § 3R 30 9RT & AR (A1aiforen agd) |, 3faardr
R (e st 3R FgT a B Rl AeRer A off S R S @ehar €1 A FeH had
fFTt & QT § , F F 3w A0 F v SaF agd v 39 F15 SRy FAT ST ThaT § , o
il T Ueh IS, FTFaAT T W, SHuell, gFe, HAT SIar AENERY, B, THR, &g fasniord
IRER, $EA =¥ afFd, a1 TUEg gt

47 #13 & AT S ATdesT FH FY (How to apply for PAN Card online)

HRA H 3TeTelissd U7 1S & fU 3Hdce et & folv S RO F dTeled Ay

e 3719 NSDL IT UTITSL d&@TSEl & HATEIH A 3iTeTolisd U7 #15 & [T 3T FT Thd &1 el
N AR A 9 &S SR A & T Hf&hd far T g

Tax Information Network
of Incame Tox Department

Online PAN application

~~~~~

B |

[ [ o

e NSDL J9HISE U 39 Online PAN application ®i& fe@r$ 23m|  Application type & dgd New
PAN - Indian Citizen (Form 49A) fasheq Ioi| Ife 39 T facel Iedr &, a New PAN - Foreign
Citizen (Form 49AA) fashed ol

o 39 HERIH YT HIS &1 AUN & IIT H| AR it & fow, T8 Individual g1

o 39 3T AFAIT fqaR0T SF A |, FAQAY, S A S 3N, Foar I gof H 3R
Submit 9T fFereh |

o 3T HUH U il ddhed § - HTUR F1S GaRT YAOIT , GEATASAT I Tohel el 3R 3¢ §-
Sl & ATEIH § AU Fel |, AT BSdwe &7 § gEaEs A AT S & v 3mur &
HTETH ¥ JATOIT |
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of Incorme Tax Departrent  Temporaty Token MU A
& Home !

Online PAN application

 MEw FAN - InBan CIizen (Fom %) m

INDNVIDUAL

Fars
How do you ni to submit your PAN applicaten documents?
whmit digitally through s-RYE & o-Sign (P 51 @ throg! (] | ¥ ts pk (i}
Impartant iy ions fior paparess PAN sapicstion fhrugh e £ T [ a-Sign -

T/ s-Bign Senices, Aadhas i mandstory and details given in Asdhaar should be sxactly matched with spplizant's Full nams. Date of Binh snd Gender as mentininad in this
appieaton farm henticats Asdhaar
2. Onca audhantication of Asdhaar is successful then one fime password (OTP) would be sant on your mobils numberfamail 10 inked with your Aadhasr fo genarate Aadhaar Based &-Sagn

d Phata Sign and supporting rescrbed fomal
uplcad Photo, Sign and supparting document. The gholograph used m Aadhaar card would be primed in PAN card
# e C & e-Rign [Paperieas) and e-Sign facility 15 not avadable for Minor appheants and ather caleqonies of applicants as provided ufs 160 of Income-tax Act, 1981 whene Representative

Assescee i appointed by the applicant.

B JUR & HIETH § FHAVNROT FXAT oAl § Flich SHA A & T AW 3R v
gl I 31T a8 fdehod FET TEd &, df GEX &l & AU HeHA FAGT &, STeT el qEdrdst Holell
gl

EhT W i STl S 3R e (dfeusw) el fawer eof e |, 3R Next W o
|

39 WOT & flT YT AT ATH, STATI Y, IdT ST, HIAT gem| T &Y, 3R Next X Feleh
|

MY N IR [Ghcdl # T Th & T I — ARAIT ARIRS, TANR3TS AR el A, @
FHART, T TSR Aofr|

i Choose AO Code & @&, 30a o R A & &9 &7 Tgel HY| FS Yehs TelaTl L
3R I A R T diR # O s G o g RS 9 e & wher Y 3R 3w
Aol &1 Torer A S 3Th TIT G 3oT o] giar g1 hufAdr |, IR-AAAAEN e, THRY
FAAIRAT, e aF F FHARAT e & AT re9r-3reer St §1 afe 39 a8 sea %
39 frg Aoft & 37 § |, O ACE THEEe A TUh el o TolU TAUeh Y| Tel T Hig T
fForeh Y 3R Tg IWFT BlF & Tad: R S| Next R Forsh |

Age proof 3R residence S19-3T131 He] ¥ HTAC fhT T SFASAT HT AT HY , AT Taaor
s, 3T T Submit W Felsh HL|

B2 & ]

scuments submitted as Proof of Identity (PO)), Proct of Address (POA) ard Proof of Date of Birth (DOS)*

Declaration

Doclsratien®

Vs NOTV GADCETS the spplicst, 1 the capsoliy
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o 319 MR AT Ul W PSRRFE Y AT ST AR 319 &8 WA JHieelige arare
faftrl & & v Yo7 T 81 HRAT ARTRT & T YT 1S 3MaeaAl &7 Yosh & 115.90 Ff
R AR T HieToTSa HITAT Yo & T H Teh BICT AT Yoo SISl AT &, FAAT Fer
F FEHT T 120

o USH IR I I & dle, U MR JHED & ACTH & JAMNUIT o & T gl Sirear,
a1 3-FRIEd & ATEIA F GEAAS AT A & fow |, AT Thlodd § & TATHIITSA HI GEAAST
STl & oI Fglr S| IR 39T A & TR H TATHIIUS & Tk A grddr Y ured
gl 3R ueehereT @I §HITUA gl & d1G 39 Uo7 H1S & MU TG I SATCEAT| araelr
HCAT 1 A W, §H7 AT 1 8 o 317 38 el guiaa @ ar e F

How to Apply For a Passport Online (qraqié & faw iiaamss AdesT & #I)

qrEarE
PASSPORT

REPUBLIC OF IiNDIA

Step one: Logging In (19T 3T &)

o UIHUC FAT T INAFINRG dedBe W AT

o CAPPLY’ #TH& 3T Tiol|

o I 3rdgH T AlS[ET 3UANTRAT §, A a8 User ID 3R Password &l 3UYeT &l oAifaled &Y
gl gl

e 379R 3MAceH Ugell S 3YANThdl &, dF 3T UsihiuT &= 819 3 account S=IT=T gYaT|
TollehoT it & foIT, S FEiieg TROT T dTelel fhar ST =g

o 3Mdce @ New User ¢ & dgd ‘Register Now’ WX el &y

o UHT e I, TG 1 SYAEThl Gl Usl W JSRee T Sl § 56l 3¢ ggan
faaRor #Rer 1 3maeTERar @1 &1 TF &IEIUE (+) F Ay RfEAd $res i sfAard

o Ugell Wles H, Tdash HT TE Iololl BN foh I gl TslendoT o T§ & Il CPV el am
e HEATET J| (TS T / NfAERE araue & 3ded & fow &1 grelife, 3
qrEAC H IIHGIC {7 Hal & AeIH § o o) fFar S s B

o 3Mdce YT JIHAT IdT gof |

o oH ¥ G Breg 35316 ds QAT Bl

o ﬂuﬁﬂmﬁﬂ'ﬂﬂﬁl

o urgas fafese w 3R gfte |

o U fge wea 3R 3cck vare | (I e oIl [qaor fer el § o Ig 34T gram)|

o ZhHh dIG, Hedl A gof Y AR Mo W Farsh |
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Step Two: Choosing the Application Type (3Tdgel YR T TIA FHaT)

o O 3T FA F ITdeh EH Ul W Ugd SUIN| Fe, 3desh fhd U & U Jimdest der
el Hehell &
1. Fresh passport / Passport Reissue
Diplomatic passport / official passport

2
3. Police clearance certificate (PCC)
4. ldentity Certificate

Step Three: Filling the Application Form (3Tagel 99 #HI=T)

o UIHUE & fOT 3MacsT Fr Hr Ufohar & JERT e 3HdcsT 9T HAT § N ifeToged T
JiThemrsa fohar ST Thar B

o I P 3AcH AAST THAE 3TdcsT BiH AT AT &, @ 3desh A 3fedi@d RO
&1 ITeled T el o

o UTHWE 3TdcsT BiH 3iTeTdsd IR & fav, 3mdes & qrauie Jar dadse W alF O W U
T foer W ol 7ar giem|

o TUHh dR 3Mdgeh ol I [Foldh ¥ & 91, 38 Passport Type 957 W AsRRae har Srar g Siar
3o faeet fashed gofe glar &:

o Fresh passport or reissue of passport

o Normal/Tatkal

o Booklet of 36 pages/60 pages

o Validity of 10 years/up to 18 years of age/not applicable

o HE fadhed el & dle, Next 3Tgehe WX fFereh il
o VHI FA W, HAGH A &G & Yoo W o ST AWM ST 3mdest & faffieer qoif &1 gend §
%ﬁ%ﬂ?ﬁﬁ&%ﬂ?%lﬁlﬁﬁ#ﬂ#ﬂﬁ%ﬁ%@%ﬁﬂﬁﬁwmmmw%

1. Passport Type (current page) Emergency Contact

2. Applicant Details 8. References

3. Family Details 9. Previous Passport,

4. Present Address 10. Other Details

5. Present Address 1 11. Self-Declaration

6. Present Address 2 12. Submit the duly filled form

Step Four: Schedule, Pay and Book the appointment (3rT&=, 8fararer 3R fagfFa g%
)

IR & 9THAIE Ured ¥ T gfehar F A wRoT A grEaie Jar dg (Nvae) S F v diseAe
NS A FIAT §, STET HAGH & Ga & 9 T gan| Tg oA Sfoaf@a alist &1 drelet ¥
T S FehaT &

o 37Tdee & Applicant Home g6 TR ST 31T g

e 3Tb dG, ‘View Saved/Submitted Applications’ T TFerer &{|

o UET F @, ITdSH o Ug FEAC U 7T e 99 & IR H Jav0r Jord Tk I Feiid
e gem| A 3feaf@a faavor anvfisg &7 & e v §:

1. ARN
2. File Number
3. Applicant Name
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4.  Appointment Date and Submission Number

% d1G, A Pl Y Tl BIH & UIRT FI Tl el I 3TIIHT B
VT A ), A 3feafl@d Aeedt & & v arfeer uefiia $ s g

Retrieve partially filled form
Pay and Schedule Appointment
Print Application Receipt
View/Print Submitted Form
Track Application Status
Track Payment Status
Payment Receipt

Upload Supporting Documents
Appointment History

©COoNOORA~LNE

3T H Yol fhU v fAhedl & & Pay and Schedule Appointment 4R fFeleh =T 3Taeae gl
g AT UThAT Y& AT &1 $Hb d1G, 3deeh @l Yalel fhT T clal & & arcleT T alieht
AT HTELTH B, S| 3ATsel aTeel 3R =ArereT et |

WW*WWW passportappointmenthWT%"l

3VR 3Mdesh HieTelrse Il FAl oI &, o & R AgfFd gichar et & v 3mY w1
SERE

HTdeeh 1 ATl Aed 9T AsTFE fhar ST § S SBI AEl 3Rl dde f@eed (MOPS) Bl
gl 3Tdeeh I HITAlE TATe I e fhaT T HTS AT HT TIT HAT IATh §| THAINS
AT ofehe; [Tl FIAT HIGRTH &

Step Five: Print ARN Receipt (T3HRUA g T #I)

3AATST TS 3MdesT & fav 3MdesT Fta 6 ufhar & uaar sed 3Tdes e Pie #Er B
3AesT TS U7 Al 39 3AceT & R & Feafai@a fgaor ¢ar &

ARN &7 fdaT, 3dea & YR, ATH, TAT 3T S=Afaf, foor 3R daiRs =ufa, ver &t
ASTTR, FUHdr &7 AT, IIATT IdT ScaTie |

ugel 3N gEY weet & faawon|

ST TIaROT 3R $ITcAleT SeTeet 3MSS o HY AT [T T Fel Yoeh S AT fFazon|
fgfed faavor S divass 3R 386 gd, gguie Agea # Al ik g@g, g 3 sik
Rafesr @@ & ary|

3oT faaRoll &1 AT A & dIG, 3Tdgeh I Adel GIU @l H “Print Application Receipt T
Fereh T g

3 9fshar &1 3fad TROT qrEdIE 3des WG 1 TG g1 Ig qraUIe e 3mdest
afhaT & T g & T &

THig & s F AER0T A Hed, e faavor 3R PyfFa e afae €1 see d,
3T et 3R Raféer @aa &1 ve sger fBecar o anfde g
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Apply for Online for E-Aadhar Card

AR f3foreeentor & faem & et 5i¢ @1 ¢ 3R IF gARad & & fav & 3ury v o @
g oo & 3310 STl aTel e TUR T&AT I IRTT g $-3MUR &7 T ARAT AR &l
HRA T fafIse ggare FIeIenor GarT YeTel & a5 12 3iehi I HehgHARS Tgdre ¢l

YR FE HRT WHR GaRT ST 12 3iHT FT IEfAdT oK gl 3T 2T H S R Hr eehell W
TTRE, 3R &8 IR fRaT ST 81 3R &8 & AT & 915 3837 Adafeis HedroT arsiell
Qarsit & 9§ fAfAIHeT 3 fTROT 1 Fa&TH G B 3MUR F18 &F A0 e T T Tl 3R
faaer gfshar § Fifh TRPR o qU IishdT I Feaaiedd Y fedr g1 3deeh 9= Fiaur & TR
W HieTelge HBeTSe e TE & IHdeeT Hell Il Hebd gl

How To Apply for Online Aadhar (3TeTelTse ATUR & AT 3mded Fa )

HieTeTSe 3MUR SeTdll Sgd AT 8. 38 U 2 & el off To7 @ 3ileTeliger 3rcars foham o
HehT g.
o UIDAI & 3iTfhfaTer dedmse https://appointments.uidai.gov.in/ Open &Y 3R & arw arv R =r
qrelel &Y.
o 3MTUR FHIS TCAIHAT Bl FI SETAIS Il 37 I o
o 3YdA STSlGIhT TUR TeRIlHC HeX HI Il o9
o 3MUR HeX & 9T Aheler & TIT State, PIN Code, Search el & & AT T sTadATeT X Ihd
g
o 3HS G YR FS & AU aegs @l sfagaic & Tahiyd &
o 37U FASIEIT YR HE TRIAHC X W |
o T 319 3TAT ¥RT G TCollehlel Wi 3R TG SFgHcH STAT I o
o  TRIdHT Fg & 3yt fFer B, 3@t &1 &6 3k wier foar smem|
o 3TUHT TR ATHAFRT IHS el o dG ATFd T FHT 3MeT MR & 3oy H TR X fgar
ST &,
o TeRIolAC HeX 3! Teh MG SIM 39 IHIG P ATThI THS FHT IWT g1T|
o TS AT 30T 45T & U 910 gqd ¥ T3 dRe & IARY TR F1S AT v g

How to Check Online Aadhar Card Status (3{feTelTssT 3R F1$ i Bufa Fa )

3TdGeT HeT & dIG T J9 IUR HS Bl HAAARSA doh AR e o X Toha § Tufa & s
A & U IR JHISIITINE ATHSC T AT G|

TXOT 1. AR ASAISEC JIMSIITIS W AT

g0 2. Check Aadhaar status T fFeleh Y 3R AMHFRT T&AT G 3R 0T gof A |(IE AARRT
3MYHR TelRIeTHT HeX & red &g # A e

GO 3. 3Tdeehl I Teh FI&T IS STAT HLAl G|

GYUT 4. check status’ button §¢f W Feleh H|

U7 5. 37Tdeeh & YR H18 FHI Fufa The w® fg@rg sreeh|
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(®) Check Aadhaar Status

Check Status

I i
1
il

Pay Your Electricity Bill

Jaipur Vidyut Vitran Nigam Ltd. (JVWNL)

Pang 2104430351 14
(EE”J = e

MR. CHHiliisia

2 S BILL AMOUNT 795
jJ i l)é

fsrell AR o AT AU ITaeTHATH H F T 9 TS ¥, TE T dHhadl el dfod I3 YA W
3N P AT FalT X 51 §H T 32T A qU A & AT IS #1396 WA §, AR T
FAR e faegd IYHOT I7 3eI & 1 #eMed g1 §AR Siiael & Sclall Heed I@el & HROT |, fAaiier
fasrelr 3mafdt 1 3ee o & fAv FHT W RSTel e & oparcre e o Ageaqot g1 Uger 3Mah!
ST 83Tt s o WTER el SART H ©eT oeh SASIR el ISl AT AT 39! fIAY §q & 3= a1
S A Sal T Sl & TIT FHT [Fhrelar Il AT | e 39 AT deo 3141 ¢ Bioiee giear &
I & 3 T R IS a4t & T T 3T FX Fehol & | 3MUHT sheel UIETTH T TSl Tl
Qa3 T 3TN HTAT ¥ g7, v @it foer sporaned weel RAait & foe v 3ifaer dsir g1 fosreh
fSer HeTeTs=l $ITaTeT 1 Gl SUAEN faehed &, 31T gl o 3R Fofr off 310 el 7 $eTareT &Y
Thd gl
ST AT FSTell forer sgarclad 1 3NTEd aig &1 Irg 9 § AR F$ IR o g 5 & 3!
FTAREFT AT AT TSl g1 IETH R IR st [For sqerarer & fov v glaersieen #a
el Rl & | 99 feshe, Wit 3R Rearst giT el & aremar |, GETA o AT A haol ST
AT et FXh fastell feT $qaTced T JITclled el T AU H |
3iteremgsr ool fer #1 sporae Fd
(How to Pay Electricity bill online)

o JH UGS Paytm.com W T SoT HY]
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e Electricity board f@@eq o Fere L

o 3 F TS feree fe@rs el e TSI (State) oA

o WIS FT TYT R S AP 9T 9 FH T B

e 3% §IC 3T consumer number 7Y

o ESH AH IR TeTell foer 1 &mn & qive w57 31T $ITce e e &

o T T g1 Y 3R Proceed W Fereh &y

o UGN qHE HT fASTen e ATt WA Fis ol IR Fedw 3R 3T T ured B

o 39 WUTASAT AT 3fdT / Hide 1S, A dfdhar I IETA dlele H e i g9
3T G Fehd ¢ o 39T fstell frer 89Ty HheldIgdeh foham STaT &1 39 ${Tclel e S13els
&Y Hehel &1 I TG S3eTells A & ToIT, 9= gl IS TR aad ST,

e Profile & TJT Y

e My orders ¥ & &

e Bill Payment 9 fFere &Y

e Paytm Payment Receipt T TIeT HY|

What is Service Tax?( ¥daT &I F4T 87?)

g UH X § S VAT YTl GaRT YTl T ST arelt Jar3it W T &, AfheT 58 Imght ganr der fvam
ST &1 ¥E o AR ALHR &I JaT Yelal SaRT & gl Tg Teh TohR T H9chET &Y ¢ Sl ¢ael Tsiel
TECRT, haoT JaTdT3l, el {131 1S EanT Yarel T S arell &Y A9 [aT3it 1 3TN Hlel & g
&R GaRT THT fhaT S1ar g1 8a1 T H 9o 1994 7 gfa sffaad 65 F faca sfafaas & e
F T H Fr oo A 3k 5@ e 7 sf Aamea @ & 9 Far o

SIS @aT T dI 91 AT §, O §AR I YT Y & ATl & aF fashed gid § I ga a1 o fafdse
St A MR HT FT FTAT F Fohdd § AT VAT I & AT & [dhed Iof Fohdd § | @aT
ST AR / FATRAS IR R FhAT ST FohelT § 3R Fam X & el H dG & §re ST T &
AW 7, & AT FATT FT AT T ST Fhell B

How to Pay Service Tax Online (8T T FT ieTamger arame HF{ F)

SHET o o & I Folall § |, Selagiioieh &7 & fohw 1w fohdly off qarciler al 3ileTeliget farleT AT §-
ATl el ATl g1 HieTogel Y T AT Il & foIT,

e HIH Y 3T Service tax FT dg@TSE Wrel (http://www.tin-nsdl.com)

e 3% dI¢ 3T Services Tab W Feleh |

e 3% dIC 319 33 foke F T e-payment : Pay Taxes Online fdshed W fFaeh |

Tax information Network

- UUE UAIE -
a IAX COLLECTION
. ‘ ) V- v E SALARY NON SALARY
.
=
Y L

n - Onfine PAN sppil


http://www.tin-nsdl.com/
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o T 3T fAFT & A 319 GFafT Tellel &7 TFT HY — ITNS 280, ITNS 281, ITNS 282, ITNS
283, ITNS 284 or Form 26 QB demand payment 37Tf¢|

Tax Information Network

of Income Tax Department

e-Payment

About Us EAQs Downloads Contact Us Bank Contact Details Procedure Authorized Banks

e-Payment facilitates payment of direct taxes online by taxpayers. To awvail of this facility the taxpayer is required to have a net-banking
account with any of the Authorized Banks.

Select applicable challan
TDS on Prope

Form 260B (Payment of TDS on Sale of Property)

TDS/TCS

(Tax Deducted at Source / Tax Collected at Source (TDS/TCS) from corporates or
non-corporates)

Non-TDS/TCS

CHALLAN NO./ITNS 280 (payment of Income tax & Corporation Tax)
(payment of Security Transaction Tax, Hotel Receipts Tax, Estate Duty, Interest
Tax, Wealth Tax, Expenditure Tax /Other direct taxes & Gift tax)

CHALLAN NO./ITNS 283 (payment of Banking Cash Transaction Tax and Fringe Benefits Tax)

o U/ & (A @1 W) IR 377 Ifard Arellel f4aRor S dwichel Y |, forash dgd $aTeret
foram STar 8, FeTar &1 aar 3R dF e Avemd ¥ e R S § 3 gof |

o T 3T FAT I W, Th GfSeaHIor (conformation) Thel T&fea T srwefr| afg PAN/TAN ITD
PAN / TAN HRCX & 3[dR A g, ol AN & AR HIEldl HT QI A GiSchIon Thiel
R yeiia frar smoem|

o ol T AT STT AT g WX, FETAT A% i Ae-dfher wse W R fFar S|

o TGl H Ac-dfhaT TFEC W Ac-dfehaT TS & fow d% g@rT yara fFu 1w Suerhdr
SN / ITHES & WY AT HAT G 3R ok Age W AT [IaRor gof e grem|

o THA A T Teh UTellel H13eX fher FeRid o Sieam forasd damsve, sperare faavor 3k
do A afAer § e Aread @ $-87arcrel fanar arr €1 T counterfoil $aTATe &1 Hed

CHALLAN NO./ITNS 281

CHALLAN NO./ITNS 282

How to Book HP Gas Online

fRgEare dgifors U= fafAes, [ HPCL & &9 & ST SiTel &, 91Rd A faawsi & ooy faferaior
3egil 3R I T § A9 3T GIAUBT F1 9 Gd @ 8 Regedae delfoas sue fafaes &
1979 # &5 Tl A & g Tordlsll I @1 AUUTE & fhaAT| 1955 F Terdiel T YEIA & 9, e
dgifergs A # Tud H$ A 96 TS §| FHD AT |, TS, TAWS B 38R & fAIv Fad Ao
SUST & AT &1 1979 H SHHT YV & dc §, T g F grg 33 AT F 3if¥ew e wmes €
3R 2630 & 310 ARt & AIH Acash & AL 3UAGFATIT HT ART H QU Fd g lTadr FHir o
TH IR (SfFea araw Reul-a Rwea) § O vodriive garr @ vadt 39 amget & e
dlea fRam aram o)

Qe

GAS

your friendly gas
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Tl Il oY — 24/7 TSAIRTH

o ITEH Todol A b H¥el & U 3@ 24/7 TN A ISANRTH JoTell &1 IGANT FT Fehel
gl

o 3H YUTCN & AT o1 Teh Todl 3G Ageh Tod & Hgl o Ueh wAax &1 37 (fthel g el
& T @i AT Gevell B

o Tl Afthel & AT 3R A W, AEh R SANRTH Yolell § arecidsh qAT H
fehaT FeX GTed |

o 3H T YU & A3 T & A o age = B

o Rither & AT 30 FET TR A FIE fvar sirar § AR e d@eftg wad 3w et
AT ST &

o TH® AT, Ageh IMSAIRTH & ALTH ¥ FihaT el & fAv vaifdat # R av @fFeaa
BT HT 3YART I Thd &l

o TE YOI UG I WAcd Tadl I giher et 3R Aegarer qfear , ST Tl 3R
FiETId e Hel & STun3t & @ e Ser qid qRe s # @& S gl

Tt 3 F/ gF FL? (How to Book HP Gas)

1. g IVRS AT HicTellgeT W& T 3UANT T Todl 3 Afher goh T Fohd Bl

2. wdr 3\ Afber gfher @ & 3R 3T X @ IRA F AT S Ferar B

3. depfodsh &9 &, AMgeh T I Afthel g el & AT 9al Aeidlh ok & ard o ST Fehd
gl

vadt 3 g & T IrSdRTE W Fal FT ey gefiaor

Agh HI 3ieTclis I el FXad & AT 1 A1 36 ¥ gl T HAGISel HAeR N el H
TSfihe T TSl § SHF aIG 67 e 1 JeTolisel FihdT UqE Bl & | 19 IM6h ol ganr faw
AT AR W P AT ¢ o HECH Ugalel WM 3Th J@l |, TIUN TeSH ASAIARed aeea
argent  Ritver & [Pufar & daw & amgapt &1 3 e Folem - wadt 3 gfdher dev 3R @l wifea
3MmeRit r dRIE, w¥ehe; MU= IR ARG 3R Belladl giSeahior deer amgshi T Al SeaT|

TdY 3 ferermser F/ gF FX (How to Book HP Gas Online)

Tl A ATEh IAASA WA BT ST X JHieTeligeT Jfhel & AT goh o Fohat 81 Todr g
After ket Afeterrssr e & faw # T a0 @xol &1 Jree Y|
o IR 39 T aEw § N iensT vad A Ui W Gofhd AT &, @ 39! Ugel TEd
T & RAFNG e W GSOT FEAT G|
o GO el & foIT, JTTel 319 Igeh AR, fAcRe o1F 3R A faawor S Fo f[avor
ZoT AT g 3TUhT ANTSS HAa], 7T 3R TUF gar & IR F [Faror off a7 gom|
o USliehd UG IUAMhal IS R araas 1 3uAT X TN A4 3HfeTeliged Neer G oAfar
3T F Fahd §1 19T 3T e & dIG , IR Of & BASTS TN W book/refill fashew ar
T AT BT



1PGDCA2- PC PACKAGES

o UO T fIEROT gof Y IR Submit Fead W fFaw X1 3aF vadr A st dfve & v
I iAo % T ST T &

§9 FAT 82 (What is eBook?)

S “Foldreliolh JEcsh” S HiGed &9 g1 Tg Teh f3Toiee Yo § o st shegex 1 3]
eh AT S TST T 3TANT Heh TGl ST Feohell &1 SUAThll Ueh S T 3&he a1 WS @lie Tohd
g, ofthel $9%h IS oA &1 Fad Al 3R AT el ol daage & S HT ST3eTells i
TG WIS HT ITAEThT & HgeX AT (ST Bargd & veal & v wlieam g1 3 dR |, vk $qa
g fAde A1 38X FF GHT A S35 fRar o1 Ihar B

eBooks g 3TeTdT-37eldT WISel Biefe # 3ucisty &1 FS open format § fSiee S IUMIUN R Tgl ST Hehell
g, Siafh Fo e & AT 9w 4 T e gsd § AR 3¢ o wh fAfse Bagw S
3T AT Tohsel W G ST Fehell &1 TS T & 3T YRl H 3R FT TR & Bfoead
IR gav (SIRTHA) AT g § S FHM Y IARFT 3TN W @A § Aehod &1 31601 &
T, 3msleT & s T 3R Vo0 & STHEEN & ATETA & 3UY F5 e SIINUH FI&T H
39T teh HIA-EIE &1 AN AR S H Google & UIss IR fAFeH Tarer arel Eaele
IR FAEHIT I 9T ST Fohedl B

Fo g dqaTsT ST & eBook FN SIS BT T WA

1. Google eBookstore
2. Project Gutenberg
3. Open Library

4. Internet Archive
5. BookBoon

6. ManyBooks.net

7. Free eBooks

8. LibriVox

9. PDF Books World
10. Feedbooks

§9% A s3I FI (How to Download eBooks)

o @S Ugel Free e-book.net WX WIS 31T X 3R Free-eBooks.net T Teh fal: Yok @rel afohar
£

. m@w@@mﬂﬁﬁﬁmﬁ%ﬁﬁSearchbarWSCI'Zl’l?T’cI#I

o 3B A F AT $IF F UET Tl S . TXT AT PRI Feedt & faw, S 3k
fohser off 3ucretr 1 SEF AT T JEds H T Baed W AT Fehol B

o U HTA S UG HT ITeg ol
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UNIT-IH1I

Advanced Features Of MS Word :

Spell Check

Thesaurus

Find & Replace

Auto Texts

Auto Correct

Symbols

Working With Columns

Tabs

Indents

Margins & Space Management In Document
Column

Section Breaks

Adding References

Using Footnote And Endnote In Documents
Creating Automatic Table Of Contents.
Using Themes

Watermarks

Inserting Equations & Symbols

Graphics:

Importing Graphics And Insert Picture

Using Clip Art

Working With Shapes

Smart Art In Documents

Using Drawing Features

Drawing Objects

Text In Drawing.

Taking And Inserting Screen Shots In Documents
Using Word Art

Drop Cap Features In Documents

Templates:

Template Types
Using Templates
Exploring Templates
Modifying Template

Mail Merge:

Mail Merge In MS Word

Mail Merge Concept

Envelops

Mailing Labels

Importing Data

Exporting To And From Various Formats.

Macros In MS Word:

e Macro Introduction And Their Use
e Recording Macros
« Editing & Running Macro.
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How to Use Spelling and Grammar Checker (adelt 31 samaor qdiats #1391 F3 )
MS Word & Spelling & Grammar Check &%= &I gfaerm gicll €1 St JoR  English T H#A SR 3@ &
3% fod I8 ve Agcaqul ¢ €1 MS Word ek &arT fordl ar=fY ateid Spelling & Grammar &1 show
HeT 9T gl I word ST Spelling 3Tl 8T g1 @ 39 #d  Red line 3T STt g1 3R afg amer
HaeT error YT &1 d 39 a9 & AT Green line 3 ST &1 37 Irelddl @ Spelling & Grammar tool &
& fRAT ST Gehar &1 3T shortcut key F7 81T & | {9 olsg a1 G & error 81T § 39 W ST
feFeleh @ WX Suggestion show el ofaTell &1 @ & EWET  suggestion &1 ToT foram Sirarm 81 o a@
3gHr Reerd & f&ar arar gl

sl Microsoft Office Program 3 Spelling & Grammar &7 ST &Y Hehd &1 3T Spelling & Grammar T ST
Spelling & Grammar checker GaRT Teh & X & & Hhd & , AT 3T Automatically T & Spelling &
Grammar T ST &Y Hehd! 8 3R 1 Fd FHT FUR T Tehod &1 I 39 =g ar Automatic Spelling
& Grammar option T &g #T T Thd &l

Run the Spelling and Grammar Checker Manually (H+g3rer ¥ & aeielt 3 samaor
e TaTY)

e 39 379e Bgel A Spelling & Grammar HT ST Y& AT A6 & ol F7 key Gl IT FoT TROM
qTete] Y

o Y Ug MS Word @rel, Re¥eT I Review Tab X Fereh FY]

o Spelling IT Spelling & Grammar W Feleh Y|

ABC
« u Thesaurus

Spelling &

ABC ..,
Grammar R-".'curdC-:uunt

<)

Proofing
o I WIIMA Spelling &7 ITfaAT T 91T & , dF Igell Teid Spelling aTel TG & ATT Th  Spelling
checker dialog box ger ST B

Times New ~ 12 - A" A7 A~
Dear Sir or Madam,_ A AT

B J =37, A - iEs=E = -
= - = =

It has come to my attention that our local golnsil has decided to close down our one and only
libary. Wh?le it _is true that no new _bctoks have bg counsel
recently raised in a local raffle. This is nearly en = u not
think that vour decicion is a little premature? EOnRC

counsels

) -

Yours truly lariate
Mr Irate Ignore All

Add to Dictionary

AutoCorrect »
Language »
"':? Spelling...
AL LookUp..

| Paste
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o el spelling T TIA FeA & TG (ignoring it, adding it to the program’s dictionary, or changing it) JTIIm#
3TYeRT 3Tl Il spelling aTel 2leg OX o SATAT &1

How to check spelling and grammar in Word 2013 Online (THTH g8 2013 & 3TTdTS
gaer 3 T fr ST FE W)

S 39 AT Document TR &1 XA § dF SR I a1 § &7 s o s Spelling mistake & ST &
30 gurR & e Word & Spelling & Grammar option @l 81T &1 & e 3T & WY MS Word 31Taeh!
3iTeTegsT Spelling @ e AR 3¢ 8l T H A FATCT g

S 3T FH FT @ 8ld & 3R 37T T Asg T8T R & df  word ST ITATaaT Sl IgaTeT oTal Il g,
sgfav g Idfaal & A Uk ol |, JeIGR {WT STeldT g1 <areor et arafaat & A et | sl
TSl gl &

We makes a mistake in this senetence.

e 39 Spelling Y FURAT A6 ¢ dl IWifehd Ase TR TSe-Felh Y|
Turning off proofing tools

Ife 39 =g & @Y 39 Document F T spelling 8fY WX & Word 357 Spelling & & Red 3T Green
A YT o @Y ar 39 Spelling and grammar Checker T 8¢ 8 % Tdhd g

o [ gl AT T¢ CHRE YA S 39 Ak ¢ el A6 &

e 38 g Right click Y, 31X Set proofing language T Tei |

25 a mistake in this senetence.

sentence
sentenced
sentences

Ignore All

Paste

© &F

Smart Loockup

L 4]

Set Proofing Language...

LA

e 3T §IG Don’t check Spelling and grammar & select Y]

Language >

hMark selected text as:

English (Mew Zealand) -
English (Philippines)

English (Singapore)

English (South Africa)

English (Trinidad and Tobago)

English [U.K.)
_.

The speller and other proofing tools automatically use
dictionaries of the selected language, if available.

|_|_:]\\S\ Don't check spelling or grammar

OK Cancel
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What is Thesaurus in MS Word 2013 (v@t® a8 2013 # Rara #41 §)

MS Word 2013 # RIERE ol Ul HU= STFIFAC H Ueh Ase Iolol &1 AT aar &, e 39 3@
Ueg T FAERE # <@ Fhd g1 R 3T Word EarT 3 T 91T s FeTida FAGLT e g
THhd ¢ AN 3¢ 39 sTgAT H AT oeg H STl Hehd B

AR T FFcdT 3TN § S IR FS g5 WAE YTl AT ¢ ASHIAIGE T8 HT 3qANeT
FT aTel 3UANIThdT AERT FT 3T A FT gIBSe Flh W b &, 99 I @ e § 3R
feshe ol Shift + F7 gard| RIARE ( Thesaurus) 3Tdeh! FATATLT eree @1 fe@rar & , 3 @@ 2reg
ol 31 arer ersg £

How to use Thesaurus in MS Word 2013 (vaww a8 2013 # RERT & sEddATT #:Y)
TIOT 1: MS Word 2013 ® 39T STeFgHC Tiel|

WOT 2: 38 G H g6 ford v 3T FAETS @ awd €, R 8 e AnE ¥ 9o e &
5 3T 30 3ac-TFalh Ik ool A Th AsG HT TUT I Thd ol

| went to the store to purchase a container of milk.

T 3: f33r & oMY 9T Review tab TX Feleh Y|

File Home Insert Design Layout References Mailing

ABC = ABC — Y (s o=
B : [ A
v D 123 —» Y AT E:
Spelling & Thesaurus Word Speak Translate Language New
Grammar Count > * Comment

Proofing Erin’s Custom Language Comments
L 1"'|"'E§‘"l"'l"'l"'Z'"I'

Hld2 U |+
Fiie l Message Insert Options Format Text Reviey

Ak Ay Ay %

| Spelling & Research Thesaurus Word  Translate language
| Grammar Count v v

Proofing Language
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TIOT 5: 39 ABH FT 39 g W glak A A 3T Tl F a5 3R T 39T FLAT I8 &, AsE &
grg 3R dR X Fas &Y, T Insert option W Fereh &<

‘Research ~
- Scarch for:
= =
containcr éj
Thesaurus: Enghsh (LU.S.) ~

(Doecr -] (&1~ ]

- Thesauroas: Enghicsh (11.S) -

= ampulce (n.)
ampule
vessel

[botte

e

=

ﬁaski =% Insert ‘
ampS 55 Copy |
= bowl &% LookUp ‘

bowel -

basin
washbasin

mixing bowl (Dictionary...

pudding basin (Dictona...

Ife 3na R & FAE ereal # ¥ Rl v H qRenwr @ 3fARea § o 3T 39 SB A
AT ST Fictd # Search field & T el WX [Feleh FT Thd & 3 O Ascaprr Q[eveul H F T
Teh & IIT R Tohd § |

How to use Find and Replace option in MS Word 2013(THTH g8 2013 & @& 3R aga
AeeT &1 I FTdATT W)

S 39 §$ Document & HI HIH X I & , A U [AfAST g A7 arFaArer &1 9aT oeret 7 Aol
3R GFT 97 Ghar &1 Find option & 3T Flh 3T TaAIfld T & 39 Document ¥ Particular
Text S @S ST ThdT g, 3 3T Replace option T 3TANT b Text P deoT Y Thd

How to Find text in MS Word(THTH g8 & ¢FEe &I F3 @)

Find Option &7 Sa1eT fohall TARIV Qreg 31T s S Wl H Wi & TAT fohar STem §1 38 oo 1
JINT ¥ & fIT Home tab I AT Find Option W ST Felsh & & IT Ctrl+F ATEhe FT IIT
gl
e TEY Ygel 3T Home tab TX AT Find option TR Fered &{|
T EH - 4

- i Find -~
AaBbCcl fac Réplace
Intense Q... |+ [ Select~
m  Editing -~
Find {Ctrl+F)

Find text or other content in the
document.
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o S & 3T Foad F A MU FhiA & a5 3R Navigation Panel fR@rs gam|
e Navigation Panel & efif TR 38 Text @' 15T Y o1& 39 Page 7 gaaT a6t & |

E (d a3 o=
HOME IMNSERT DESIGM

-
[ % | [Times -1z | A" AT
Ex
Paste o B I U - abe x, x* /A~ 2
Clipboard = Font
. . L5
MNavigation e
Fitzgeraldl -
HEADIMNGS PAGES RESULTS —_

Text, comments, pictures... Word can find
Just about anything in your docurment.,

[

Use the search box for text or the
magnifying glass for everything else.

A - 1. 3fg 39 Infherd, S AT 31T dIeil & Search R @ g, dl Pages 31X Headings & e Y|
IR I 3T Taee @ W} &, dF Result W Foleh HL|

e S Text 3T Find X W ¢ IfE I8 3MUsh e&ddsl & glar &, @ 3§ @ W1 & gsarse har
STTaT, 31 Result Navigation Panel & f@mg ¢am|

o IG TextTh ¥ 3fUh IR @I g, aF Ucdeh aX Review option WX fFereh HY]

o 39 39= &S W Ctrl + F &&ehT Find option e 9ga &ehel &1 More Search option & ferw search
field & soTer 7 YA 39-334 IR W Fae &L

. . = A
Navigation et
Search document ,CI'\' by the narre
"~ Options... |
HEADIMGS PAGES RESUL g
# Advanced Find...
a.c BReplace.. ¥
Text, cornments, pictures... Word c: 1
just about anything in your decurne = 32 Tow.
Find: 14
Use the search box for text or the L_l .
magnifying glass for everything elsi =& Graphics -
FH Tables
. i
TL Equations
ag' Footnotes/Endnotes n
[ Comments kot

How to Replace Text in Ms word (THTHE g8 & ¢ FI Fd dco)

S 3T Document TR T FId & al Hell-FHf I T Text I fordll g@X  Text & dgelal Hr
HTERTHAT Gicll gl | S o fohel safefd & & 1 aTerd  Spelling AT 3M9eT 379+ §T Document H MS
Word for@sr $r Se18 Fhaer Word for@ f&am § @t 39 & Find and replace option & aRT gl &< AHd 8]
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HIH ggel Home tab I U Replace button I TFeTeh &Y |

?T EH - 8 X
D @ Find ~
e . 3.c Replace
ntense Q... |= [:\ SE%P’
] Editing -
Replace (Ctrl+H)

Search for text you'd like to change,
and replace it with something else,

VAT X &7 3T9ehT ThieT T Find and replace dialog box f&@rs &am|

]" Find and Replace ’n

Find = Replace  GoTo
Find what: || v
Replace with: 5
More > > h J : Cancel

39 Find what # I ¢ 89 Y oI 319 Solol dgd &
zh% §1¢ Replace with & dg text o Y 39 T@ar aga & 31K fAT Replace W Foreh Y|
S & 3T Replace W fFee 3T 39 Document H 2TeG Replace g ST

A - #7 & I A

1. IfE 3MT FdeT Selected text T & FEol=T ATET ¢ v replace option T Fereh Y|
2. 3R afg 3T Document F & T text T ST AEA & A Replace all IR [Feleh |

How to Use Auto Format Feature in MS Word 2013 (THTHE g8 2013 # 3T y_vg BT
HT 3TANT HA )

MS Word 2013 # Teh g & /e Giawr org Sl & S Taarfeld &9 & TFee 1 39 319 widfe Hir
3UTEATT T deelcdl &1 50 AT &I Auto Format gl ST & 3&T6X0T & foIT, AT &S IUAIEThall “Ist”
TIBY AT &, dl 3TeIpidfe g8 “15 & s &am|
3ieIpide Tgq Fd FHY T HH Text formatting T TG ar &1 sa& fow -

o HIY Ygol File Tab N TFereh &Y
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e 3% &1 Word Options Button I e &

o T Proofing tab 9 f&Fele FT AutoCorrect Options S¢sT W Felsh |
o T ST diad @S &3m 397 & Auto Format as you type TR fFereh @]

AutoCorrect

AutoFormat Actions

- |

AutoCorrect Math AutoCorrect

AutoFormat As You Type

Replace as you type
“Straight quotes” with “smart quotes”
Fractions (1/2) with fraction character (¥4
|:| *Bold* and _italic_ with real formatting
Internet and network paths with hyperlinks

Apply as you type
Automatic bulleted lists
Border lines
[] Built-in Heading styles

Tables

Automatically as you type
Format beginning of list item like the one before it
Set left- and first-indent with tabs and backspaces
|:| Define styles based on your formatting

Ordinals (1st} with superscript
Hyphens [~} with dash [—)

|:| Automatic numbered lists

Cancel

o ZHH YN HF Thed CES &I 39 3T 57 GFed A Enable FAT TG § 3Tk 3T aTer
Check box &I e &¥ & 31 fe 31T Disable el =igd & 3+% Untick & 2

How to Use Auto Text in MS Word 2013(THTH d§ 2013 & 3ifeY ¢ HT YA Hy

)

ASHIETE a5 F e&ddsl AT Y 31fd e & AT 3elae e 3T T §1 T§ 3Tl 39T

grATaS 7 TEarfod ¥ & @fAUia 9o st B At & §

, S S 39T S Computer

frEaT gsar § af 3PR AT Tgd & o AT S &7 Com for@ X §eX &Y df 39«l 319 & Computer

IGICRSIE]

Aeg A F$ qEAUIRA ifeRare wfafSear §1 319 s TRl &1 dToel F 3o¢ W@ FHhd &

o TIHW Ug Insert tab I [Feleh Y|
e 3% dIG Text section H U, Quick parts TR Fereh |

BH®O0 =

Untitled - Message (HTML) 7?7 H - O %
IMESSAGE INSERT OPTIONS FORMAT TEXT REVIEW
l”J f 25 D a ,__|\ ) T B Hyperlink [ Text Box~ T Equation ~
B D D & N (1] |* Bookmark  |[£] Quick Parts~ ' Date & Time €2 Symbol -
Attach Outlook Table  Pictures Online Shapes
File  lem LA~ - Pictures + @7 General
Include Tables lllustrations Links Help
|lafier trining and one-onone assistanc fee for training and assistanoe meetings is $80 an
From ~ [sr_ with 3 30 miense minimum fee ($40). | accept payment by coedit cand and PayPsl 'm cusertly
|using GoToMesting ©or anling, meetings as it allows me to vew your screen and give you conbrol so | can
D e what you see and bow hinges.
Touw o can use the cakondas af SchedhieOnoe 1o sohectat loast thee imes thal work. for you to get the bl
Send i,
Ce.
Subject New QP
‘ Thiz s 2 new Quick part

o 39 yfafte W Fas &t O 39 Az e &
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How to use Auto Correct option in MS Word 2013(THTH g8 2013 # 3i1eY #iFe AFeq
FT 3TAT HA )

MS Word & Teh fgeraed fdsed Auto Correct &1 Auto Correct feature T 39T Document 3 correct typos,
capitalization errors 31 misspelled T T&r Fad & fAT fFAT STAT §, T & T TaaTfeld T & symbols
IR text & =T AN F Y FFATIT FT GohaT &1 Blec T & , Auto Correct FTHTT Ireld
misspellings and symbols T Teh HeTeh FT T IYANT T & , olfchel T 37 Gl & TIA text H FUR
#fr A TR £

: = ?
AutoCorrect: English (United States) L
AutoFormat Actions
AutoCorrect Math AutoCorrect AutoFormat As You Type

Show AutoCorrect Options buttons

Carrect TWo INitial CApitals Exceptions...
Capitalize first letter of sentences

Capitalize first letter of table cells

Capitalize names of days

Correct accidental usage of cAPS LOCK key

Replace text as you type
Replace: With: (@ Plain text Formatted text

Delete

Automatically use suggestions from the spelling checker

Auto Correct tab ™, 3T & ¥l & o Sgd & inbuilt option 3T check box 3 tick faar aram &1 3erexor &
T, S €1 39 30e S W T IX gaTd § , o TEiiad &9 @ @odlE & &l # 98 Hied
&ar &
39 39= ST3eR A AutoCorrect tool §€ 39 T Fehdd &1 AutoCorrect I 3efshfeld oA & forw:

e File menu tab WX Feleh Y]

e Word Options Button TR Feer HY]|

e Proofing tab IX fFereh &

e AutoCorrect Options §¢oT 9 {Feleh Y]

AutoCorrect: English (United States) ?
AutoFormat Actions
AutoCorrect Math AutoCorrect AutoFormat As You Type

Show AutoCorrect Options buttons

Correct TWo INitial CApitals Exceptions...
Capitalize first letter of sentences

Capitalize first letter of table cells

Capitalize names of days

Correct accidental usage of cAPS LOCK key

Replace text as you type
Replace: With: (@ Plain text Formatted text
L] L=

Delete

Automatically use suggestions from the spelling checker

AutoCorrect &g W 3T fAfése o Tha & T 31T 8T Fa THT AT dcola da8d & | 3R 3ma 39
aRade # A TEd A, A IRAdT H [@ad FA & [T 97 H9H HES W CTRL + Z a7 |
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g% 91 Ard AT AT option “Replace text as you type” & T tick fohar I=r &1 s@er Adee I8 §
o 3mT fRaT 8 text T replace FT TFehcd &N S — TG 3T left round bracket “(“ Teh ielel “"TBT

Fd & d Word ar 378RT &1 Ueh THSN gl & Sl &Il Iig 3T Ied & & Word U&T o X
ar 39 g2 & 38 fahed @1 uheT A 3R BT Delete F&aT T foFersh |

o gTelifeh, 31T 379aY T & oI Replace feature T 3UANT & Hehd &1 3EEIVT & T, I 3T &
AT 39T G ATH ST Al Hell 6, df 1T &Y 38R & Replace S # ST FX Hohel o
3R 3@ g A With st 3]

Replace text as you type

Replace: With: @ Plain text Farmatted text

KC Ken Carney

- = -
o <

== - | _
=1 E
=== > 4
- = -

Automatically use suggestions from the spelling checdker

o Add¥ed W fFeeh FA & dlg, ARl TFEC list A 3 Seam|

Replace text as you type

Replace: With: (@) Plain text Formatted text

KC Ken Carney

- L= e
== -

<=3 =

—— > |:|
— = ;
=

Automatically use suggestions from the spelling checker

| ok || Cose |

Auto Correct dialog STeg & Ok 9 fFarer &Y| 319, I o 3T “KC” €139 aer 3R Heis W T0F
SR a9, ar Word 38 g &l “Ken Carney” =TH ¥ dcoT &am|

How to Insert Symbol and Special Character in MS Word 2013(THTH a8 2013 &
Red 3R |Waad MNFer Fa 3 )

Symbol(Rae)

MS Word @R S 31T HIH Fld & ol Heil-FsfT Iy 379a Text H Symbols S8 T 3TIISAT 8T &,

S foh PIUREE Udiee  ©1 MS Word # &g @R Symbols & Collection § SI&- currency, languages,
mathematics 31TT¢;|
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How to Insert Symbol in MS Word 2013(T® TTH a8 2013 & AT 3 310l)

Y Ugol 3T 3T TATT O Cursor T W ST&T 3T Symbol Insert FIAT aE &1
4 5 [ & 7 -

yrrow is going to be beautiful - 73F and sunny!

\

g% 16 Insert Tab WY &UA Symbol 39-813+ X WX faFeeh &1 Symbols & Ueh Ae] few@rs gam|
3T S # Symbol Insert FIAT TTEd & 38 Helde H

% [ Header~ A E -~ Q" =TT Equation -
el 8-

Online  Links  Cormment B3 Footer~ €2 Symbol -
Video  ” [ PageNumber~  goy- 2= o g ™ g4 3
Media Comments Header & Footer Text .
: * 5 & Degree Sign $
+ 0O £

ar tomorrow is going to be beautiful - 73F and sunny! ¢
E ¥ o+ £ =
(9]

Mare Symbols...

e Symbol 3T9% Document & R@TS ot 1|

3 4 5 & 6 7 -

amow is going to be beautiful 1 73°F And sunny!

o 39 T Symbol 1 ¢& @ § 3PN a list 7 379 g1 fRerdr & aF 319 More option R e
$Y| 3TIF TTHA T Symbol Dialog box open & SRR 31« 3T JgT & 3797 Symbol FT search Y
3R 30 RoiFe A & 91 insert W Foreh |

Symbols | Special Characters
Font: |[normal text) w | Subset: | Latin-1 Supplement

s y|z|{
o

u

! alg|n
M- T1e»|Va
E|CIE|E|E|E|T]I

Eecently used symbols:

€ £|¥ 0O Slz|+|x

Unicode name:

: : i W
Capyright Sign Character code: | 00AS from: |Unicode [hex)

AutoCorrect... Shortcut Key... Shortcut key: Alt=Chrl+C
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How to Insert Special Character in MS Word 2013 (THTH a8 2013 & TIre hided
3T)

o TEH UgH T 3H FTA W Cursor Y IW ST8T 3T Special Symbol Insert =TT 8T &
e 3% dIC Insert Tab H f&UT Symbol W fFereh X, 5H% a1 More option R Fereh H|

= il
Daocument]l - Microsoft Word | o | (=] ﬂ

ICES Mailings Review View Mitro PDF L& a
rartirt e 5] Header ~ E |Z] Quick Parts ~ [ - TT Egquation -
iart o 5 Footer ~ = %Wordﬁrt' _ _53 Iﬂ symbol *| |
reenshot = v |#] Page Mumber - Bax~ —DropCap | = 4 3 ©
Header & Footer Text
'?"'!"'T'"'!"'?"'!""E‘"zu“€£

¥ (o] ™ + =

1A
%

= X o=
More Symbo[s
=

Insert Symhol |

e 379 HTHA Symbol Dialog Box open & SIS, 39& Special Character Tab 9 f&Fereh &l

i B
Symbal M
Character: Shorteut key:
— Em Dash Alt+Ctrl+Num - -
- En Dash Ctrl=MNum - b
Monbreaking Hyphen Ctrl+Shift+_
= Cptional Hyphen Ctrl+-
Em Space
En Space
1/4 Em Space
d
=] Copyright Alt=Ctrl+C 3
= Registered Alt=Ctrl+R
™ Trademark Alt=+Ctrl+T
§ Section §
m Paragraph
Ellipsis Alt=Ctrl+.,
Single Opening Quote Cirl+ | 4
Single Closing Quote Cirl+
Double Opening Quote Ctrl— .
Double Closing Quote Crl+'" i
[3ut0Correct... ] [ Shortcut Key... ]
[ Insert ] ’ Cancel ]
A
—

o 3U% dIG 3T 3H Character I Sacl-foeleh Y Tord 3T AfFATeId AT TR &1

Tip:- % Special Character # 3sfhl Shortcut Key 3eTeh &Y 2T gl &1 I 39 s1fasy & 38 Special
Character ® 5T & FfFATIT T amgd & |, aF Shortcut Key Use T Tehd & | 38T830T & faT — ALT +
CTRL + C HIURIET Udiieh (©) 3TeldT & |Special Character 3Tell & &6 Close TR et &Y |
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How to Insert Column in MS Word 2013(THTH a8 2013 & Hierd $& 3Te)

fg 3T 39 Page W Hled SNSAT A8 & af 3T 39T Page WX mouse & Selection & fHdar &7 39
HIclH TAT AIEd § ST image & fe@mar s §-

E (0 0 R R K KR XS SR XX KR XRE ERR T TR+ U S TR 1 1

:: /SE|ECted area
Hom: Lean

n
48 Falkland Street
Middlesbrough
TS14MH

W

e 3% d1¢ MS Word # Layout tab X fFereh &{| T@T 3MIahl Page Setup panel fe@ms gam Traer ua
Column option WX 39 fFeleh Y]

3 Ij = Breaks =
=) 3 Line Numbers -
hargins Crientation Size |Columns
> - - - bi~ Hyphenation -

Fage Setup L

o S 3T FietH W fFareh L A vk Ao fa@rs gam

Columns

=_] Left

EE  More Columns...

o AT A Two column FHT T¥T HY| VHT A & TATAT area 3Mu=t fAeae fomar a1 38@a $0T 7 Page
X &T Pl AT &1 S|



1PGDCA2- PC PACKAGES

>
I Orientation Breaks - indent Spacing

Margins

Columns ~ |7“' Hyphenation 0 = 18

e Setup s Paragraph

An I ies van gussied up in
2 NASCAR-themed livery based on

the company’s sponsorship of the No, 18
Joe Gibbs Racing team collided with one
of them fancy-pants Google self-driving

Lexus cars in Mountain View, California

according to 9tosGoogle.com.

Insert a line between columns on a page (FFHY g3 9T ¥t & i va 9fFa stol)

MS Word #, 319 fF8T Document H Tl IS T cE A 15 Hehdl ol TG 3T HioH & o<

Auto

Size - Line Numbers *  #= g T 30 Auto

Selection Pane

According to the report, there were no
injuries from the crash. It wasn’t
immediately clear which vehicle was at
fault nor whether or not the Google ear
was being piloted by o driver orn

P ype

U ddad @I AT I18d g, ar Column dialog box @Tel |

e J{IH YA Page layout tab U fFeleh Y 8% ¢ Column option TR fFereh @[ 3iX More Column 9T

Foh Y

INSERT

ize Columns

DESIGMN

N e
age S
One

Two
Three
Left

== Right

= Breaks ~
i|3 Line Mumbers =~

bc Hyphenation =

PAGE LAYOUT REFER

Indent
== Left: IE

=< Right: |0

=

== More Columns...

fg 3mT ar ar & & 31 Columns & ST & Horizontal line STelAT a8 & @ Column dialog box

# f&IT Line between Ik ST &I TUeT H|

Presets

MHumber of columns: |2
Width and spacing
Col# Width: Spacing:

.57

Equal column width

Apply to:

Whole document | w

Start new column

Cancel
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Adjust column widths on a page (58 X ®lerd @1 disE FARGT )

STd 39 fRdl gFamEas # wggielel  style Hiod H SI5d &, a@l MS Word Fa=ifold &7 & 39&  Page W
fihe 8l & T yAs Ficdd I dlss A FT ar g1 IfE  Default formatting 3T A3M3e & AT FET
STET @aT &, A 3T Column Dialog box @rel|

e Page layout tab I fFeTeh &Y 3iR column option & & More Column 9 e #Y]

INSERT DESIGMN PAGE LAYOUT REFER
lj = Breaks ~ Indent
M Line Numbers ~ == Left: o
ize Columns
- = Ikbc Hyphenation ~ =€ Right: |0"
age 5 I =
One
== Two
=== Three
== Left
== Right
== More Columns...

e Column dialog box &, 3T9=il &icte =SS 3R HictH & T IR Yol & fw  Width and spacing

option T 1|
?
Columns :
Presets
One Two Three Left Right
Mumber of columns: |2 [ Line between

Width and spacing
Col # Width:
T

Spacing:
0.5"

Preview

AF|| 4 F||[4r

Lig
AF|| 4 F||[4r

Equal column width

Start new column

Cancel

o I 3T 3HeRET-31cT9T ASS & HictH dled &, af Equal Column Width & &3TeT & YT dhaiard &l
untick &<

Applyto: | Whole document | v

How to use Tab in MS Word 2013(THTH dg 2013 & 3T T 391 Fd )

&F T YA F& IR Taee H I ( Placement) W 31w 0T fAerar §1 Bwlee w7 @, &
SR 59 39 & Fol gaTdd §, o R &8 AR 1/2 $9 TR & STl &1 Tab Stop T FoR #H st
¥ Y T & SR & TGl Heohd & | Word 3HTIehT Teh & 3HTeeh Tab Stop Sl Teh oflSel I 9] hlal
Al & &
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g 1 2 3 4 5 n ¢

TRAINING & EDUCATION
Microsoft Office Specialist MICROSOFT OFFICE 2010
Microsoft Certification 2008

Bachelor of Arts BUSINESS ADMINISTRATION
University of lllinois Springfield 1997 - 2001

Associate Degree OFFICE ADMINISTRATION
Lincoln Land Community College 1995 - 1997

t t

Aligned Right

{using Right Tab)

&9 Folt Ty AT @ Teh & S Hehel & AT first-line indent &I Hehd §1 TG Cursor gl §, 30 W
fAeiR e & o 3 dk W, Ffe FEX Alser R i esta # &, o Ig TS Airst-line indent
FATUI 37T, I§ Teh & FeAT I

Tab selector (@9 TIAHRAT)

Tab selector sT$ 30X Vertical ruler & F9RX f&ud giar 1 AfhT  Tab Stop FT A @ & foT AT Hr
tab selector I glaX H<|

N 3

Left Tab

Types of tab stops(@d FEreq & Y& )

Left Tab — Tab Stop 9X ¢aFEe &l STU-ERXTAT T g

Center Tab — Tab Stop & @RI 3 ¢aEe higd AT g

Right Tab — Tab Stop I ¢FEC &l TUSC-Tellgd Tl o

Decimal Tab - G2rAeid g &7 3UNT IR gGeAAeld HEAT TWIWT T 3

Bar Tab — G¥didsl W T sigdd 1@ Fiadr g

First Line Indent — $ok W 3¢ AT 3R WEME F text T ggell IfFd & §3¢ HIT g

Hanging Indent — Icehd 3¢ AT HI TlFATeId AT ¢, 3R Tgell dfFd & 3feirar @efl osail Fr 3¢
AT &

gTelifoh Bar Tab, First Line Indent 3R Hanging Indent Bar Tab selector WX fe@rs &ar &, aifheT a dameiiey &9
¥ &g @ g
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University of Southern Maine Masﬂars of Art Sept2008 — Aug 2011
Leadership and Organizational Development
University of Maine Bachelors of Science Sept 2000 - Aug 2008
Communicating Technology

[ - - | & 17 D a1 P ISR R i o | =
B8 Left Tab - H C?:LET ' Right
Education: Tab

Decimal
Tab

Payment a Amount
Mortgage 15% $1256.72
Car Payment 3rd $329.63
Insurance 26th $105.12
Groceries $600.00
Electricity 2nd $98.50
Heat 23th $236.47

How to Add Tab Stops(@e Tered ® ¥ 13 )

o T Ugol RMEIME IT RMATHT FT T3T FL fFTF 3T Tab Stop SsaAT Tga &1 Ife 3ma frdy
RIITF T TIT 16T I & , af Tab Stop TAAT REME 3R 396 gaRT €8T fovw a0 T off
AT WEMS 9 9] g

L g i 2 3 4 5

Information Technology Expenditures

(percent of total budget)

Application Developmeni: 20.3%
Mainframe Support: 11.1%
Server Maintenance: 4.9%
Audio/Visual Transmission: 2.2%
~ Wide Area Network: 3.4%
Local Area Network: 1.3%
Personal Computer/Printer: 5.2%
Budgeted Salary/Fringes: 35.3%
IT Security: 16.2% N

e Tab selector R Fereh ¥ I« doh o 31T A Tab Stop T 3YANT FIAT T8 g, The o &l AR
3ETEI0T H, g7 Decimal Tab & TIT HiaT|

S-S —

Decimal Tab

Application De

o 8faST TR (horizontal ruler) & TATTT WX [Feed Y ST@T AT YT caee SWTAT I8 ¢ (IE Folk
& forgel fhaR IR Fee el H A AT &) 31T TSdelr a1g 3c=it Tab Stop SiE Thd ol
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T Paragraph T
3 'h 4
lg
mation Technology Expenditures

(percent of total budget)

o 3 TFEC & HIH cursor IW T 3T T FAT T8 &, BT tab key SaTT| text 37Tl Tab Stop U

qgd S|
L g 1 2 3 x 4 5 3
Information Technology Expenditures
{percent of total budget)

Application Development: 20.3%
Mainframe Support: 11.1%
Server Maintenance: 4.9%
Avudio/Visual Transmission: 2.2%

~  Wide Area Network: [3.4%
Local Area Network: 1.57 Place the insertion
Personal Computer/Printer: 5.2% point in front of the text
Budgeted Salary/Fringes: 35.3% you wish to tab, then
IT Security: 16.2% press the Tab key

How to Remove Tab Stops (¢ Fercq & F& g )

319 TS Tab Stop ST 3YIET sTel AT ATed 39 3T geT 3T Thd § dlfeh o TFd H o T|  Tab Stop
Fr e & foT, 58 Fad Y 3R 37 TR & drag |

PAGE LAYOUT REFEREMCES MAILINGS REVIEW

_ AaBbCcDe AaBi

WA |
V- A M. 8l q Strong Ou

P Paragraph Fa 5t
2 3

MS Word 39 &¥didsl & formatting S&@el # 39 HGRIAT & fIv TGN, Wran, 3R & ot gt
S f&Y formatting symbol &1 Y& &Y Hehdl &1 P9 formatting symbol &1 f@mel & forw, Home tab &1
T FY, T Show/Hide 3MGer ) Feer &<
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FILE HOME INSERT DESIGN PAGE LAYOUT REFEREMCES MAILINGS REVIEW VIEW Merced Flores -
— a — — — N N
™ TwCenMT ~-[12 -|A" &7 Aa- 4 = -i=-%z- &3= ."" AaBbCcDo  AoBbCcDr A #
] L .
Paste ¢ BT U -acxx, x A-F-A- E=== - - - St Quote  Intense Q.. [-| E€iting
Clipboard & Font = Paragraph = Styles
= 1 2 dn 4 Show/Hide 1 (Ctril+*)

Microsofe-Office®

Application-Development:- - —
Mainframe-Support:- -
Server-Maintenance: -
Avudio/Visval-Transmission:- -
Wide-Area-Network:- -
Local-Area-Network:- -
Personal-Computer/Printer:- -
Budgeted-Salary/Fringes:- -
IT-Security:- -

b

@ Tell me more

How to Use indent in MS Word 2013(THTH a8 2013 & e3¢ I TINT FF )

gSTEaT THFEC HTThT ITeTaT-37eleT SITARY ol T IHeTATT GohY 3TTeh STargfie H HTG Sisar g1 =g
HY e line AT YX WA &1 FATAGTRA HAT T6d o , AT Tab selector 3R horizontal ruler &I 39717
Tab 3R Indent A€ =T & AT & Thd &

Indenting Text (3=3f e eaF¥e)

TS UHPR & SIagHC H, AT Fad Jodd RIEME H Ggell line FI Indent FEAT A6 &1 I§ T RAMH
F gAY WIATH ¥ el el A AGG Hl ¢l Tgell oISel &l BISHL Gedeh oSl d  Indent FTr 8
a9 &, TS99 hanging indent & ST & ST ST &1

L o e 1 2 3 4

Thank yvou so much for the time that you took yesterday t
Administrative Assistant position. It was great to meet you and le
administrative needs at Vesta Insurance. On my tour of yvour buils
- important it is that your Administrative Assistant not only be the
the company, but also an integrated member of the staff willing t«
issues arise. I completely agree with that philosophy and I know 1

be an asset to your company.

- [ am very enthusiastic about the position and am particula
for someone specifically with website maintenance experience. I
how well maintained and thorough your company’s client databa:
new database system. I believe my experience troubleshooting da
excellent candidate for Vesta Insurance Group’s team.

How to use indent Tab key (378+¢ ¢& &I &l YITIT HH F)

Ifg 3T Indent HT ST 3T FAT T & o Tab key ST YANIT IR Thd & T 1/2 §T H Igell
S Indent ST 1
o 30 WG & YT A cursor W fH/ 319 Indent FHET =8 B
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L E 1 1 3 4

@mx you so much for the time that you took yesterday to intervie

ssistant position. It was great to meet you and learn more about
Vesta Insurance. On my tour of your building, you mentioned how

- Administrative Assistant not only be the welcoming face and voice
mtegrated member of the staff willing to help problem-solve when

o TH® §IE Tab Key GaTU| TE Ugell oISl §9¢ AR &l 1239 o &g 3 o S|

o  WIIATH T Ugell oS Indent g SATT|

L E]_h"_" 1 2 3 4

s [Thank you so much for the time that you took yesterday to i
Administrative Assistant position. It was great to meet you and lear
administrative needs at Vesta Insurance. On my tour of your buildi
- important it is that your Administrative Assistant not only be the wr

the company, but also an integrated member of the staff willing to
IfE 3T FoR T 76T ¢@ T I &, @ View Tab &1 77T &Y, o o & Torr 7 RUd 9 didd W
[ESEIERY

DESIGM  PAGELAYOUT  REFEREMCES  MAILINGS  REVIEW  VIEW

' Ruler Q [L\*_} El = NewWindow [ EI:"
Gridlines Bl 98 M Arrange Al _
Zoom 100% Swite
Mavigation Pane LE Split Windaor
Show Zoom Window
Indent Markers(3=8s¢ HATHT )

$o A A, I 3T $SH W AT =07 @A =g &1 @ MS Word Indent markers YeTel el &
S 3R sRed TAT W REME FHi Indent = T 3TATT AT &1 Indent markers, &ifdisT Fork
(horizontal ruler ) & 918 3R U &I &, S &% 33T [AFed UereT axXd §:

First-line indent marker — SYH-ollSl Indent FATNIST &aT &

Hanging indent marker — Hanging Indent THATNTST T &

Left indent marker — T & AT H Ugol-alissT Indent 3iX Hanging Indent AT Gl T TATATART AT

¢ (IE e #F @l gl S Indent M)

) IMSERT DESIGM PAGE LAYOUT REF
First Line .
Indent

Hanging
Indent
Marker

Left
Indent
Marker
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How to use Indent Markers (S3F® HIHT HT TANT HF )

o T Uge 39 RTIME A &l 8T cursor IW A 3T Indent FT TR & , IT T AT 3T0h
WATF T TIT |

LFE 1 2 3 4 -

EXPERIENCE

Executive Assistant || CHICAGO, IL

Rev Development Group, June 2007 — Present

Supported the Vice President and Chief Human Resources

Officer. Developed new hire orientation for administrative staff,
Ll and delivered to 25 new employees to date. Maintained

company website. Saved over $3,000 annually by

implementing new travel and per diem system.

Office Manager SPRINGFIELD, IL

¥ Carter Taylor Investments, October 2007 — June 2007
Managed all administrative responsibilities for staff of 100+.
Pioneered the use of CRM database software (Salesforce) for
tracking business contacts and managing financial advisors’
schedules.

Administrative Assistant SPRINGFIELD, IL

lcon Office Solutions, May 1997 — October 2001

Supported the Operations Manager, Branch Manager, and two
w® Service Managers. Answered and directed incoming calls for

six phone lines. Processed monthly sales bills for an average

billing cycle of $350,000+%

o TifSd Indent marker W fFeleh Y AT &0 AT drag F| AR 3cTEI0T &, §HF 10 Indent AT T
feFeter, 8o 31 391 {AN| Indent T live preview SidgFe # fa@rs 3am

L [ 1 2

EXPERIENCE

Executive Assistant || CHICA(
Rev Development Group, June
Supported the Vice President
Resources Officer. Developed
™ administrative staff, and deliv
to date. Maintained company
£3.000 annually by implemen
diem system.

o 3T HAI3H FI BI & WIAME Indent g ST
Lo T g 1 2 3 4 o~

EXPERIENCE

Executive Assistant |l CHICAGO, IL
Rev Development Group, June 2007 — Present
Supported the Vice President and Chief Human
Resources Officer. Developed new hire orientation for

Ll administrative staff, and delivered to 25 new employees
to date. Maintained company website. Saved over
$3,000 annually by implementing new travel and per
diem system.

M Office Manager SPRINGFIELD, IL

Carter Taylor Investments, October 2007 — June 2007
Managed all administrative responsibilities for staff of
100+. Pioneered the use of CRM database software
(Salesforce) for tracking business contacts and
managing financial advisors’ schedules.

Administrative Assistant SPRINGFIELD, IL
lcon Office Solutions, May 1997 — October 2001

3 Supported the Operations Manager, Branch Manager,
and two Service Managers. Answered and directed
incoming calls for six phone lines. Processed monthly
sales bills for an average billing cycle of 5350,000+.l
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How to use Indent Commands (339 HHTS HT TIRT FI )

IfE 39 TFEe A F$ ST Ir REAMH HT I ASAT F Indent FAT TGS &, A 3T Indent HHTS HT
YT IR Thd &

3T text T TIT FY fFT 3T Indent HAT IS &1

L g 1 2
SKILLS
Windows & Mac
Microsoft Office
Apple iWork
SharePoint
Salesforce
QuickBooks
Lotus Notes

- Adobe InDesign
Adobe Phntnshop%

e Home Tab WX f&Ud, ifSd Indent FATE W Feleh B
o Increase Indent:: SEE 1/259 $T gig & Indent &G ST &1 AN 3&1GL0T H, A Indent SGTT3T|
o Decrease Indent: I& 1/2< 1 gig & Indent T HHA HT B

PAGE LAYOUT REFEREMCES MAILINGS REVIEW VIEW

Heading1 = TMNormal = T Mo 5p

] Paragraph P Styles

e Text Indent 8 ST

L g 1 2
SKILLS

Windows & Mac

Microsoft Office

Apple Work

SharePoint

Salesforce

QuickBooks

Lotus MNotes

- Adobe InDesign
Adobe Photoshop
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Indent amount & FECHTSST et & [T, UST A3M3C Tab & T Y 3T Indent & Tgd Sigd F aifed
AT Gt HL

DESIGM PAGE LAYOUT REFEREMCES MAILINGS

- Indent pacing

umbers = | 3= |0,7" | = 0pt z

snation = | =& |0" I} | = 0 pt z
P Paragraph P

L Indent Left

Choose how far to move the
paragraph away from the left

R I E rargin.
Te change the margins for the "

whole document, click the Margins
button,

Line and Paragraph Spacing in MS Word 2013(THT® g8 2013 & a3 3R R
o)

S 8 3T 39eT Sfarge f3aTse aa § 3 Formatting #et 7 AT ofd § , @ 3o @mee 3R
WRTh TR TR TR FAT I M| 3T GSogedl H FUR el o U HA HT a7 Tehd & AT
95 W 3F Taee fihe =t & T 39 &7 F aFd ol

Line Spacing(eTssT TafAr)

Line Spacing Teh IRTIMP & yAsh ufdd & i T 918 &1 ASHIAIC I8 TP 5T TAfJT i
T&HITer T4 (T oflgeT 3ew) , 3ol TAH (A 1Sl 3a) , o1 Tl off 3 TR & §7 H 3rgepfeld eel
$T AT & §1 MS Word 2013 F f3thlee &9 § 1.08 ST §, ST Tahel g0 & &1sT 937 ¢

A & 18 images &, 39 fAfdee YR & s TARFI T JoIT I Fohod g1 ST F AT, T images
f3wiee Line Spacing, single spacing 3 double spacing fe@ret &1

How to format line spacing(eiTgsT TAfAT & FI Tl )

o 3 text HT TIA HY T 3T format HITAT TR &1

Windows S Mac
Microsoft Office
Apple WWork
SharePoint
Salesforce
QuickBooks
Lotus Motes
Adobe InDesign

Adobe Photoshop

L&
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o Home Tab 9 f&a, Line and Paragraph Spacing 7S W e | T 39-331 A @S
&am|

o A3H F AT Ahedl W of ST arger T &1 arsa Wiey siaggic # fewrs daml 3
T dsd TG &7 3YAT AT Agd & 3HPT I |

PAGE LAYOUT REFEREMCES MAILINGS REVIEW Y
- A e - -
Aa == =3= 2l T aapbcede
F.-AEE=E=sllE] 5 T Mormal
= Paral 0 I}
20 #.7 3 15
415 Bishop § ]

Chicago, IL & | ¥

IENNE PA

-oriented Executive Assi: Add Space After Paragraph

Rew Meuwslnnm srmr rar s s F T = TR

[#5] Fd Fd - - —_
[=T,

(=T,
[ hd |

Line Spacing Options...

Add Space Before Paragraph

&
T

o SlagiAT # o1Ed gl dgo Seel|

Windows & Mac
Microsoft Office
Apple iWork
SharePoint
Salesforce
QuickBooks

Lotus Motes
Adobe InDesign
Adobe Photoshop

Fine tuning line spacing( am@sr TR A TgfAT & F:Y )

arsel 3R Wy TfHer A ( Line and Paragraph Spacing) # 3T oligel FAfHT fasheq WA 761 &
it aRegdr & A TF ARSI e & far |, Wans sgelr seq d 9gaa & fov A @
Line Spacing Options &I TF«l Y| g+ dTe 3T IH F& IfARFT Ahed gl TSl IUNT 319

TG T HECHASS el & [T & Teha &

Exactly:

S A9 FE faehed Toad §, dl d1se gl &I Biee 3MhRT A1 e, [Ng3ih & amr snar g1 3m7 dk =),
3 Blee AR § ATST 7T g1 IfeT| 3ee0T & fov | Ifg 39 12-ufse ToFee &l 39T & © &,
ar 39 15-uige TAfJIT FT 3TAT F Fhd B
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At least:

Exactly option 7 o€, J¢ fdshed Tl Tg Toial ol & o 3T el ReFeT TUIeT =g 81 grenifen , I
39 91 T g1 UfFd W ¢aee & Affieed 3R § , aF 3R 93 <Fee Ff e e & fov faeaiRa
glam|

Multiple:

I8 fahey 39T sfeod spacing 1 HEAT TGT A & 1 3&TEXOT & AT, Multiple T Fofalr 3R 1.2
TIH FI deolell text HI fHITA-T4T cFee T UIeT A™F Sherr ¢am| IfE 379 oMSAT A Tharg aia
TG AR &, dl 379 0.9 3 B AT & IIT I Thd &l

?
Paragraph b
Indents and Spacing | Line and Page Breaks
Genera I
Alignment: Left
Qutline level: |Body Text v Collapsed by default
Indentation
Left: o Special: By:
Right: o (none) v
[ Mirror indents
Spacing
Eefore: 0Opt = Line spacing: At
After: 8pt =

[] Don't add spage between pajad>indle
i

Paragraph spacing (3mRme TRy )

MS Word 2013 & f8hiec ®4 &, STd 3T UeX ol ol & of ik UoT R Ueh Gfed & isT 3mY =
eIl ST &1 I Faaifald & ¥ REME & T space ST §1 T 391 Slargeic H amsall & @i
3R & Bl I Thd & , 3T REME F ggo 3R a6 #§ JR FAAGT & Thd &1 Ig RETE
Mo, 3R 3TNIFH FI 3160 e & v 3uAeh B

How to format Paragraph Spacing (3R TRAT & F& I-T #I)

§AN 3CTEX0T A | §H U WRh @ Ugd 59 space SGTUdT| IE EAR

STrgAiT &1 Ugal F AT &l 3T |

Heading & 37eldT a1 & foIT

o REME I REMH F TId7 H Seg 3T Bidc HET e B
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NC I'A | CL B

EXPERIENCE

Executive Assistant || cHICaGO, IL

Rev Development Group, June 2007 — Present

Supported the Vice President and Chief Human Resources
Cfficer. Developed new hire onientation for administrative

staff, and delivered to 25 new employees to date.
Maintained company website. Saved over $3,000 annually

by implementing new travel and per diem 5y5tem.|:}

 Home Tab 9 f¥d, Line and Paragraph Spacing #is W fFefeh Y| 3-33a A & Add Space
Before Paragraph Ir Remove Space After Paragraph 9X #AT3H &I of S| RIATH RTT HT Th
g ey Stagie 7 @rs &l

o 3T ST RIITE FI 3TN FRAT AR & 3T TTA HY| §AR 3607 # |, A Add Space
Before Paragraph T TaeT |

PAGE LAYOUT REFEREMCES MAILINGS REVIEW VIEW

. & el S = 3= &
Aa * - iz i- 3= 7l T AaBbCcDe  AaBbCcl

.A- E=E== =D T MNormal T Mo Spac
Fa Para; 1.0 Styles
1 r#r 1 115 4.
IENNE PA -
) 0 bfessional
2.5
EXPERIEMCE 3.0
Executive As Line Spacing Options...
::Ed Rev Developm X Add Space Before F"aragrap}kFLE
all Supported the 3= Add Space After Paragraph sources

Officer. DE".I'E'|(J|J'|-_'U mew Tre oneEnEuon roraarministrative

fice
. staff, and delivered to 25 new employees to date.

o SiagHc # WA IR dGoT AT
NC FAILCL

EXPERIENCE

Executive Assistant |l CHICAS0, IL
Rev Development Group, June 2007 — Present

Supported the Vice President and Chief Human Resources
Officer. Developed new hire orientation for administrative
staff, and delivered to 25 new employees to date.
Maintained company website. Saved over $3,000 annually
by implementing new travel and per diem system.
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SI9-313+1 Al &, 39 WRIAG SHAWleT dlerq Tielel & fIT  Line Spacing Options 8 To1 Hehel &1 JgT &
3T WA T gga AR 396 1 fohdelr S8 W AIT0T IR T §1

Paragraph ?

Indents and Spacing | Line and Page Breaks

General

Alignment: Left v

Qutline level: |Body Text v Collapsed by default
Indentation

Left: o s Special: By

Right: o = [none) W

[] Mirror indents

Spacing

Before: Gpt s Line spacing: At

After; gpt % Multiple (L

[ Don't add space between paragraphs of the same style

Preview

P
-
p

Iabs... Set As Default oK De Cancel

How to Use Break options in MS Word 2013(THTH g8 2013 H o4& HT 3TANT FI )

39 SFgAC H Jh SIS A Slagc R qafeYd g Fhdl ¢ 3R T & gare # U F
Fehel &1 30 W AR o gU foh 39 319er STagdic & UfSiaiere a1 formatting 1 & deel= =gd ¢,
39 9 SlFgHAC H Page Break AT Section Break o] & Hehdl &

How to insert a Page Break (4T s& $d 3Tel)

UST S 39T Usf o 37T deh Ugdal ¥ Ugel 3Tl Ul W STl T JiefAfad &ar &1 Ffe 39 weh =72
UST E Hel H FETH gl & ToIv ofiden IS (title page) AT U for@ @ & 39 I 5 1 3TN
F Fha &1 AN 3EEI0T #, gART A€ & Uoil & g Ao &1 &7 O 8 g &9 arfs ¢t
9 IR 3T S|

o HUT A 3T TUH W W g7 3T Break ST TR &1 AN 3EEI0T H, §H 3T 379 A€ Hr

YB3 H T |
FILE HOME INSERT DESIGM PAGE Ly

B Cover Page~ 1) ]EI
s el lrele

[ Blank Page ; :
=] Table  Pictures Online Shapes
*— Page ErealT} - Pictures - o
Pages Tables HNustrations
Insert a Page Break (Ctrl+Return) g
End the current page here and E
move toe the next page.

9 Tell me more ﬁ
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e Insert Tab 9 f&UA, Page Break 1S WX [Folh Y| dhfous T & , 3T 379 HEs W Crl +
Enter GaT dhd ol

o O3 S SlFPHC T o] g1 AN |, 3R THFEC 3Tl UST 9T 3T S0 AN 3emeXor # =
3T U7 W o ST IR R

Note:- fBice &7 & , s U Ed ¢l Ife 3T 9= ShrgdAe A & R@em agd & |, @ Showhide
command IR TFereh &

INSERT DESIGN PAGE LAYOUT REFEREMCES MAILINGS REVIEW VIEW

- At T L 5=
othii ~ |12 A a Aa = AQBbC AcBbCcl Ve i
L-aex. X A-W¥- 8- a TNormal | Mo Spacing Heading 1 |<| Editin

Font [F] Paragraph ] Styles [}

g : - 2 Show/Hide 1 (Ctrl+)
We are extremely pleased with our gro O |Microsoft-Office | >how paragraph marks and other
expeciing growth to continue into the 79 qu | Ll hidden formatting symbols.

e Ef:elﬂ - This is especially useful for

°-» PawerPeintT| g anced layout tasks.

*— OutlookT

*— Accesst

*— InfoPathi

Q Tell me more

g 1 2 3 4 s

wWe are extremely pleased with our growth over the past fweo qu
expecting growth to continue intfo the 2na quarter, 1«1l
T

* Page Break &1

Section breaks(JFUT )

Section Break ST & REA & i a4l 3cUeel X &, TOIEE 31T FT&AT ®T & YcA%  Section FHr
Format ¥ Hehdl &1 3a16X0T & AT, 3T QX sfagiAc & Hiad s A U ¥ & Hlad S5 awd g
MS Word 2013 3T9eh! &S YhR & Section Break Y&TeT &idT &

Section Breaks

Mext Page

Insert a section break and start the new
section on the next page.

Continuous
Insert a section break and start the new
section on the same page.

Even Page
Insert a section break and start the new
section on the next even-numbered page.

Odd Page
Insert a section break and start the new
section on the next cdd-numbered page.

B BH ) Wi

o 379raT 957 (Next Page) :
I faded SagAT & 30T 9ol W UF s sl &1 T§ HlH  Format el UST & d1¢ HHAT Format
F T TH A7 U §aled & forw Ul )

o faRax (Continuous) :
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50 Aded & fAT IS T & I W HH FAT SIRT IWAT TG g1 Hrotd & RIATH St 376797
Il T IMATHRAT gl W 3 JHR & s 39INEMT gl gl

o A I 3 fAwHw 95 (Even Page and Odd Page) :
I aehed §F U AT O9H U W U s Sisdl gl ¥ dhed 39BN &1 @hd § STa 39ent fodr off
VA U1 W T AT AT Y& FA T LI glell &

How to insert a section break (& d¥UsT a9 F& FFEATAT FY)

§AN 3GTE0T H, A & it T & Tah o S5 &31| Ig g8 WEMG & Format & sgolel T 3refAfd
gaT & O 38 FlaH & T A YSRid o har a1 |
o HUT A 3F TUH W W g7 3T Break I I8 &1 AN 3T8I0T H |, g7 39 Iame &r
YBITT H W AR §H Hleld Formatting & 3T el =16t 8|
e Page Layout Tab 9 &, Break ##H(s W fForeh &Y 3 T 3U-313e7 A & aifdd  Section
break T TFeTsh Y| FAR 3&TEI0T H | A Continuous option T TIT &ar difer §AR RETH
FIdH & FHA U W 9 Gl

FILE HOME INSERT DESIGM PAGE LAYOUT REFEREMCES
rientation ~ 4= Breaks ~ ndent acin
[P ori — Breals Ind sSp g
Margins I_@ Size ~ Page Breaks
- == Columns ~ Page
Page Setuj Mark the point at which one page ends
o z and the next page begins.

Colummn
Indicate that the text following the column
break will begin in the next column.

Text Wrapping
Separate text around objects on web e
pages, such as caption text from body text.

(B 5

1

n
[}
A
-]
8
3
[}
=
il
1
L3
la

Mext Page
Insert a section break and start the new
section on the next page.

v

B B i

Continuous
Insert a section break and start the new
section on the same page. D

N Even Page 'h'
Insert a section break and start the new 1
section on the next even-numbered page. &

us

Odd Page us

1 ction break and start the new b

el s n the next odd-numbered page. |

B T T T e

o YR SFFAC H Teh Jo sioh fG@rs <am|
o % ¥ Ugel 3N a1 F TFC H I A Bl AT ST FHhAT §1 3T $TOT  Formatting 9]
Y Hehd &l AN 3ETeX0T A, A WA & U FlefH Formatting A3 LT ATfdh 3/ Hied &
®q F formated AT fhaT ST TH|
HOME INSERT DESIGM PAGE LAYOUT

E rﬁ_‘,Orientation' '#Breaks' Indent Spa
[ Size - i[Line Mumbers= 3= 0" =
Mar-glnz == Columns~  be Hyphenation ~ =& |0 il b=
F} Paragraph
L RS [{\\T 1 ]
T'r'\."C

Three NTS CWERVIEW

company has added 13 new

Left January 2012,
. i CLIEMTS
Right Bancroft Preparatory
Academy

==  More Columns...

Candy Coaters and shakes
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o FEC SlagHc H BT g Smua|
Other types of breaks (3+d YR & &)

S 39 fRET image & IRT 3R Hrerd HT 3URTATT A Format AT AT TFee YA T TMTIT AT
arEed g, df MS Word 2013 3T9eh! Additional Break fa&ed JeTel adT g

ISERT DESIGN PAGE LAYOUT REFEREMCES

"= Breaks, Indent Spacing
Page BTEE(S

Fage
Mark the point at which one page ends
and the next page begins,

L

Column

Indicate that the text following the column
break will begin in the next colurnn,

" Text Wrapping

Separate text around chbjects on web
pages, such as caption text from body text,

o @A (Column):

T ¥ 3% Fleld FoAd TAT, AT Hield H Column Break AT #X Hevcl &1 Column Break & a1g IS
o THFEC AT HIGTH F Y& |

i 1 2 AT 4 B B 7

serve include: landscoping. event planning. law firms, and editing housas.

MNEW CLIENTS

= Bancroft Preparatory
Acadermy

= Candy Coaters and Shakes
lce Cream Parlor

s Firehouse Dalmatian Rescue

+ Fly by Day Events

s General T. Sanders High
school

= Homes and Hope Charity

= Julia A Clark Middle school

= Little Jumpers Equestrian

S 4 3 2 1 r Y 1 2 -~
- M serve include: landscoping, event planning, law \@ms, and edifing houses.
B
= 5 MEW GLIENTS
. éh = Boncroft Preparatory e Little Jumpers Equestrian
Academy squad
: erl « Candy Coaters and Shakes « Mason-Bowers Editing and
lce Cream Parlor Proofreading
= Firehouse Dalmatian Rescue = Peterson's Precision
= Fly by Day Events Landscaping
= General T. Sanders High e Shepard, smith. & wolfe
school s Tilie's Breakfast and Grill
= Homes ond Hope Charity « Waokanda Middle school

o EFFe IR (Text Wrapping):

S CFES SAS AT object F IRT 3R Wrap 81T &, dF 39 Wrap I HATCT el & AU CFeeT-d &l
3R T Fha § AR image F o & W W BT HET YE W THRA o
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5

<

WESTBROOK-PARKER TRAINING SERIES: SALES

- ' When describing the function of a database fo potential
") clients, it's important to relay the information in the
. ’ equivalent of layman's terms. The more the client can
. understand about how databases work, the greater the

potential for a sale.
This training document will outline the major talking points
each sales representative should impress upon the potential client:

* What isa dalobase?

+ Datal 1 & 1 2 3 4 E 6
*  Workif

WESTBROOK-PARKER TRAINING SERIES: SALES

- = ' When describing the function of a database to potential
- clients, it's important fo relay the information in the
_.. equivalent of layman's terms. The more the client can
understand about how databases work, the greater the
potential for a sale.

This fraining document will outline the major talking points each sales
representative should impress upon the potential client:

* Whatis a database?
« Database models
+* Working with o database

How to delete a break (s & gerv)

fBwlee &7 &, 3 TUT Sd g1 I 319 d &1 fAerer aea &, ar 3o Fed gge I Slagdie &

S fe@mr grem|
e Home Tab WX f&ud, Show / Hide command 9X ol Y|
REFERENCES ~ MAILNGS  REVEW  VIEW

T L. = a= A
=o'l T, AcBoC: acsocer | [HERIS | AABEC |-
TMormal Mo Spacing | Heading 1 Heading?_’:;

i

il
|
4

wl

Paragraph Styles

2 2 Show/Hide T (Ctrl+*)

e System % Microsoft-Officey | how paragraph marks and other
hidden formatting symbols,

= Word
e Excell . .
) This is especially useful for
=+ PowerPaintl g anced layout tasks.
*— QutlookT
s AccessT

*— InfoPathy

e Tell me more

o 3T 5 AT g T 3T g TG &1 3 S T YR3NA H  Cursor T TS 319 geraAr Argd
el
1 g 1 2 3 4 5 [RRRY NS
Central College Systemd $86,0240 | $92,0500 o

Place the
insertion point

at the beginning
of the break

. Delete?;ﬁﬁaETﬁfl
o SlRgHT @ S ger feam S|



1PGDCA2- PC PACKAGES

How to Insert Reference and Bibliography in MS Word 2013(THTH a8 2013 & Hest 3
JugE F fFafaa =)

gfe MUl Teh MY 9 ( research paper) fe@eir &, @ 3M9er! TUFT ( bibliography) $f mffer et hr
HTERIHAT BIaM| IT TG Teh A Igd Yo ( cited page) AT HSGHT (references) T Teh FaT ATFAST tel
& T Fgr o1 Ghar g1 SU fhae |, o@, I1 TgT d 6 daase  — [T 39AeT 39 39 W) T
AT IR forEa & AT &id A1 v TUFAT ( bibliography) Ig S@ H A ST § o 3HTIehT 3=
AR gl [Ael| weh BIEr Fug (bibliography) 38 @& Fo @ Favdh &

Works Cited

Core, George. The Sewanee Review: 4 Critical and Editorial History. Sewanee: The University
of the South, 2008.

Fitzgerald, Sally. Flannery O'Connor: The Habit of Being. New York: McGraw Hill, 1979.

Janssens, G A M. The American Literary Review. The Hague: Mouton, 1968.

3T AT & F FUGET (bibliography) Fo1 Hevd &, Aehel ST agd 310 ey gom| 3R I 3ma
Foft off 31 FaTue Sisar TEa & I1 U 31T Tl Aol ( Reference style) ST 3UTNET FITT I8 &,
o 3MUeRr Y @ HHS TS YT M| oHfehel Afe 39 37T F@TEt w1 Word & gaqe &l &
fow g ad &, O Ig Faenfad &9 & FUHET ( bibliography) ST 3R 3198 X Hehall §1 T§ T
9§ FAY T Fhal § 3R Ig GRARTT e A Hgraar ar ¢ 6 3ok deet wde iR wd 2
TYIET (bibliography) SeTlel & i & SR # 3TUh! fe@ret & foIv g7 Word 2013 T 3T 3, elfehet
39 Word 2010 T Word 2007 & &éreh 34T fafer &1 39T T Tahd &l

How to Use Reference Style (Tgef el &1 39aler Fa #Y)

ST 39 FUHET (bibliography) F1T I§ 8, a6 3M9eR! Taedes Al ARTGRIHT (style guide) & et ar
qTefeT e gt [AffieeT rpefas fawal & MLA, APA, 3T Chicago T9I & TTSo IS T 3UANIT
T SITar &1 ST &, MS Word &3 3idfeifed TeTsd 88 & ATY 31TdT § ; 3T S8 SdelT HLell &
& 3T fSF DT FT 3UAT FEAT TR & 3R ITAT HY , 3R a5 et 3mahr IR
(bibliography) &I TET Ik & BT FRA H A HIN|
Teh YahreleT el (publishing style) T TIT et & forw:

o R&eT W Reference Tab W Feash |

o % Citations & Bibliography group & 31T 3131 sidd W fFerh |

REFEREMNCES PASILIPNGS REWIEWW WIEW

| P B pAanage Sources =2

| ' — = 1= |
|ES stvie: |Ems = |

Insert .

Citation = =10 Biblhioo AFA

Crhtations & Bibhis SR i Eody

Chicago
Sixteanth Edition

[ Insert Takle

SEfFf14
2005

s PFlarme Sort

GOST - Tithe Sort

-I_I-EEE_ ie
ISO 590 - First Element and Date W
1987

ISO GO0 - Mumerical Reference e
1937

LA e
Seventh Eclition [

q:-:-rrr;; e bz

=
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o 3HH dlg 3UYF Style Tol|
3T et Y T Teer ol (Reference style) Y scoet & fow 3@ A &1 39A9T & Fohd ¢

How to Use citations and sources(3g0T 3 TATUAT &T 3TAWT FA )

S off 3T 3r9ar R U WA (Source) H SATABRY T 3UJTT A &, dl 3T hise ST BT AT 3o
cite AT G| TG 3€I0T ( citation) TATH & & H FATAT AT g1 S« 8 3mq fordy T ( Source) T
3UANT X & AT A9 T F A (Source) 3§d I ¢ dl AT 3gI0T (citation) eMAST T
39 GEATAST & CFEC HTIT H 3gI0T (citation) STelel & foIT:

o R&a 9T Reference Tab W fFereh &

» T Citations & Bibliography group 9% Insert Citation HS WX fFeer &L
g8 de Add New Source T |

REFEREMCES MAILIMNGS REVIEW

B @Manage Sources @ £

EZstyle: MLA -~
Insert c Insert
Citation ~ & [ Bibliography ~ Caption Er
LE Add Mew Source...

E? Add Mew Placeholder...

o TH ST diad fG@g ¢am|
o I 3T TS AT Wi (Source) FAT T§ &, A type of source (book, article, etc.), g T =T (author
name), & (title) 3R 1T (publication ) f&aR0T & AT IR SRR Eof A
o I U FfARTFd Pres T 3maeTerdr g, dr Show All Bibliography Fields check TR fFeer Y
o fR Ok e i
T T 3R 30T ( citation) AT Fhd &1 38& fAT Insert Citation W fFersh &Y 3R 3I-313 A &
I (Source) T TJT FY|

REFEREMCES MAILINGS

._.ﬁ @',,Manage Sources

EE style MLA -
Insert o
Citation ~ = [ Bibliography ~ ¢

Janssens, G.A.M.

The Armerican Literary
Review, (1968) L\}

LE Add Mew Source...

E? Add Mew Placeholder...
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How to Use bibliography(Iradt & 393 F& #)

T SR SIF 31T 39T F FATAT 7 S5 ofdl, o 31T haol $o [Forh F 3el TUG (bibliography)
T TH gl

GEATAST # T (bibliography) Sset & forw:
o HI P 3H GEAAS A W ST@T AT FAUH (bibliography) T &

o R&a 9T Reference Tab W fFerh &
« Citations & Bibliography Group T Bibliography sce 9 Feleh Y]

REFEREMCES PASILIMGS REVIEW VIEWS

[ [Tl Manage Sources I EY Insert Table of Figures = =5 Ins
[E e . =] B =]
= Inzert = Mark
i | + Caption o Cross-reference Ertry
Citatic  Basdlt- Lo e
Bibliography
Bilblioge 4|r-\,-
Chen, Jun.'ks' e et Nl NS Ky B B
Tlisam, St € rucar st <4 oot Tisbiioas fort. Ihostore. s, e, 2003,
Kormmner, Jusmcs Rl Wirite Hibliomrapioes. Chicage: Adveoiun: Weorks Do, 2006

=21
EL]
ih
£
[‘5 iz
[ el Megflonrermcese . Blew York . Coesimio Prosos, OO0
]Ium IRPETS PO r-.\ulumu fRere— l"hhu’x-\ur drare. Blostoar Proscwons, e, 2005, -E

Ko, Inmes Dokl S fo Wore Mebdioproapbes. kot Aducriim Wk B, O

E'xy  Insert Eiblicgaraphy

o 39 39 St o qd TR Seceardr g=7= =g & g T AT Insert bibliography WX fFeleh Y|
TAgT (bibliography) 3Tk g&dTaST & 3 # fe@rs &l =wafed & ( Source) ARTERIST & Aol Wt
& fow 3 FIeT ( Source) TR (Formatted) fh STUaT| I8 ATREd el & fow & 3ma @gr €
3mgeRr 37efr off 379 U Ad TS AMSS & TWTh 39 Wedeh ld (Source) T GIERT SI<elT M|

How to Update bibliography (ras@t #& 3ra3e &)

o 3119 MHEN & 3H9el GAF (bibliography) I IS T Fhd &-
o 9 38 fFa® #¥ 3 Update Citations and Bibliography &T =a1eT &Y |

Epy- [! Update Citations and Bibliography
Works Cited

Core, George. The Sewanee Review: 4 Critical and Editorial History. Sewanee: The University
of the South, 2008.

Fitzgerald, Sally. Flanmery O'Connor: The Habit of Being. New York: McGraw Hill, 1979.

Janssens, G AM. The American Literary Raview. The Hague: Mouton, 1968
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How to Use Manage Sources (8d F& yafaa #I)

Teh SR GFAESl QM Fel & d1G AT HHYAT T SISl AT gead |, HIS[aT el AMRAT el |, A1
ClHglest & oI SieTehY &l G il &l TRl g1 Hebell 8l

Frdr & g&fd & & o

o R&a 9T Reference Tab R fFereh &

 Citations & Bibliography Group 9X Manage Sources §¢sT W Felsh |

o FH A ¥ Y W SIS Hhd ¢, 6T Fohd & 3N U I Hhdl B

How to Insert Footnote and Endnote in MS Word 2013(THTd a8 2013 # Peare 3R
wElere &8 wfFafaa #3)

MS Word 2013 & footnote 31X endnote F fT AT IR W F T ST W ST & T & @ ar &
3R IR SFgHT & Id H Rw@rs & §1 HET & AR, PeaAle H aiedd SAAhRT, TIEH0T Teh b
BT &, AR Th HRTT Fed IT 36307 &I 1 I8 A% Teh Al g1 Peale 9 & foger amr A
fears & § 3R Uedle slegde & 3 & 3d g

o TIY UG 3T TG [Fod FY ST T FesAlc AT USAIC & 6EH &l a6t 8

e Zhh dIG Review Tab I T&Ud, Insert footnote AT Insert endnote TX fFeleh Y]

References Mailings
ext v ABJ_ M7 Insert Endnate }D I@
e Table AE, Next Footnote ~
Insert — Smart Researcher
Footnote Show Notes Lookup
ts Footnotes F} Research

o Tcdlc I7 Usdle # S O8d § 38 & A

o HEAT H Socl-[Feleh Fh SiFgHAC A YT 516 T aT9H 37T

F5 N-Feale vsarew R v §:

1. Peale 3o & T HIaS aiéhe Alt+ Ctrl + F g

2. USHlC s & o IS QAicahe 3ear + Ctrl + D g

3. peae AR UsAle da T@eifod ®9 & 3UST g1 § dfh 39 Peedied AR UsAleH ah
stageic A wiAw &l

4. SIFFHC & ATLIH U S137 ol & [T 30761 Pealle e HT 3UANT Y ; 3ol Peale gead
R&e 9T Review tab TX footnote group F 91T ATAT &1

5. 39 STFgHT & text H RITHTe U a0 HAX W ASH & S Feh Teh Pesdle I7 USaAle &
et S Hehd gl

6. Pealc AT UsHle H gell & AT |, 370el Siogae A g8 Hesh TEar &l grgelige X AR delete
key Ty |

7. U Pedlc H Uh Usdlc # Seoiel & U , Pealle W Ige-[Felh HY| USHle H Hrdc HAS Hl
T H| G RE, 3T TSHIcH &I USAle THE W Tge-Felh weh AR Peadle & Hrde HAS
T TG Fh Pealed H Fofae H Tehd gl

8. e 3R Usdlew W 3ifrs f@F=0r & fow | footnote group & STIEIT Sl dieeRk W el
&L reference text location, format, starting number 3R 37T Tddhedl I HECASSH Il & foIT
Peale 3R UsHle STIeiIn Sied & 3T S|
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How to use Table of Content in MS Word 2013(TATHE a8 2013 & ad 3% Heed AT
v &1 3w F4 wY)

Table of Content (2aer 31w Hcew ar Fvags)

Professional Documents ST T 31 fAWATHT & & TH  Table of Content (TOC) &1 Microsoft Word 3Taent
TOC &I Styles T 39ATeT U AT T TOC ATl FTI Ahed FATAT & 3R Mg Text & ol fAAW
TYU T Teh Aeg, I7 Al o HHE I RAEAT Al 1 AT 2ar & AR 39 St & Table of
Content # 13T gl

fordT 8 Lead in text (3T AT aTeFA & Ygoll AsG) H Heading Style & oI el & fIT  lead in
emphasis AT T ITATT Feh Teh  Table of Content TAR AT ST Fehell €1 lead in emphasis HIeER T
YT Flh, 3T WIATH §oIT Thd & SI8T RETH FT IgaT HT Heading Style & TTY FTI®AT 8T &
3T Table of Content # fe@rs &ar &, JfheT ST RIEIME AT &FEe 8lar & 3T Table of Content &
fe@rs =&t &ar &

Microsoft Word Document # Table of Content ST &T & Ufshar &1 €9 Yot , 3T dlfeldT &I Ggdlel
¢ T 39 Table of Content 7 fe@reT =g &1 GEXT , MS word # Table of Content &I |fFATd Y|
39l Table of Content §elel & dTg, 3T T ARSI & 3ET S Hg AR T bl AT
Thd g

How to Create Table of Content(fawarg=t & s=rw )

MS Word #, 39 qX Paragraph @I QTffe fehT fS=r Paragraph # text & Teh fgEd & YR W T Table
of Content AT Tl & 3T Table of Content H CFEC I ATTHS Fel & folT Heading Style & AT lead in
emphasis FIALT &1 ITANT i eaee I REAT HT vl &

o HIY UgA Y HUA HTIEX H MS Word 2013 &I =Te] |

e 3T §IG 3T g Document @rel fSF 3T Table of Content ST AT |

e 3TSF §IC Uh W@rell Paragraph WX click Y ST&T 37T Table of Content STel=TT @8 &1

e 3TSP §IC Reference tab W click T TGT 3T Table of Content option X click Y|

References

Table of
Contents

Built-In
Automatic Table1

Contents

Heading 1 1
Heading 2 1
Heading 3 1

Automatic Table 2

Table of Contents
Heading 1 1
Heading 2 1
Heading 3 1
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Ale — Microsoft Office Word 2007 IT Word 2010 #, Table of Content sl 91T ¥ & folT Reference tab I
P L 3 ag TUT Table of Content option TR fFeer Y|

g a6 Insert Table of Content T Feleh &

AT Word 2007 1 Word 2010 &, 38 IRUT HI SIS &

Index and table Dialog box #, 3T fashedl &1 =¥t &Y foied 3T 319 TOC W ] &A1 aT8d &,
3R R OK X fFareh |

2
Table of Contents :
Index Table of Figures = Table of Authorities
Print Preview Web Preview

Heading 1 ~ | |Heading 1 -

Heading 2 cveevrveererenereseeennees 3 Heading 2
Heading 3o.coveeecevereacaeveenns 5 Heading 3
v v

§how page numbers Use hyperlinks instead of page numbers
[¥] Right align page numbers
Tab leader: | ... w
General

Formats: From template w

show levels: |3 o

Options... Modify...

How to Remove Table of Content(faua=l &1 & faailidd X )

397 S Table of content IR fHar o1 T RUT@er IfE 3T Table of Content 3T geT=TT A8 g ar

T Tgel 3T 3H 9T T open FX [THA 39 Table of Content ST ST g3 7]

8% 916 AT 39 REAT Tee 1 ffotee H

g% dIc Reference Tab 9X fEUT Table of Content IR fFeteh &Y

Y drop down arrow O click &Y 3X g8 &1¢ Remove table of Content option 9 Click &Y |

m HOME INSERT DESIGN PAGE LAYCUT REFERENCES

B Add Text » Bl [y Insert Endnote B/ 5]} Mar
e [ Update Table - AE} Next Footnote e ER styl
able o nse nsert ., .
Contents » Footnote otes Citation » & Bibl

Built-In ions & Bil

Automatic Table 1

Contents

Heading 1 1
Type chapter title {level 1) 4
%) More Tables of Contents from Office.com »

E) Custom Table of Contents...

E;( Remove Table of Contents 8
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How To Update Table of Content(fRszre=t #r & 3rqse )

e Table of Content 3793¢ &l & fIT outline toolbar I FUA Update 9T click HY|
AT — Word 2007 I Word 2010 &, Reference tab 9T Table of Content 3 Update Table OX click Y|
e Update Table of Content Dialog box &, Update the entire table T click &Y, 3 38& & Ok WX click
Exy
e — Word 2007 I Word 2010 &, Update Table of Content Dialog box 3 Update the entire table 9 click Y|

: .I [ Update Table... ||

A Brief History of the Roman Empire
Update Table of Contents ~ ?

The Founding of Rome ... ) . PRS- |
Word is updating the table of contents, Select one
Romulus and Remus..........|| of the following options: eetsvasrianiasesonanassossansrensasens T
The Seven Hills of Rome.... e 11
The Old Kings of Rome .. w13
Cancel
Kingdom to Republic......c.... OO | -

LivOmian History .. e e smnaanas D2
The ROMan COnSEIEUTION vuuimsriiismsisisismses s v s seassss s sismssss e ssasssssssssasransens 2.9
EEPUSCAN IVIETTIOFIES 1eacarrersiemeacresseressse e rasre e ssesaene s tesea e e bemssmn e s demenn £ es s reemtn s s s aere e s nennmaenesneaennnrees IO
L= LU ot o = =TT - |

THE FIFST TrIUMVITEEE cuvsisssisnssmisesissamsss s samsrss s sssnnssa s sasssas e s saassnnes srassasses sessrasesssessaasssssasanranssssassansses 419

The Catallinge CONSPITACIES wvvvieiiisis e a s e s sb et srasbs st s anbas st sssassannees DL

How to use Themes in MS Word 2013(THTH a8 2013 F =g &1 3990 FI
)

MNA T Fo, Bic AR TG HT Th FC ¢ S 39 SFgHC HT FHT ®7 TR i 81 feq
39 YR SlFPAC HT doll T 3N I & Feolel HT Ueh AER bl & | MS Word 2013 #H @i
St Ao #1 39T A E

ffF FAT (Theme Colors) : za& 10 MF FoR BT &l T Hor A & MY 3N gooh T Fo
3T TEd &

A E=== =

B Automatic

Theme Colors

Standard Colors
| B | EEENERN

wy More Colors...

[ Gradient 3
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dfH ®ie (Theme Font): e tieed & o Wiee A & MY W N wie ey g &

Calibri =11 -~ A A Aa- Ffo i=- E
Theme Fonts - =
Calibri Light {Headings)
Calibri (Bady)
Recently Used Fonts

€ trial Marrow
(} courier MNew
% BEBAS
O Twr Con MT
i UG ( Theme effects): I 9T 3MHR styles H Fofdd X &1 o o 31T FS SR AT

SmartArt I1fthes TeTcd § A 3T Format Tab T shape or SmartArt graphic T T Hehd g1
DRAWING TOOLS

PAGE LAYOUT REFEREMCES MAILINGS REVIEW VIEW FORMAT

. . < |12 Shape Fill -

E Shape Outline -
Shape Styles I

C# Shape Effects =

Why use theme elements?(fid deal FT 39T FAT FI?)

e 39 theme elements T 39T &Y I¢ &, Al 3T ARG I & 39T Slergeic gd 3ol fe@dn §
3R T FoR 3= e T FH T &1 dAfheT  theme elements T 3TANIT FIA I Teh 3T d8T HROT
& S 3T fREY 3rerer N ) Bag = &, ar I3f M7 dcg a5 N W 3wse & o &, F9q 319
Q STEgFT & FEET 3R T FT Gid ded Hahd ol

oA &1 918 images & 39 default Office theme 3iR Organic theme &I Tefell T Hehd El

& &

Iie W, Fel 3R Bie oo aofl 393e gy S 39 N Bic Ir NF T FHT 3939 H T/ &l I
3T O FHol Fold § ST HeR AT HIS BIC 61 ¢ ol TFIAIC BIC w61 8, ol oId 3T g 75 A o]
A g ol 39T STagHT g Feer|

Mobile
Wash & Valet

Mobile
Wash & Valet
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Calibri 14 <A A Aa- b -
All Fonts - =
T Aardvark Cafe

¢ Acid

(} Adobe Arabic G JL?:.':T

{} Adobe Coslon Pro
(} Adobe Caslon Pro Bold
{} Adobe Fan Heiti 5td B N

¢} Adobe Fangsong Std R
{} £dobe Garamond Pro

{} Adobe Garamond Pro Bold

I 3T gl & Folt g3 A 1 3UGNT X I &, AT 3T &@ Tohdl ¢ [ ST 319 &I 3o A Tored
g ar style 5o ST g1 TT SWfOT § FifH W dgr @ Wl g8 M, T wic WX amaiRa g1 afx
31T styles T SGeleTT A6l A8 &, Al 3TIehT custom style I FATT B

How to Change the theme (o & acel)

e T Ugel T Design Tab T, Themes FATS T [Feleh Y|

Ttle TITLE

j ---fE | ..... 7 ..... ’E | ..... ) [
= B o] IAGH [221] [ ---.’E
I”:a. B | IAi N ‘E"E*f'-j | mj

Celes Circuit  Dammnas
Acu
------- o e e
idend Droplet Frame in Ewent

If@ .’E ’E f*a--J ’E ..... B

Eesct to Theme frem TCLO0ZFE86993[[fn=Single spaced (blankl]] Template
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T ITURCT SIS T Teh ATIGR AT BT ¢l 3T 9 FogeX & images FFATIT T Fehel
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TPFT FA 37el)

SmartArt Graphics(FATE3TE ATRR)

SmartArt 3T9eh! Text &7 3UANT HA & FlIT  graphics & AT information & AT communicate el I

AT T Bl $8F choose I & TAT #S styles 8, FAAPT IUANT HIT H$ HT-37eT GHR & ideas

# RAfFd = & for & g gl
How to insert a SmartArt Graphics in MS Word 2013
o JIH UBH 3T document F 3T TATH UT cursor T ST&T 3T SmartArt graphic G@m=r amgd 1

e 3T §IC Insert tab & f&UG, illustration group F & SmartArt HHS HT TAT FY|

IMNSERT DESIGN PAGE LAYOUT REFEREMCES

Table  Pictures Online Shapes SmartArt Chart Screenshot
- Pictures - -

Tables Hlustrations

o TS AT didd fE@rS Saml  left side U category H & fhdT U category T Tt &Y , 3R
gifed SmartArt graphic TeT, T ok 9T click Y|

OK Cancel

- £ o ‘=
o= o=} =
B List HEE ELELEL, 2 D -
+¢  Process - = = = —
-?:.'P Cycle &= g— = = - =__= == _ i

: CeTe I OEE | FEEE ===
Ey  Hierarchy — o I ) . J

. . === =]
BEd Relationship == = =25 I . ‘ I . ‘ l . ‘
lﬁ}j“l Matrix = = =H=]
P id -

é yrami EI = — Hierarchy

i i =
e Picture HIE'H - Use to show hierarchical relationships
@ Office.com progressing from top to bottom.

Choose a category, select a graphic,
then click OK

e SmartArt graphic 3T9% document H @S ol @19

[Text] ‘ [Text]

l [Text] ‘ l [Text] ‘ [Text]

How to Add Text to a SmartArt Graphic
e SmartArt graphic T TIT Y| SmartArt task pane a8 30 fe@rs &am|

)
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-

+

Type your text here X +{§ .
* lTet [Text] ‘
o [Text
* [Text] |
* [Text]
‘ot Text ‘ [Text]
o [Text] R —
= l Text] ‘l Text] ‘ Text
IETArcny..

o Task Pane & WA bullet & ST H Text &of | text graphic # G&@T$ o 3 Shape & 37eX &1
3ThY dcel SITEdT |

Type your text here x
Nicole
# Nicole Ramirez, President I | Ramirez,
President
* [Texdt]
* [Ted]
o [Ted] |
3
o [Text] [Text]
® [Text] "
[Text] [Text] [Text]
| Hierarchy...

o IfE 3T FAAT shape VST TG § al, enter GaTT| Task Pane H T 715 bullet G&@T$ &M, 3iR graphic
#H U FAAT Shape e@S 2am| 3T Shape & fSH bullet FT 3T FgT AT TET & 39 3T gel
T g

Type your text here X
Nicole
* Nicole Ramirez, President Ramirez,
. [Ter] President
l| I
* [Texd]
. [Ted] [Text] [Text]
* [Ted] D
* [Texd]
[Text] ‘ ‘ [Text]
| Hierarchy...

3T Tifdd shape W click FTFH AT type Fah 3 Text SS Thd &1 Ig Sl FIH HIAT § PR 3T
shael FS shapes H Text Sgal I HTGRISAT g1 glellfeh, 3if&h Sifee SmartArt graphics & feIT, Task Pane
H FH HEAT FFE O eIl &l
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Working with Text Box in MS Word 2013(THTH g8 2013 H ¢Fee dFd & WY FIH
Ca))

fse eorte WX & 3N A & AT Caee siag 393N & Ihd g1 9 HUHT 39 ST

H TFTC T TUART Il T 3MTLTSAT 8l & ar 3 TeTIF o & Ihd &1 MS Word 3Tl IS3E
& & # e dfaq IR 3 Moy e F Bl e A AT ST B

How to Insert a Text Box (Ush ea¥e diFd ¥ FiFAfad #I)

o T Ugel Insert Tab T TTA Y 3 T Text group H & Text box HAE WX Feleh HI|
HOME DESIGM PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW

| | [ 2] [ DRE & 2 ™1 Header - A=) B - [#- Q
= |leg lem ‘& Nl =] o
e = . I s N L] Footer = 4 -
able  Pictures Online Shapes Appsfor  Online Llinks  Comment == Text Symbals
- Pictures ~ @+~ Office~ Video . Lt] Page Mumber=  poyx !
ibles Mustrations Apps Media Comments Header & Foater Teut ~
+ 1 2 3 4 5

Choose a Text Box

Got must-see content? Put itina
text bowx,

A text box brings focus to the

and is great for
q portant text, such as
headings or quotes,

o T 3MU-813+ Asf fG@rs 33m| Draw Text Box &l Thel Y|

Quick Parts ~ [ & Signature Line - T Equation -
= Y Wrordsrt ~ EFR Date & Time LP Symbol ~
ext
nber - e ] object -
o Buailt-in [=
5

Simple Text Box

Austin Pull uote Soustin Sidebar

Grid Pull Tuote Grid Sidebar

PAore Text Boxes from CHffice.corm
Diraw Text Box

[

Diravwe a Text Box

lon Cuote (Crarkl

it

Draw a text box anywhere.

This is a great way to get the exact
text box size you want, especiallhy
when adding text to shapes and
objects.

o FLc diFF 9 & fAU Fas FY, v 3R di|
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e cursor THEE SIFH & 3 fGWS 3| 319 31T TR Sidd H SFEC BT I T ¢

Luigi's Pizza| B

o JfE 3T AR &, d 3T TFEE T IIT FT Tohd & 3 BT Home tab T FHHS FT 3TANT b
Blee, TT 3R IR S Tohd gl

Luigr’s Pizza

E s H

o Y UEel ¥ HISG cavre A ¥ AT vw @ auer off A dahd § o feeifRa @, wie,
feufa 3R 3R §1 afE 39 75 faweT goa § |, O S diew FEaifad &9 ¥ fG@rs |
STIT 3Pl 3T TN Fel DI ATGLThT el g |

How to Move a text box (3FEe siFd # F& AT )

o 39 CHEC Sidd W Fah d O T TAAEART AT I8 &l

o T diFF F [FART A T T W AT & glak M| AT dR 3SHeT & 1T Th H1F H deol
STea|

o JIfdd TU W ¢Fee died W fFaed Y, garv 3R i

[ uigi’s Pizza

121

How to Resize a text box (¢CFeC daFd HT HR HU sGel)

o 3 THT i W Fow Y WH 3T NFR el aed gl

o TFEC FIFT h Pl AT fhedRT TR AR & fhaT T 3MFR & g5 W Feleh ¢ |, garw 3R i
I T iiSd 3R o gl

Luigi’s Pizza
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How to Use Screenshot in MS Word 2013(THTH a8 2013 & Th-Telie &1 39A1T Ha
)

1T AT TSATAT H ThleTelic &l doil & AR IR & SIS Fohd ¢ AT 39 WA A o8 U foar
SRR GoAATC X Hehe & TSTEH 3T H1H T @ &1 IR 3T TAATT Thlel HT FhIaIe A
3R s gfafaf™ & el 37 a8 qEardsl & 3UAT & &1 §1 IE Fiaur Excel, Outlook, PowerPoint,
3R Word & 3ucisyr §| ThieTeile Wame a1 f[Asis & &Tuelicd & HFeaR it & fav 3uael § 39 3ma
BhIeITe gea W fdFoeh ad ¢, ar 3uciey fEEie ol # dooer & &9 & geol WA &) weiRia gid
g1 39 GO S fdst sTer Wehd &, A1 st & R 7 9 el & ToIU Ehiel fFafier g &1 39T
X T &

SIS 3T ThIeT TFATIET T TqT X & , o 3MOhr QU ST Il §9 & §¢ g S, AT “WHIECs ar
SITEafr|” 39 {1 $197 &Y Ared € 30 Yoaod & ST, Tl T+ 38 aReel & Aregw § fe@rmen|

o 3 TUE W Foleh Y TgT T Theeiie g dargd &l

o THAd, 33T R a$ A: Insert tab W, lllustrations group #, Screenshot TR feFersh Y|

|j‘ D |-_\. IMSERT
Pt l.""-."; I
O ke < = M| &+ palipe =
Pictures Online Shapes SmartArt Chart [Screenshot : )
: Pictures Online J5creenshot] Photo
Pictures N N Pictures - Album -
lllustrations Images

e UERUEe H: Insert tab TR, image group &, Screenshot I fFerer HY|

o 3ucley fagier Aol fe@rs &t §, St 3muehT acAre & golr @elt fast fewreh 1 oot & 4 &IS
T P

o ThIARIE 3T & T 37 e fr gaadd AT W Faaad L

o 39aey A3 et A fe@v v uger 48t &1 v gafad T S & fow
fFeler Y, 9 FBhIT A% g1 S § 3N I Th HIE T ST
o] W 3R 3T 37 B W @ O 319 R FET ged 6l

, Screen Clipping 9X
, dl A3E & &0 ded H

=N -

Screcenshoat

-

Avrailasble WWindowrs

e ocresern Clhipping

Tip: I 3T 9T Tehifersh fasT el § , o Bhisilie 9ihar Y& el & Tgel 3Tl Thied W Felh
FeT FI HTITHAT g Tg 3Uersel TAsreT ol 7 f&Er #r ugell Rufa & o SR9m| 3mexor & fow
Ifg 39 U I9 9T el TR & 3R ST Word SEAGS H STl I8 & , af Jgel dd IS o ATy
T W Fesd &Y, AR 38& a¢ Y 39 IS gEada W Fosw H AR Bhiaeie T Fas w3 a9



1PGDCA2- PC PACKAGES

9T & AT Thiel 39arey a8t ol # ggelr Rufa & 3ueey gl | 3R 317 39 e &1 T W

Foeh R TR Bl

o IIF TART o TS BRI F S A7 T TEAfd §T F IIE SEASS F ST AT F
Ehietelic @ gurfed 3R delet & AT 319 Picture Tools 89 9T Tod &M 3TANT X Hebel & |

How to use WordArt in MS Word 2013(THTH a8 2013 & TS3TE &1 394 F& #Y)

Text Box H YT S8 & 37elTaT, 3T Text Box & 36X Caee H THTT S5 Thd ¢, ford WordArt & =1
T ST ST g1 TRRr 0T & T |, 39 St YH1T SiS @hd & d del & oif 39 Shape a1 Text Box
(shadow, bevel 31Tfe) & S5 T
3MH alk uT, 3maepl WordArt &7 393ier 319 3ia=mRes Documents SI& resumes 33X cover letters & 81
AT AT FiH Tg Tga & TS @ & @

How to Apply a quick Style to Text (¢&¥¢ # fFaF ¥R aN Fq )
T quick Style Fafold ®7 & Teh I # 3M0%  Text W Fg FHE oIF] HE| BT 319 Toee ghered
H SN AT TNMTAT I 3Tl TR HI & Thd ¢l

o FIY gl Text Box T =TT HY, AT Text Box h e FS THC o |

e 3T S Format Tab WX &, WordArt Style group F & Quick styles HTS WX fFeleh Y| Text Styles
F TS 3I-8131 As] Q@IS M 38 Style F AT Y [A0HT 3T ITANT FLAT A6 &

REFERENCES MAILINGS REVIEW VIEW FORMAT
3,} Shape Fill » ctic
1 R\ R f
L# Shape Outline ~ A A (Y A -
[l'-\_'\ O™y 4
&¥ Shape Effects ~ nk

I ﬁ A\ I\ ‘
2 Ls i \ JA \\ A
X\ g - 4 . [/ I'-\,,\ l‘,"—'., 3 ;

o TextTafAd Style & @S ¢or o@em| afe 3mT amga &, @ 39 Home tab & Wiee IT Wiee 19T Sd
e
How to Convert Regular Text into WordArt (fRafad eaFe &I a$31¢ 7 F& Feac )
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Text T WordArt & &7 # Formatted ¥l & fIT , Ig T Text Box & 37eI BT ARV gelifeh , Teh
glicahe & St 39T WordArt § FEe @Y shode el dT Sollold &dT & 3ol &7 TE Text Box & o &l
o 3T text H TTT Y T 3T Fede HIAT TBT 8, Y Insert Tab T Foleh Hi|
HOME  INSERT = DESIGN  PAGELAYOUT  REFERENCES  MAILINGS

ege B E_‘I;I |:§L EI;' = 1l e+ " [

‘age
? Table  Pictures Online Shapes SmartArt Chart Screenshot  Appsfor  Or
reak - Pictures - - Office~ Vi
5 Tables lustrations Apps Il
1 g 1
Trivia Might

o 3H® TG text group A WordArt STA-313e1 X W TFeteh &Y WordArt styles &l Teh 3I9-313e1 Hel
@S &am| 39 style T TIT Y fHGHT 3T 3UINT FIAT I6d &l

4 A Q‘SignatureLinE - 7T Equation -
o=

ER Date & Time 2 symbol -

Quick WordArt Drop ) 1 y
Parts - = Cap~ DObJECt = L

- Trivia Night.
L\. L8 Wire:fecent . Bipcha A

i a3

AAAALA

]

Lr
I

e Word Taaifold & ¥ text & folT T Text Box ST &3, AR text gafad style & fe@g om| afg
3T grgd §, dr 319 Home Tab & Wiec AT Wice T Sl Thd &l

Shadow & F& effects, Home tab & TEUT text effects menu & SIS ST Fehel &1 SI9 319 58 g & effect
s € Y Ig e F Text Box H A& @
INSERT DESIGM PAGE LAYOLUT REFEREMCES PAAILIMGS REVIEW

Bt [Calibri (Body) ~[11 ~| & A Aa~- 8 = - i= . E. | &=
j Copy T )
B I U ~-abe x, x |- - - | ===

® Format Painter

sboard T Font

Cutline
Shadow
Reflection

pe P

Gloway
123  Mumber Styles

{i Ligatures

¥ ¥ ¥ ¥ ¥ ¥ ¥

abe  Stylistic Sets
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How to Transform Text (3F¥e &I Fd yRafda )

o Text Box &l TJel Y, IT Text Box & 3HeX $& THeC Tal|

L —
o Format Tab WY T&rd, WordArt Style group
REVIEW  VIEW FORMAT

A Text Fill -

A A & -| £ Text Outline~  [%] Align Text -

T | (B Text Effects~

WordArt Styles

2 3 Text Effects

P FL

“ﬂ Text Direction =

G2 Create Link

Text

Turn your work into a work of art.

Add a visual effect such as shadow,
glow or reflection to your text.

o Effect & U 319-3131 He] @S SIMM| ABH HT TrE®IH W X H¢ 3R Gw@rs & arer A &

T Transform effect Io1 |

VIEW FORMAT No Transform

= | ol et Fill - 1Ifi Te
A [_\A\ v| & Tetoutiine~ | [x]al =2
s =| @ Text Effects~> oo Cr

WordArt Styles " o’
5 5 ,g\ Shadow » | e® e
L\ Reflection 3 Warp
[A\ Glow » | abcde

(4 Bevel »
abcde

/& 3-D Rotation »

V v dbc o e

Friday from 7-9 pm

n gets $25 in gift cards to Luigi's

%Y
BN

abcde

ahrde

o TextTIMAT style H dceT AT

v

Follow Path

Abecae

abcde

ahecda

abcde

abede

Wave 2

an~de

abgde

e

A,
abe.
e oF

abede

abcde

abcda

3R aifed g, ar 39 gRafda 9sma & shadow, bevel 31X more effects 1S Taha &1
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How to Use Drop Cap in MS Word 2013(THTH a8 2013 & 31T F9 T 39T ¥ )

T& Drop Cap Ueh LT dled § Sl 3TH AR OX fohdll AereleT a1 37101 Y QAT & 3UINT &I Sirelt
&1 75 e TS AT Selid & YEIA H ITANT fRAT AW arer  Capital letter T § e @A
TS FT @ AT @ W HE GfFaat v TS g &l

orem ipsum dolor sit amet, at mea vidisse philosophia. Mel latine patrioque id, accusam
complectitur an per. Ne autem percipit recusabo nec. Utamur vulputate usu eu. Mei blandit
electram et. Postea laoreet vix el

qEde!, 39T AR FATEAR 96 Y ged FAT AT HFR 3@ § AT e gud & Awad 99
HeRT & ggel &R @ Y& B &1 38 319 HoH ( Drop Cap) HBT ST & ST UTSehi T €Tl TS
AT § 3R qEaEe @ 3ufufa F gur axar
gs 2013 # 31T Shed FlAur H7 3T Fe & AU e 1 3uheT A
o REME F g HEW F T H|
rem ipsum dolor sit amet, consectetur adipiscing elit, sed do eiusmod tempor incididunt ut labore
et dolore magna aliqua. Ut enim ad minim veniam, quis nostrud exercitation ullamco laboris nisi ut

aliguip ex ea commodo consequat.

e INSERT &5 9 f&ud, Text group & &, Drop cap T Il Y|

I [ 4 A rLf Signature Line -

2 l'_ Date & Time
Tent I:'-:li.lll.'lc' ‘WordArt Drgp e
Box~ Pars~ - Cap - L] Object ~

Iext

o 3MUH FF faHen @S &I R TE # TIT FX S AT TR 2
Dropped:- 38 fd%eq &7 YINT 31T $9 §a7 & fow foar Srar g

A [# Signature Line - A [# Signature Line -
o % Date & Time = 3 Date & Time
: Drop _ rop ;
Cap~ [1Object ~ Cap~ [Object ~
Mone Mone
A Dropped A Dropped
A In rmargin A In rmargin
A A

Drop Cap Options... Drop Cap Options...

In Margin:- 38 Td&ed &7 9T Drop cap & ToIT AfGA AT & & forw fomar amar g

Tip: 3T 319 %7 & 3MhR 3 Biee & ool Fhd &, WY & e @ H g0 o dgf Fha 1 CAT
# & ToIT, Drop Cap > Drop Cap Options, 3R fa&edl & dgd, 379 I Y W Feleh Y|

How to Remove a Drop Cap (319 T #I ¥ fAsre)

g7 3T HYsT cFee AT REMB & Drop Cap oieX &l gl dlgd ¢ di-
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e HIH YA Drop Cap olex &1 fBeae Y
e 3TP §1G INSERT &§ W T&Ud, Text group , Drop Cap 3Tl TR fFereh Y|

[ 4 A P{"ﬁignﬂf.lrﬁuinp -
-

: : rm Date & Time
Text Quick WordArt| Drop | __
Box~ Parts~ - Cap~| L Object ~

o 3iRX 3td & None option X fFerer HY|
A [# Signature Line -

: Drop
Cap~ [ Object ~
MNone
A Dropped
A In margin

A= Drop Cap Options...

What is Template (¥Fqae T § )

&Faele U qafaeiRa sfeggic ¢ fowe 3uailer uh o siagac sfedl ¥ aa s & v #X #@ad gl

SFYeicH H JFEX HEcH BiaAfed IR Bomsa afaa ga § |, Safelv 388 Ush o5 IRASTT Sl &
AT AT g IId gl gl

f3eirget T R TrFucle i TATE a5 & 3Uciell Ush FiauT § cFvele Tl siFgdic & U g & Fal
BT 9TRT B § o Rl st @ i a1 IR F & T mads o R e § R
¢Uele I Yol & I Tl e 39 siogeic W o] 8 Sfd § 3&eX0T & fow  Font, Color, background,
style, Table, text box 37Tf& SFIelc & Ugel & AT @ & §H hddl YT STET STlall USAT g

SFIeIcH & UHR (Type of Templates)

HATAT MS Word 2013 H & YR & ¢Fdeicd g Builtin 3R Custom|

Built in Templates
Built in TFIITH d TFYAT BId § ST MS Word 2013 7 9gel & & HiSg W®d § oo 3T ol #lah

SoTehT 39ANT HT Tohd ¢ T S YPR & 8ld & oF —

o %FF (Fax)

o G (Letter)

e #A Memo)
o RYIE (Report)

* W (Resume)

o 37 g53 (Web Page)

o F¥CH FFEUT F 3T 3iFgAE (Documents without custom formatting)
Custom templates
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Custom templates & SFTIC BId & Sif Toles o G@NT ST ST & IoR 391 TGHe & TFTele el
Tohell § AR 37¢ U .dotx BISeT & & & save X Hehcl &1 3T HiS[eT Fele & GUR 8 T Fehol &
I 3T Uk Seleh STFgHe § 3T H Y& H Tohd gl

How to create a new document from a template in MS Word 2013 (THTH a§ 2013 &
SFIAiT ¥ 79T FAaS F/ T40)
o TS oY T UEUA & AU File Tab R Foeh Y|

B H S O-

q HOME IMSERT DESIGM
ﬂ -

D Calibri (Body) ~/11 | A A

F'a:tew B I U -abex, x° /M-

Clipboard = Font
e New option goi| Blank ¢Fqeie fadhed & o &8 ruae fawrs &
o fRE T CFUAT FT T FL

Merced Flores - gl

Search for online templates 0
Suggested searches:  Letters  Resume Fax Labels Cards Calendar Blank
Blank d t Wel Word Single spaced (blank)
Title = Title Title
Heoding Heading
Ton design (blank

EETEEE EENEEN

Blog post lon design (blank) - Facet design (blank]

Title g@

1 HEADING

o TFYRIT T 3UTNT HY fHAT ST Thell & 38 aX A HARFT SR & WY FIAC H Toh Hieg
ferams &am|
o AT CFURIT & IUAT Fel & AT Create T Feleh H|

lon design (blank)

Provided by: Microsoft Corporation

A simple starting document featuring the Ion
design. It has a clean look with a touch of
personality that's perfect for any document, This
template is great for when you want to start from
blank but don't want the default look. To take
advantage of this design, simply format headings
and other text using the Styles gallery on the Home
tab.

Download size: 17 KB

Rating: % (11 Votes)

L]

Create

o TG SFIAT & WY U A SFgHc @ e
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How to Use Templates in MS Word 2013(THTH g8 2013 & & FColc &1 3TANT Hd
)

I T HFaY vk ARG JhR &1 gxdidet §ard &, S foh A Raie, foshr qafegane, ar ol
AN & FIY YSIeeT, o AT 3 SFIAIC & ®T H  Save A Hehdl ¢ dlich 3T BISel I Y. Tollel o
SOl 39 3T f6g & & & 3UGNT X Fhl | 319 3T GaRT Ygod ¥ &A1V T SGEAES |, 3T
GART S3Aels fohdl 9T GEATASl W ST T Fohd o

How to Choose a Template(@Faaie Fa E_lﬁ')

Blank Document &I 3198 Template &T 39T ek Teh AT  Document FATT IFEX AT BIAT &l
FIfs MS Word & Template ¥ §H &% YR $T  Themes 3R Styles FT YIWRT T Thd gl 3TIH a9
Content SIS 93T g

Ycde SR 59 8 3T Word 2013 & X &, o 3m9erl derdT & Template option &I IaTT §, SHH A
SFYeilcH & ¢@ & folv  Category WX click Y IT 3iTsTelldA More templates I Search &%| & df MS
Word 2013 7 Tgel ¥ & &% WY Templates HIS[g Bl § ofdhet T o AT 31T 357 Templates & Hee
STer & ar 3T More Template option &T SART X Hehd ¢ | (IS 3T Template T IUANT AL AT e
&, a sT Blank Document WX click Y1)

6 A Title 3
o
Take a
tour
Title Title Title
EEsEEn s EN EmEmEE

]

£ % A

How to Save a Template (SFdole &I Tqq )

FISel &l CFTelc & §9 H Save el o folU-
o HIH YA File tab 9T FeAh L 3TF 91 Save as W Felah FY|
e 3% dI¢ Computer W ST-TFeldh o]

Save As

@ rAIlCcrosoft
@ OnelDrive

Eltl Computer
e

+ Add a Place
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o T File name box & 319at eFTele & AT TH AT 3T |
e 3TSP §IG Save as type box H Word Template option & f&elae &

File name: My new template

AUtROrS: Word Macro-Enabled Document

Word 97-2003 Document

Word Template

Word Macro-Enabled Template
Word 97-2003 Template

o I 3MUd gEAdS H Macros €, a Word Macro-enable Template TR fFesh &Y |
e 3hF §IG Save W Felh Y|
How to Edit the Template (&F9elc FI FT Fured AT Tfse M)
I 3T 3T TFIAT A HUST AT AR & af Y g 3T BISeT H Wel, STF a1¢ 3T 1 off
editing (IRTTA) AT TET ¢ 98 ™ 3R BT SFIeie & Save FT S|
e Filetab9X &l &Y 3T+ a1 Open option WX Ferh |
o 3H% d1¢ Computer AT This PC I Sacl-fFeleh il
e 3% §¢ Custom Document Template Bieat H T35 Y St My Document & 3id3Td
o 3F AT U ¢FIeIiC W Feleh &Y, 3R open option T Fere HY|
o 39 Y HUAT TFUele H STl GUR Al TEd § g8 A 3R Y ¢Fgelec A Save 3R Close
ey
Use your Template to make a new Document (T oTIT ¥ el & AT 3HTet

SFIAT & YA HA )
gfe 3T EFJelec & 3790 New Document H SISl T8 & dl 3T [oI¥ 3T IeF Ygad  File tab W
fFeeh Y g8 a1g New option g 3R & dTe Custom option TR fFereh &3]

ye] Sign in to gel the most out of Office

Word s T

( > Aa Title ]

Recent

(¥ Open Other Documents Take a
tour
come 1o W e s
Title Title
IE EE@ EEEE
e (ke e L
]
sy
,- y TS FPPRE 1 ot e | WANT TO VOLUNTEER

How to Search Templates in MS Word 2013(TATH a8 2013 # FqaeH Hd @)

o TEY Ugel MS Word @rel|
o FYAT WS & fIT Home Page & HATEIH & Threl Y|
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o 3UHI Uk §F sy fe@rS 39| S T S o SFUole Wil dEd & 98 <8y X &[38Te0T &
fow, afg 3mq et @ W Sraelcy deoll =g §, df 3T Wiel IR 7 “Jole” BT FHaN|

New

Search for online templates

Suggfsted scarches:  Business  Personal  Industry  Print Design Sets Eve
tour
Account Blank documen it Welcome to Word

o TFUICH Pl Wl & [T U §exaAc ¥ FaAdc gl ST &l
o T CFUAC & I | 3T FYolc W oA FY [HTHT 3T 39AT FIAT A8 &1 I§ T fdsr
& go e
o Create W Fele | IE SFIIC qaTaaieel &1 JUFR &1 TAT a6 @ el H Th AT 5
eETdSt # eIl gl
How to Edit your Template (379l Fqee & HUIRT F3Y)
e 3T AU SFISIC Pl HUST T dIRd & al Jad Ul Tel BISol I Wlel, STb &1 3T SIr 87
editing (IRTTA) T TET & 98 ™ 3R BT SFIaie & Save FT S|
e Filetab9X & &Y 3TF a1 Open option WX Ferh |
e 3TF S Computer I ST-fFelh H

Open

Places

'T-\ Recent Documents

& Hemant Saxena’s SkyDrive

I |:| Computer
A -

+ Add a place

e 3T% &I Custom Document Template Bieat & ST39T &Y ST My Document & 3T

o 39 3T U TFYelc W Ferh Y, 3R open option I Feleh &Y

o 39 3T YA TFUele A S o GUR YT died § g8 Y IR T eFgee A Save 3R Close
|
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Explain Mail Merge in MS Word 2013 (THTH a5 2013 & Aol Hol I GiAem &l qulel
)
MS Word # Mail Merge Teh 39l <ol & St 39l list, database, or spreadsheet # store STleTeh T T
39Yer e multiple letters, labels, envelopes, name tags 3T S&TTat &1 3efATT ST &1 Mail Merge i¥el Y,
39T T Word Document &1 3Tadshdr 8191 3R T recipient list, S 3R X Excel Workbook gt
el
How to use Mail Merge(Rel A<t F& 39T #I)

o WS Ygel T Hls[ET Word Document ®iel, AT Teh New Document S&TC |

*  Mailings tab &, Start Mail Merge command 9X Click ¥ 3iR SI4-813s1 #s] ¥ Step by Step Mail Merge
Wizard &7 TJsT |

FILE HOME INSERT DESIGMN PAGE LAYOUT REFEREMCES MAILINGS
=
= E e &
Envelopes Labels Start Mail  Select
Merge = Recipients -
Create D Letters Write & Insert Fields
o £ E-mail Messages N Z 3
- E] Envelopes..
'-_'D Labels...
B Directory
EI MNormal Word Document

Step-by-Step Mail Merge Wizard... I,\\s

Mail Merge Pane fe@rg 23 3 f5& Merge I U X & AT 39! © HET WO & ALIA 4
ATTEAT HM|

Step 1: Select Document typeﬁ 39 38 Document sl YhIX E_!ff S 39 S dlgd %“I A 3clgvl
H, & letters T TIUT 3| STk d1G Step 2 W T & foIT Next: Starting document 9X Click &1

Mail Merge A

MAail Merge Select starting document M ail Merge A
Select docummend type How do you want to set up ..

WAt type of oo curmen t are rour letters? Select recipicnts

You working on®

| ISR o ST =
- Le
= E- P Start from a template Select from Cutlook contacts
Envelopes Start from existing document Type a new list

Labels
Directorny
Letters

Send letters to a group of
peopls. ¥ou can persona lize

Use the current document

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

Step 2 of 6
== MNext: Select recipientg

*— Previous: Select docu

nt ty

Use an existing list

Use names and addresses
from a file or a database.

[ Browse..

L m

Step I of 6
—=» Mext: Write your letter

“— Previowus: Starting document

Step 2: Select Starting Document & & Use the current document 3T 39T &Y, T a1 Step 3 TW AT &
TIT Next: Select recipients 9¥ Click Y]

Step 3: 319 HTYHI TS  address list ST HTGTHRT g d1fer Word Taarfald 9 & 9l

address @l

Document # I& Heh| List fheT HIS[ar BIser & g1 Hehcll & , ST Excel Workbook, a1 39 Mail Merge
Wizard & $aX & new address list type X Thct g
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e Select recipients & &, Use an existing list T T &Y, THT WIS BT TUT Il & [TT  Browse W
Click &
o 3T WIS F Aelae N 31K open W Click |

@ = 4 . » Libraries » Documents » AdWorks AN ) Search AdWorks 2

Organize « Mew folder = - 0O @

~ Mame A B (
Libraries N - 1 |Title Last Name First Name
E@ Documents Address List 2 |Ms. Albertson Kathy
&' Music Letter 3 |Mr. Brennan Michael
[E=] Pictures 4 Mr Davis William
B videos 5 |Ms. Forest Eliza
G |Mr. Jones Dan
18 Computer 7 |Ms. Post Melissa

s 05(C) . s | f G [

File name: |Address List W | |AII Data Sources W |

Open S |

Tools - |

Description  Modified Created Type

M 5/9/2013 211:11 PM 5/2/2013 211:11 M TABLE

£

First row of data contains column headers

e Mail Merge Recipients dialog box #, 3T Ycdeh Sierd @I check IT uncheck X Tehd & Jg AT
& fau & wld & grcded! A9 # aiffa §1 Bwice ®9 & |, @l greasdi3it &1 ad« fhar
ST TRV ST 39 G & o, af Ok &Y Click Y|

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

Data Source

| Last Mame
Address Listxlsc Albertson | 1024 Lakeview Cir
Address Listadsx Erennan Michael 1123 Main 5t
Address Listxlsx Davis William Mr. 540°W 4th 5t, Apt 121 Mew Y|
Address Listxdsx Forest Eliza Ms. PO Box 4351 Renc

Address Listxlsx Jones Dan Mr. PO Box 805 Raleig
Address Listxlsx Post Melisca Mes. 3202 Maplewood Ave Richm
Address Listalsc Thompson Shannon Ms. 500 Acme Ln, Apt 3C Spring
Address Listxlsx Walters Chris r. 436 Church 5t Colu

<

Data Source Refine recipient list
Address List.xlsx %l Sort...

o Filter...

¥9 Find duplicates...

[© Eind recipient...
[ validate addresses...

Edit... Refresh
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e Mail Merge task Pane &, Step 4 T STl & folw Next: Write your letter 9T Click &4
Mail Merge h S

Select recipients

- Llse amn existimg list
Select from COutlook contacts
Type a mew list

Use an existing list

Currently, vour recipients are
selected from:

[Shest1%5] in "Address List.xls=xT
[ select a different list...

| .~ Edit recipient list...

Step & of &
—=» Mext: Write vowur lette

#— Previowus: Starting do et

Ife 39 9TH HIS  existing address list A&T &, A 3T Type a new list button 9T Click & 3R Create
Click Y Tahd &1 BT 3T 319er address list €39 T bt &1

Step 4: 319 39 37T letter TrTel & foIT AR §1 ST T§ Print 8T &, @Y letter 1 Fedsh YT Hel &9
q JEr gRf; hael UTeaehdl 3T (S A 3R 9dT) 37eI9T gRT| 3Rl Uedshd! 3¢T & foT cordglesd
ST BT ATfh AT Hol SieTdm & & 3eT Fgl SigaT gl

How to insert recipient dataRfARTT 32T Fd =8¢ FT )

e Document & 3F TATT W Cursor IW ST@T 3T TR @ g ¢l

=R
Mail Merge ™% Mail Merge a3
Write your letter Write your letter
If you have not already done IT ywou hawe not already done
50, write your letter now, so, write youwr letter noww.
To add recipient information To add recipient information
to your letter, click a location to yowur letter, click a location
in the document, and then in the document, and then
click one of the items below. click one of the items belowr.
B Address block... = Address block..
B Greeting line... B Greeting line... I_Furr
|—_|'-" Electronic postage... |:|+ Electronic postage...
| I ER More items... EEHl more items...
‘When you have finished wWwhen you hawe finished
. . writing your letter, click Next. wuritimng youwur letter, click Mext.
As you may know, 2013 marks our 12th year of doing business. Over T T T TS Then you can preview and
grown from a tiny startup into a robust company with over 200 emple Ipet[“m?i“le each recipient’s IF‘iESOF'El“ZE each recipient’s
etLer. = er.
~ Our growth would not have been possible without loyal customers lik
extand to you a 20% discount on your next order. It's our way of sayi Step4of 6 Step 4 of &
business. We'll keep working hard to provide the best possible custon 3 Next: Preview your letters —=» Mext: Preview your letters
products, just as we've always done. Thanks again for choosing AdWe - € Previous: Select recipients #— Previowus: Seleckt recipients
1 3

o IR THglest fdshedl A @ fohell weh &1 geA:  Address block, Greeting line, Electronic postage, or
More items.

Specify address elements Preview
Insert recipient’s name in this format: Here is a preview from your recipient list:
Joshua 1 > I
Joshua Randall Jr. -

Joshua Q. Randall Jr, Ms. Kathy Albertson

Mr. Josh Randall Jr, ;
Mr. Josh Q. Randall Jr. 1024 Lakeview Cir

Mr. Joshua Randall Jr. v Peachtree City, GA

| Insert company name

Insert postal address:

MNewer include the country/region in the address

Always include the country/region in the address
i 2 . Correct Problems
® Only include the country/region if different than: _ . .
R . If items in your address block are missing or out of order, use
United States Match Fields to identify the correct address elements from
) your mailing list,
Format address according to the destination country/region
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o 3Ud TTS & YR G, [AfNeaT fahenl & A T dialog box @S &3m, aifdd [ehew &1 Taal
#Y 3T ok W Click Y|

e TH ToHglesT 3% Document & @IS oM (3&TeX0T & fAIT, «addressblock»)|
=g ' : ’ T Mail Merge e
Write your letter

If you have not already done
so, write your letter now.

To add recipient information
to your letter, click a location
in the document, and then

click one of the items below.

E Address block...
B Greeting line...
|:I+ Electronic postage...
B0 More items...
When you have finished

writing your letter, click Mext,

A5 you may know, 2013 marks our 12th year of doing business. Over o (e I T e e

grown from a tiny startup into a robust company with owver 200 emplc Fe?:;;?.na”m each recipient’s
~ Our growth would not have been possible without loyal customers lik

extend to you a 20% discount on your next order. It's our way of sayi Step 4 of 6

business. We'll keep working hard to provide the best possible custon 3 Mext: Preview your letters

: -, R .
products, just as we've always done. Thanks again for choosing Adwe = = et SdeE rErEe

e &Y SR S YS! YA SeT Repls & AFAPRT  enter et I 3TIIHT 8l & o ST Steps i
GIEAT| §AR 3GT8TUT H, §H U Greeting line s3]

L g 1 2 3 4 * .
Mail Merge S

Write your letter

If you have not already done
wAddressBlocks 50, write your letter now,

To add recipient information
to your letter, click a location
in the document, and then

click one of the items below.

Bl Address block...
El Greeting line...
|—_|'!' Electronic postage..

B more items...

«Greetingline» ‘When you have finished
writing your letter, click Mext.

As you may know, 2013 marks our 12th year of doing business. Over TR o T eam 2

grown from a tiny startup into a robust company with over 200 emplc IDEiE:‘:IﬂEl”ZE gach recipient’s
~ Our growth would not have been possible without loyal customers lik

extend to you a 20% discount on your next order. It's our way of sayi Step 4 of 6

business. We'll keep working hard to provide the best possible custon = Mext Preview your letters

. , . .
products, just as we've always done. Thanks again for choosing AdWe & (e S T

Al 4

o SIF T YA FI of, @l Step 59 ATl & foIT Next: Preview your letters X Click &Y]

. L g 1 2 3 4
Mail Merge e Mail Merge v X
Write your letter Preview your letters
If you have not already done One of the merged letters is
5o, write your letter now. previewed here. To preview
To add recipient information ::o:hﬁr Ietterl, GIE3CARE
to your letter, click a location ELEIELIN
in the document, and then Ms. Kathy Albertson Use the arrows to _’ .. | Redpient:1 [,
click one of the items below, " - =
1024 Lakeview Cir preview each letter — —_
] ind a recipient...
[E] Address block... Peachtree City, GA " kp .
B Greeting line... ane changes
w You can also change your
=7 Electronic postage... recipient list:

EEl more items... The preview allows you to [ Edit recipient list..
When you have finished see how rt%_cnenldala Exclude this recipient
%r;tr;nygozocl_larnl ept:ee\:,i ei:;c:nr‘:jext. will appear in each letter When you have finished

z 5 Dear Ms. Albertson previewing your letters, click
Ipei'r::?nallze each recipient’s - Mext. Then you can print the
~ As you may know, 2013 marks our 12th year of doing business. Over merged letters or edit
individual letters to add
Step 4 of 6 grown from a tiny startup into a robust company with over 200 emplc personal comments,
—» pMext: Preview your letters Our growth would not have been possible without loyal customers lik Step 5 of 6

€ Previous: Select recipient, extend to you a 20% discount on your next order. It's our way of sayi = Next Complete the merge

-
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Step 5: Ig FRARTT F & AT letters qafaelierel &Y & recipient list 1 ST letter 7 HET a1
g fe@s & WY § a1 A8t 3T 9cd% Document i 2@ & T left 3T right scroll arrows T 39T &
Thd g
Step 6 T ST & foIT Next : Complete the merge @ Click &Y |

rMail Merge - =

Prewview your letters

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

S Recipient: 1 _—

[ Find a recipient...
Malke changes

You can also change your
recipient list:

o Edit recipient list...
Exclude this recipient

wWhen you have finished
previewinag vour letters. click
Mext. Then you can print the
merged letters or edit
individual letters to add
personal comments.

Step S of 6
—=> Mext: Complete The merge

€— Previows: Write your lette

Mail Merge M2

Complete the merge

Plail Merge is ready to
produce your letters.,

To persanalize your letters,
click "Edit Imndividual Letters.” @
This will open a neww

document with your merged
letters. To make changes to
all the letters, switch back to
the original document.

PrinE...
dividual letters...

“— Previous: Preview your letters

Step 6: Letter & print %t & foIT Print 9T Click &<
T ST SIF8 @S 9m all R Click &Y, T ok T Click Y|
Print Dialog box fe@Ts 23m| Ife 3maeTes & v Print setting ST T X Hhd &, TS &I 3id &

ok 9T Click Y| letter print 8 S|

Printer

Mame: @ Lexmark %422 (M5} W Properties

Status: ldle

Type: Lexmark X422 [MS)
Where: 10.1.10.

Comment:

Page range

Find Printer...

[ Print to file
[] Manual duplex

Copies

Print records

(") Current record

D From:

To

oK Cancel
%N

® A
Current page Selection
C) Pages:

Type page numbers and/or page ranges
separated by commas counting from
the start of the document or the
section. For example, type 1, 3, 5-12 or
plsl, pls2, p1s3—-p8s3

Frint what: | Document

Print: All pages in range

Options...

How to Create and Print a Single Envelope in MS Word 2013(THTH 9§ 2013 & T&hd

freTeT F4 99w 3R R )

gfg 3 forw ( Envelope) @ 3191 return address el =TT 1A & , df 3T fIwI®T ( Envelope) TR

FTH FIAT YE T F Tgol 38 AT X Fohd ¢l oI 3T 39T ferwIer (

Envelope) 3191l STHITAR T

AT & §, o 39 38 i T dohd &, A1 &1 50 Save 8l T Tl § Tk 31T SEHT Gaf: UM
b
Set up a return address (aT9HT 9dT T )

ol ggel MS Word 2013 Y& |

File tab 9T TFeTeh Y|
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e Options W Feeh Y|

e Advanced R Felsh &Y|

o oI Tl HY, 3R General & dgd, Mailing address box & 3T9aT return address T8T &Y

o OkW fFoe &l

Ale: MS Word 2013 IdT HIEIT T & difeh oig 8 3T 3r9er Rest gar ( Return Address) fororer
(Envelope), ST AT 31T TSl H STofall AE & af 3T TP 3T X Thd ¢l
Verify printing options (RIféar Reea Icafa &)
39 e & Ategdw F fIwh ( Envelope) & 8T & Iallel & Ugol , 3T Ig AU X Thd ¢ b
e [awreq @gr i & ¥ &

e Mailing Tab WX, Create group &, fei®rt% (Envelope) 9X fFeleh Y|

2% dERRITE

Envelopes Labels |

(113
(113

) Faceup—— 2 — (%) Face down

.|,::1'|:,:| .............................................

e Options W Fesh &Y, 3R T Envelope Options tab W FeTeh Y|

e Envelope size box &, 379a1 Tt ( Envelope) & 3R & Aol T dlell JHG W Foleh dY| TG
IS o [dehed 39k fAHId (Envelope) 3R ¥ Hel g1 WIAT §, dl FaT & & Fhiel Y, HEcH
AR W Ford &Y, 3R T s 3R Fa5 999 & 390 fE% (- Envelope) & 3T 8T
|

e Printing Options tab W FeTsh Y|

e 3BaR MS Word &t §dTaT § o ford avg fowrer ( Envelope) fiex & ois foham s anfRe, 3k

Ig SATAPRT Envelope Options ST ST & Mifesr RAeeq &9 & yeRia g &1

1. 15 fafer fawrds (Envelope) & fEUfa FEiRa & & (GT0, 7e, §10)|

2. falpr95 (Envelope) &7 Face up 37 Face down Va7 G5 &HaT §/ Face g T&7 & 5@ @v war fae far

T &1

3. felreT (Envelope) &I gl @ flv 56 fa%eq T gI1T 1337 STrar &

o ST ST H Tohd & & H BT (Envelope) ag &Y |

o OkW fFad |

o Delivery address box # $& ¢¥e ¢aee €89 Y 3R fhT fA®IHT ( Envelope) e #tat & faw fie
9T fFereh

o HIfd Y & fwreT (Envelope) #EY &1 & Hfed B

o IfE fAWET (Envelope) T8 dlih & Bic 78 ar &, aF e & O 5 & T A

o WX # fawrhs ( Envelope) & W8 &Xel &I dlienT ollelel & v |, IfS 39eretr &, af 3r9er fiex
SRR T WAL o |

o 39 e g F update FI

o TAHIHT (Envelope) fAshed sTaydliar dfad & [T Qe &9 WX agw v |, 3R Rt [edt &
AT @] TIBIer (Envelope) T & Hfgd 1 3@ Ufhar &1 dd d& glgU¥ oI desh foh 39
AU aehedl &1 HI-hIReT Al Wil ofd § S 3Maeh sfeod IRUmA Scveet X &
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Create and Print or Save an Envelope (T& faremdr aame 3t fic &3 a1 @3a)
e Mailing tab ™, Create group &, folwI%s (Envelope) ©X e Y|

Envelopes  Labels

— il
_l _j Delivery address: [j -

Envelopes Labels

{reate v

o Delivery address box &, AT TaT 3T Y|

o IR T IS HY W AN SolFeiioiehr TQH geb H HIS YT & 3YANT Hilell A6 &, off
Insert Address I fFereh &Y |

o JfE T TFEC FI format IT AR &, dl TFEC FT ITT FY |, TAfAId CFEE W ASe-[Feleh Y
3R T QAléhe A W Wiee TFoleh A

o NReeT gar (Return Address) Ster &, aradT 9T 8T |

TN
=1 .
Beturn addrass: |:_: v D Omit |
|
Joannie Stangeland a| Preview
123 Maple Lane
Prospect, WA 93030 =
—_ Add elegtronic postage
4 —H-seromune M —
Memghis, Th 88501 E.@_ 5
- =
) . . ) Verity that an envelope (s Ioaded before printing.
When prompted by the printer, insert an envelope in your poe | [ sostosuumm [ gobon | [Eposopmropenes
' Cancel ‘
‘ Print ‘ ‘ Add to Document ‘ ‘ Options... ‘ : T
6

o I T I HY R TANAA SolFeiieleh TGH geb H HIS YT & IYANT Hell A6 &, ot
Insert Address I fFereh &Y |
o IfE 37 wfasy & 3uAhT & AT Reat gar (Return Address) T@AT TG &, ofehed 3T 37 TdATT
TIRIRT (Envelope) & QA 1T AT AR &, AT Omit check box &T Il HY|
o IfE 3UH U gAFCIAh STh odeh YgH & , 3a0T & AU ARG U 38 des d1gs a9 W T
[T & WAST g, ar 31T 37 39e1 fwrh (Envelope) #H SIS Tohd gl
o T A #H T T FF F
= e 3T Gof: 3TANT & AT 3@ Save & 4T fAWIGT ( Envelope) e e drgd &,
Feed ST & fG@T 91T fex 3l W fFerdh |
= e 3T Gof: 3UAT & AT fIwIer (- Envelope) 1 Save s¥al dlgd & , dl Add to
Document W e &Y , 3R T File Tab WX Felh &Y , Save as W T &Y |, 3R
gEdael & faT e AT BT |
ferhTth (Envelope) T #fed &= & T , Envelope Options Srarelier &ferd & Printing Options tab T %I
diFd # fe@w 31w e & us fowrer (Envelope) 3Tt 3R i fBie X Fae Y|
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How to Create and Print Labels in MS Word 2013(THTH a8 2013 # e ¥ §10
Ik Rie AN

MS Word 2013 & 3T Ush oiedl, AT o &1 efie, I R_ffea daal &1 T 8 B & gohar &1 MS
Word 38 ¢l # oidel AHIA ¢l § Sl 3% GaRT aifoifedss &9 & AU 3T gl & AAHAT § Aol
et & o feomsa fhar a3
T 39 return address labels ST ATgd g, dF o¥e=T Ufshar & T&=1-

e J{IH UYg Mailings Tab T TFeleh H{ 3Tk a1 Labels W Forahr Y|

Enveiopes and Labels

“ HOME ~ INSERT  DESIGN  PAGELA| || e

i ’ )\ ‘ orint cabet
~“% v © Eull page of the same Ordnelabels.com, OL 1050 - Rectan
' Rowunded Comers - 64 Por Sheet

o
Start Mail ~ Select Edlf
Merge~ Recipients~ Recipient Lis ety s o s ek g

| gt | | tvew Qocument. | OPYONS..« E-posiage Properves...

Create Start Mail Merge s

o T Options W Fee &L
e Label vendors &I I &, 38 Huell W foFereh & [T 3T el , AT HYAT IR I56 & HHR

AT Bl

=

@
=

Label Options

Printer information
O Continuous-feed printers

(O] Page printers Tray: Defaulttray ~ |

Label information

Microsoft

_ Microsoft
| Eind updates on Q3pm / Post-it® Asia Pacific
Product number: |{3M /Post-it® EU vel information
3M / Post-it® MNorth America
1/2 Letter Ace Label pe: 1/2 Letter Postcard
1/2 Letter . B
Adetec ight: 8.5
1/4 Letter
A-OMNE dth: 5.5"
1/4 Letter APLI . ) i
gg ::er ﬁage APLI-AGIPA ge size: 11" x 8.5
‘ errage APLI-DECADRY v

Details... New Label.. | | Delete Cancel
e Product number & dgd, 38 Jdd U [Foleh &L S TS T & Ydhal W AT TraT 2
o IR YR AT 3cUIe HAeX ALY @S &ar &, A 39 Tk FEeH gl AT 3T I Thd & 3
et & fov JA Tpiad #)
o 3id & Ok Fae &Yl
o Address box & sael TdT AT 31T SHARRY BT Hi|

Label vendors:
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[ -E;xvel;:pes | Labels }
Address; E2
Print Label
@ Full page of the same label A-ONE, A-ON
") single label baizel/ 12 )
Row: |1 7 Column: {1
EE=:
=2 -

Before printing, insert labels in your printeér's manual Teeder
{ Print ] [ Hew Document J { Qptions... ]

o YA HYXR W TUMUT Folaciiolh TsH Job A hdll 9 & AU el gl & AT, Insert Address
button I e Y|

o Formatting &I goal & faw, Taee &1 T Y, Tge Feler Y, 3R 38 a1 AEHT A W Blee
7 Rramd | Foad F| dgad W 3R R ok R Fos |

e Print option & @gd, Full page of the same label 9X f&Fete & AT Single label W Feleh Y|

Envelopes and Labels ? X

Envelopes  Labels

[Address: \ [" v D Use return address

(ZE)ISUTIUNES:Gas, Water, Electrical J S

v
L

Print Label
(® Full page of the same label Avery US Letter, 5066 Filing Labels
(O single label Filing Labels

Row: |1 3| Column: |1

==

Befare printing, insert labels in your printer's manual feeder,

Print New Document ] Options... E-postage Properties...

Cancel

o IR 3T TF A B & W § , dr ufdad 3R Fie# sfeFq & 39T TUH o FI| 38807 &
T, Ife 39 9@ Me W 3 W 10 8 dad §, AfheT Faa 3ifAHA d9a &1 a7 g, dfFa diew &7
10 T18Y &Y AR ol diFT H 3BT |

o R & & ggel, Rex & 3m0eh awer e |

o 3 JTIT & Save [FY T g e =t F AT, Print R Foasd Y|

o Y cTadst & ddel FT Preview @Y AT Save R & fOT 3T R & 39T X Tha &, 5T
fIT New Document 9T TFelar &Y |

o olgd &l T a1 & AT File menu W fFereh HT g8 16 Print option T Fereh X
How to Embed a Chart from Excel in MS Word 2013(THTH d§ 2013 & TFdd ¥ ¥@E
O T W)
gfe 3M9eT Excel H gl & & T Chart §I1T &, A 379 & 39«0 MS Word Document § Embed 31 Link
T WHd g1 ST 3MT Word 3 Excel Chart Embed &¥a 8, df e Excel Chart 7 319 garr fahu arw g
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off 3ruse Toarfold & & 39 Word Document H 3793¢ & S0, Sd o foh WISl T g TATHT W
| FE eI A e & o H Aeg AT §, ST 319 Chart H ITeTcd IT Rl SATAhRY g1 M|
e MS Word #, Insert Tab &l TIeT Y|

B Hd S O % =- s

HOME INSERT DESIGM PAGE LAYOUT

Bi Cover Page - % @ I_—T"\. =] Smartfrt
= <

[ Blank Page

- : 1 0 Chart
L Tahble Pictures Online Shapes
*— Page Break - Pictures - &4 Screensho
Pages Tables Hustrations
[ 5 g

e 3TSP §IC Textgroup H T Object command TR fFearer FHY|

Books Sales - Bumble_Moare - Word

MAILINGS REVIEW VIEW

E& %Hyperlink \J [™] Header -

[E] Quick Parts - @'SignatureLine M

; |* Bookmark [] Footer~ 4] WordArt - E’-‘% Date & Time
Inline Comment Text A
Video Elj Cross-reference [#] Page Number ~ Box~ Drop Cap [object -
IMedia Links Comments Header & Footer Text

s 3 4 5 DhjECt

Insert an embedded object, such as
another Word document or an Excel
chart.

o TS AT digd fE@IS Sam| 5T Create from file tab & Browse WX e HY|

4 s H

e}

File name: Book Sales
2300000

[ | [ Browse.

5230.000.00

2100.000.00

[ Link to file
[] pisplay as icon PR

Result

.. Inserts the contents of the file inta your ek
Em document so that you can edit it later using
the application which created the source #:0,000 00
ile.

33000000

ocs e 20 2o o
Cancel cumes mtey A 3o il fenmsy mmtom( ALY

o 3T I dIfSd Excel Chart T Select FY 3R insert I Fereh Y|

((t-) ~ 1 1. <« DocumentsLlibrary » Bumble_Moore_Sales v ¢ Search Bumble_Moore_Sales P

Organize ~ New folder ¥ « [ @

*  [& Book Sales Chart |

5 Book Sales spreadsheet

¢ Favorites

B Desktop M= Books Sales - Bumble_Moore
8 Downloads 5 Books Sales
[E=| Pictures

@ Romance Subgenre Spreadsheet
& Google Drive

) Recent places
1%/ Photo Stream
& SkyDrive

1M Computer
v

File name: | Book Sales Chart v| | Allfiles v/

Tools Insert Cancel
e |
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o I 3T 3T A Excel Chart & foidh &A1 dTed & dr link to file & STl & fEud aied &1 & F
Ifg 3T excel Chart § IS IRaceT @ d Ig 3T MS Word Chart & 8t update It & HeTH
glam|

o Ok fFa® &l

Object ?

Create Mew | Create from File

File name:
i\Documents Librarny\Bumble_Moore_Sales\Book Sales Chart.xlsx Browse...

e

|| Display as icon

Result

Inserts the contents of the file into your

@_,@ document and creates a shortcut to the
source file, Changes to the source file will
be reflected in your document,

oK Ik Cancel

e Chart 31§ 39 MS Word Document H fe@rs gam|
Embedded Chart & editing %1 & AT, Chart ®X S9el-fFeieh S| Chart &I Source data I Teh TaFdol
Tuseie fe@rs ¢afrl editing TATCT a¥eT & &1¢, Excel & Chart 3T Save Y|

How to Export documents in MS Word 2013(THTH a8 2013 # gFdEdsl 9 @ ata #I)

fSiee &9 &, MS Word 2013 STarg#e .docx WTgel ehR A Save fhd ST 81 &Teiifeh, W0 HAT g Fahd ©
ST 39! fRET 3 WIS Yo, S T pdf a1 Word 97-2003 STerge sl 3UANRT el T 3aegerdr
811 MS Word & faffiest R & wIgel YahRi # 319a1 ST 1 faTd (Export) T M Bl

How to export a document as a PDF file (fiEv® ®Ised & ¥ & grar@dsr & F@ Aafa &)

U STgHAC T TSI ThHIAE Slagic & &0 # F0d wem | O AR W NEve Bied & &9 &
ST ST &, I &0 & 3wl g wehar § AfS 39 et 0F sfergaic & @Y sfargeie RN T @ &
fSg® 9@ MS Word T8t &1 a9 Teh NETH Brsel Uedehdisl &l 2@ & fov 3a §erdr §-afeeT
3 Icciehdl 38 SagAT & Hic A ol GUR ¢ X Fehell B

o TS oY % UEUA & AU File Tab R Foreh Y|

o Export W Fefsh &Y, T Create PDF/XPS Toi|

[} Create PDF/XPS Document Create a PDF/XPS Document
= Preserves layout, fermatting, fonts, and images

Content can't be easily changed
B, Change File Type Free viewers are available on the web

Ty
Led
Create
PDF/XPS

o Save ST Sied QWS 3| 3H TAUW & TAT H @1 AT SFGHAC AT e agad &,
WIS AT gof &Y, Y Publish R e Y|
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© ~ 4 | « Documents » Misc » Merced's Docs v ¢ Search Merced's Docs y-
Organize ~ MNew folder EE - @
~

“El Recent places
Mo items match your search.

4 Libraries Choose a location,

[5] Documents < type a file name,
then click Publish

& Music
[E=] Pictures
B videos
-
File name: | Resume e o v

Save as type: | PDF

Open file after publishing Optimize for: @ Standard (publishidg
online and printing|

) Minimum size
(publishing online)

Options...

= Hide Felders Tools ~ |  Publish | cenca |

fSthiec &7 &, MS Word 2013 siergaic # @t gval &I o2l | Ife 3 dhael acie= dof &l
foraTd aer argd €, @ Save as ST SfFd # options W faFele &1 Options ST died @S
I TAHATT T T T Y, Y Ok W fFereh |

Optimize for: (@ Standard (publishing
online and printing)

3 Minimum size
(publishing online}

| Options...

Page range

SEelection
() Page(s) From: [

Publish what
(®) Document
Document showing markup
Include Nnon-printing information
Create bookmarks using:
® Headings
wWord bookmarks
Document properties
Document structure tags for accessibility
PDF options
[ 150 19005-1 compliant (PDF/A)
Bitmap text when fonts may not be embedded
[] Encrypt the document with a password

[ ok | [ camees |

e 3R TYH NIATH HISe T HUMGT Flel HI I ¢, A I8 I T NATH B5el I Ul
7y SiFgHT A deeld N AT ST &

How to export a document in other file types (3= BIS YRl # sl F& Fafa )
HTUhT 3T SFPHC THRT S & Word 97-2003 STegAT & 39a Sigac &1 @dd aa & o Ace
e @ehell & TG 3Tl Word & IXTeT HERIOT IT FRET . txt BISel &1 SUGNRT dleh S9N o TTY AR
I I HEGRIHAT § arl

o dREeS o T UgH F AT File TabR fFersh X

e Export ® TFee &Y, T Change File Type & TIT HY|

Export

Create PDF/XPS Document

PA’ Change File Type |}
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Teh BIEd TR H IIeT &Y, e Save as W Feem HL|
Change File Type

Document File Types

"% Document
Uses the Word Docurment format

Word 97-2003 Document
Uses the Word 97-2003 Document format

o | i

[
Loy
OpenDocument Text "E Ternplate
Uses the OpenDocument Text format Starting point for new documents

Other File Types
Rich Text Format

% Plain Text
Contains only the text in your document Preserves text formatting information

Single File Web Page
Web page is stored as a single file

Save as Another File Type

|

Select a common file type,

&g

then click Save As to export

Save As

Save as ST diFE fG@TS SIM 38 TG & TSI HY 61 3T SFFAC AT HGT a6 &,
WIS ATH Gof Y, e Save W Feld HY|

@ = 4 L« Misc » Merced's Docs LR ) Search Merced's Docs 0
Organize « MNew folder FEF - (7]
) - Chain of Command Tree
i Libraries Team Building Retreat Flyer Choose a location
Dy t .
[ Documents " type a file name,

&' Music then click Save
=] Pictures

i Videos

w

File name: | Resume -

Save as type: | Word Document w
Authors: Merced Flores Tags: Add atag

[] Sawe Thumbnail

sz Hide Folders Tools - | Save !}J | Cancel |

AT YR & BB YPRT H Aol A Save Il & TaIT 3T Save as type STFd & S19-313
Al & 3TAT T FX T B

@ + 1 . <« Misc » Merced's Docs v & Search Merced's Docs L
Organize MNew folder FE - [7]
~ Chain of Command Tree
7l Libraries Team Building Retreat Flyer
@ Documents
J Music
|| Pictures
' Videos
W
File name:  Resume -
Save as type: | Word Decument Y]
Authors: Word Document

‘Word Macro-Enabled Document
‘Word 97-2003 Document

Word Template

Word Macro-Enabled Template
) Word 97-2003 Template

= Hide Folders PDF

XPS Document

Single File Web Page

Web Page

Web Page, Filtered
Plain Text

‘Word XML Document -
Word 2003 XML Document de
Strict Open XML Document

OpenDocument Text

Works 6 - 9 Document
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How to use Macro in MS Word 2013(THTH d§ 2013 & # FT 39ART Fq )

S 3T Word 2013 H Teh &fdT GEAAS TolEd &, df Ig THa § b 3Maen! T &1 SFEC dl qIglrad ahl
TR glcht g, AT Tl & ToIT ASHAIve o Ueh W B yerl fohar § g0 giaer &
HspIST gl STl &1 S8 FIALT T 3UAET FA o T TRl hael  MS Word 2013 & 391 Sgard arel
H1A @ Nepis wa 3R afasy & 3@ 3 31w suer axar i 3maegear g

MS Word 2013 #, 39 Hshiel §allet 3R Tellel & GaRT AFEI YT fhU el drel FHIAT I FTFaTford
Y Hehel &1 Th Hspr JmeRil 3R A& &7 vk A & 9@ 39 T@Erid §T @ SR A QA A H
foT e & FAE & ¥ A TEIE I &1 3T I W AT 99 & AT S T I3FER wWA §
O T Al H d5ef S| FoOG Ygol |, 3T Akl Rebls ol &1 Y 317 IR ToFde gofaRk W &
Seof W [Feeh e AT Foll & FAISlT FN Gellhl Hol Tell Feohl &1 Tg 39 o1 W AR &ar g
HY 38 F VT 3T A B

How to Record a Macro with a Keyboard Shortcut (F1al$ efféshe & AT HH Rars
)

o HIH Uga View tab X f&UA Macro fdscar W Feer Y]
e 3% a6 Record Macro WX [Ferer &1
Document] - Microsoft Word Preview
REFERENCES MAILINGS REVIEW
_) [£] One Page f': = ‘F_ esv Side by Sids :5 ===
O Multiple Pages : : (] Synchronous Scrolling s
100% New Asrange Split Switch Macros
‘Cr Page Width Window  All i Windows ~ ¥
Zoom Window , M
Video provides a powerful way to help you prove your point. When you click Online Vi
in the embed code for the video you want to add. You can also type a keyword to searcr onnne 1or une
video that best fits your document.
[ ]

Macro Name ¢oee sTer 1 #hl o1 3R o1\ ford 3R Akl & AT eicere FHolt Siisa & faw
“HES” ded W fFas Y
Record Macro %

iMyﬁrstma(roI

Assign macro to

g ~ | Button :@ Keyboard

()

Store macro in:
All Documents (Normal.dotm) E]

Description:

[ OK ][ Cancel }“

mmﬁ%ﬁmﬁmwmﬁwmﬁﬁ%ﬁmaﬁraﬁﬁmﬁ MS Word &
ggel & WA gt § S| Ctrl + B, Ctrl + 1 3nfe
Qe keys T TATSTT gof &Y, T Alt + Ctrl + 0 3R BT “Assign” Jed W Foad FL|
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r 2 ol
Customize Keyboard L‘g

Specify @ command
Categories; Commands:
Macros - NOrmal. NewMacros. Mylistmacio ~

Specify keyboard sequence
Current keys: Press new shortcut key:
o | AR=CIr=0O

Currently assigned to: Normal.NewMacros.Macrol |

Saye changes in: ’ Normal B

Description |

AT 3T S Nepls HET T8 § 96 RIS A O 3UH IR TR Sl T 3aTHT ¢l

3T AT A A A A o Fercl € 3T fAIT “Pause” HT FANT A AR ag H R & q& A
" gl

ST 39T NI 8 T v 3Ih HAhrer RpifEar & Aavell USAT & ; 3HS [T View tab &
EUT Macro group & Stop recording T TIT &Y

Decumentl - Microsoft Word Preview

REFERENCES ~ MAILINGS  REVIEW

[ [ OnePage m— ] ™ 3 View Side by Side e o3 !
L& mm ; e T = By
—EB [ Muttiple Pages L ‘ S| Synchionous Scrolling 7 .
100% ) New Arrange Split ‘ Switch Macros
B PageWidth  window Al 3ResetWindow Posttion | Windows - | [
Zoom Window r'r View Macros

I. Stop Recording I
Video provides a powerful way to help you prove your point. When you click Online Vi'[jo™ o2 e Recording
in the embed code for the video you want to add. You can also type a keyword to searcry ormime 1or ure
video that best fits your document.

39 3T AEHT FHofl 1 AT 519 513 Gl #  “Run” HT 3G deh RS fhw arw Hepr a1
fasaifiea &t g&a &1

3 Y 3= SEATS B qTe H Hohl & WY qAHIcd el & fAT Hspl & ATy 30 gEarde A
Save & T g1

How to Save document with macro (HshY & HTY TS Fd TIA)

File Tab 9T fFeTsh ¥ 3R “Save as” T IIT |

>

Info

New

Open

Save

Save As

Print

Save as fdSY #, save as type 319 313« = & Word Macro-Enabled Document &7 et Y|
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How to Run Macro (#s! 3@ =)
Fh! Tollel & AT, foFaeh THAH ToIaR WX foFereh &Y |, HIEIS QAléehe gall, T T AshleT T F Hshl

TAT TP Bl
I Tgo View tab W TIT Macro [dhcer oX Feldh X

[ ]
o 3HH a1 View Macros X TFeleh H|
]
Switch IMacros
Windows -

E'_-r Yiew Macros |\
7 Record Macro... ¥

P! AT & dgd Al A, 38 HARl R [Foreh HY TH 319 T =gd gl
Run &Y T &Y
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UNIT-II

1. THUYE ITTPE gEdaT 3maegsdar 3 arfafafear (Ms Office Hardware

Requirement and Office Activities)

MS Office 2013, ATSHIAIFE JHIfhH HC & AT HERIOT § ST TdSIeT 8 AT SH TG & HERIOT W &
AT ST TheT & 39 Windows Xp 31 Windows vista & 9 A&l TATAT ST HehdT|

1.1 THUH AP gEAAT ’EISRdT (MS Office Hardware Requirement)

Computer and

1 gigahertz (GHz) or faster x86- or x64-bit processor

processor
Memory (RAM) 1 GB RAM (32 bit), 2 GB RAM (64 bit)

Hard Disk 3 GB available

Display Graphics hardware acceleration requires a DirectX10 graphics card and 1024 x 576

resolution

Operating system

Windows 8, Windows 8.1 Windows 10, 8.x, or 7; Server 2012 or 2008 R2

Browser Internet Explorer 8 or later; Firefox 10.x or later; Safari 5; Chrome 17.x

.NET version 3.5,4.0,0r45
Ry o Fedl-ca FRISTAAT F AT U Touch f3arsq & EeTHAT 81T &,

Multi-touch ofehet @l Glaenw 3R FRAGTHAT HISIS, ABH AT I HAleleh AT FoIsT FoTIe
fSarsa &1 39ART e 39Uy gl ¢l f&3isr 8x & a1y 3939 & fov =15
oo Gaumsit 1 eghiod fhar @ g

Additional FOFH IR & HUR T F& PREEHA Fest & Fhell 81 5

requirements and
considerations

grawnsit &1 AR 1 3eeic TSAIW AT TR FoATFe (el Sl TaRIehell &l
eI

1.2 Atsar 3fha afafafar (Modern Office Activities)

o SABIAI 3R 3TN AT FHI THTAAT

o HTATTT YU (office systems), TfshaT3i 31K ael (procedures and methods) T faerra |
o RaE & tEwaE (wrefeer 3R 3rewao)

o FEATET & FIA W AAH TATAT HAT|
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o  HATET & BlFEY, TWART 3fe W B3ams]|

o FHATIT HAAIRAT HT F1dt 3R fregon|

o Teray, AT, 3THOIN 31T FH I@@E

o UG FH R, RAE seafe)

o @Al 3R 37 e 3ifferar & sT @]

o I Fier IR Jodo gl

o T BH & AT eI SR TR |

o 3TN & AT caRd §9 § Fold7 &9 H ST FARIA FeAT|
o Hfed & &

o UBAS e e & wh cald 3R wde gsfolar e
o FRETCA H HH & FAA JaATE P T IG=AT|

o TTA AOR AT 3R 3T SET H IARYAT T

o UoieAT IR FHAT|

2. Introduction to Office Automation Suite (FEYsFera-3ifba ek ¥3¢)

HIATT & leld H g NAW AR FYX & §9 A FFAfAd AT Seleelioteh IUFION I 3TN
A T T A a1 qomel A FrATery FaETe FEd § S 3rerr-3rereT Heged A AR i
TEfHT T § AT FEAET & AT SR H QW a0 & [T 3aedd 5T deay & Bioed ® &
I, FARRT XA, TR &, FAARA el AR FAROT XA & T 3uAheT o Srar &1 e 3er
HEWUT, elarciioleh GEAANT, 3R SAelioieh SN STl & Yatel H HRATord Faarelel YUl & Hel
rfafaftrar e 81 wriierd Tarel AiSer wraerd qfharsit @ 3eqhicd a1 Faarfad # # Aee
T Bl

HTYEX Acad FRATT Faared H {F H g3 ¥, ST 3TAITHAIN T dcad W 3T FAAR Fet
Al & &1 oo, ersier, wisfoler, yfafaf, hew, toww, AsHihen 3R RS vaee, Tliwa
AR Tl Raaers dares afga T safed &, 38 Ao 7 3ma &1 1970 3R 1980 & &2 H
SThCIT JTCTANT Teh AIHT 2reg AT Flfh STReIT Hegey T T fATHIT §T |

P AAAAT B

»  FHTET FEATelT HS BT B Aol § G A Fehell B

»  Tg TH T3 FHAIRAT T INGRIRAT T FATCT FAT B

» 3T R H & AT HA HSROT T HEGIHAT B

» A3 H et HT AT H THItE e Tk AT ST IUYST AW Hebol &

ATSHIEIFE JE (3N Microsoft  Office) ATSHIAIFE T Tesh whiog  3Hiha Fge  §| ATghIET
3HiftheE v T St § o gant Hifhe & Faft T R ST dohd 81 §F Aed § 3ifhd # Fg
HH BT § S T & TRY dIR HLAT |, I0TAT, GRATIA 1, TEJA0T, STETSH Taitial Td $-3ef 311 |
ST Fl B B FYX & ATIH § S & AT WFCdI AT Yohol ASHIAITE o AR 6T 7
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ASHIETTE JHihE 3ueT G AFedaT 78 & Ig T TIfael AR AThe ATeaq &1 AP
JThE FEA9YH T 1989 H HAISHIAITE PR SaRT Heh-3HToRieer Rea & fav & fvar
7| fa9s IREer RATed & fov 1990 & YU FERIOT AT 134T |

21999 |FCaA
ATSHIEFE JHfhE Yol & Y@ ATl e g §
o HABHETC T8 o HAZHNTE fo®
o HAFHENWE VFH o HAFFNIFC FeAIC
o ABFWIFE YTEATATZUC o HABHETE H3TTH
o ABHNEITEC TFAH o ABFHNEIFE SHIUTY BAWRT
o HBHTFE YR o HAISHITFE THISIBT W 2019

2.1.1 Working and Usage of MS Word 2013 (ATSshIA%e g8 2013 &I 39AIfHFamr)

Microsoft Word 2013 U Word Processing Program &, Sif 9RIa¥-3[0Tdcel dlel Document seilel & fow f3sirget
foRar I §1 MS Word 3T9eh! 319s7 Documents T IdUd ¥9 & gaiedd il 3R formar & agraar
YT &1 MS Word &I TETICT & 37T letter, Resume 371 &=iT @ehdt 8] frash foIw Template Feature S§cT &1
BIRICHE &

Quick Access Title bar
Toolbar

si (Body)

rrrr

Document area ———

Status bar

fRer Template & E@RT AT Blank Document & EaRT 39 Word 2013 & Document ST &< Ygell &I &
Thd &

Features of MS Excel 2013 (THTH TFHe 2013 #T faiyqmm)

Choose a Template

Blank Document &7 379&TT Template T 3YAET Feh Ueh o147  Document SATAT AT 3T 8T &l
FAMfF MS Word & Template F & F3 T 1 Themes 3 Styles T JART HT Tohd g1 3TIh a8
Content ST 9=aT gl
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Ycdeh SR ST 87 3T Word 2013 & X &, o 3T9el et & Template option &I TiaTl §, SHH AMiA
I @ 3@ & U Category WX click @Y T 3ifeTellsd More templates T Search &Y] 3& a MS
Word 2013 7 Tgel ¥ & &% WY Templates HiS[g @l § ofdhet T o AT 31T 357 Templates & Fee
STgr § A 3T More Template option &T SANT X Hehd ¢ | (IS 3T Template T 3TN AL AT e
&, @ s° Blank Document 9T click &)

-

Word Search for online tlemplates o Sign in to get the most out of Office
Suggested searches:  Letters  Resume Labels  Carcds  Calend, Blar i
Recent
\ < _): Aa Title 2
l‘ Open Other Documents Ta ke a
Blank document VWelcome to Word Single spaced {blank) Elog post
Title Title Title
Hecding \eading 1 Hraows
——
——
EENEEE EEEEEE EEEEE=R
Jon design (blank) Facet design (blank) Report design [blank) Fesume
JOIN US AT OUR | >
ANNUAL EVENT pr- =]
s sisler ‘;_’ y . .
| ‘ = ,- O R A e | WANT TO VOLUNTEER

Open a Document

Open option &T FATIT MS Word H Igel & §AT5 I8 HISe I Wieled & oI fohar Srar §| 39 5w wsa
I open W 3TH 31T Modification 87 T T §| & SR & 3T MS Word open I g, A 3T Left
side 7 3TIeh E@RT &Il & H 39T U T Documents T T list fe@rs &afr| afe 3ma 5 Document
HI @Il ¢ ¢ dg dal -Igl g, df Open other Document WX click &Y |

Steps to Open a Document

o  HIH Ygel ITT MS Word 2013 open &y
o 3Hh 91 3T File tab WX click |
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o TN IUHI &S T fe@s &I f5WA & 319 Open option W click &Y 3R AT wIger & Tt
W SIE A

Open

@ Recent Documents El‘;l CQmp
Recent Folders

@ Paul Park's SkyDrive \'N\:l'}crlgﬂoj?ﬂlei
My Docur

El:| Computer

+ Add a Place

Desktop

/ Browse

o W FId & 3MM9eh FHe open Dialog box GeT S|
e 319 39 {3 Document T WrelaT dT8d § 3U select Y 3T open button 9T click ]

Save a Document

Save option 3T ST =Te] BISel T Save FeT & [T fhaT ST § | save 8l & &g 39 3H BT H
FafT 3 Open T 2@ Fohd &, 38 U 3 hd & Document T Tgell IR Save T & ToIT, [T T
H-

o Y Ygol File tab 9T click F<|

e 3TF §IC Save as button T click |

Save As

& Merced Flores's OneDrive I;I Com pU’EE'I

Recent Folders

L[_"_'" Computer Documents
Desktop
sfl=  Add a Place
Browse D}

o 3 TUA FI ﬂoﬁ S8l 319 37191 Document Save T dT8d &1
e 3HF a1 Save W click HT|
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AlT: MS Word 2013 Automatically ®TSeT & . docx format H Save &dT gl IS 3T 379 Document &l
.docx & 3TeITaT fRET 3T format § Save =TT TG & a Save as type @I List 9 click Y, 3R ke 3ma
sfead file format FT select Y|

379s7 Document &1 save el o d1G SI§ 3TT 3H WX H1H FAT ST IWA g, df Quick access toolbar 7

save IX click &Y
| ? G- O =
Sl iCtr|+5:|: INSERT DESIGN PAGE

DEE] - .
¥ ~abe X, X° M~

-

s
Print a Document

Print option T ST Document &I fRET U a1 fohdly e ATCIHA W B9 & faw fomar Sirar § farar
$ff Document & Printast & Ugor 3T 30 2@ Y T & & 98 Print@l & &g Har @S gam|

o TIH Ug File tab WX Click Y TGT 3T Print option G@TS ¢3M 38 W Click FY

©
Print

New Cobi + =T
es: =
) opi |
Open =
Print
Save
Save As Printer
Pri ./ Microsoft XPS Document W... s
fing % Ready )
Shate Printer Preperties

e PrintWX Click & & 379 GTH=T U Copies box Y& 819 fHTH 3T No. Of Copies T8T &
34T 9 T&AT ST oI &Iy 319 Print 3T A8 8

o 38k dg 31T dg Printer select Y fTHA 3T Print il =gt & 3R ST 30T Heged & SfeT
g3 2|

o QfEey 3o F 3idTd 3 Printer & T B%iee Print 8f¢3d select T|dr &1 afe 3ma afear
JeolelT aEd g, al 98 37 AfEer I Click FT [T 3T Jeolelr aigd ¢ 38 aIg 3T A # S
T SCelTd LT AEd § 3HA Tg W Hhd o
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Copies: |1 =
l:B SRS
Print
Save As Printer
Sa Adob [ /  Canon MF8300C Series UFRIL..
PDVFC == == % Ready 1
Printer Properties
Print >
Settings
Sha’ Print All Pages
-~
| |D] The whole thing
Export Bacgas
Close [:] Print One Sided _
L Only 7p|inL on one side of th...
[r= — Collated T
“DID 1,2,3 1,23 1,23

Read Document

Portrait Orientation

o9 39 @fETq & Hse g1 S ar Print 30 @ Click Y|

MS Word 2013 7 Read option ST 91T Document &1 faAT fohdl R & Ut & forw forar Srar &)

VIEW

with security-aware engineering practices for services and soft-
ware).

Office 365 provides secure access across platforms and devices,
as well as premium anti-spam and antivirus technologies that are
automatically updated to protect against the latest threats. The
security features and services associated with Office 365 are built
in, reducing the time and cost associated with securing your IT
systems. At the same time, Office 365 enables you to easily con-
trol permissions, policies, and features through online admin-
istration and management consoles so you can configure Office
365 to meet your specific security needs.

Challenges

With more workers on the go, your business information is likely
accessed by more people and from more places and platforms
than ever before. However, this increased access also increases
the attack surface of IT. And, those attacks become more and
more sophisticated and malicious. Today, cybercrime is perpe-
trated by highly organized, financially motivated professional
criminals. A comprehensive approach to security is required to
protect your systems and data in this environment. Microsoft's
end-to-end approach to security includes engineering more se-
cure services and software, effectively monitoring and respond-
ing to threats, and researching emerging threats to protect
against them before they become problems. With continuing

SCREENS 4-5 OF 13

I Ygor 39 dg Document @rel oy 39

Security in Office 365 Whitepaper.docx [Compatibility Mode] - Word

rapid growth in the sheer quantity of data generated by ordinary
business operations, data backup and recovery have become ma-
jor cost centers for IT departments today. Organizations need
scalable, affordable solutions for ensuring their data is available
24/7.

Given these many challenges, many organizations discover that
Office 365 can provide a higher standard of securnity at lower cost
than they are capable of maintaining with on-premises produc-
tivity servers. Office 365 customers are freed from the costly bur-
den of deploying and managing antivirus, anti-spam, backup,
and disaster recovery solutions in-house. Office 365 provides
built-in scalability and disaster recovery to accommodate grow-
ing volumes of business-critical data—all for a fixed, predictable
cost. Distinct from other cloud productivity vendors’ offerings,
Office 365 provides the flexibility to temporarily or permanently
maintain a hybrid environment so you can move to the cloud
gradually or maintain some users on-premises indefinitely.

A secure foundation

Microsoft has been providing online services for many years. Mi-
crosoft Global Foundation Services (GFS), the group responsible
for hosting Office 365 and all of Microsoft's online services,
started in 1994 with the introduction of MSN and has grown to
include some of the world's most well-known Internet properties.
The online services infrastructure layer (GFS) is regularly audited

91T TEd ol
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e 3H%h a1 Viewtab ¥ Read Mode option I Click &Y

= Document] -

Home Insert Design Layout References Mailings

D |:| ] [=] outline ‘_;5 I |(:_||_:|) IEE q [3
Read -

@DDraFt
Web Learning Vertical Side  Show  Foom 100%

ut Tools to Side -

Immersive | Page Movement Zoom

Mode Layol

Views

Read Mode

The best way to read a document,
including some tools designed for
reading instead of writing.

Ifg 39 fRE Document H T U ¥ qEX UST WX ST Al6d @ o folest H @ &S U 1 Al
e Pages® left 3R right side I U arrow 94X Click HY|
o IS 9 FEUT Page up IT Page down, Space bar IT Backspace key &T WAYIT & AT 3T 390 ATZH
# BUa Scroll Wheel &7 8 393197 997 &I W o0 [&Fd #F FX o ¢l
e & 3MT Touch screen T YAWT &Y I§ & o 3T T I F YT & ST IT T swipe T
T g

Track Change

ST 3T fRET 3T cafad @ ATy fRET gEaae GEade WX HH FX @ B § AT 3T TG GEdae
# GUR X I &, o Jedsh IRade & g@a & T Tack change option @1 =Tl Y| Track change option
I e P & dTe Fie 39 38 Bl # o 81 editing, formatting, deleting AT Moves #¥cl & @ Word
39 g3 changes & RIEAT HT ST B
e JEY YgA 3T d§ Document Wrel fHTHA 3T Ig MU apply F=AT T8 g
o 3% dG review tab W fForeh T FgT U track changes button &1 T 3 T Track change
button 9X click Y|

MAILIMNGS REVIEW VIEW
= | R .
2 E R ;
Track
Changes~ i
[z Track Changes E
Lock Tracking

39 option & TS &1 STl & g IS 3T Bl § FS  delete FI § ol J§ TEISHY ( Strike through) F
Ty RAFAT I 8, 3¢ 39 G5 A $S Add FA & @ T€ 38 underline & AT AT I B
3R Afg 3T fafdes IRada FA § dr T§ eT-37c09T TN & [T Hohfodd FAT ¢ ST Ig 3R g
& ST &, a Word ®18el & 8l aTel changes & RIEAd &l d¢ X T g
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2.1.2 Working and Usage of MS Excel 2013 (ATsshIaT¥e Uadel 2013 Fr 3unfaary )

TFAS 2013 Tsh TYsAE WITH & S IR STARRT FT TR, SHARAT IR AT ¥l i1 3regAfa
T &1 Sidieh Y AT Hehdd § o Tl Shaol $T AN GaRT SAfeel ST HT HAUT A & T
39T FRT SITeT §, IS o chichel AT & Siamma i rferdemmell Fiaemsit &1 amsr 3o & ol d
Tohal | TR 3T Solc @A &, Toh GRIGTOT el 3ATSa o @ &, a1 °relel &1 @ &, e Afdesr
Y & SeT & TTY FHIH HLAT G §oIrdl &

Quick Access Title Bar

File Menu i Help lcon
| Toolbar Ribbon P
| | | )
H s Bookl - Excel ?T BH - 0O =
HOME | IMSERT PAGE LAYOUT FORMULAS DATA  REVIEW VIEW DEVELOPER ADD-IMS  Foxit Reader PDF -
S Calibri =111 = == = General - | FE Conditional Formatting = = Insert = e
Ery ~ B T U ~ A === - . ooy s EL¥ Format as Tahle ~ =7 Delete .
Paste - B oo il ﬂE Editing
SR - T &= = & - ho ] ¥ cen styles - 1 Format -
Clipboard M Font ra Alignment L) Mumber L) Styles Cells -
ol - = -
A B C o] E F L& H I J K -
i ]
-
z
3
4 Column Headers
]
& #—— Row Indicators
7
2
=)
10

Sheetl (G bl *

READY =

Status Bar Worksheet Area “View Buttons Zoom Control

Features of MS Excel 2013 (THTH TFHe 2013 #T fatwdamm)
A New Look for Excel

S AT Excel 2013 @eldT df 39l Tk blank Workbook & ST T3 Thisl G@TS 39T | left pane &,
39T 3791 recent GEATASI & ATY-ATY FTARFT FISAl P Wielel HT [Ahed G@S ¢IM|  right pane H,
39 &HelsT, G, AR $$ 3T FIACH IoT Tohd &, Y & AGHIATC HT 3Aors cFqoed H
ST Wl T &

Sign in to get the most out of Office

@ Open Other Workbooks

Porsonal Monttily Budgit
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Ifg 3T 9 THT T TFAS 3UIARTRAT &, dl Tg AT AfS9r 97 3mush forw 39Aeh & Iar &, ofeeT
3R FSEHT H GrAfAHAT & ST § dF 38 31&TH ( disable) fFAT ST Hehall 138 37aTmar, dehedol &4
el & 9ET TereT T gl

Flash Fill

TFHS # JTClither FAUT Uh o3T Time saver 8, Afhel AR Workbook & SiTg, &l Tl wAotéleh! el o5
Flash Fill gfaem § S 3mdeh fow 319aT e #7391 Soc &1 S & Flash Fill 39 3eT # U&h deat
T 9T @l § , T§ M AV SATARRT FF Th FT  enter AT o 3G & faT |, FHoder & &
39k 9 First name 3X last name & HTY contacts &I Teh HIciH §| TS & el Versions H 3TIeh!
TES! AATH HT GEX Pl T I7elT el o [T Ueh FF @A TSl § We] MS Excel 2013 & Flash Fill
% @TY, adjacent column F TgelT ATH €8T HL| AT & IS Gidd H 39Tl Ugell o1 8T dhich gy
3R QY e & AT YeoT 3R formatting T TCerehe FAT § TG MS Excel 2013 1 o Flaensit & & v
gl

G H
~ Supervisor 1 Last Name |
Broccoli, Betty Broccoli
Grape, Gina Grape
Cilantro, Carrie silantro
Melon, Mary

Banana, Bruce
Lettuce, Lola
Lime, Larry
[Melon, Mary

WA g

Recommended Charts
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%S TFHT 3TNl GART 39 ST & TIT §EASS  Chart type 81 el 9id &1 Recommended Charts
giaur & Y, TS TAfAT 32T & fAU g v A geRt w1 Hag vefid Har g1 3T
preview GEAY f&h TeRT SeT HRT-3eT el H Sar fe@dr § 3R 38 dlg a6 gg aRumH o S
3 GRUTAT T Gl I g1 grefifh  Recommended Charts {eTagl SUANThci3i T (q =1C
§oIll H HGG Y Thd ¢ oI SeT T IRAT I ¢ IR gl A AAT a1gf R g, Ig Tl voaaT
IqARTHAST & fov T T T B

New Charting Tools

Recommended Charts Ffaem & 3ifaRerd, Toiiel 2013 @1C fdshedl &l Telihd e god Reel 3R 31w
A ¢ fashoul & HIY Teh AT &9 &A1 a7 B Tl 2013 H 3Mgehe] T Ueh AT ©IC & FHT
g fhaI} & STgY fe@rs &ar &1 additional chart formatting options Y Yehe et & foT 3787 & forall oY
Seo-urE ded, UE Tgel A1 UE fThoel W fooreh Y| AT °E @l S UIE dcd N ThT A, Ue-
fFereh Y, A di9-319 As] & GI&T Foi| AT format Pane TG §T & 37 fashedl & ATY Tohe BT &
S TIAT O ded F v IR R S E

Instant Data Analysis

a1 R faeeIwoT 39eRToT ( Quick Analysis tool) T 3R 37Terdl Tl IUTRTHATIHT I TET lhl &
ser fa@e & ey Tieel # Acg Al ¢l 99 39 ST & ITal Y ford T faRevor el agd &
3R 39 a1g 39 TIfAT ST & fAwer v s 7 fG@s & arer caRa fageivor dea ( Quick
Analysis button) 9X et &Y (IT [Ctrl] + Q &aTT)| conditional formatting, Sparklines, tables or charts & for@
YA 32T & preview ¢& AR 39T 9 A fFasw Y|

=
677 603 835 |:'T%z,ge;s

_| FORMATTING  CHARTS TOTALS TABLES SPARKLINES
2
E

.; =] A H i
Yp— 1 | | 1
L ~m [ |
- e EE=] > (%l

Data Bars  Color IconSet Greater Top 10% Clear
Scale Than Format

= w _om
e

Conditional Formatting uses rules to highlight interesting data.

Instant Answers with PivotTables

T fUale eded 3Ue 22T & IR & FaTdl &7 29T | §89 3R 3ca¥ & & v weh arfFaeme
W%ﬁﬁﬂgﬂmﬁaﬁﬁmﬂfmm%‘l Recommended PivotTables fasred, 3T
Fdd U Folsh & T T TPl [aieead 9T Tohd gl
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Expanded Slicers

TATSER I Tgoll aR TFAeT 2010 H Adieeaer 32T el it & fov U seifded adis & &9 & Uer
fohaT a7 UT| S TFHS 2013 H, TASER TFA cdol, FA aoT 3R 3177 3eT &l H 3er o hoex
F Tohd gl TT AT el IR 3TIART el A AT |, TABH A fthee @ § difeh 39 Tosc
T ¥ T GF 39 T @ 27 3w w E

Timelines

T TIBHATSS IR e eaar & Rapls fheed A S §-T8 T TASE & AT H1H Il &
dAfhaT 3T date & ey FT T & | Wale T I & 9IE |, TBSHASA Sl I g TIH Tgel |
fOaleesel @ TFe T 3R T contextual Analyze tab Toi| Theel FHg @, insert timeline W ToFeleh Y|
ST SiFd A, 3 date field T A HY TS 3T 3YIART FIEAT T80 & 3’ csHAST 1 Rareead
& Y UFSSS Y| TTSHAS & 3UANT el & oI, Tl I Wi AT FAT ghg & @Y 30 ST Y
fiheey el & T T8 W Foasdh |

Power View

TS & o GERUT & foIU 3Uerstr gra) o VS5 |, 31 T 2013 & 37eX Uehlehd g1 9k o
FT 3UATT FT dEL 3T Tl ¥ ST AT SeT FH g3 AT o7 AT = & v fvar Srar g
SU 3MSTA & T, 3719aTT SeT Il 3R insert> Power view Tei|

F)!

,,,,,

.......

[ 1]
ke

One Workbook, One Window

Teh 7S FiauT Jg ¢ fh 3T 9cdh vrhdel 2013 workbook T 39T Teh 3refer ST gl Ig FUR &
Fheeh WX Teh HIY HIH ST I Solldl §, TrHH Sd 39 & HAloflex ST 3UGET AT I 8 &
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2.1.3 Working and Usage of MS PowerPoint 2013 (THTH graxdise 2013 FI 3unfadar )

gTeR UTSc ATSshIATe Hifhd T Teh Tcellheled TIFCaIR & TP Teaar ¥ Toiee e, ITF, Tossd,
gUs3M3e U9 T YR & Uoiee e HIRIA & JIR fHAT ST ThdT §1 TSSH Ueh Solael o
FEfreRoT B FHEE FErdr @ §F 30w TAURY Y 95 3 e ¥ oIFd Y b T

@ H S 0 F- Presentation1 - Microsoft PowerPoint Preview DRAWING TOOLS 7 H - O %
HOME INSERT DESIGN TRANSITIONS ANIMATIONS SLIDE SHOW REVIEW VIEW FORMAT Sign in o
- - P P AL |E ), 2 ShapeFill - d Find
o =] Heout iitight (4 -Je0 | & A 8 = e = = 8 ~>xDoa B () 2%
b New 5 Reset B- (AL L do) n Q‘ . L& Shape Outline - 2 Replace ~
aste ew .- — | - rrange Quidl
B I U A - Aa - -l EE=E= =~ AN NS - - -
¥ Slide~ '3 Section~ U s s - ha- L b ohd % A [l - Syles- Q@ Shape Effects Iy select

Clipboard & slides Font r- Paragraph & Drawing & Editing ~

1

TWC

Click to add subtitle

supe1oF1 [ = NOTES W COMMENTS E &= B P -——4 39% [

3H Yoleeel I HTYSY FhIeT T, Projector T Toll Hehdl § T 99 W Tfeelel 3 T bl g1 SHHT
gaeT fAeT cgaarT , Af3ddr, Engineering T 2T & &7 & fham ST 1 50H Ugol ¥ $s UPR &
CFIAIT & f3STTsel TR I@d & fSashT YT oikeh g8 310el JolocRlel I HH THT H g N1 dIR
F Thd g1 3T 3ar 388 [Affea g i wredfesr va vaiadeeT i Thea B &1 S9ar g7 @Y
TIET X TR Bl

Features of MS PowerPoint 2013 (THUH Yraiqise 2013 i faehvam)

HATSHIAFE Yraidise 2013 H T AIT T §: Ig ol 3 BT W 39991 & fav graf@es §, afe 3mg
TEdfaal & ATETH ¥ TERT R Heh AR T FY Fh| Yolex oY TaAlfeld &9 & 3 Hiotei de-
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3T W YA 97T &, 3R 31T 50 T Al W 8 STIATT I Thd ¢| 3TH Fs IPR HI g
g, ST 3T oiereT 1 ITHNA T §1 3N ST 319 gl & |y HA HT @ &1, al 3T 92 I8t
3R gfafsrar ured = F T Ry S v £ T Grell TE&dfd & A Tioled & T
UreaRdiSe 2013 3Meh! template, theme, recent AT Blank &1 3UAET dleh Tl 3aTell TEf Y& Hlel
F5 U YGTT T &

UrERUISe 2013 & WAfSIT 9T T 9§l 12T deolld WIed g3 ¢l T HEor 7 dfsor g5 |, o
3G HT agd & TUse AR FgT 7 foh AT ofeT QT ATl AT FEROT A, AT g5 A TUE
T @ 3UAH TFAICH & WY-ATY 3AS STEH oeh Rl Ugd Tl Al & v Fenferd fmar
TN | JeACS SFIICH HT fSoted , ST, ol eqadny, Yoieere, 3Rueer, Sl dea, 4:3, Hifsan,
TR, AThET scarfe S w3 ATt & fenfea e = &)

PowerPoint

Recent

any presentations ecerily, Ta
tation, start by chicking on Qpen

FqaieH 3R W fiew

TFTEH T SEAATS [Affiest 1 fAwat & @y fFar S dshar &1 36T & v | afe /vy v gohr
&7 AT & T 37T &, 3R 39 18T W[ T 3YIRT FEAT T8d &, df 97 SFgele W Fas w 3iR
el S T ASTAT GefRid T Seal| 39 39=h ge&gfd # 3ueT el & AU 3naegs vk &
TAT H Fh &1 Sl FEROT & e |, 3T Fvele # deal & &1 3R Aelr & Aegsrer & & o
Jeo Fhd gl
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STafeh giAT Fel3s & AT Al #R gl 1 7 yeiRid gl §1 adAe F18s & qaladieed & FW

U e’ fawrs &ar &, 3R ueiex o s & 3w 3R AR sfaed @d=or suesy §1 0 3@, o9 o
3T T3S M ToAld &, A TRl TF JeRId g1, IS HFYR A 93 S f3ecel fBasw g1 e
# $o Jeong o v T §| 3T 39h g T JfdRed R WIS U gof &, TA195 & EEl A
S A @ fAFhed , Uk gAT A H Forss 3¢ |, IR Felaes BEcd Al & & Foss o AR
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SkyDrive @A & Fotere g Swa| 39 Affesr fSarsal aX AspaiFe g 2013 F TTST 1 FA &
fIT T & WA T 3YIANRT F Tohd ¢l 3T IE, 3T TN TR 3T eTAdsl FoA38 H THARAT fhU
SEar 3R Tl off f3arsd @ ¢@a 3R GUR ol & foIU 3uelsts gleT| g 3T SEAdsll Al gelet
I TERST 3BT H of AT HI HTaISRAT H FHACT HAT gl SkyDrive @I &T 39T Hlh |, 3T
AT F 3Ol Tl AT F Tehd § 3R G@ERT Y 3G TEdfc IRASTANT TN TGN lad
& fov 3mARa = T §
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WMP g&gfa &t tadt 4 ifTa & w0 & Feaotar

PowerPoint 2013 H, WMP SEfcT &I Toh 3R 96T MPEG-4 33T 96T 7 TR Tdfcd 1 Tl &
forw Sitst arar g1 TANSS -4 9% & JfAReRd, gE&gfa difsar @ Afsar coer 3R 3ueon 9w glen
ST Hehdl Bl 39, SUAETHASHT & ydfal @t & faw IR-fser suamol w wuria f&ger Afsar
CODEC &I 3TaRTehdl o1&l &1 3TF o@ar |, Nead 3arsq, AT & 1T FS TAHS / Toassr aar
THANSSN -4 96T Wolel & T gAST # qa1C a0 g 99 Thguie 9T ST, 3R Create a Video I

Export

[t Create a Video
wwa  Create PDF/XPS Document = vid

Save your presentation az 3 video that you ¢an burn 1o a dise, upload to the web, of email

¥ Includes ol recorded timings, namations, ink strokes. and laser pointer gestures

| ,m_«‘ Create a Video Prezerves arvmations, transitions, and media

© Gt help huening s slide show video 10 DVD o1 uploading it 1o the web

100 Package Presentation for CD

1 Full HD (1080p)

(P 3 Create Handouts

1 Seconds spent on each side | 05,00
hz- Change File Type ==

[y

S

Create
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3. Introduction and Comparison of VVarious Office Suites

3.1 Introduction of Various Office Suites (Rffes Fraters ggeu 1 o)

ATSHIEFE A (Microsoft Office) gfaar s & 1 3R @ 3fUF ITAETRAINT & Y IR W FoH
SRTIT WaFH A A Ueh gl olfehel haol Hel Yol ( Word, Excel, PowerPoint, and OneNote) & Google
Docs, Office Online, OpenOffice, 3R LibreOffice S TTallheld ATFedIRX HY el H &1 54 TTallheled
TR H A Jifha (Microsoft Office) ST &g TAANATT wAgl &, Afehet & T 9[ceh, 3uNeT ket
# T AR 3ATSA TgT A9 gl I 3T FT Wl WisT | 8 I 3T ASHIAFE T
(Microsoft Office) T HTHAT Pay T8l X Thd ¢ dl Ig Uh AR faheq gl

3.1.1 Google Docs (3[@Ter STaFH)

Google docs Tsh fol:g[eeh Aa-3MUTRA TiterahereT & Toraal siagaic 3R Eiselied &1 Hieellge q=rar S
HHAT § 3 & TTY §H 397 FUR a4k 3¢ Save 3T F TFl §| STeIc Folared & A1 Fralr off
HTIY A BIgel TFAH A ST Fehell &1 Google docs Google SaRT YTl fhT arv AR 388 I3 ieelss
UfSasheeT & a9 Yhet o fREar &1 Google Docs Uah da-3meTRd Wame § 5 3ma @er 3r9er

B3R O TFAH X Thd &1 TP Adeld ¢ o Google chrome 3316118 3R STeral FTh 3T Google 7
39T WTAT S+ 3R Google 3189 WX ST (ST8T Google Docs I@T 14T &), 3 31T 3iTToSd BIgel ST
IR TR = T g

Google docs

Google Docs T TR T 3TNl [AATAINT & T AT &, S 6 319 v & THT H 39 W FH
F WA g1 3T 30 BT |, Edele A1 frel 31w Fegex afga fhelr off Barsed W el wigell as
ugd Fehd Bl

Google docs & I formulas, lists, tables 3{R images & Y T A HATAT H |, faffiest wie 3R
WS Bide H gedidalr 3R Tdsfed & Import, Create, edit 3R Update T T &1  Google docs
3ferenTer Yoieere ArFeaeR 3R a8 TRER W &A1Y T g1 F FH 99 UF & ¥ A A1 B &

9 H G AT ST FehaTl 81 ok Google docs # o a1T e &l AT #X dehdd § g Ig o
W Hohd ¢ T 3oTT I T @ I@T &1 Google docs F &5 oFT AR fhadY wsar a1 ofic W
R Fehd ¢ AT & WY T¢ Tg o W Thl & T fohE LoR o wiser & FaT gara foar § 9
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SFATASH Y HicTellsel HAGIT T ST § 3R IR & FegeX W o FIda fomar o1 Fevarr § |, s@fAT
FATAAFA IeT & TROTAEIET Fol 3T & FT FG T AT ¢

Creating new files (T BISel 1<)

Google 315d 3TUHT el HT Teh T Y& HIT § il IRl e&delt |, TsMed 3R geqgiodt afed
fafdesl YR &1 BIgel Telel IR FUMET HA T IFATT &ar &1 Google F1gd W 3T I FehR #hr
FIgel dAT Thd &

Documents (STHFIACH) : o, Ferer, fo¥eer, 31X 3 eree-3memRe igell @ forgey & fare
(ATSHIAIFE IS GEATASA & FHI)

Spreadsheets (FABWETH) s Gardia aer 3R cwafeyd st & v (AEHETe T ahgh
& GHAT)

Presentations (FSiEeIeT): Targe ot seiet & AU (ASsre Uraidise Sedfedl & Tam)
Forms (BTFH): 3¢7 w7 axe 3N saafead = & foT

Drawings (ST83%): T J9eX AAFaw A1 3G T F T

Steps for creating a new file on Google docs (AP STFE # 75 FIFA Tl & FH)

e Google 3789 TR New §¢oT Gé 3R I, T 38 WIgel o TR Tl S 319 FA=m ugd &1 §AR
3GTEX0T H, §H Ueh AT G&dldol Sellel & folT Google docs &7 TIT |

L Drive Q. Sear

A Maeieg
[ 4| Folder
ES File upload
22U
Folder upload
msz
= Google Docs [Fr) >
Google Sheets > to
G = Sli s
oogle Slides tc

More

ot

o IUET A BIST S FB3oR W Tk AT &d # @ ¢l Fud-a1d ey & f&UT Untitled
documentﬂwmﬁﬁ?ﬂoﬁl

&. My Drive - Google Drive X B} untitled document - Goc X

C' | @ Secure | https://docs.google.com/document/d/TDNC

Untitled documentI

File E Insert Format Tools Add-ons Help

~d E ?’ 100% ~ Normal text - Arial

G0 A SR — TSRS R SR S RS R S A S (R S S S Y |
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e Rename STl ST @IS Il YT HISe & T TH AT 3T FY, T Ok W Folsh Y|

E Quarterly Report~in Il My Drive

e
File / Insert Format Tools

~ ~ Em P 100% ~ Normal text =~

o IR BISS HT AH deol TT FrwEm| 319 T o HAEF 9=l Google 33T A WIS T UG
Thd ¢, S8l Ig Tadlfeld &9  Save &1 ST | HISel &l e & Tleld & foIT §9 sadl-[Fers
HL|

‘ Drive Q. Search Drive =

My Drive - G
New
Name Owner
» My Drive Albums e
» [0 Computers BB Untouched Photos
22 Shared with me
- B Quarterly Report % me
@ Recent
E Art Club Interest Letter me
* Starred

3T 3@ Hahd & P IR BSal & foIT g AT 9o Agr ¢l VAT AT § FAifH Google 315 3ifer
g &1 UGN AT 8, S Faliold &9 F 3R I A9 BIgel HT Save T Bl

&. My Drive - Google Drive  x ' [B] Quarterly Report - Goog X
C | @ Secure | https://docs.google.com/document/d/1DNGVa2QqAF-rvhivOS-fX-k8AYamOl
Quarterly Report [
File Edit View Insert Format Tools Add-ons Help All changes saved in Drive {\
s
S ~ &= T 100% -  Normaltext - Arial ’ 1 B I U A 1
- —

3.1.2 Office Online (ATRFE 3iTeTelTSeT)

ATSHITTE T TR iTdars Y T J9-3memRa Teelleheld dreadaT €| MU a8 Th H
H@ﬂﬁ%mm%%ﬂwaﬂqmﬁaﬂmﬂaﬁmmmq@amﬁ%lmm
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BISe HTAST AIX I Thd & 3R 30T ITARRAT & T IET HT ohd g1 Office Online & IR
H g 38T 919 I & & Ig Asedrre 3T ( Microsoft Office) F THTS §| il 3cUlg ATSHIATTE
CaRT FAIT S 8| IS Shael Teh &, Afh d9-3cfpel Yohot &, g) gof IR Frad gared axar g1 Ify
39 91E Office & SETHTIT HERIUT & WY hIg 3qerd § Al QA T SSIHE o137l Teh AT ¢ |

3.1.2 Apache Open Office (39T 39T 3TRAH)

Apache OpenOffice word processing, spreadsheets, presentations, graphics, databases 3¢ & forw 3raroft 3Mua-
A HifhE Aieder {e &1 I8 Tl 3H Fogedl W Fs wis 7 3R Frf & v suesy g1 I
qefy SeT HY Teh HARTSET Yol Alefeh Y¥T H HIET Il & 3R 3T AT Frierd FFedd
Uhoil & wrgell #1819 IR T Fohar g1 3 fonell off 3827 & fow qft g a1 Yo S3Aails
3R 3uAter AT ST Gehar &1 Apache OpenOffice S ATl FI ATFedIX SN fATRIT FT IRUMH
YBITT H 3/ hael Teh HFCAW & & A TSTga fohar a1am a1, 5@ &I o a1 i RE AT el
€, 1S G $T 3TN AT Feholl &, TN WFCAAX & TG1 Fehall & el Apache OpenOffice a8 T
$O I ¢ S A9 39 3T AFedaR F FeA1 = g

Apache

Y OpenOffice
BEEE
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Features of Apache Open Office (39T 30Ul HTTPH H AATAI)

Easy to Use (39ATT &It & 31THTA)

Apache OpenOffice S TG 3 &, 3R Ife 3T uger F & fordlt 37 3T Irredaw Yhat T
39T T T &, o AT S I @ T Hehol 8| §AR Tavg eardr el #1o1 |oger &1 319 & f
OpenOffice 2MAE 3TIHr AT H 3ty ¢ 3 gAEfT &1 3R afe 379 99 uger O & ey 3=
FRTT YhaT T BISel § — OpenOffice 3¢ T fFdY Hi&ATS & UG HehaT &

Free Software (% WIFCAA)

Apache OpenOffice T e & TSHE B & HFd AR T 3ol &, AFH  3MAEN F s3dcs fhar
ST FhdT & | 39T AR 38 & T TIFedT T aRE , Apache OpenOffice FT 3TN FIt F
foIT 319 TadT g1 Apache OpenOffice Apache 2.0 dT88H & dgd SIRT fhdAT I1AT g STH AdAd ¢ o
T 8 fordll 8 38T - W, ATOIToTeh, AT8Teh, olleh TATHA & TIT 3TN I Hehdd g1 39 To¥cer
UE 3o HPeX H SEIST I Fehol & doidleT H I AR ITderdic , Nof=rd, Tsphere & &
H 39AreT fRAr ST G &

3.1.3 Libra Office (forsm 3iifpe)

LibreOffice &1 28 flicsR, 2010 &I “& SlergFC HI3SAA” GART OpenOffice.org 3.3 dET HERIT & MUR W
dIeT TETOT & & H Ugell a1 Roilol [haT IRT AT| Tgoll T&qeT TEAIOT 25 ST, 2011 T SIRT fohar
T oT| Tols e weh rferaemmel 3R ¥ oo HATe T &, S giadr X & ol Sl gary
39T fhar STl 81 SHAT ol Sehd 3R 3Mefareh Td TG BreR ol IR Al YT Scdrcehal 3T
FIIETAAT SgleT 7 TG FT § |

LibreOffice

39 wAY foum Jifhe, o # Fe@ AT i iR v a9 3iifhE g & o § e a8
WATHT, Shosh (FsMed), SHE (FEJTIROT), T (deFex AMMherd 3R Folrared) , 98 (Sered), 3R arford
UG S Wiredq} Yohar wfFAfad § I Aswrae &g AR ffwen @ & & arer
AEHAFe AT Hr R (TAE) Ae 30T dR T a@7d F3 colehm#A! W HHF T gl
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3.1.4 WPS Office (3ee Y T& 3iifha)

qg TS WHT App Bl SIS Ade & g A Ms Office & ATEIH & ¥ S ad Documents
(Word, Excel, PPT) &Y g1 39a7 AlaTeel & 3MEET @ SR, 3@, U9 3HU3C & dha ¢ | IS g3 &1
Letter Type &l § AT fhdl & $T Fg Presentation FA § AT HIS List AT § dAT frdT v
& Report IR & &1 df g4 af AR &1H it HegeX # Ms Office # & g1 a8 &H WPS Office
% CaRT 39 Aiarsel & st X Tha T

Ig U vAT App ¢ f9E® gaRT AT Presentation, Spreadsheets dOR & ¥&hd gl oras fow
TEH Ugel  See U1 UH I TT A Tl TR W SEAIS FX Gl Hidl:
eDownload WPS Office - a8 Ugol 3T 39ad Al&sel § WPS Office Download &1
eInstall WPS Office - 371§ Download &= & &g Install #T o
«Open WPS Office - Install &= & §1¢ 39 SHHT 3UAT a Tehd gl
WPS Office &I SEIATT Fel & Sgd A BRIC gl & Sl fde=llear ¢ -
e Spell Check : Spell Check & SEddATel & 3T 39l  Document &I Spelling Error &I T&r &%
Thd &l
e Save To PDF: 39 3719« Document &I PDF & Y Convert &¥ @&d &l T58H Document
SITET Secure T@dT &1 4T Share st & o 3@ gxar &l
o Formatting Tools: $&H 3MUsh  Formatting & T sgd &  Tools Aeld g1 et 3mq
Documents STl & AT ¥ STAATS & Tehd gl Font Styles 3R Colours, Paragraph
Formatting & Option f&ed Bl
e Lots Of Extras :3T9 38 230 Fonts 3iRk 100 Documents Templates &I SEdHTT R Thd gl

Features of WPS Office App
WPS Office & Features Fo Hedl f=IlaR ¢ -
* View Multiple Documents : 39 T & §HI & §gd R Documents &I Open & Fhd &l
Edit 31X Manage #T I &l
e Password Protection:WPS Office Document & Password Protection @T 8T Option &dT gl
fSEd 3T 379 Document &1 Safe I Tehd &l
e Mail Merge : 38 Feature & g@RT 319 3(9s7 Document # fS& 8t Send Fam TR 38 A%
%8 & Clicks & Send X Hahd ¢

Usage of WPS Office
WPS Office # s7aT Document §+1Tf & folT 3@ App @ Open @ | $HH 396l Document STl &
fT New a1 + &7 Icon @M 39 WX Folh HY R 3T SHHA T F9T-37e¥T  Format Select &


https://www.wps.com/download/
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THhd g1 3@ New Document TR Foreh Y 3R 3Ueh TTHAA 14T Page 3TUaM| 38 9 3T S &Y
for@= ared & ar o1 WPS Tools R Fere & €1 3m9sh d# T File Menu 31Tar &1 foaet smaer 6
Option A

eSave As (89 ¥1): Save As & gdRT gA Document &1 4 Format .Doc/ .Docx/ .Text/ .Pdf
# Save #X THA gl

eExport To PDF (varadiE g HISi¥W): $8& garT & File & Pdf # Save & ¥ad &

Encrypt (TfeFTe): Encrypt & gaRT g 3791 Document WX Password ol T gl foaa
39T File Password & f8aT Open 78T g1aft

ePrint (WT) : 38& ATEYA T 7 390 Document & Print of Thd &1 Pagesetup #¥ Hehd &
AT Print Preview 3@ dhd &1 3R 3T MBS & Print o<1 aOgd § o 38% fow 3rerer
I App Download &¥T glm|

eFile Info (W8T SAWERI): File Info & 3ieX 39l File Name, File Size, File Type, Last
Modified, Storage Location &T ST fAerdT 1

eHelp And Feedback (8¢9 Us $1sd& ): s 3l Feature Suggestion, Feedback 3R
Error Report fAed g1 T98s garT 319 T Feature & X # Suggestion Feedback
JAT Error T Report & T&hd gl

View Option: 3&& 3eX 39! $& 3R Option fARY S @ ar & :-

«Copy - Copy & &aRT 39 Select fFd T Text & Copy FX T&d &l

ePaste - 3 Option & YANT & 3T Copy fhd T Text HI FEI W Paste F Tdhd gl

oFind - Find & g@RT 39 Document ¥ & 2req 1 Search & FHhd &l

All Bookmarks - $8& garT File # f&&T Link @ Bookmark #¥% Save & &&d gl

«Content - 3T #ee ¥ &7 Document & & Table & Content & & THhd &l

eWord Count - Document & Word & &ar & #f Count &Y Fhd gl

eView - 8% 376X 39Ul 2 Option fAed § Rotate Screen 3R Night Mode

ePage Setup - 39% 3ieT Ugell Option Page Size & &Il &1 f9H®T 9T aX Page Size
&I deoiel & foIT fham STam &1 @@ Option Orientation & fS/&e ga@rT Page Portrait ar
Landscape & ¥hd gl 3 T Option Page Margin s8& 39 Page Customize &X
ahd gl

ePage Background - 3&& option EaRT fHdy T1 & AT Image & aRT Page @&
Background Change #¥ @&d 2|

eShow Switch Button - 38 W Fae X W T Switch Button @ar gl

WPS Tools & 3 $if sgd & Options &1d &1 fSdd SR & 3Tdel 3T AT ST @7 &

«Font - 383 319 Font Size, Effect, Font Change &1 Font Colour 3¢ Select ¥ Hahd
gl

eStyle - 3H& WA & Text & ¥ Style # @ Twa 1

eInsert - @ 3T Picture, Blank Page, Page Break, Header And Footer, Date And
Time & Option f&dd &1

eReview - 3H& 3ieT 3T Spell Check, Word Count, Comment And Revise &I 91T &
"hd gl

ePen - Pen Tool & Submenu Pen, Highlighter 3iR Eraser gl
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3.1.4 MS Office 2013

SAadr 2013 #H, Microsoft & 379s7 Office Software Suite, Office 2013 &T AdAdd Version SIRT fFAT| ST
Office & TEEIAT-3MUTRA Office 365 Home Version T 3T ST fasam 1 afg 3T Office 2013 &I Tlieat
I YIS FA & IR A AT @ E , A T AF Version T aerd 3N GRATIT 3rerer 3re@r €1 Microsoft
Office Suite 3 Applications T T 3TaeTH TIE & foi@d  Word, Excel, PowerPoint 3R Sgd $o A
g1 Office 2013, Office Suite T FdITcTd Version, SHH $T Heca Ul IR ATTA &1 Microsoft 316 T
I eTIAT AT & ACIH F  Office FI ULAHA X T &, 3 FUT oF 3T 3197 Microsoft account
3R OneDrive (& 9ge Sky Drive & =T & Sl ST A1) & ATY Tehlehel fohal &1 s@faT |, @lies &
Teor faffies Jarsit 3R 3uesy T RAhedl FT THAST AgeaqoT ¥

Microsoft Office Suite gfelaT 81X # SEIATST gl aTell Application &1 Office 2013 Tl & &A1Y, 3T 3o
Tools T 3TN & g& Hehd & Toleg 3T T UICA HAT TEd 8| Fifeh 37¢ Ueh Tehlehcd ool & &9
H 3amsar fRar s/ g Office 2013 H 3T9ehr AR commands & T Command Tab T §TT & dTfeh 319
318 aolt 3R 3mEET & FI X Fah| AT Office Package THTCHI, eaeie 3R Far3s & 8fY & a=ar
¢, T8 de o O o o Tt 9rd Office $¥ciol W8T &1 o 31d 3T §A/M YT Hgcaqul Bgell W
ST T §, 3TA PIs Beh Ig1 USdT b 37T Hgl § AT 3T FIT 3TIANT T I} &1

Sign-in for Office where and when you require

e Office @ install s & foIT 379a7 Microsoft account T 3YITT &Y |

e 3(9sT Office Program ! fahdll 30 Fogel W FEIH A

e Files & 3mATAT & Access 3 Share ¥ & foIT file T OneDrive H Save HY|
e 319 Personal Setting &t ST off &r, I |

Features of Office 2013

1. Word 3R Excel # Typing IT Selection i FHA Ribbon Interface 3{R subtle animations T FoleX ofeh
feam arm &

2. Outlook 2013 # e et & fAT v =41 TA3remgaier fear arr &

3. MS Word # AT IMfthehel fashed fear amm g

4. Word 31X PowerPoint H 3ifdH SR & 1T AT edit TUTTT G dilced HI AT

5. PowerPoint 2013 & New slide designs, animations and transitions
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Introduction to MS Word
Features & area of use
Various versions of MS Office and their requirements
Working with MS Word
Menus & Commands
Customize the Ribbon
Toolbars & Buttons
Shortcut Menus
Wizards & Templates
Creating a New Document
Different Page layouts
Different Page View
« Applying various Text Enhancements- Fonts, Styles, Text Attributes
Formatting Your Text and Documents:
Auto format
Paragraph Formatting
Page Formatting
Line spacing
Margins
Borders and Shading
Tabs
Indents
Text Editing using various features
o Bullets and Numbering
Working with Styles
o How to add a Style in text
o How to remove style in Gallery
o How to Create a New Style
o How to Modify a Style
e Printing & various print options
Working with Headers and Footers:
o How to Add Header and footer
o How to add a image in header and footer
o How toad a Page Number in Header and Footer
o How to remove Header and footer
Tables:
o Creating a simple table, Creating a table using the table menu
o Entering and editing text in a table.
o selecting in table, adding rows, changing row heights, Deleting rows, Inserting
columns, Deleting columns, changing column width
o conversion to and from text

4.0 Introduction to MS Word 2013 (THTH g8 2013 &T IR=Y)

MS Office & 3T &g TIFR 3 § SV - TATH g3, THUH g3, THATH UFAd, TATH 9raRUise,
THATH 3T3Celh, UHTH THAH (MS Word, MS Excel, MS Powerpoint, MS Outlook, MS Access). St 37thar
fo @olr S & g A &1 THTH d8 2013 (MS Word 2013) T 3nfhE A WeaR gl | S
3NThE T Tl HTTRISRATIN I G AT ¢ AShIAGe g5 2013 &I fAsier & a5 AR & giefor



1PGDCA2- PC PACKAGES

g ST & Frat & fov ef@a fhar s &1 safaw Microsoft Word &I Word Processing & &8 &
§Y ST ST § Ig WoeaR (Software) Tavd & TEW 30 WANT A T dTem TS R 3fAAT
TrcaR ¥ |38 dfarea & vAvg g o oher AT € SHA ARG fY FEe AmETe F [efad
fohar & 58 Seusl & 3eFeT gierar & ded AR cafed Bill Gates &

S & WY TATE 9% 2013 H %S Ieoia JAUBH & IRET & AY-AY GEAASI B AT T
3R FEAIT A FT &THAT 3 I 3T g3 PR NoFeT F @Y iR 30F A A e &ar
g1 e TG, ey SllelT, WRIATH FA1AT, I56 R HTAT $H JhR T Fofl it & ganrr el
ST T GAATAT &7 & GET FAT Word Processing Hgelldl § 391 g1 & U8 I UeT T Fgraar
T T 31 UfhdT AT Aeg TihdT HEellcl § Wod od TeT HY HegeX H Ferdl § foham Sirar §
d9 I8 Solaciiae a5 WA Fgerdr &

ZHS CaART 3T ATSHIATFE I3 TSI T Fallal (Create), UG I (edit), TERAT =t (format) 3R
ﬁﬁ?r FLAT (Print) X Tehed %ﬂ Microsoft Word T 9=19T Letter Writing, Resume, Mail Merge, Table, Chart
3nfe @t & forw fRar aar § |

¥ 8
ey roe

‘ s Quick Access ’
More Ribbons The R\ibbon

Aabl
- X- 4 2t Ty !

\ S
Document Title

S Navigation Pane

Status Bar

View 9ptions

4.1 Features of MS Word 2013 (THTH a5 2013 & faevam )

ATSHIATFE F g5 WATAIT Teelihla (Word Processing Application) T sTdiaid® TEHIOT MS Word 2013 31T
AT § SHA HS 3UGRN 7S FAATATT § S G versions H 3T g § HGHIEITFE & MS Word 2013
# U AT B 3N HS IUAEN ST § ST IR-cMeThRT FEATI, et HR [EcAhToral HT draaTideh
fe@er arer  Document ST, Share &%t iR 31T 3O & AT o H Ace Har |, 3R 310+
FUASA H FHA HLET

e A New Look for Word

S 3T g (Word) 2013 Y Tl dl UgalT Scolld 39! Ueh AT o33 997 (landing page) G@TS &am|
aT Goreh A, 3R 39e {dC SfagFe ( Recent Document) & HIY-HIY Ugel 48 AT STHIHACH
(Documents) T @ielel #T [AFhed G@TS SIM| T Teldh &, T Affed TFdeicq S soleh, saAdIsd
sellaT (Blank, invoice, Blog post) 37 IoT ehl &1 3T HISHITIFE HI SFIICH S & ALIH & o
“Fundraiser” IT “Proposal” 8 @IS T gl

e Save and share files in the cloud
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Cloud T& $SRUT $T AE &1 I« #ff 319 HiATSsT W & al T S8 Ired & Fhdd &l online | X
319 SfergAc I SharePoint AT OneDrive U Share FY Hehcl 8| 8T & 3T 3(9sl Word Documents, Excel st
Spreadsheet 31X 37T 3iifhT WIgell FI AT 3R Share I Fhd g1 3T TH & FHIT W TH g B
H 39 AT & @y Feex w# off 1 Toa &

e Use Multimedia

IfE 3mT Word F newsletters, flyers, brochures a7 31e HAeAHIEAT Document IR &id &, dl 39l I8
SATART JHeoAdT 8191 fF images & AT HIH T 3T Ugel A el AT AT &1 Word 2013 & AT
alignment guide (ST&f 39 HITSAT & Teh Ths W click I & o UIT 31T o) 3T Cohee I AifsAT 1
39 SHFEC H doll T TATART FAT AT FATAT &1 3T Document & TRT 3R TS image draw &
Hehd &, 3PN 3T HareeT H Hagsh AT TP TIAT & , dF 319 Word &I 8IS #X 3T Tesdl & BieT
FI Document H FiFATIT T Thd &l

e Read Mode

39 MS Word 2013 # faelt ot wrger &1 3ma & 9g @k &) IS 39 Us Document Ug=TT & X g,
AfreT T 3T T 3R FT I fT 392Thar § , aF Word Document H 39T S8 T Save T
A AP 3T &I A 3W IE ¥ U Th Sigl 3 o1 fear ar - a7 & 319 foraY 3y RBasa w
Document 9 I¢ & (S 3T9ehT EX tgeX AT fasior &aeie)| MUl “Save” oA IT TUHNT ThaATh
gTefel T T 3TaRTHAT FTgr § MS Word 2013 39 forw @efy e &ar gl

e  Object Zoom

o9 39 Tl sTrgdic @ Ug @ 8 & 3R I 3T 38 SiFgAc H Zoom HIAT AEA & of 31T FY
& AT & U FT Zoom I HHA & 3T folU T 3T 39Te ¥ ThlT W g aR &9 HY (Ifg
Touch screen § @) IT 3(9el ABH ¥ Zoom in W ST-TFersh Y| 3R A 39 sfergaAe &' Zoom out FHI&AT
TEd & ar Zoom out option W Fedeh &

e Resume a Reading

S8 EANT 31T 3T SlFgHT T Yoal dgl ¥ TIC HT Tehdl &1 ST6l oleh Uel Tgel ToT g3 AT AT
9 STET W 379 STegAT & YA BIST AT 98T A UG S I@ Hhdl ¢l FAfF  MS Word Ig TG
@dr g & 319 wer

e Online Video

39 MS Word 2013 # online video 8 ¢ Hehd & dIfeh 3T content TR €A higd X Th|

e Reply to comments

T MS word 2013 # fRET ot fequolt X A9 3cax & Fhd &1 FAfF  MS Word 2013 F comment
option & Y 31 Reply button T Y Ss T § S FIg fevuol d&Ifd T Sl & a9 319 38 option
& GART 9gH X Fhd & 3R TafO=l & 3maeh & ¢ X ahd gl

e Add polish and Style

Word 2013 & &Y 319 T8 Hex 3R 3mehdeh eEdrdel a1 Fehd €, 3R 39 31 Afsar yeri &
ATYT HH H Thd g a9 — Online video, images 31Tfe TH 3T pdf T Grer Tt &l

e  Start with a Template

S99 Word 2013 Wrerdt §, @ 3Tl gTel & & W IV eEcdsil il Teh Gl & AT Y& Hlel H
HEIAT & AU AT SFelcd T [qhed Yerd forar Srar § arfes 39 fordl off 3T B3 910 ¥ ©W
" ST Tk |

e Open and edit PDF file
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MS Word 2013 # 39 AT & Pdf Gsel 1 @l Tt § 3R 38F GuUR 81 X Foh & |8 & @
39 pdf & T&U paragraph, table 3T list & $f 3TATE & GUR T Fehd ] Insert online Video and PictureMS
Word 2013 & 3T T 319a g&ardelr & 3ifetorsst AfSAr 3R images S5 Tha &1 31 319= images Fr
3ffeTellgel 319a &Y TN Save T F W@ THhd ¢ |

e Live layout and alignment guides

Ifg 3T fRAY shape FT TR sEald & ar  live layout 39 SFEC & HTYU  chart, photo 31X Diagrams &t
3T ST &1

4.2 Versions and Hardware Requirement of MS Office 2013 (§¥0T 3R wHTH 3ifhrd
2013 fY gIEAYT TaIHdT)

4.2.1 Various Versions of MS Office 2013(THTd 3w 2013 & RAffiea w&HIoT)

eller & aridiw s aaq
(Release date) (Title) (Components)

19 IqFeT1990 Office 1.0 Word 1.1, Excel 2.0, PowerPoint 2.0

4 AT 1991 Office 1.5 Word 1.1, Excel 3.0, PowerPoint 2.0

8 @Tvﬂé 1991 Office 1.6 Word 1.1, Excel 3.0, PowerPoint 2.0, Mail 2.1

30 3T3TET 1992 Office 3.0 Word 2.0c, Excel 4.0, PowerPoint 3.0, Mail 3.0

17 STeTadr 1994 Office 4.0 Word 6.0, Excel 4.0, PowerPoint 3.0, Mail 3.1

2301 1994 Office 4.3 Word 6.0, Excel 5.0, PowerPoint 4.0, Mail 3.2, Access 2.0

3 Glj»ﬂé 1994 Office for NT 4.2 Word 6.0, Excel 5.0, PowerPoint 4.0, Office Manager

24 3ITET 1995 Office 95 (7.0) Word, Excel, PowerPoint, Schedule+, Binder, Access, Bookshelf

19 FaFsT 1996 Office 97 (8.0) Word 97, Word 98, Excel, Outlook, PowerPoint, Access,

BookShelf Basics, Publisher 97, Publisher 98, Small Business

Office 97 Powered Financial Manager 97, Small Business Financial Manager 98,

20 ST 1997 by Word 98 (8.5) Automap Street Plus, Direct Mail Manager, Expedia Streets 98

roprisss | Offcezioo(s) | Worh el Ouoak poumPont P, Sl esines

31578 2001 Office XP (10.0) \S/\rlrcl)gﬂ,gﬁilés(?#(l)%?l;, PowerPoint, Access, Publisher, FrontPage,

21 3aFgsiT 2003 Office 2003 (11.0) Word, Excel, Outlook, PowerPoint, Publisher, Access, InfoPath
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oSy 2007 | Office 207 (120) | horth B8 v, Otk Putler Aot ot
tsopr o0 | ofezoto(1a) | Vet X Foverhon, cnaale Outok Pl ccess
o 20ts | Offos 203 1s) | Prt S o, et outak Pl Acoss
22 R 2015 Office 2016 (16.0) \SAI/:;/rpdé E));c;tsli?l?;/:glrlz/oi;rilg Sir;%?te, Outlook, Publisher, Access,

4.2.2 Hardware requirements of MS Office 2013(THTH 3iifhd 2013 &Y gEaW
HTIRIFHAT)

AShIATFe & 38R, fdss 8 foT A wgeTad fATeH HMMaRIHAT 8-

Processor: 1 gigahertz (GHz) or faster

RAM: 1 gigabyte (GB) (32-bit) or 2 GB (64-bit)

Hard disk space: 16 GB (32-bit) or 20 GB (64-bit)

Graphics card: Microsoft DirectX 9 graphics device with WDDM driver

Display: 1024 x 576 resolutions

4.3 Working with MS Word 2013

Microsoft Word 2013 Teh Word Processing Program &, Sif 9RIeR-3[UTdccll dlel Document SlTat & faw f3aimset
foRar I §1 MS Word 39T 379a0  Documents &1 sdafedd ¥t 3R for@sr & @graar aXar g1 MS
Word I TgrIar & 39 letter, Resume 37Tfe §<1T Tehd 8] 5@ fT Template Feature Sgdl & BrRICHS g

Quick Access Title bar

Toolbar —1—
=] g - Documentt - Micras<lt Word P H - nx
HOME  MSERT  DESIGN  PAGE LAY MAINGS  REVIEW . VR {istyiact = m
=) Calibai (Body) il : ) P
BT U -mnx b B=== AaBbCeld| AaBbCeDe AZBhCK
Lo IR P Lorihan | KR T Hormsl | £NoSpac.. Meading1 (7| Féing
Clgboad o Font e = _);

1

Ribbon

Decumentarea —————*

-— Scroll bars.

MGETOFT owoaos [F W E B a—t— s

Status bar
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31T Blank Document & EaRT AT faRdT Template & @RT Word 2013 # Document SelTéh 39 =T &I
N T ¢ oS [T a8 dgel SFIT HT FAT HET @i §

4.3.1 Choose a Template

Blank Document &7 31981 fRET Template ST 3UZNIT Fh Teh AGT Document FATAT IFAT TTETA BT gl

FOfF MS Word H Template & & &5 Thk T Themes 3R Styles T AT X Thd &1 IR a8
Content SS=T 93T g

» Stgn In to get the most out of Office

6 Aa Title a

Title litle

SETEEN EEEEES

, j T WANT TO VOLUNTEER

Ycdeh SR ST 87 3T Word 2013 & X &, @ 3Tderl et & Template option &I YeTaTl §, SHH AT
TFgICH @ &W@a & U Category WX click Y IT 3iTeTelldA More templates T Search &Y| a& a MS
Word 2013 % Ugel & & &S &R Templates Fiog @l § ofthet 6 o af& 3ma 37 Templates & Hse
STET € A 3T9 More Template option &T WIT HT Thd & | (TS 3T Template T ITJNTT FAET AT TG
& @ s° Blank Document 9T click &Y1)

4.3.2 Open a Document

Open option T JIRT MS Word H Jgel ¥ TS 31§ BIS &l Tlolel & folv fhar Srar §| 319 o9 wee
F open LI 3HH 3T Modification 3t X Fhd & | 8¢ IR I 3MT  MS Word open X &, aF 3maenr
Left side 3 379 E@RT & & H 3939 fFT T Documents &1 & list fe@s &efr| afg 3ma 5w
Document 3T Tl T@ & dg dgl olel &, dl Open other Document WX click &Y |

Word 2013
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4.3.2.1 Steps to open Document

e Y Ugel 3T MS Word 2013 open &1

e 3% dIC 31T File tab WX click &

o gl 3TIFT S 3T fe@rs &3 fSHa & 3T Open option W click Y| 3 AT wIser & T2
W I3 A

Open

@ Recent Documents E;I Com Pu

Recent Folders

& Paul Park’s SkyDrive word-2013

My Documel

= My Docunm
El:l Computer Desktop

+ Add a Place
/ Browse

o QW FId & 3MM9eh FHe open Dialog box GeT S|
e 319 39 f3F Document T WrelaT T8 § 38 select Y 3T open button TX click ]

4.3.3 Save a Document
Save option T AT Te] BIST I Save Hel & AT AT SATAT & save §lel & &G 3T 38 BISel
Ffr o Open FF ¢@ THd g, 39 Ug Y Thd o
Document & Tgell §R Save ¥ & T, et 7 -
o T{IW UgA File tab T click FH|
e 3% dI¢ Save as button T click HY|

Save As

& Merced Flores’s OneDrive I;l Computer

Recent Folders

Lli-l Computer Documents
Desktop
=fl= Add a Place
Browse b

o 3H TAUW F T @1 T 9T Document Save HTAT TTEct &
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o 3H* d1¢ Save W click &I

Ale: MS Word 2013 Automatically ®8e T . docx format H Save dT gl I 3T 379« Document &l
.docx & 37emar fRdT 31T format H Save FXTT T & al Save as type @7 List 9% click Y, 3K Ry 30
sfcod file format T select Y|

319a7 Document &I save Fal o d1G SI§ 3T 3H WX d1H FT SIRT W@ &, aF Quick access toolbar &

save 9T click &3]
| ? &= @ =
S;nre (Ctrl+S) i IMSERT DESIGN PAGE

aD % L -
gy :
” ~abe N, ¥° &~

L

4.3.4 Print a document

Print option T ST Document &I fRET U a1 fohdly e ATCIHA W B9 & faw fomar Sirar § farar
$ff Document & Printast & Ugor 3T 30 2@ Y T & & 98 Print@l & &g Har @S gam|

o Y UgA File tab 9T Click ST TgT It Print option fG@TS 9 38 W Click |

Print

New — 1 =
opies; o

& |

Open =
Print

Save

Save As Printer

<5 s ./ Microsoft XPS Document W... e

rin ‘-'% Ready

Printer Properties

Share

e Print™ Click 3 & 379a HTHA Uk Copies box Y& 819 fHE# 3T No. Of Copies €189 &
37T 98 HEAT STt TSidell iy 37T Print F=TT B &

o 38k dg 39 dg Printer select Y ST 3T Print el =ect & 3R ST 309k HegeX & SfeT
R
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Qfeeq 3meereT & 37ded 39eh Printer & o0 f8Wiee Print Afeeq select T®dT &1 Ife 3mg afear
Je oo Ogd &, d 58 38 AR W Click wY TS 3T Seolal d8d & 38% aig 3 Afdar & &
Y deolld AT TR & 3TN 98 L Fohd B

Print

Copies: |1 :

Print

Save As Printer
o Adob / Canon MF8300C Series UFRIL..

ve as Adobe *®
s =MD Ready

Printer Properties
Prnt
Settings

Sha =
=
Expaik Pages;

Close E
EE
B

Account

4.3.5 Read Document

MS Word 2013 # Read option &T JIT Document &1 foaAT fohdl T2 & Uaet & forw foRam Sirar g

Print All Pages

The whole thing

Print One Sided

Only print on one side of th..,

Collated
123 123 123

Portrait Orientation v

S 39 @fErw & dse g A @ Print 30 WX Click Y|

with security-aware engineering practices for services and soft-
ware).

Office 365 provides secure access across platforms and devices,
as well as premium anti-spam and antivirus technologies that are
automatically updated to protect against the latest threats. The
security features and services associated with Office 365 are built
in, reducing the time and cost associated with securing your IT
systems. At the same time, Office 365 enables you to easily con-
trol permissions, policies, and features through online admin-
istration and management consoles so you can configure Office
365 to meet your specific security needs.

Challenges

With more workers on the go, your business information is likely
accessed by more people and from more places and platforms
than ever before. However, this increased access also increases
the attack surface of IT. And, those attacks become more and
more sophisticated and m ous. Today, cybercrime is perpe-
trated by highly organized, financially motivated professional
criminals. A comprehensive approach to security is required to
protect your systems and data in this environment. Microsoft's
end-to-end approach to security includes engineering more se-
cure services and software, effectively monitoring and respond-
ing to threats, and researching emerging threats to protect
against them before they become problems. With continuing

SCREENS 4.5 OF 13

TOOLS  VIEW Security in Office 365 Whitepaper.docx [Compatibility Mode) - Word )

rapid growth in the sheer quantity of data generated by ordinary
business operations, data backup and recovery have become ma-
jor cost centers for IT departments today. Organizations need
scalable, affordable solutions for ensuring their data is available
24/1.

Given these many challenges, many organizations discover that
Office 365 can provide a higher standard of security at lower cost
than they are capable of maintaining with on-premises produc-
tivity servers. Office 365 customers are freed from the costly bur-
den of deploying and managing antivirus, anti-spam, backup,
and disaster recovery solutions in-house. Office 365 provides
built-in scalability and disaster recovery to accommodate grow-
ing volumes of business-critical data—all for a fixed, predictable
cost. Distinct from other cloud productivity vendors’ offerings,
Office 365 provides the flexibility to temporarily or permanently
maintain a hybrid environment so you can move to the cloud
gradually or maintain some users on-premises indefinitely.

A secure foundation

Microsoft has been providing online services for many years. Mi-
crosoft Global Foundation Services (GFS), the group responsible
for hosting Office 365 and all of Microsoft's online services,
started in 1994 with the introduction of MSN and has grown to
include some of the world’s most well-known Internet properties.
The online services infrastructure layer (GFS) is regularly audited

Y UgS 39 ag Document @il foA 3T UgaT agd B

#1e: % Document Automatically Read Mode # e &, St Save Document|
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e 3H%h a1 Viewtab ¥ Read Mode option I Click &Y

H Document] -
File Home Insert Design Layout References Mailings
[ ﬁl D [=] Outline = 1~D EE | C)\ [‘-\_
A :,‘, ~L iy
i a4 =l Draft ‘ _ (___} B
Read Web Learning Wertical Side  Show  Zoom 1005

Tools to Side -

Views Immersive ' Page Movement Zoom

Read Mode

The best way to read a document,
including sorme tools designed for
reading instead of writing.

IfE 39 fRE Document H T U ¥ gEX UST WX ST A6 @ o folest H @ @IS U F Al

e Pages® left 3R right side I U arrow 94X Click HY|

o IS X TUT Page up IT Page down, Space bar IT Backspace key &T WZ9T Y| IT 3T Yl ATZH
# & Scroll Wheel FT 8 393191 91 &l 3R A @IFA F & Tha Bl

o I 3MT Touch screen T YAWT &Y I & @ 3T YT I & T &I ST IT a0 swipe &
THha g

4.3.6 Track Change

Si9 319 R 3= afFa &1 ary Rl eTas gEaae W HH R I Bl § IT AT TaT TS
# GUR X I &, o Jedsh IRade & g@a & T Tack change option @1 =Te] X1 Track change option
I e A & dTe ie 39 38 Bl # o 81 editing, formatting, deleting AT Moves &l & @ Word
39 g3 changes & RIEAT HT ST B

e TIW UgA 3T I Document Wel THTH 3T T 3T apply FIAT T8 &
o TH® TG review tab W TFeleh Y FgT FEUA  track changes button T To¥ 3 T Track change
button T click Y|

39 option & Te 8 ST & §Tg I 3T Bl ¥ FS delete FIA & Al Tg TI3HY (Strike through)
a1y RS FRl 8, 1S 319 W5l F $© Add Hd & aF Tg 3§ underline & Ty RIRFAT e Bl
3R afg 39 fafeesr ofade axa § @ I8 He9r-3raeT @ & Ty FHfdd T &1 99 Ig TR
§¢ 8 ST &, a Word ST & gl aTel changes & RITEAT &1 d¢ o T g
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MAILINGS REVIEWW VIEW

wil=-a = E ;
7 E8 L Z g .
Track
Changes~ [=] T

wl

[ Track Changes

Lock Tracking

4.4 Ribbon in MS Word 2013

ATSHIAFS JHfHE 2013 ReeT 1 3TANT FAT &, ReeT &l FifSihe A Faieyd $o F& & v wA7s
Gielal & #Ace o & fov B Far = | Rea ag forcar § 9@ 39 Assaee a5 s & oy
9 2T &1 I§ MS Word & TTY 39T TTATHF Sehd 8IdT &1 Tg 3MIH Word F 3Telst] FHAST dh
qga T HFATT & &1 Reel et o719t & 1 &1 &9 (Tab), THg (Group), 3R FATS (Command)|

Ribbon Button

Application Menu Ribbon Search Ribbon Wrap Flow Panel Additional Content
Box
Ribbon Tab Ribbon Menu Collapse Button

Home | Insen  View |CL, Tellme what ol want o i \n (2]
AEI A:E”‘ Cousine ~|fo v|[a7] A7 == %- = =[5 1 || AaBbceDe AaBbCeDe AaBbCc |

[ Copy 5
Paste < Format Painter |B I USXx|Al- =5 == & ° it tomal Mo Spacing_ Headn kil

Clipboard ~ Font Paragraph ils n Styles

Ribbon Stack Panel Ribbon Split Button

Ribbon Group Dialog Launcher Ribbon Gallery

4.4.1Tab

HISHIATFE TS Toh ATFAAT Wama § f@eht gaier o @ (- articles), 97 (Letter), e (books), 3iefsier
(contracts), faUTeT E&cTasT (marketing documents) 3R Sgc $& TR H$ IHelT-3eHT TR & STFGHCH
T T & U fFar Arar €1 AsEate a8 7 sy & Ay F1H F & fav dFE A3 §
YGRS HT 3o fafIse e T gear I Tl & v, Feg 9 ge W §, HAS A 7y &
W FaeYd g §:

Ribbon Tab

Name Command Groups

Home Clipboard, Font, Paragraph, Styles, and Editing

Insert Pages, Tables, Illustrations, Apps, Media, Links, Header & Footer, Text, and Symbols
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Design Document Formatting and Page Background
Page Layout Page Setup, Paragraph, and Arrange
References Table o-f-Contents, Footnotes, Citation & Bibliography, Captions, Index, and Table of
Authorities
Mailings Create, Start Mail Merge, Write & Insert Fields, Preview Results, and Finish
Review Proofing, Language, Comments, Tracking, Changes, Compare, and Protect
View Views, Show, Zoom, Window, and Macros
FILE HOME IMNSERT PAGE LAYOUT FORMULAS DATA REVIEW WIEW

Home: Home Tab & formatting & T&afeid &ATS A gl

Insert:&rer, =0T, A1, foieh, TS, 85T AR Pex, FeeA e 3R Feliel, 3Mie 1 FfFATHT Flal &
fIT INSERT & & 39T |

Design: ST formatting 3 9T background ¥ &al & T f3amse & &1 39dler fam airar g1

Page Layout: HTTolel I Sl & faIT UsT AI33C &F T 3UAIT fohar Srar g, 38T & T1Y Fictd A5,
ST &l TR dGeled, UoT FHI CHT T ol 3¢ & forw fohar rar g1

Reference:shec &I Teh difeler Sliga, Feale Sisa, TUH SIS, 1S & TIT Reference & &1 3uTT
e e §

Mailing: oIdel Silel, HeT HoT Hlel o ToIU ATldT & T 3YINET fRAT JATAT B

Review: ddeil 31X SOTROT fI ST Il & foIT Review & &1 393NeT fohar mar g

View:319eY &ddel £2T &l deodel & (o0 View && T 3UAET FAT Srar §, 34 & Irer ruler AT
navigation pane, Zoom in, Zoom out 3Tf¢ faehed 3ucred g

T & o6 WIS As] TF &9 & FAW A6 ¢l FILE A 3UH a8 HIH Gl # IRadT & &
oI Backstage View 9T o SITdT §, 5787 39 30 Hasl a2l

4.4.2 Tool Tabs

AEY &F & IellaT, HS Tol &F BId ¢ foleidl A a9 3udT e 910 FAis i g &1 qad
310 sEAATS fhU ST aTel ot 39 H @ Fo

SmartArt
Chart
Drawing
Picture
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e Table
e Header and Footer

S 39 fhel gof ¢F aTel HATS T T HIA § of IR FHA FeaTAd IO @S & o9rd g
3CTER0T & foIT, JI9 31T S T a0 A &, dl IR o F 9T Ahed WS ¥ a9rd

B H® 04 :- Document] - Word TRELE TOHOLS
“ HOME IMSERT DESIGM PAGE LAYOLUT REFEREMCES MADLIMGS REVIEW WIEW DESHEM LAYOUT

| Header Fows | First Column —

Taotal Row Last Column

" Shading Borde
Sbyles

+| Banded Rows Banded Columns

Table Style Options Tabile Styles

Table Tools Tabs

Groups

HASHIATE T8 H 3T H$ FHHS H TAYT o & AU |, GAF &9 A FHgl § FA5 IJnAfad
frr S €1 9@ wHg A N a1 3w F@efRd wAs ga & S e § -

HOME

Clipboard
Font
Alignment
Number
Styles
Cells
Editing

INSERT

Tables
Ilustrations
Charts
Sparklines
Filter

Links

Text
Symbols

PAGE LAYOUT

Themes

Page Setup
Scale to Fit
Sheet Options
Arrange

FORMULAS

e Function Library
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e Defined Names
e Formula Auditing
e Calculation

DATA

Get External Data
Connections

Sort & Filter
Data Tools
Outline

REVIEW

Proofing
Language
Comments
Changes

VIEW

Workbook Views
Show

Zoom

Windo

Macros

S groups H, 3T group & ATH & &aTel H foleel IV it # Teh dcof aW| Tg  dialog box dieer gl
group & dialog box T Well & 39 38 group & 3§ HTARFT command amqur Thd &

Calibri (Body) ~|11 ~| A" A Aa- A

B I U-aex,x [A-¥-A-
Font @
Commands

SaTS @G0T g1 § S 39! fafRIse il i QU A § GaTH gid 8, 918 b arsg 1 dles &,
eFEe YT (Text Wrapping), T&IT & WIRT &l Ui & Scolell, AT HictH SIS

4.4.3 Customizing Ribbon

3T 39a0 9T & Tab SR 37 Commands s AT Ribbon & Customize 3T Thd & Tolee 3T 3TIT
HLAT T8 g1 command AT Tk group o HIaR IW ST § , 3R 3T 39 Tab & gafedd @l &
T foder ag 3 group ST Tehd &1 IfG 3T T8d & , @ 39 Tab & custom group SeiTd THT 8T
foreY off default Tab 9 command S Fshd &l

o |EH Ygdl Ribbon 9 Tge-fFereh Y, fhT 31T-313 As] & Customize the Ribbon & =T Y|
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PAGE LAYOUT REFEREMCES MAILIMNGS REVIEW VI
,| A A Aa- B LT Lic. == 8 q

C X AT A EE== =

Font 1

JDn Add to Quick Access Toolbar &

i

Customize Quick Access Toolbar...

Show Quick Access Toolbar Below the Ribbon
Customize the Ribbon...

Collapse the Ribbon

Word options dialog box f&@T$ &am, 3H# new tab W Ferehr &Y

% hind L+ [+ Review
Font Ir [7] View E]
A Font.. [T Developer
A Font Color |’ ® [7] Add-I
Font Size I- ons
% Format Painter Blog Post
A Grow Font []Insert (Blog Post)
£ Hyperlink... [# [¥] Outlining
1
A’ Insert Footnote , [¥] [/] Background Removal
4= Line and Paragraph Spacing b
b Macros
L Multiple Pages [ MNew Tab [ New Group ] l Rename.., ]
[T New - —
Customizations: Reset = [0
Keyboard shortcuts: Import/Export ¥ |
4| n | ¥

giARET X & New group Il T &, Tsh command T TF=T Y, Y add TR FoFeleh Y| 3T
command T group & drop 8f T THd g
SIS command Sf3 ST 3H% dTe ok W fFeleh Y| command Ribbon & 3 STesf|

racres
Multiple Pages
MNews
MNew Comment
Mesct

1+ | Hewviews
[=] Wiew

[C] Developer

[#] Add-Ins

= MNew Tab (Custor)

DE

1]

One Page
Open

Mew Group (Custom)
Elog Post

[+2. Page Setup... nsert (Blog Post)
“E Page Width Cutlining
=T Paragraph... Background Remowval
T Paste
EL? Paste Select
Loz Pictures... commands
T2 Previous "
; . and click Add
% Print Preview and P
=2 Quick Print [ MewTab | [ New Group | [ Rename.. |
Redo -
= Custornizations: | Reset = |
Keyboard shortcuts: Fmp—y————

Click OK to
< create the | »

I ED — OKM[ Cancel ]

Ife 39 soad command R@TS 8T dT &, af SU-313T §ied & choose command from WX fFereh
FY 317 all commands T TIT |
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E—E Customize the Ribbon and keyboard shortcuts.

Choose commands from: Customize the Ribbon:

Popular Commands El Main Tabs El
Popular Commands

Commands Mot in the Ribbon Main Tabs -
= [v] Home

Macros k Clipboard

File Tab E::Iat raph

Al Tabs St}rlegs P

Main Tabs Editing

Tool Tabs = [#] Mew Tab (Custom])

Custom Tabs and Groups MNew Group (Custom)

i B | = [ Treart

4.5 Basic Shortcut Keys of MS Word 2013

3T 39 HYEX W shortcut keys & ATETH & a5l 81 doll 3R IHERN § FF F Fha §| sEfT
MS Word 2013 & T&afad et fras elicwe Aeafaf@da § -

4.5.1 Frequently used Shortcut Keys (@8 $EaTer # 3T arelt eiéawe Ffaan

To do this Press
Go to Alt+Q
Open Ctrl+O
Save Ctrl+S
Close Ctrl+wW
Cut Ctrl+X
Copy Ctrl+C
Paste Ctrl+Vv
Select all Ctrl+A
Bold Ctrl+B
Italic Ctrl+I
Underline Ctrl+U
Decrease font size 1 point Ctrl+[
Increase font size 1 point Ctrl+]
Center text Ctrl+E
Left align text Ctrl+L
Right align text Ctrl+R
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Cancel Esc
Undo Ctrl+z
Re-do Ctrl+Y
Zoom Alt+W, Q, then tab in Zoom dialog
box to the value you want.

4.5.2Shortcut keys for Create and edit documents (Z¥FdTasr o 3R FORT F= & fAw Aicwe FoaN)

To do this Press
Create a new Ctrl+N
document.
Open a document. Ctrl+O
Close a document. Ctrl+w
Split the document Alt+Ctrl+S
window.
Remove the document Alt+Shift+C or
window split. Alt+Ctrl+S
Save a document. Ctrl+S

4.5.3 Shortcut keys for Work with Web Content (39 ¥t & W1 &1 & faw aiéwe i)

To do this Press
Insert a hyperlink. Ctrl+K
Go back one page. Alt+Left Arrow

Go forward one page. Alt+Right Arrow

Refresh. F9
4.5.48hortcut keys for Print and Preview Documents (&¥arasit & fic 3k qalaatsa AT aiéwe Fai)
To do this Press
Print a document. Ctrl+P
Switch to print preview. Alt+Ctrl+l
Move around 'Fhe preview page Arrow keys
when zoomed in.
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To do this Press
Move by one preview page Page Up or
when zoomed out. Page Down
Move to the first preview page Ctrl+Home
when zoomed out.
Move to the last preview page Ctrl+End

when zoomed out.

4.5.5 Shortcut keys for Spell Checking (Feielt Sifer & faw eliéwe i)

To do this Press
Insert a comment (in the Revision Alt+R, C
task pane).
Turn change tracking on or off. Ctrl+Shift+E
Close the Reviewing Pane if it is Alt+Shift+C
open.
Alt+R, then
Down Arrow to
Select Review tab on ribbon. move to
commands on
this tab.
Select Spelling & Grammar Alt+R, S

4.5.6 Shortcut keys for Find & Replace (¢¢ 3R sga & fav aiéHe it )

To do this Press
Open the search box in the Navigation task pane. Ctrl+F
Replace text, specific formatting, and special items. Ctrl+H
Go to a page, bookmark, footnote, table, comment, graphic, or other location. Ctrl+G
Switch between the last four places that you have edited. Alt+Ctrl+Z

4.5.7 Shortcut keys for Cursor Movement (F8T Ha#e & faw aiéwe Falt )

To move Press

One character to the left Left Arrow
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To move Press
One character to the right Right Arrow
One word to the left Ctrl+Left Arrow

One word to the right

Ctrl+Right Arrow

One paragraph up

Ctrl+Up Arrow

One paragraph down

Ctrl+Down Arrow

One cell to the left (in a table) Shift+Tab
One cell to the right (in a table) Tab
Up one line Up Arrow
Down one line Down Arrow
To the end of a line End
To the beginning of a line Home

To the top of the window

Alt+Ctrl+Page Up

To the end of the window

Alt+Ctrl+Page Down

Up one screen (scrolling)

Page Up

Down one screen (scrolling)

Page Down

To the top of the next page

Ctrl+Page Down

To the top of the previous page

Ctrl+Page Up

To the end of a document Ctrl+End
To the beginning of a document Ctrl+Home
To a previous revision Shift+F5

4.5.8 Shortcut Keys for Table (a1fasT & faw eféwe i)

To do this Press
Mark a table of contents entry. Alt+Shift+O
Mark a table of authorities entry (citation). Alt+Shift+l
Mark an index entry. Alt+Shift+X
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To do this Press
Insert a footnote. Alt+Ctrl+F
Insert an endnote. Alt+Ctrl+D

4.5.9 Shortcut Keys for View of Documents(G¥arasit & TF & faw eféFe Fell)

To do this Press

Switch to Read Mode view Alt+W, F

Switch to Print Layout view. Alt+Ctrl+P

Switch to Outline view. Alt+Ctrl+O

Switch to Draft view. Alt+Ctrl+N

4.5.10Shortcut Keys for Movement in Read Mode (fi5 13 & #Fade & fav aiéwe Fai)

To do this Press
Go to beginning of document. Home
Go to end of document. End
Go to page n. n (n is the page number you
want to go to), Enter
Exit Read mode. Esc

4.6 Wizard and Templates (fa=$ 3R &Fqae)

MS Word 2013 & fasii$ 3R ¢rdele, ar $rR § foes earT o Ay #rf & fedr @ doeed
# AN eI F & 3 S T Y8 FX GANT TH STl oIl § 3R 39 AR & hd Toool T
2d & 0 WarH F TS Fer S g

Wizard

oS e O giaur § S e S BT AT I T § 3R 3R AFTeLt & § faers @
33T fRdl FF FI VT 1T TT HAAT ¢ fordeh eann forddr 8 & &I 3maet & fFar o @
3ET80T & falt MS Word § Al Ao T gfshar TS & gant & §9e gidl § |
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Template

f3oirsst T oRe <uelc o TATH g8 & Iucley Uh Fiaem § Trucle fhdT SiagHe #T Uh Ugel & o
g3 U9 giar & e frdr sfargdic o widfe a1 duR axa & fav naegs Aas e gia § feedr
CYAE A Yol @ T Ff g\ 39 siFgfc WX o] 8 Sd § 3ere}or & fav  Font, Color, background,
style, Table, text box 37Tf& SFTelc & Ugel ¥ AT & & §H hddl 39T STl STlall USdT g

4.6.1 Choose a Template

Blank Document T 3198 Template T 39INT &eh Ueh AT  Document SeITeAT FAX 3T gl g
FAMfF MS Word & Template F &7 FS TR @1 Themes 3R Styles T YIRT FT Tohd g1 3TIH a8
Content STS=TT 93T g

| 6 A Ttk 5]
> -
Take a
tour
Title Tit
[ TETT T S mEE TEmEED
| |

Ycdsh g ST #1379 Word 2013 & X €, Al 3aeh! derlr & Template option &Y TeTel &, SHA AT
SFJeIlcH & ¢@« & folv  Category WX click &Y IT 3iTielldd More templates 9X Search &Y d& ar MS
Word 2013 % Ugel & & &S &R Templates Higg @l § ofdhet 6 o af& 3ma 377 Templates & Hse
e & dr 3MT More Template option T T3T X Tehd ¢ | (TG T Template HT ST =Tl AT ATed
&, a sT Blank Document WX click Y1)

4.7 Use Page Setup option in MS Word 2013(vAed a& 2013 & 97 de3T RAFeq &1 399097 )

SIS 39 39T Document Seilel & @l 3Tl SEc faTR kel & 3HTGRIHT EIcil & T Page Layout HaT
W Yt5 AINN3C 3H o1 T YoM il § 7h  Content ham fe@rs &am 3K &S Page size, Orientation,
Margin 37Tf¢; enffer g1ar § | MS Word # e fadhrelsl & dgel 3791 Document ST Page Setup =TT 3fa
3TaING BT &

4.7.1 Page Orientation(¥<T 3TRUeers)

ST 3NRT2AA (Page Orientation )T use UST &T HR Scolel & ToIv AT ST §| T 2 YR I T § |
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Portrait
Landscape

Portrait; — 9sT @ vertically e &ar & foIT Portrait Option @7 Use fhar Srar §]
Landscape: — 9T @ horizontally fie @s & fow Landscape Option T Use foRam ST g
4.7.1.1 Change Page Orientation(¥sT 3nRueerd sge=)

o TEY U U 33T ¥ (page layout Tab) T TIT Y|
o 3T® §I UsT HEIHT T (Page Setup group) H & 3IRTLAA TR (Orientation option) W Fereh

ey
FILE HOME IMNSERT DESIGM PAGE LAYOUT REFEREMCES
E %Orientation* H— Breaks - Indent Spacing
Margins 10 Size - %‘ i Line Mumbers - 3=|0" - I% 0 pt >
- == Celumns ~ b? Hyphenation - =& -013" SiElEpt -
Page Setup M Paragraph [
5 Change Page Orientation 3 = =

Give your pages a portrait or
landscape layout.

&) Tellme more

TS 2 PV =

o U 3M9-813+ As] f&@rg 33| Page orientation 3 Sgea & T Portrait AT Landscape 9N fFeler Y|

FILE HOME IMSERT DESIGM PAGE LAYOUT REFEREMCES
@ %Grientatinn* 'ﬁ Breaks - Indent Spacing
: Line Mumbers - 3= (0" iz lopt .
Margins D Portrait . — = 4= -
- Hyphenation - =& -013" - 4= 8 pt .
] Paragraph ]

. D Lanclgcape g ; ; =

e Document & Page Orientation SGel f¢aT STTaM|

4.7.2 Page Margin(dst #1foIeT )
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Aol Text 31k Document & fFaTR & &Iy &Y SP1E &1 fBWiee T & |, Ush ¢ Document ST Margin
Normal W A< Bar &, Togerr 31T § & sgd eee 3R 9ds fFaR & &1 Tk 3T T F918 &1 3T9hr
STEYCl & 3TUR WY, Word 3iT9ehl 319a Document & HITolel TR &1 Seolel T ITATT &l &1 Page
Margin R 9&R & &Id &

o  Left margin

e Right Margin
e Top Margin

e Bottom margin

4.7.2.1 Change Page Margin(dst &T #1fold agolaT)

o T Uge page layout Tab FT TIT H|
e 3% §IG Page Setup group & ¥ Margin option W Fereh HY|

FILE HOME IMNSERT DESIGM PAGE LAYOUT
@ |._|i_b| Orientation = 4= Breaks ~ Indent 5
2 [ Size - i[9 Line Numbers~  3=[0" s
Margins a - al
- == Columns~ bt Hyphenation - =€|-0.13" -4
I"x’ Page Setup P Paragra|
Adjust Margins : !

Set the margin sizes for the entire
document or the current section,

Choose from several

commonly-used margin formats, or HANKS

customize your own.

rdware
a Tell me more

Linda’s Market

o T 3MU-S3 Hef G@rs M SEA 31T 39 Margin T feFeren &Yl

FILE HOME IMNSERT DESIGMN
@ %Orientation' ¥= Breaks ~
| Size £ Line Mumbers -
Margins a
= == Columns~  bc Hyphenation =
Last Custom Setting F
Top: 1" Bottorm:1"
Left: 4" Right: 1"
Normal
Top: 1" Bottorm: 1"
Left: 1" Right: 1" r
Narrow
Top: 05" Bottorm:0.5" 11
Left: 05" % Right: 0.5"
Moderate
Top 1" Bottom: 1"
Left: 075" Right: 075"
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e Document & Aol s¢er faT TGN

4.7.2.2 How to Use Custom Margin(F¥eH #HTfois FT 39AHET Fd FY)

Word 3T9eh! Page Setup dialog box & 319= HIfSIeT & 3MThR T HECHGS el T AT ol B

o T Ugel page layout Tab FT TIT HL| 5T% a1G Page Setup group H I Margin option 9 fFeleh &Y
o S-S As] ¥ HEcH Aol H TTT HY|

FILE HoaRAE INMSERT CTESIS I
E [ Orientaticorn — _H— Breaks —
= IFa Siee — 2 Limne FMRurMmibers —
rAlargims -
— == Colurmimns e Hywphermnaticrmn —
Last TCustorm Sethimaag =

= == ] a Bocttocrees: 177

L e=Ffi: £ Ricgkbai: i

Pl rwwall

L= == I Eottorree: 177

Lo=Ffi: acr Rigkbh: a T I

Il e

= == ] o5 B octtorrms: 0.5 4
L e=Ffi: o5 [ AT=T1 gk =3 o5
Pl = e

L= == I Eottorree: 177

Lo=Ffi: o.TFsT FRigkbt: o.TFsT L

g =

T s I Eottocrre: L'
[ o = =" Figkbvi: =2

P e e

| N I I Rl o E S et 1 '
Imnsicde: a.z25"" ODutsides: 1L C
O FFice 20D =E Defawaibte -
== o= I Ecocttocrre: 177
[I= o =1 . =25 [SAE=1 gk =1 1.=25" A
=

Cuaastorm Plargimns. . L_

e Page Setup dialog box fEaTS I ITGT 3T 37el9T 3TTaT Left, right, top 31X bottom Margin set & Tehd
& sU% 91¢ ok W Fera HY|

Fargins | Paper I Layoutl

rlargins

Bottom:

Right:

Gutter position:

COrientation

Portrait Landscape

Pages

FMultiple pages: |Norma|

Apply to: |Who|e document

Set As Default
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o Document & HIfoleT S¢el GU STT|
4.7.3 Page Size(dsT |13 )
fSWhice &9 &, Tsh AT Document T Page size 8.5inch -1linch gIcll &1 3T U= HE & ITER 3T

Document T Page size &I &eT Hehcl © TG €A IWAT Hgeaqul ¢ fh Default Page Size &I HMRAT Ftat
T Ugo, IR Ig ¢@AT ARV foh 39ahr e fha Page size T AT FT TARAT ¢l

MS Word 3 Page Size Option &l Use UsT &7 HATEST &l dGelel & (o0 fhaT ST & | S — Ad, A3, A5,
Letter, Legal, Custom 371 |

4.7.3.1 How to Change Page Size(95T T WIS $d dco)

o JaH U page layout Tab T TIT H|
e 3% dIG Page Setup group H I size option W fFeaes |

FILE HOME IMNSERT DESIGM PAGE LAYOUT REFEREMCES
@ %Drientatiun* '# Breaks = Indent Spacing
I Size - f[NLine Numbers~ 3= 0" = lopt -
Margins —_ a . = 4= -
- == Coldfins~ b Hyphenation = =& -0.13" - 4= |8 pt -
Page Setup s Paragraph e
L
5 Choose Page Size £ ! !
Choose a paper size for your
document.

o UH ZIU-313 Hel fe@Ts &Il Tgr F 39 S & page size oe T A § T select FY

FILE HOME IMSERT DESIGM PAGE LAYOUT
E %Orientation* W= Breaks ~ Indent 5
= 1 Size - £ Line Numbers~ 3= (0" =
Margins - v
- |:| Letter ition = =€ -0.13" - |1
85" x11" = Paragra|
- I:I Legal = 3
8.5" x14" I}
Statement
55" x8.5"
|:| Executive HANKS
7.25" x10.5" .

e Document FT Page size SGeT ST

4.7.3.2 How to Change Custom Page Size(9T &T ATSsT ¥ HECHAST HY )
Word 3T9eh! Page Setup dialog box  319el Page Size T ShECHTSS il I AT &l &l
o TIW Ugel page layout Tab FT TIT HL| §T% dTG Page Setup group H & Size option W Fereh |
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319-313s As] § Custom Size T AT H|

FILE HOME IMNSERT

Margins 1o Size -

. & I:l

O 0Od

E [ Orientation ~

Letter
8.5"x 11"

Legal
8.5" x 14"

Statement
5.5" x 8.5"

Executive
7.25" x 10.5"

A
827" » 11.69"

AS

5.83" x 827"
Enwvelope &3
3.88" x 8.87"

Envelope 10
412" x 9.5"

Enwvelope DL
4.33" x 8.66"

DESIGM PAGE LAYOUT

— Breaks « Indent

[ Line Mumbers ~ = Left: o

wtion - =% Right: |O"

il
T

NKS

rare

TAFF

Il: Director
r Design

>stumes

Emnvelope Monarch

3.28" x 7.5"

More Paper Sizes... m

Page Setup dialog box f&@TS a1 |Page Width or height change ¥ 3R Ok IX et &Yl

Paper size:

| Custom size

wWidth: 5°
Height: |57

Paper source

First page:

Automatically Select
Manual Paper Feed

Drefault tray (Automatically Select)

Other pages:

Drefault tray (Automatically Select)
Auvtomatically Select

Panual Paper Feed

Apply to: |This section

[~]

Print Options...

Document T Page size SiGel ST
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4.8 Document view in MS Word 2013(THTH a8 2013 & g¥daEdsr €27 )

MS Word 2013 & faffieet JhR & 2@t & Ashed gld § S 3 gTddst &l Yeitid #id g1 319
39 gEarder &I {5 AS ( Read Mode), e @133 (Print Layout), a1 a9 I313¢ ( Web Layout) H &@eIr

I ed §1 ¥ faer faffes weit & fow soaeh & #ed § , T afg 39 gEaes Afed we @
IIetaT 91 | &1

GEATST T2AT (Document View) & dgolet & fow, Word T8t & foigel-gIv &l # 3food gedasl 3
(Document View) command &T 99T & Thd g1

1Eition was cenainly not what one mizht expect from an

erzify in the earhelood

IfE 3o cFadS # F$ 9 §, A Word 2013 7 T I 75 glawr § O Yogw OfSer Fer Srer
S TR I EFATAS N AAA g55 W @e f 3egAfT Sar § O Iy 3w w A1 Save R T
SEATAS A Weld FAT , BT W @rs &t & fav ghaArs: et S| A3H T JhAS W A,
3R e IR AT 3T 3 AT AR

Welcome back!

Pick up where you left off:

3 minutes ago .{b

4.8.1 Types of Document Views (GEdTdsT T & YHR)

STAAS T & APATET YR § -
4.8.1.1 Read View:

MS Word 2013 & Read option &T 91T Document I fo=aT fondt Xemel & dea & fow fhar Srar §)
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o JaY UgA 3T dg Document @rel fo A 3T ggaT IEd &l
#1e: % Document Automatically Read Mode # e &, St Save Document|
e ZH* &1 Viewtab & Read Mode option X Click 1|

H Document] -
File Home Insert Design Layout References Mailings
| ﬁl |:| [=] Outline | j\ 1‘|:| |:||:| 5 C)\ [L\_
S (=] Draft ) | €3 B
Read . Web Learning Wertical Side  Show  Zoom 1005

Tools to Side -

Views Immersive = Page Movement Zoom

The best way to read a document,
including sorme tools designed for
reading instead of writing.

IfE 39 fRE Document H T U ¥ gEX UST WX ST A6 @ o folest H @ &S U Fd Al

e Pages® left 3R right side I U arrow 94X Click HY|
o FEIS X YT Page up IT Page down, Space bar IT Backspace key &T WIYIT & AT 3T 39 ATZH
# & Scroll Wheel FT 8 393191 91 &l 3R A @IFA F & Tha Bl
e If& 39 Touch screen & FANT &Y ¢ & al 3T 79T JHF[ell & ST &I §TT AT &T¢ swipe T
THha g
4.8.1.2 Print Layout
MS Word 2013 # Siag#ic &g & ded , e d3m3e o dd 31f& SEaATe fham Siel arelm @3m3e gl
I8 72T I8 gRARad #a & v 3udelt § &% 39 = Swa §-6he W Fr-3no-fiega-fie 2
X W A= @ ggel Ig 7T qithar & (Proofing method) & &9 & #ff gler fohar ST gl
e J{IW YA 37T I8 Document @l fSY 3T Ugaar agd &
e 3T §I¢ Viewtab ¥ Print Layout option X Click HX|

BHS OQ-

HOME INSERT

FILE
l :I D i_j [Z] Outline ! Ruler
: =g (=] Draft

| Gridlines
Read Print Web
Mode Layout Layout

Views Show

DESIGN PAGE

__| Navigation Pa

"é Print Layout b

Lorg Check out how your decument will  jer adig
Fus: leckwhen it's printed. icies, p
7

macha ernc niis nrna Ninne viverra imnerdiet
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4.8.1.3 Web Layout

I 39 a5 F v I9 U BoASA aX W § A 9 AANBC 39GHA g1 99 A3 =g fewrar & 6
JTUhT SEATAST dd Uo7 T kg Har fe@rs <aml MS Word 2013 & Siogaic o & A33C A Yoal &
dgd, 3T Afdae & fow Pages T Thumbnail image & AT QT 9T & H Teh EEATEdST YGRIA &l
IS 3T SEAdST & HATEIH § Ugell dled ¢ of Ig €T 3TN gl Fifeh Ig 31feh ggat A9y g
e TEY Ugol 39 dg Document @l fSA 31T YgaTT I8 &l

e 3H% dI¢ Viewtab & Web Layout option TR Click FY|

HOME INSERT

] [=] Outline
=& > = Draft

y La/out

Views

4.8.1.4 Outline View
Outline view &, TaTH a5 M¥w 3R 39-M¥F wefdia #ar § St e&arast i Aear Ja= i Fafeua

FeT P Th AT dUhT YeTel FIAT g1 FIR@T £ (Outline view) ITIHT Th o Tdldsl & ATEITH A
afEAd e 3R Afdde e & #Ag T &

o JIY UgS T dg Document @rel TS 3T ggaT TR &1
e 3T §IG Viewtab & Web Layout option I Click &Y |

HORE INSERT DESIGM P&EE LAY QL

9 O o] O (

(] Draft Gridlines
Fead FPrint  “i'eh o 7
Maode Layout Layout Mavigation Pane
Wiews Cho

4.8.1.5 Draft View

3T view T IUANT ATYH TR W A T FTHA A WRT e 3R e&aEaet w1 [ a9t 3k
3U-gait H Iafeyd aet & v fovar sirar g

o JIY UgA T dg Document @rel TS 3T ggaT IEd &l
e 3T §IG View tab & Web Layout option I Click &Y |
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Home

| *l |:| [=] Qutline
& = Draﬂ:%
Read @ Print  Web 2
Mode Layout Layout Mavigation Pane
WViews show

4.9 Text Format (3F¥€€ B )

Increase Decrease
Font Size FontSize Increase

Font Size | Indent Decrease
| Il_l | Indent

Font

e— (i E 11 A :
—— B /U= . A-F
| L I
Bold | I | Format
| Font Painter
ext Color

Italic T
Underline  Center yighlight
Color

4.9.1 How to Change the font (Wi H¥ Feo )

MS Word 2013 & f3thice & & , YA 70 Document &T Font Calibri 90X ¥¢ 8T &1 gTeliteh , Word &g
3= Font Jelel &Yl & TSieTehT 3T 39 Text 3R Title I 3fefehfoid aaA & fw & Tohot &

3T Text & TTT Y ToIdehT 3T Font SEofell Igd 21

IMNSERT DESIGM

°
PAGE LAYOUT

FILE HOME

C-5
E‘?E’ Calibri (Body) - |12 - A

Paste ., B I U ~abe x. x* [A-3- A -
Clipboard ™= Font 7}
2

TEAM BUILDING RETREAT

s

Dawson Park
i Meed to get park’s address
Friclay, April 5, 8AM — 3PM
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e 3% d1¢ Home Tab T U, Font box & 9Ter & YT 3MT-3137 X WX Feldh &I Font Style &1
TS Ao fewrs gam

o AT A AffieaT Font Style W o STT|  Font FT Live Preview 3TT9e Document & f@rs &am| 3&
Font Style T TIT &Y THGHI 3T 3IUANT HAT AEA &

FILE HOME = IMSERT  DESIGM  PAGE LAYOUT  REFE

ol .
D b Calibri =12 ~|A A Aa- fp -
gy _ =
Paste €} Comic Sans M5 -
€} Consolas
Clipboard s
N Constantia

(} Cooper Black
{} CoPPERPLATE GoTHIC Boy
() COPPERFPLATE GOTHIC LI

& Corbel
"€} Cordia New A
{} Cordialpc A

e 319 ST Font select #3T g 379 Document & d&of SATTAT|

FILE HOME INSERT DESIGM PAGE LAYOUT
- P
D Calibri (Body) - |12 - A A Aa - T
Paste

- w B I U ~abex x* G- A~

Clipboard = Font

TEAM BUILDING RETREAT

Dawson Park

i Meed to get park’s address
‘i Friday, April 5, BAM — 3PM

4.9.2 Change the font size(®ie &T WS TGA)

o 3 TextH TIA FY TorGahT 3T Font Size SEolell I8 gl
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FILE HOME ~ IMNSERT  DESIGN  PAGE LAYOUT
-
D 3 Calibri (Body) -12 ~-| A A  Aa- &

Paste . B I U -abcx, x* [~ A -

-

Clipboard ™= Font =

TEAM BUILDING RETREAT

s

Dawson Park

i MNeed to get park’s address
‘I Friday, April 5, 8AM — 3PM

g% a1 Home Tab TR U, Font size & 9Tl & U 3MU-3137 dR R Fels LI

B H ©- g -
FILE HOME INSERT DESIG REFERENCES MAIL
— = i i— i
_‘-] Calibri (Body) ~|11 =-|A A Aa- Ly *i= v
Paste i . Ak . . — =
= ¥ Foarmat Pain 8 1IN _x X, X . * L =g4= — =

Clipboard Font

o Font Size & Uer A faw@rs gam| A3H &1 fafdet Font Size 9T & SMTI Font & Live Preview
39T Document & fE@TE 3| 37 Font Size T T Y TR 31T 3YANT FAT T8 &

FILE HOME IMSERT DESIGHM PAGE LAY LU

- - -
B Jb Cut Cooper Black - |11 - A A
Paste = Copy 8 =
- " Format Painter B I U - ah‘g & -

Clipboard = 10

L 11

12

14

15

- 1s

20

22

24

25

.—-. 28
35 [:‘E'

48

J2

e 39 ST Font Size select 3T dg 3MIeh Document H dGol SATTAT|
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4.9.3 Font Size Box

T 3T Font 379-33 R & A 3779—e Font Size 18T f&@e A 3T Font Size Box 9T fFeleh ¥ Heha
g 3R aif&d Font Size @89 & T&hd §, 3R 9% &I Enter aTU|

@ E ©S5- 0 j:; - T Lesson 7 Practi
FILE HOME IMNSERT DESIGM PAGE LAYOUT REFEREF
‘.D ,K\ Cut Cooper Black : 3 - A Aa-r A

Paste = Copy I u abe X. X° /A . abs
- ¥ Format Painter =7 : SR S

Clipboard r Font ]

4.9.4 Grow And Shrink Font Commands

Font Size Scolel & foIT 3TT Grow Font AT Shrink Font option &T W4T 87 &Y Hehd & |Document H Font
Size dgel SITUT|

HOME IMSERT DESIGM PAGE LAYO

Cooper Black - 32 A A Ppa- &

A k
B I U ~-abex, X f-3-A4-

Font P

4.9.5 How to Change the Font color(®ie &T 3T Hd ded)
o 3T Textd TIA HY TGN 3T Font Color Sel=AT AR &1

FILE HOME IMSERT DESIGM PAGE LAVOUT REFEREMCES FAILINGS REVIEW VIEW

LT 4 - A
D o CooperBlack ~|28 ~-| A A Aa- AaBbCcDc AaBbCcD
B

Paste T Mormal | T Mo Spac,

¢ B I U -abex x° M&-%-A-

Clipboard = Font -]

Paragraph

il

Styles

)

TEAM BUILDING RETREAT
B (s

e 3% d1¢ Home Tab WX YU, Font Color & s9Tel & *UT 3MU-3137 IR 9N fFeldh Y| Font Color
& T A fe@rs gl

o T3 & faffie=T Font Color X o STl Font Color FT Live Preview 39l Document & fe@rs &am|
3™ Font Color &T AT &Y [STHT 3T IYATT AT A8 &
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FILE HOME IMNSERT DESIGM PAGE LAYOUT REFEREMCES PAAILIMNGS REVIEW VIE
alla i w - — o
D ? |Cooper Black ‘IZB -|A A Aa- Be T -iT-Yo- == T AaBbCcDc
=B
Paste B I U-aex,x A-F.pA. ==== 1=- ~ T Nermal
Clipboard = Font M Automatic [
. Theme Colors 3 4

g

L

III'IIII'E

TEA

Standard Colors
HE
f.i More Colors...

Green, Accent 6, Darker 25%

ING RETI

[ Gradient

-

39 ST Font Color select #3T @8 3TM9a Document & d&of STTAT|

HOME  INSERT  DESIGN  PAGELAYOUT  REFERENCES  MAILINGS — REVIEW  VIEW
- h=d " - Hen e T = 5=
[ e |Calibri (Body) ~[12 -| A a7 Aa- A0 T — _ _ 4—_ | AaBbCcDc AaBbCcD
Paste ¢ B I U -abex, x> M- ¥-A- e _zl d'_ﬂ T Mormal | T No Spac.
Clipboard = Font Ta Paragraph [P Styles
4 5

More Color

TEAM BUILDING RETREAT

Jfg 3T9r Font Color 31T-3137 R & & 31T Font Color AgT f&er dr 3T More Color R fFelsh X

Tohd § 3R aifda Font Color select T THhd &, 3 3TF 16 Ok W click |

Colors:

Current
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4.9.6 Highlight Text(EFEE gTSATEE )

3M9sh Document # CHFEEC @I Highlight T Teh Sgd & FEcAqOT T BT § |
o 3T Textd TIT Y [T 3MT highlight T e gl

Dawson Park
Need to get park’s address
Friday, April 5, 8AM — 3PN.y

Canoes, door prizes, free lunch,
scavenger hunt, volleyball, trust walk,

e 3T S Home Tab W &, Text Highlight Color & §9Tel & f&UT 319-3137 dR W Feleh |
Highlight Color &T Te #e] fa@rs gam

FILE HOME IMNSERT DESIGM PAGE LAYCQUT REFEREMICES
il ..
D Cooper Black ~ |28 - A A Aa -

Past = Iy -
aste ~ B I U ~ abc X, X AN

-

Clipboard = Font

L 0

o 37T 39 text T 1@ color & 8 Highlight AT T8 § 39 Color T fAoiae &Y
e 39 ST Color select 31 dg 3T9eh text H Highlight glel S1314T|

Dawson Park
Meed to get park’s address
Friday, April 5, 8AM — 3PM

Canoes, door prizes, free lunch,
scavenger hunt, volleyball, trust walk,

4.9.6.1 Remove Highlight

Highlight 3T geTer & foIT, Highlight fFT 31T e9ee &1 Ta«T &Y, T Text Highlight Color & 319-313«1 dR
W fFreh H| HS a6 319-813+ HAs] @ No color W Feleh |
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. A ==
BN
HEENE
HEN B

Mo Colar

Stop Highli
P IN:: Color

4.9.7 How to use the Bold, Italic, and Underline commands (aYe3, sefare 3R 3rstamsa
FHS H 3TANT HFI )
Bold, Italic 31X Underline option T SEAATST HEcdqul eal AT ATEFRARIT I €A A e & faT
R SITar €

o 3T Textd TIT Y fold 3T Modify FRAT TTEd 2

FILE HOME = IMSERT  DESIGM  PAGE LAYOUT

“ - -
Dg{) Calibri (Body) /12 - A A Aa- &

Paste o B I U -abex, x A-F-A-

-

Clipboard = Font M
L E 1 2

Dawson Park
= Meed to getlbarlfs. address
Friday, April 5, 8AM — 3PM

e 3% & Home Tab WX FUA Font Group & & Bold (B), Italic (1) 31 Underline (U) option o f&Feres
FY| 30T & fav g7 Bold W Fareh Hn|

FILE HOME INSERT DESIGM PAGE LAYOUT

ﬂ - -
Dg{) Calibri (Body) ~|12 ~| A" A Aa~- &

Paste & B I U -abex, x* A-¥-A-

’ s

Clipboard = Font T
- Bold (Ctri+B) :
Make your text bold.
o MEED (U EEL PErK S dulress
l Friday, April 5, BANM — 3PM

e 3TT9ehT Selected Text Bold g STTAT|
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FILE HOME INSERT DESIGM PAGE LAYOUT

& . -
D Calibri (Body) -112 - A a Aa- A

Paste o B I U -abex, x* A-¥-A-

-

Clipboard Font [P
L g 1 2

Dawson Park
= Meed to get park’s address
Friday, April 5, 8AM — 3PM

4.9.8 Change the Text Case(SFFE FH dol)

If& 3T Text A uppercase, lower case, normal case, sentence case IT toggle case H Fceloll AET & dr 3T
Change case option &T 3UAT HT Thd &l
o 3 Textd TTT Y [T 3T Text Case SEolaAT AR &l

FILE HOME = IMSERT  DESIGM  PAGE LAYOUT

“ - -
Dg{) Calibri (Body) /12 - A A Aa- &

Paste & B I U -abex, x* A-¥-A-

-

Clipboard Font a
L E 1 2

Dawson Park
= Meed to getlbarlfs. address
Friday, April 5, 8AM — 3PM

o 3% &1 Home Tab WX YU Font Group & & Change case I el &Yl
o UH ZIU-313 Fel few@Ts SaM| Al & 3T AT 3 Case select FIAT G § 38 Select HY

FILE HOME | IMSERT  DESIGM  PAGE LAYOUT  REFEREMCES

& e - #— o 22— ¥ n.—
Dg{) Calibri (Body) =112 ~| A A Aa- L — 0 3— i-

Paste « B I U -akx x A~ ; Sentence case. A

lowercase |
Clipboard Font [¥]
N g ; UPPERCASE

Capitalize Each Word

tOGGLE cASE

Dawson Park
| Meed to get park's adc
Friday, April 5, 8AM — 3PM

e 379 ST Case select T I 39 Document H d&ol STTIT|
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FILE HOME IMSERT DESIGM PAGE LAYOUT
A . .
D Calibri (Body) ~ |12 - A& A Aa~- &

Paste . B I U -abex x* [H-3%-A-

-

Clipboard = Font Ma
L g 1 2

DAWSOM PARK
=] MNeed to get park’s address
Friday, April 5, BAM — 3PM

4.9.9 How to Change Text Alignment(2FFE TATSTHE F& o)
MS Word # f8Wiee &9 &, Text Document 3 Left Margin 3 glaT §1 We] IfE 319 =18 dF Taee 1 391

3TER Right, Center 3 justified ST Hehel &
o 3T Text T TIT Y [T 3T Text alignment S&elall BT &
e 3% &G Home Tab 9X U Paragraph Group # & AR Alignment option # & fhdlT tep WX e

H

PAGE LAYOUT REFEREMCES MAILIMGS f

pa- t - e A
Y- AdAE=E===|l=- H-H-
Fa Paragraph o

4.9.10 How to Use Auto Format Feature (3iTel YR\ HIER &1 3TAHT HA H)

MS Word 2013 # Tsh Sgd & /st Giaen ar$ S § St Taanfod &9 & e HT 9= 319 Biofe H
3UTEYTT T deelcdl §1 S0 FIALT & Auto Format gl ST § 3&T6X0T & foIv, e #Ig STAIThall “Ist”
TBT AT §, dF 3ferprde 3@ “15 > & S Samm|
Herhide 5T Fd AT FT AR Text formatting I fFG3T Far & saa fow -

o Y Ygdl File Tab N Fereh &Y

e 3% dI¢ Word Options Button W el &

o T Proofing tab 9X f&Fereh &Y AutoCorrect Options §¢T W TFeldh &

o U AT dIFH GETS M 38H & Auto Format as you type IR TFeeh &

3
AvtoCorrect =
AutoFarmat Actions
AutoCorrect rath AutoCorrect H AutoFormat As Voo Type
Replace as yvou type
“Straight quotes” with “smart quotes” Ordinals (1st] with superscript

Fractions (1/2) with fraction character [z} Hyphens [--] with dash [—])
[] *Bolid* and _italic_ wwith real formatting
INternet and network paths with hyperlinks

Apply as you type
Automatic bulleted lists [ Automatic numbered lists
[+] Border lines [+] Tables
[ Built-imn Heading styles

Automatically as you type
Format beginning of list item like the one before it
Set left- and first-indent with tabs and backspaces
[] Define styles based on your formatting

Cance
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o SHH UM F$ [Aheq fe@rs &3 319 39 T fAFed FI Enable FAT AET & 3TF 31T dTer
Check box &I e X ¢ 3R fSee 37T Disable #=TT AR & 3¢ Untick T &
4.9.11 How to Use Auto Text (3iTeY SFEE FT YA HA )
HASHITTE a5 H e&drdsl AT Y 1fa & & fAT 3ifeiare e MR JH &1 Tg 3Tl 379e)
gEAES A FAod &9 @ @fAUiRa 96 sreret T IART SaT &, S S 39e X Computer
fIGeAT Usdr & A 379R 319 d8d & T 3T o & Com fol@ & §eXT &Y df 39st 39 & Computer
forw S| ereg & Fg qafAeiRa sifeieaee gfaffear §1 319 37 RO &7 dreled a1 3¢ 4@ FHhd &
o  TEY UYB Insert tab W Feash HY|
e 3% dI¢ Textsection & U, Quick parts TR fFereh |

BEHd® O = Untitled - Message [HTML) ?7 B - 0O X
MESSAGE INSERT OPTIONS FORMAT TEXT REVIEW
l”J U - D d |_—|\ ) Fl‘j gp Hyperlink 3 Text Box - T Equation -
- ] - & g1 [P Bookmark [[Z] Quick Parts~ |7 Date & Time €2 Symbol -
Attach Outlook Table  Pictures Online Shapes E
File  hem L%~ M Pictures + @7 General

Include Tables lllustrations Links

ance. Curent fee for Iraining and assistance mectings i $80 an
0). | accent payment by cudil cand and PayPal. fm cueertly
s i aliows me 10 vew your somen and give you contl 50 | can

uuuuuuuuuuuuuuuu

o 39 yfafte W e &t O 39 Ssar aea &

4.10 Paragraph Formatting (37eJ<8¢ a1 RMAITE FIEHI0T)
Paragraph Formatting 3T9eRl X E¥dIdel & &Y &I Seelel T AT ol &1 30 Giee # 319 REms &
Alignment, Tab, indent, Line Spacing, paragraph spacing 37Tf¢, T¢ &1 T3]
4.10.1 How to Change Paragraph Alignment (31'@14_&&' 7 REME WG FA T5A)
Paragraph Alignment 3T9eh! Ig AT H¥el T ITATT ol § T 39 Caee o HA @ =ed gl
o HSH Ugel Home Tab W fFereh $jgaeh T Paragraph Group WX U Alignment 3Uged FeaT
ol |
i Left Align: Ig ¢aEe &l 3I% a0 HAlfold & 1T AT I T g
Center Align: Ig eFEC FT &g H T & T g
Right Align: g &FEc & 3T9% S Alfold & AT I T T 8
Justified Align: Ig I HT S0 AR gV A =t T T FT T g

2 ¥ A
351
Font
Left Center Right Full

(Ctrl-L) (Ctri-E) (Ctrl-R). (Ctsl-)
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4.10.2 Line and Paragraph spacing (X@T 3R Rmame wafdr)

S 8 3T 39eT sfergAe f3arse #a § 3 Formatting et 7 fA0TT o § , @ 3maeR @mee 3R
R TR R IR FAT I M| 3T GSgedl H GUR el o fIU  ofigel TR (3HeR) A
o Thd § AT U7 W 3P caee v o & AT 3/ 7 & Tohd ol

Line Spacing

Line Spacing Tsh tRTIME & Ucdsh UfFd & &Id HI SHIE g1 ASHITIYC I8 IR ogd TATHIT i
T&aTer T9F (T oflgeT 3ed) , 3o TAH (A A1Sal 3, 1 el off 37 IR & &7 A 3rfepfad we
$1 3TART AT &1 MS Word 2013 3 f3whfee &7 & 1.08 Ts+t &, i Tahel qf & &1sT 37 ¢

AT & 1S images H, 3T TATHe YR & WTgeT TARHI & Jolell A Tl 1 ITC A ¢, F images
f3Wiee Line Spacing, single spacing 3i¥ double spacing fe@rdT &1

4.10.3 How to Format line spacing (eT8«T TfAT F FI TFAdT )
o 3T text H TIA F TS 3T format HIAT ATE &l

PAGE LAYOUT REFEREMCES MAILINGS REVIEW v

Windows 8 Mac Aa- | A - EE e == ._*.'-l q e
MMicrosaoft Oifice g A-====| 1=- Py v I . T Normal
Apple Work 5 Para 1.0 L},

SharePoint 2 il 2 115

= o P 415 Bishop S ' )

Chicago, IL6 | ¥

el
1 [

el
Lr

CuickBooks

o i IENNE PA

Adobe InDesign

()
| ]

=

Line Spacing Options...

i: Add Space Before Paragraph
T

Adobe Photoshop i-oriented Executive Assi: Add Space After Paragraph

’
IQF"U' .'-:'P'l.l'.cll'inm.ﬁ'rll TICEFIFIEY PP ST — FTREUETIT

o Home Tab 9 f&d, Line and Paragraph Spacing 18 W e | T 39-331 A few@rs
&am|

o A3H I AT fAFedl 9 of ST arge T #1 arsd Wy sSiaggc d fEwrs dam 3
ST dTs TG FT 3TAET IRAT Agd & 3HR TIT HY|

o SlagiT # oS gl dg Smeef|
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Windows & Mac
Microsoft Office
Apple iWork
SharePoint
Salesforce
QuickBooks

Lotus Motes
Adobe InDesign
Adobe Photoshop

4.10.4 Fine tuning line spacing

aTseT 3R SRram TfHT A ( Line and Paragraph Spacing) ¥ 3T dligel TR fasheq HIfAT 16T ¢l
It aReEar & WY T FARNGT & & v, Ras srgdter e 6 g & for A @
Line Spacing Options & TT« Y| FHF dTe 3Ih IH F& IfARFT Ahed gl TSl IUT 39

TIH & HFECHBS Il & [T F THhd ¢ -

Exactly: SI§ 379 Ig fdehed Yo &, a6 oigel gl &l Biec THRI &I e, [Ng3i & #Amr Srar g1 3|
AR WX, 3R Wiee 3R & ST 937 g1 TIfRU| 3801 & fav, I 39 12-4ige FEe il 3TN T
I &, a 319 15-9igc TFHT F 39307 T T ¢l

At least: Exactly option &I cRg, Ig Tdehed MU Ig Yelal ol & foh 3T fohedad Rered Tu1=T wmed €
grelifer, IfE 39 9/ U & dfFd W ¢e & Affied 3R § | af 3R 93 e & fhe & &
fow aeamid gl

Multiple: I fdshed 3Maehl 3B spacing sl HEAT ST &l ST &1 3eTeXor & T, Multiple Y TeTar
3R 1.2 T4F FI deoler text wr HITe-T9q SFee ¥ G131 Af¥F e ¢am| Ifg 39 AEAT AT vRATY
F TG I8 g, al 31T 0.9 BIC A FHI IIed I Tohd g

2
Paragraph :
Indents and Spacing | Line and Page Breaks
Genera 1

Alignment: | Left ~

Outline level: |Body Text | Collapsed by default
Indentation

Left: 0" s Special: By:

Right: o (none) -

[ mirr,
Spacing

Before: opt | Line spacing: Ab:

After: apt = Multiple ﬂ 15pt |5

Tabs... Set As Default c

4.10.5 Paragraph spacing (3RTme Tafda)
MS Word 2013 # f8hiee &9 &, STd 3T TeX Fofl Gold § o X 9T T Teh ik & AIsT 37 o
Tl AT g1 Ig Fafold &7 & RAME & & space ST §1 39 394 SlFgAC H argal & T
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HAR H Bl H Thd § , 31T NEME & Tgel 3N d1¢ # IR FARIGIT X Fhd gl I§ REmd
fiverE, 3R 3Tefve &1 37ereT e & faw 3Tt g
4.10.6 How to format Paragraph Spacing ({RTImTe TfAT & ¥ Tela #I)
AR 3GIeXUT #H, §H Ueh IRIIMH A Ugel 58 Heading & 37l &l o ToIT space SGIUIT| I AR
STFg#AT & Uga H ITHS Sl &I |

o  WNEIME IT REMAT F TIA HY e 3T B FEAT Ted 8

A I W W By cministative professional

EXPERIENCE

Executive Assistant Il cHICAGO, IL

Rev Development Group, June 2007 — Present

Supported the Vice President and Chief Human Resources
Officer. Developed new hire orientation for administrative
staff, and delivered to 25 new employees to date.
Maintained company website. Saved over $3,000 annually
by implementing new travel and per diem sy::tem.l:}

 Home Tab 9 f&d, Line and Paragraph Spacing #is W e &I 39-3137 A & Add Space
Before Paragraph I Remove Space After Paragraph @ AT3H &l of S| REME AT HI Th
asa ey st F s gam

o 39 5T WEME FT 3UAET FIAT TEd & TR TTT HY| AN 3G18I0T H, 7 Add Space
Before Paragraph &T TeT & |

PAGE LAYOUT REFEREMCES MAILINGS REWIEW VIEW

- A e - -
Aa =T iz = =3zl T AaBbCcDc  AaBbcCcl
AR W Rl e IS T Mormal | T Mo Spac
] Paray 1.0 Styles
1 r # r 1 1.15 4 o~
| 1.5
0 bfessional
2.5
EXPERIEMNCE 30
Executive As: Line Spacing Options...
znted Rev Devel
with v evelopm i: Add Space Before Paragraph

Supported the == Add Space After Paragraph I}Resour‘:es
Officer. DE“-"E|£.I|_r|:u rrevy e wneniaoon ron aoiministrative
staff. and delivered to 25 new emplovees to date.

all
fice

o Slagic ¥ WEATH 3R ol ST
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Ao Wl B B cministrative professional |

EXPERIENCE

Executive Assistant |l CHICAGO, IL
Rev Development Group, June 2007 — Present

Supported the Vice President and Chief Human Resources
Officer. Developed new hire onentation for administrative
staff, and delivered to 25 new employees to date.
Maintained company website. Saved over 3,000 annually
by implementing new travel and per diem system.

gI9-313+1 Ae] &, 39 RIAG SRAeT diFq Tielel & TAT Line Spacing Options T T=1 Fehel &1 F8T &
3T REMH T g8 3R 3TF 91 Fdelr P W FIT0T I Iha ¢l

Indents and Spacing | Line and Page Breaks
Genera 1
Alignment: | Left ~
Outline level: |BodyText | v Collapsed by default
Indentation
Lett: o Special By:
Right: o (none) w
T i dents

Tabs... Set As Default oK Cancel

4.10.7 How to Use indent (3¢ T 39ANT HA )

gSTEaT TFEC HTThT ITOTaT-3TeleT SITARY el T IeTATT Gehd 3T STagfic H LT SAIsar &1 =@
HT T line 1 G WEATH I FAGAARA AT A6 &, I Tab selector HIX horizontal ruler T 39T
Tab 3 Indent ¥C FA & AT HT Tohd ¢

L E 1 2 3 4

you so much for the time that you took yesterday to intervier

ssistant position. It was great to meet you and learn more about y

Vesta Insurance. On my tour of your building, you mentioned how

- Administrative Assistant not only be the welcoming face and voice
integrated member of the staff willing to help problem-solve when

4.10.7.1 Indenting text

S YR & SFgHC H, T hdel Tcdeh WA & Ggell line &I Indent T A6 &1 Tg Teh WETH
& gAY WEATH & 379 el H A Al gl Tgell el 1 BIs Godeh ogel 1 Indent HTAT 8
g &, TS hanging indent & ITH & ST ST B
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- 5 5 1 2 3 4

Thank you so much for the time that you took yvesterday t
Administrative Assistant position. It was great to meet you and le
administrative needs at Vesta Insurance. On my tour of your buili
- important it is that yvour Administrative Assistant not only be the
the company, but also an integrated member of the staff willing t
issues arise. I completely agree with that philosophy and I know 1

be an asset to your company.

~ [ am wvery enthusiastic about the position and am particula
for someone specifically with website maintenance experience. I
how well maintained and thorough vour company’s client databa:
new database system. I believe myv experience troubleshooting da
excellent candidate for Vesta Insurance Group’s team.

4.10.7.1.1.Steps for indent Tab key (330 & & ¥TeoH )
JfE 3T Indent T STedy SUATT FIAT AR & o Tab key ST TAT X Tehd & T 1/2 5T FT Igell
ST Indent SATAT &1

o 38 WEMH & YEINA A cursor T fTF 3T Indent HAT =E &

o IT% a1 Tab Key GaTU| I§ Tgoll ollSd §3¢ AR &l 12T dh &g 3R o R

o WMIATHE T Ugell oS Indent g7 SATTN|

L E]I 'b“_/' 1 3 3 4

s [Thank you so much for the time that you took yesterday to i
Administrative Assistant position. It was great to meet you and lear
administrative needs at Vesta Insurance. On my tour of your buildn

- important it 1s that your Administrative Assistant not only be the wr
the company, but also an integrated member of the staff willing to |

I T FoX A AGT W@ I W &, dl View Tab T T Y, T TR & 9910 & AT I didg W
Foleh HL

DESIGM  PAGELAYOUT  REFEREMCES  MAILINGS  REVIEW  VIEW

| Ruler Q [’j} E == NewWindow [ EE
Gridlines B g E Arrange All )
Zoom 100% Swite
Mavigation Pane LE Split Windo
Show Zoom Window

4.10.7.2 Indent Markers(3=3+=¢ HTHI)

T A A, I 3T $STH W AU fAIF0T @A =g €1 ' MS Word Indent markers YeTel el &
S 3R sfRed TATH W RETET FHi Indent s¥et T 3ATT T &1 Indent markers, &ifcist TR
(horizontal ruler ) & a8 3R f&ud gl §, S &8 33T AFed e ad §:

First-line indent marker — 9UH-a13A Indent FATAIGIA T &
Hanging indent marker — Hanging Indent TATATSA YT &
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Left indent marker — Teh & THT H Ugal-alisaT Indent 31X Hanging Indent AR leil &l FATHATART T
€ (I8 Wramw #F Tl SSaAr H Indent FHIIM)

IMSERT DESIGM PAGE LAYOUT REF

FirstLine -
LUV IS (Body) - |11 -| A" A7 Aa- A =7 =

Marker == =
I U -abex, ¥° [&-3%- A - ; _

Clipboard = Font Hanging Pari
L 1 E-H Indent :
. /! Marker

Indent

Marker

o TEY Ugd 3T YA A FEr o cursor TW TS 3T Indent AT TR &, AT Teh AT HH
WTATH HT TIT FY

._ rg 1 2 3 4 N

EXPERIENCE

Executive Assistant II CHICAGO, IL

Rev Development Group, June 2007 — Present

Supported the Vice President and Chief Human Resources

Officer. Developed new hire orientation for administrative staff,
- and delivered to 25 new employees to date. Maintained

company website. Saved over $3,000 annua Ihy by

implementing new travel and per diem systermn.

Office Manager SPRINGFIELD, IL
- Carter Taylor Investrnents. October 2001 — June 2007

Managed all admini ive responsibilities for staff of 100+.

Pioneered the use of CRM software for

ini i i FIELD, IL
lcon Office Solutions, May 1997 — October 2001
ted the Op: ions Manager. Branch Manager, and two
- Service Managers. Answered and directed incoming calls for
six phone lines. Processed monthly sales bills for an average
billing cycle of sasa,noo+l>

o TIfSd Indent marker W TFeleh Y AT EATU AT drag | §HAR 3EIEI0T H, §H S0 Indent AR
W Ferh, gles X Z91 ST Indent & live preview STargie & few@rs gam|

EXPERIENCE

Executive Assistant || CHICAL
Rev Development Group, June
supported the Vice President
Resources Officer. Developed
™ administrative staff, and deliv
to date. Maintained company
$3.000 annually by implemen
diem system.

o 39 A3H H B3 | RMEME Indent g ST
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EXPERIENCE
Executive Assistant Il CHICAGO, IL
Rev Developrment Group. Jurne 2007 — Present
Supported the Vice President and Chief Human
Resources Officer. Developed new hire orientation for
~ administrative staff. and delivered to 25 new employees
to date. Maintained company website. Saved over
£3.000 annually by implementing new travel and per
diem system.
ol Office Manager SPRINGFIELD. IL
Carter Taylor Investments, October 20071 — June 2007
Managed all administrative responsibilities for staff of
100+. Pioneered the use of CRM database software
(Salesforce) for tracking business contacts and
managing financial advisors” schedules.

Administrative Assistant SPRINGFIELD. IL
fcon Offtce Solutions, May 1927 — October 2007

e Supported the Operations Manager, Branch Manager,
and two Service Managers. Answered and directed
incoming calls for six phone lines. Processed monthly
sales bills for an average billing cycle of $350_000+_]

4.10.7.3 How to use Indent commands (33H HHATS HT AL Hd )
Ifg 39 TFET AT F ASAT AT WIIME AT T ASAT T Indent FIAT TGS &, dT 31T Indent FHHATS T
YT I TR &

o 3 text® TIA H Y 31T Indent FIAT TEd g

L g 1 2
SKILLS
Windows & Mac
Microsoft Office
Apple iWork
SharePoint
Salesforce
QuickBooks
Lotus Motes

- Adobe InDesign
Adobe Phn‘tushop%

e Home Tab WX f&Uq, aifd Indent HHATS 9T Felsh X
o Increase Indent:: SEE 1/259 HT gig & Indent §G ST &1 AN 3&T@0T H, A Indent SGTT3 |
o Decrease Indent: Ig 1/239 &1 IR @ Indent T FHA e &

PAGE LAYOUT REFEREMCES MAILINGS REVIEW VIEW

AaBbCcl AaBbCcDc AaBbC
Heading 1 = TMormal = TMo Sp

Styles

e Text Indent 8 JRAIM|
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L g 1 2

Windows & Mac
Microsoft Office
Apple iWork
SharePoint
Salesforce
QuickBooks
Lotus Motes

. Adobe InDesign
Adobe Photoshop

Indent amount T HECHTSST Fld & foIT, U7 A3T3C Tab FT TIT Y 3R Indent F dgd diaq & aifod
AT gof |

DESIGM PAGE LAYOUT REFEREMCES MAILINGS

A Indent pacing
umbers~ | #=|0.7" . = 0pt .
snation = | =& |0" L\) | = 0pt z
T Paragraph T
! Indent Left :

Choose how far to move the
paragragh away from the left

R I E rmargin.
Te change the margins for the "

whole decument, click the Margins
button,

4.11 Line and Paragraph spacing (X@T 3R Rkrme wafde)

S @Y 3T 39eT St f3ase ad § 3R Formatting & & 0T @ €, o 3aeR amse 3R
R TR R IR FAT I gIeMT| 3T GSAIA H GUR el & fAIT oSl o org # 3R A
ol Thd & AT UsT W 3HAF caee fhe el & o0 38 7 R Tdhd ol

Line Spacing Teh IRTIM® & Ucdsh Ufdd & & T 978 &1 ASHITTE I8 IR 5T TIfHT i
T&aTer T4 (T oflgeT 3ed) , 3o TUH (A A1Sal S, 1 Tl off 37 TR & §7 H 3rgepfeld aeel
T AT AT §1 MS Word 2013 F fBwlee &7 § 1.08 1S+ ¢, S Uahel G & &1sT 937 &1 0 & a1
images &, 3T faffieeT JhR o oligeT TATHIT T Jolell HX Hehel &l 90 & ST, T images f8Wrec Line
Spacing, single spacing 3 double spacing fe@rdT g1

How to format line spacing (e3eT TARAT F F TFRT FI)
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3T text T TTT Y T8 3T format FAT T 2|

SKILLS
Windows & Mac

Microsoft Office
Apple iWerk
SharePgzint
Salesforce
QuickBooks
Lotus Motes
Adobe InDesign

Adobe Photoshop

Home Tab WX &, Line and Paragraph Spacing %S T fFaeh Y| Ueh 319-313a1 He] fe@ms
Al

A3 1 e Fhedl W o S1¢| g VAT F1 dga Meg siagHc A @ 3am 3
T J8T TG T 3YATT AT e & 3THT I P

PAGE LAYOUT REFEREMCES MAILINGS REVIEW Y

- — 1— 1—

Aa- Fp = -:i=-h%-. &= 801

= 3 i- AaBbCche
Y-A- E=E==S|E|SH T Normal
P Para| 1.0 I}
27 # T 3 1.15
1.5
ADDRESS 415 Bishop § )
Chicago, IL6 | ¥ | 20 )
2.5

IENNEPA =

Line Spacing Opticns...

EXPERIENCE &  Add Space Before Paragraph
i~oriented Executive Assit == Add Space After Paragraph
Rew Nevelnnmemr rarmr e wirs Ty = STETEFT

slegAT # ose gl dgol Sea|
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Windows & Mac
Microsoft Office
Apple iWork
SharePoint
Salesforce
QuickBooks

Lotus Motes
Adobe InDesign
Adobe Photoshop

Fine tuning line spacing

aTseT 3R SRram TfHT A ( Line and Paragraph Spacing) ¥ 3T dligel TR fasheq HIfAT 16T ¢l
It aReEar & WY T FARNGT & & v, Ras srgdter e 6 g & for A @
Line Spacing Options & TT« Y| FHF dTe 3Ih IH F& IfARFT Ahed gl TSl IUT 39

TIH HI HECHASS I & folT IR Thd &

Exactly:

59 39 Ig faehed Tead &, o ofigel gl 1 Wlec ITHRI I e, g3 & & Srar g1 33 dk w1,
3R Wiee 3MHR & AT §37 8T TRT| 3ee0T & foav | Ife 3m9 12-ufse aee & 39T &1 ©@ &,
ar 39 15-97ge FAFHIT T 3UAT H Fohe! ¢ |

At least:

Exactly option &7 g, I e 3MUal I8 Iofot & & 6 39 fhaer Rard Tt @mgd 81 grenifer , afg
39 91 T gl UfFd W ¢aee & [Afficed 3R &, aF 3R 93 <Fee Hf e o & fov faeaiRa
ghamm|

Multiple:

Ig fashed MUl 3o spacing I TEAT TS YA ol &l 3eeR0T & T, Multiple T Fofall 3R 1.2
T P deoldll  text T [HIT-TU4T SFee & AveT 31fAF Shar ¢am| afg 3T ASAT FI THATT Fe
TGAT TIEd &, dl 3T 0.9 3 BIC AT & IIT FX Tohdd &l
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Indents and Spacing | Line and Page Breaks
General
Angament:
Dutline level: Collapsed by default
Indentation
Left: o~ Iil Special: By:
Right: o (=] nonel : | (]
DMirrorindents
Spacing
EBefore: O pt Iil Line spacing: At
After: Err= rMultiple ~| [1s,t =

[l Don't add space between palad >ingle
1.5 lines

Double
" At least
Prewviewr

Rultiple

Sl Toet S ol i Toes S ol Tomet eyl Tt Sirrs ol Tooen Srrs ot Toet et ol T S ot Toont

Sl Tooc S ol i T S ol Tt S ol Tt Sorms ol Tooe? Sy o Toce? S ol T S ot Toet

Sl Tae: Sl e T Sarm el Taoes Sarml e Tt Sarm i Taos

Tabs... Set As Default oK | | cance

4.12 Paragraph spacing (3RIme Tafar)

MS Word 2013 & f8iee & &, ST 39 TeX Foll aald § dl HE 9T W T Gl & AIsT 31T &y
Tl ST &1 I§ Faaleid §9 § REME & S space T g1 3T 39 ST H sl & 4

R H B T Thd &, 3T RIE & Tgar 3R ¢ # JR TARNST X Tha &1 Tg R,

MY, 3R 3TMNIFH FI 31697 F & v 3uAeh B

gAY 3CTE]0T #H, g Tsh RTIMH ¥ Ygal 38 Heading T 37619 Fled & foIT space IEIUT| ITg §AR
STeFgAT &l UG H 3MTHIT &l o

o RIMF IT REMTH F TIT F e 3T Biefc HEm A &l
NC FAILCL

EXPERIENCE

Executive Assistant Il cHICAGO, IL

Rev Development Group, June 2007 — Present

Supported the Vice President and Chief Human Resources
Officer. Developed new hire ornentation for administrative
staff, and delivered to 25 new employees to date.
Maintained company website, Saved over $3,000 annually
by implementing new travel and per diem 5ystem.l:}

 Home Tab 9 T, Line and Paragraph Spacing #is W fdeeh S| 39-3137 As] & Add Space
Before Paragraph IT Remove Space After Paragraph 9% #AT3H I of S| REME IR HI Th
oisa ey slegac # fe@rs ¢am|

o 3T f5 T REME T 3TN IEAT AET & 3HP TTT FL| AR 3GT8I0T H, 7 Add Space
Before Paragraph T TIeT |
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PAGE LAYOUT REFEREMCES MAILIMNGS REVIEW VIEW
- B, i S = B
Aa- ke = -i=-%E- &322l T | aagbcede maBbeo
i A E=== =L T Mormal | T MNo Spac
; L = = "
F] Parai 1.0 Styles
1 r&@ r 1 1.15 4.
I 1.5
. 2.0 bfessional
2.5
EXPERIENCE 3.0

Executive As:

Line Spacing Options...

=nted Rev Developm
with P i: Add Space Before ParagrapT
all Supported the == add Space After Paragraph sources
Officer. Developea rrew mre onen@oon ror aaministrative

fice
. staff, and delivered to 25 new employees to date.

o SlFgHc # WEATH 3R del SATTM|
SMU-3131 A W, 39 WREITH STgelar dird Gield & AT Line Spacing Options 8T T Hehd 81 Tgl &

3T WEIF & gl IR 3TF §1¢ fhdelr 3918 W fAT=0r T hd gl

Indents and Spacing | Line and Page Breaks

General

Alignment: Left

Dutline level: | Body Text Collapsed by default

Indentation

By:

[¥] |

Left: o Special:

Bight: o | (none)

[] Mirrar indents

Spacing

6pt = At:
= K

|:| Don't add space between paragraphs of the same style

EBefore: Line spacing:

=]

Aftern:

|8 pt |Mu|tip|e

Sarrippla Tt Sarripl i Tioct Sarnpla Tot Sarn el Taoct Sarn 2l Teod Sarmnpla Taod Sl T Sarmpla Tad
Sl Tt Sarripla Tioct Sarnpla Tot Sarnpla Taot Sarn la Teod Sarmnple Taod Sl T Sarm el Tad
Sarmple Tie Sample Tet Sanple Tes San ple Te San ple T

Set As Default

4.13 Border and Shading (a/$Y 3 Qf$r)

f3thiee T &, MS Word 2013 & T REME & &S border and shading et &1 ar 3ma Fet &Y Rmme ar
R & foelt Tog @ A1 dF ST @ STegee & T fREAr & S border and shading S Hehd &
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3mq fReT & border, Style 3R color & T&HE & Thd ¢, AR shading & TodT o T T 3TANT FT Tohd
&1 T border and shading Ter STaTH F T8 & IEIT @S &Y &1 afe drame s3¢ fopar ar=ar &, at
Border &7 # 33¢ fohar STUaN (dhael aTT 3R &0 ; indent hanging AT first line indent & forw s1gT sgar
ST ©)1

IfE 39 T & Border T & AT & ¥ 3ifUF WAl & IH-918 @A §, A Border 30§ Ueh HHE & &
O &1 38 @ 3T NG & Wofg &1 Tl & ol AT &7 § a8 & &7 7 G@s & B

REME F FEe Fr 3uRATT A T & fT |, 31T Sedr F U Border Sis Tdha & 3R aafad TFee
# AT s7er AF &1 9 3T Border NEd &, aF 39 Afdse & dFad § F 319 v Fay &
AT T Tga & AT geTar e &1 30T & fAT, 3T shde FUT 3R T Y Border SNg o &
s & 1Y 3T AT SFEE AT WAh F NS Sha3s FeRk AT AfE 3T shading, color 3R =iss
I3 T SEeeht Borders X shading T 3fefshfeld ST =g &, o 39 Borders 31X Shading dialog
dred # IRads & @Hhd gl

4.13.1 How to Apply a Border (afST #& om[ &)
o FEH UGS AT GF SHEC FoFe F O T Brfe T Fea
e 3% &1 Home Tab W el Y| 38 &1 Border and Shading arrow button 9X fFeleh &y

= Where is Borders and Shading in Microsoft Waord 2007 and 2010.doc

Insert FPage Layout

tody Asian) - AE - *H [A]

T U v oabe x. x* | 22

B - A - Aa- | A AT NS
Font

Reviewr

1 &1

Left Border
Right BEorder

Mo Border
All Barders
Outside Borders

Border and Sshading £k | Inside Borders

Inside Horizontal Border

Inside Vertical Border

et Harizontal Line

_/I? Draw Table
B Wiew Gridlines
(] Borders and Shading...

o 3R T 38 dc 39 S Border YT AGd & SHAN TIA Y|
4.13.2 How to Apply Paragraph Shading ({Rmame aifSer && @y )
o JEY UYgA T g RIIME Tolde X [T 3T HlHT T Fgd g
e 3% dI¢ Home Tab X Faash &
e 3H%h a1 Shading button W e &Y 3R 3dF a1¢ Tafad text W apply Shading color ST T3
S F AU Foash w
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HBE
Shaded text

e

. T YT - S o A
=T Fr EE MM w2l T | agsy
====-1g =- & H - T Mo
Paragrapk Theme Colors
Y 2 CIm HEN H B

.Illﬁllll

Standard Colors

Mo Color

More Colors...

4.13.3.How to Apply Paragraph Shading and Borders (3RTame fger 3y afsy & F@ @y )
o WMITE I TFET FH TIT I AT AT BiHC AT T8 g

e 3U% dI¢ 3T Home Tab I fFereh &Y

o Border and Shading T & R W e &Y, 31X 3d% a1¢ Border and Shading fFere Y|

tnsert  Page tayeut  Rereremces
- As

tody Asian)
T LI ~ abe
BF - A - Aa

Font

31 (= (-3

Border and Shading

DR W N/

e 3% §IC Border Tab WX Feleh Y|

Where is Borders and Shading in Microsoft Word 2007 and 2010.doc

Rewiawwr

SaBbC
i = Morn

=

Mailings

=lval

Top Border

Left Barder

Right Border

HMNo Border

Al Barders

Cutside Borders

Inside Borders

Inside Horizontal Barder

Inside Mertical Border

Horizontal Line
Draw Table
wWiews Gridlines

Borders and Shadinag...

e 319 Border & foT sRod @féer &1 aaa &1 I/ — Box, Shadow, 3D, custom 37|
e 3TP §IC Style T IIT Y | TP eIAT 3T ST T HolX iR A8 dga & T Color 3K

Width ST 93197 T T &
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Borders | Page Border | Shading |

Setting: Style: Preview

| | ~ Click on diagram below or
use buttons to apply borders

None

I 1) m m m I

Shadow .
W
Colorn
3D
- Automatic EI
wiath:
Custom ¥ pt W
== Apply to:

|Paragraph

379 39 Shading Tab TR [Feler |
39 f3F Shading T T TATT FIAT AR & 3TDT ITA Y|

M

Borders | Page Border | Shading |

Fill Preview

Mo Fill

|| | [
] More Colors...

Patterns

Style:

[Dcear = Aoply to:

Color: [ Earagragh - ]

| Automatic o |

3R 31T FeR @A F AT More color R Farsh Y
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Colors » IES
Standard = Custom | 7 oK

Current

e AT Shading T ¢@T & TIT Preview Sird H W]

o 3d H OkWR fFas +|
4.14 How to use Tab (3F &T 911 FI )
&F T IUANT Fh IR e A AFIFA ( Placement) T 31 =0T ferar 1 Bwlee w7 @, &7
IR S 319 3T Folt gard §, A FE &S AR 1/2 §9 TR & S 1 Tab Stop & Tk H Srsel

¥ 39 & & AHN H gl Fhd & ,| Word 39 Tk & 31f8 Tab Stop 1 Teh oSl I 9] el
IrgAf &ar @

g 1 2 3 4 5 n £

TRAINING & EDUCATION
Microsoft Office Specialist MICROSOFT OFFICE 2010
Microsoft Certification 2008

Bachelor of Arts BUSINESS ADMINISTRATION
University of lllinois Springfield 1997 — 2001

Associate Degree OFFICE ADMINISTRATION
Lincoln Land Community College 1995 - 1997

4 4

Aligned Aligned Right
Left {using Right Tab)
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&F ol gaTeRY AT dl Toh & SIS Feho & AT first-line indent ST Fehel &1 JE Cursor gl 8, 50 W
TR e § o 3 dR oY, IS T Hisfer R & e # g, ar I§ U first-line indent
AT 3TAT, TI§ Ueh & FeAT SaTm|

4.14.1 Tab selector(& HeleFeT )

Tab selector &S 3R Vertical ruler & FWX f&Ud glar &1 AfHT  Tab Stop &1 AT @A & AT AT Hi
tab selector 9¥ gla¥ HY|

N 3

Left Tab

4.14.2 Types of Tab Stops (3« TercH & YFHR)

Left Tab — Tab Stop T TFFe &l SU-TIWT FIAT g

Center Tab — Tab Stop & TR 3 <FEC higd LT g

Right Tab — Tab Stop I ¢HeC I JSC-TelSeT T g

Decimal Tab — Z1&erd fdig & 3UANT #X EAHA HEIT WIWA Fl 8|
Bar Tab — g&didsl W U oieddd IWT WiAdT g

....... — I | i C:n;er =t I Right E
i a I
Education: i

University of Southern Maine Mastlars of Art Sept2008 — Aug2011
Leadership and Organizational Development
University of Maine Bachelors of Science Sept 2000 - Aug 2008
Communicating Technology

Payment = Amount
Mortgage 15t $1256.72
Car Payment 3rd $329.63
Insurance 26th $105.12
Groceries $600.00
Electricity 2nd $98.50
Heat 28th 5236.47

First Line Indent — ¥l T 3¢ AR 31T WIamh & text Y ggell IfFd FT 3¢ HLaT 8
Hanging Indent — lcehd §5¢ AT &l TTEATAId AT &, R Tgal GfFd & 3femar Tt amg=i 1 §5¢
T §
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gTelifeh Bar Tab, First Line Indent 31X Hanging Indent Bar Tab selector 9 fe@rs 2t g, aifheT d dapeitet &
¥ e A B
4.1.4.3 How to Add Tab Stops (3F EIT F& T)

o TEY Uge REMG IT REMGT T TFT Y HTA 3T Tab Stop ST arga &1 IfE 3T Fady

RIATF &I TIT 16T I &, al Tab Stop TAATT RIME 3R 9% anrr sy fhe 7w fomedt o
AT W W AR Frem|

L g 1 2 3 4 5

Information Technology Expenditures

(percent of total budget)

Application Development: 20.3%
Mainframe Support: 11.1%
Server Maintenance: 4.9%
Audio/Visual Transmission: 2.2%
~  Wide Area Network: 3.4%
Local Area Network: 1.3%
Personal Computer/Printer: 5.2%
Budgeted Salary/Fringes: 35.3%
IT Security: 16.2%

e Tabselector iX e &Y & do &b 3T TSA Tab Stop T 3YIRT HIAT AR &, Ihe o &l §AR
3GTEX0T H, g Decimal Tab T TIeT HLIT|

SN .

Decimal Tab

Application De

o 83 TR (horizontal ruler) & TATT W fFaes Y S@T AT 39T caFee fSW@TAT I8 ¢ (TE Tk
& gl Rk I s et & #Agg XaT &) 3T Sdeir a1¢ 3=t Tab Stop SIS Fehd ol

la Paragraph la
3 . 4
.h
g
mation Technology Expenditures

(percent of total budget)

o 3 CHFEC & THAA cursor TW T 3T &F FLAT AR g, T tab key G&TU| text 39Tl Tab Stop T
qg‘“?ram?rrl
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4.14.4 How to Remove Tab Stops(3e Fereq & $d gl )

3T TS Tab Stop &1 3UANT 1T AT Al 38 3T geT Y Thd ¢ difeh d AT A o 37| Tab Stop

FI e & fow, 380 Foadh L 3R 37 T T drag A

L g 1 2 3 " 4 5
Information Technology Expenditures
{percent of total budget)
Application Development: 20.3%
Mainframe Support: 11.1%
Server Maintenance: 4.9%
Audio/Visual Transmission: 2.2%
~  Wide Area Network: [3.4%
Local Area Networla N Place the insertion
Personal Computer/Printer: 5.2% point in front of the text
Budgeted Salary/Fringes: 35.3% you wish to tab, then
IT Security: 16.2% press the Tab key

PAGE LAYOUT REFEREMCES MAILINGS REVIEW
Coa = . EE - h-. E =
Aa- | o T e AaBbCcDc  AaBi
Stron QL
% g
P st
2 3 4

MS Word 3T9eh g¥dTaet # formatting S@&=l & 39T HERIAT & T T4@aR, R, 3R T ol gt
S T3 formatting symbol &I FEiRIcT & Hehell &1 BY formatting symbol ®1 fe@r=l & ferw, Home tab &r

T Y, T Show/Hide 3¢er 9T e Y|

HOME | INSERT  DESIGM  PAGELAYOUT  REFERENCES  MAILINGS  REVIEW  VIEW Merced Flores ~
-9 b4 T - - . —
(). [TwlenMT -j12 - & Aa- 4 IZ-i=-Y- &Ess ?l '“E AaBbCCDC  AGBbCDE AcHbicl ks
Pa_sle o B I U -aex, x QA-F-p- E=== [E- Ia- Strong Quaote Intense Q... [+ Ed't'"g
Clipboard & Font [ Paragraph [F) Styles [
s 5 1 z 3 s 8 Show/Hide T (Ctri+")

=]
Microsoft-Officet
*—e Word¥
»—a Exzelf
== PowerPointy
*—e OutlookT

Information-Technology-Expendit
(percent-of total-budget)

Application-Development:- - 20.3%7 *—e InfoFathy
Mainframe-Support:- - 11.19%9
Server-Maintenance: - - 4.99%9] @ Tell me more
Audio/Visuval-Transmission:- -+ 2.29%9

r Wide-Area-Network:- - 3.4%Y
Local-Area-Network:- - 1.3%9
Personal-Computer/Printer:- - 5.29%9
Budgeted-Salary/Fringes:- - 35.3%7
IT-Security:- - 16,2969

1

Show paragraph marks and other
hidden formatting symbels.

This is especially useful for
advanced layout tasks.
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4.15 How to Use indent (S3€ T 39T Hd Y )

$STeaT TaET 3MMUhT 3TeMIT-3eT SITeTehRT S el 3efHT Gl 3MTah SiFgHe # AL SSar gl e
AT e line AT GX WA &I FATATRA HAT T o , AT Tab selector 3N horizontal ruler &I 37T
Tab 3 Indent ¢ FA & AT HT Tohd §

Indenting text

& FHR & SiFgHC H, 3T Fael Tcdeh REME HT 9gelt line 1 Indent FIAT A8 &1 Ig Th R
@l g WETH & eHT A H HAeg T o Tgoll ogel Pl BISHL Fedeh ollsel &l Indent LT &Y
g g, T hanging indent & STH & ST SATAT g

L A Y 1 2 3 4
Thank you so much for the time that you took yesterday ti
Administrative Assistant position. It was great to meet you and le
administrative needs at Vesta Insurance. On my tour of your buil
- important it is that your Administrative Assistant not only be the
the company, but also an integrated member of the staff willing t«
issues arise. I completely agree with that philosophy and I know 1

be an asset to your company.

m [ am very enthusiastic about the position and am particula
for someone specifically with website maintenance experience. [
how well maintained and thorough your company’s client databa:
new database system, I believe my experience troubleshooting da
excellent candidate for Vesta Insurance Group’s team.

4.15.1 How to use indent Tab key (33&0 && T &I JINET Hd )

gfe 39 Indent T STedl 3UTRT FT ATEA & d Tab key T TIRT X Thd ¢ Jg 1/2 3T ST ggell
ST Indent ST &

o 3 WG & YOI H cursor T TSF 39 Indent HIT =18 B

L . 1 2 3 4

you so much for the time that you took yesterday to intervies
ssistant position. It was great to meet you and learn more about y¢
Vesta Insurance. On my tour of your building, you mentioned how
Administrative Assistant not only be the welcoming face and voice
integrated member of the staff willing to help problem-solve when

e 3% 9 Tab Key &aTU| IE Ugell olSeT §3¢ ATHT I 1/2 5T doh s 3R of S|
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o REME &7 Ugell oSl Indent & ST

L -é_""\_/' 1 2 3 4

=== [Thank you so much for the time that you took yesterday to i
Administrative Assistant position. It was great to meet you and lear

administrative needs at Vesta Insurance. On my tour of your buildit
- important it 1s that your Administrative Assistant not only be the wr
the company, but also an integrated member of the staff willing to

I 3T T & 78T @ a1 @ &, ar View Tab T TaeT Y, T TR & Fotel 7 &g 9% dfeq
o L

DESIGM  PAGE LAYOUT  REFEREMCES  MAILINGS  REVIEW  VIEW

[ Ruler q [E‘_} E 2 NewWindow [ EE
Gridlines Mg H Arrange All
Loom  100% Swvite
Mavigation Pane Eb Split Windo
Show Zoom Window

4.15.2 Indent markers

$O A A, TG 3T $5¢@ W 38 =0T T@ar =g €1 dr MS Word Indent markers YeTel el &
S 3R TeTd T T WTAHT AT Indent A T ITATT &ar &1 Indent markers, &fdsT For
(horizontal ruler ) & aT8 3R FEua g1ar §, o &3 3o faFew ya= X §:

First-line indent marker — YUH-ASaT Indent AT AT &
Hanging indent marker — Hanging Indent TATTST T &

Left indent marker — Teh & THT & Uga-oiissT Indent 31T Hanging Indent ATHT SlAl &Y TATATART T
€ (I8 Wams F T A=A BT Indent FHIIM)

INSERT DESIGM PAGE LAYOUT REF
First Line

Indent
Marker

Hanging
Indent
Marker

Indent

Marker
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4.15.3 How to use indent markers (S3FF HRY HT JIET HH )

o T Uge 39 RMIMF H &l 87 cursor T A 3T Indent T AR &, IT Th AT 30+
WATF T TIT |

Lrg 1 2 3 4 -

EXPERIENCE

Executive Assistant || CHICAGO, IL

Rev Development Group, June 2007 — Present

Supported the Vice President and Chief Human Resources

Officer. Developed new hire orientation for administrative staff,
™ and delivered to 25 new employees to date. Maintained

company website. Saved over $3,000 annually by

implementing new travel and per diem system.

Office Manager SPRINGFIELD, IL

* Carter Taylor Investments, October 2001 — June 2007
Managed all administrative responsibilities for staff of 100+,
Pioneered the use of CRM database software (Salesforce) for
tracking business contacts and managing financial advisors'
schedules.

Administrative Assistant SPRINGFIELD, IL

fcon Office Solutions, May 1997 — October 2001

Supported the Operations Manager, Branch Manager, and two
o Service Managers. Answered and directed incoming calls for

six phone lines. Processed monthly sales bills for an average

billing cycle of $350,000 +%

o TfSd Indent marker W Feeh T AT EATU AT drag HY| AR 3&TEI0T H, §F 10 Indent ATHT
W e, gles 3§91 w1 Indent FT live preview stargae # @ &am|

LT % 1 2
N EXPERIENCE

Executive Assistant || CHICA(
Rev Development Group, June
Supported the Vice President
Resources Officer. Developed
™ administrative staff, and deliv
to date. Maintained companmy
$3.000 annually by implemen
diem system.

o 39 AZH &I B ¢ WIATH Indent & AT
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LT E 1 2 3 4 -

EXPERIENCE

Executive Assistant Il CHICAGO, IL
Rev Development Group, June 2007 — Present
Supported the Vice President and Chief Human
Resources Officer. Developed new hire orientation for

™ administrative staff, and delivered to 25 new employees
to date. Maintained company website, Saved over
$3.000 annually by implementing new travel and per
diem system.

- Office Manager SPRINGFIELD, IL

Carter Taylor Investments, October 2007 — June 2007
Managed all administrative responsibilities for staff of
100+. Pioneered the use of CRM database software
(5alesforce) for tracking business contacts and
managing financial advisors’ schedules.

Administrative Assistant SPRINGFIELD, IL
fcon Office Solutions, May 1997 — October 2001

w Supported the Operations Manager, Branch Manager,
and two Service Managers. Answered and directed
incoming calls for six phone lines. Processed monthly
sales bills for an average billing cycle of 535(},{]Dﬂ+.|

4.15.4 How to use Indent commands (Z3FF HHS T TAET HF FY)

Ife 3T TFEe T HF AT AT RTIME A T ASAT A Indent FIAT TR §, A 3T Indent HATS T
39T F Thd gl

o 3T text HT ITT HY TOY 3T Indent HIAT TR B

L g 1 2
SKILLS
Windows & Mac
Microsoft Office
Apple iWork
SharePoint
Salesforce
QuickBooks
Lotus Motes

- Adobe InDesign
Adobe thnshoph

e Home Tab W &g, aifdd Indent FATE W Felsh L
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o Increase Indent:: SEE 1/259 HT gig & Indent &G ST &1 AN 3&1E0T H, A Indent SGTT3T|
o Decrease Indent: I& 1/2$% 1 gig & Indent T HA AT B

PAGE LAYOUT REFEREMCES MAILINGS REVIEW VIEW

. .ﬂ' :E - EE - ’.ai__- -
Aa~ | L _ AaBbCcl AaBbCcDc AaBbC
W A~ a| Heading 1 = TMormal = T Mo Sp
Fi
Fa Paragraph P Styles

e Text Indent 8 SR

L g 1 2
SKILLS
Windows & Mac
Microsoft Office
Apple iWork
SharePoint
Salesforce
QuickBooks
Lotus Motes
Adobe InDesign
Adobe Photoshop

Indent amount T FECHTSS FA & foIT, IST A3NT3C Tab FT TTT HY AR Indent & Tgd diFd H aifod
AT gl B

DESIGM PAGE LAYOUT REFEREMCES MAILINGS

g Indent 1pacing
umbers~ | 2= |0.7" S= opt s -
. | I}) —l= —  Position Wra
:nation ~ =€ )" - |k=|0pt . Text
T Paragraph T

L Indent Left

Choose how far to move the
paragragh away from the left

RI E rmargin. m
Te change the margins for the "

whole document, click the Margins
button,
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4.16 Format Text

PC PACKAGES

Increase Decrease
. Font Size FontSize Increase
ront size Indent Decrease
Font Il_l | I Indent
on 1
e Calibri E ~ 11 -~ A" 47 EE -E:_E_I
B 7 U gaﬂ? A - j
I ] |
Bold | Format
Itali | Fﬂﬁt Painter
talic Color
Underline nter nghllght
Color

4.16.1 How to Change the font( ®ie F& aga)

MS Word 2013 & f3%lec & ¥ , Yl 7T Document &T Font Calibri ¥ J< 8IaT & 8Tl , Word &3
3= Font Jelel &Il & TSIeTehT 3UANET 39 Text 3R Title I 3efekfoid aat & fow &Y Fhot &1

o 3T Text T TIT Y forgerr 3T Font SEolaT I8 gl

FILE HOME ~ IMSERT  DESIGM  PAGE LAYOUT

ks

%

Past
aste <

-

Calibri (Body) - |12 - A A Aa- &

|'I_:\.'-.FT ar/ - A?

Font P

B I U -~ abe X, X°

Clipboard =

TEAM BUILDING RETREAT

N

Dawson Park

MNeed to get park's address
Friday, April 5, BAM — 3PM

i
e 3% d1¢ Home Tab T U, Font box & §9TeT & YT 3MT-3137 X WX Feldh &I Font Style &7
T A fe@rs gam|

o AR & AT Font Style W & STTI  Font HT Live Preview 3T9e Document & R@rs 2am| 39
Font Style 3T T &Y TSGRT 3T 3UAT FHIAT AR B
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FILE HOME = IMSERT  DESIGM  PAGE LAYOUT  REFE

ol P =
D % Calibri *12 -~ A A Aa- A -
By . =
Paste €} Comic Sans M5 -
) €} Consolas
Clipboard s

5 (¥ Constantia !
(} Cooper Black
{} CoPPERPLATE GOTHIC Bol

() COPPERPLATE GOTHIC LIz

() Corbel

i e a
{} Cardia Hew AR
{} CordisUpe AR

e 379 ST Font select 3T I8 319k Document H &l S|

FILE HOME | IMNSERT  DESIGM  PAGE LAYOUT

& r L
D Calibri (Body) ~|12 ~| A A Aa- A
Pﬂftﬁ ¢ B I U-abex, x A-%¥-A-
Clipboard Font T

TEAM BUILDING RETREAT

Dawson Park
i MNeed to get park’s address
‘I Friday, April 5, 8AM — 3PM

4.16.2 Change the font size(ie FT BT dGo)

o 3 Textahl T &Y TSIGeRT 3T Font Size SEoleTT IEd &1
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FILE HOME IMSERT DESIGM PAGE LAYOUT
== 3

Paste o B I U ~abex, x [A-%-A-

-

Calibri (Body) - |12 ~| A A Aa- &

Clipboard Font a

TEAM BUILDING RETREAT

s

Dawson Park

& Meed to get park’s address
‘[ Friday, April 5, 8AM — 3PM

o 3TUH a1 Home Tab IR U, Font size & 9TeT H U 2T-337 IR R Forah Y|

B H S & -

FILE HOME INSERT

sl

D & copy

Paste
= ¥ Format Paing

DESIGH REFERENCES MAIL

Calibri (Bady) - |11

B I U - abk x, X°

Clipboard Font

o Font Size & Uer A faw@rs &am| A3H &1 fafdet Font Size 9T & SMTI Font & Live Preview
39T Document & fE@TE 3| 37 Font Size T TT Y TGHT 31T 3YANIT AT T8 &

FILE HOME IMNSERT DESIGM PAGE LAYOU

= 36 Cut CooperBlack - |11 |+ A A
Paste EE Copy 8 :
- ¥ Farmat Painter B I 0- abg A -
Clipbaard 71 10
L 11
12
14
16
- 18
20
22
24
26
o 28
36[:E
48
72
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e 379 ST Font Size select 3T dg MY Document H s§gel ST

4.16.3 Font Size Box
IfE MY Font 3M9-8137 X & & 37192 Font Size ST & @ 3T Font Size Box 9T fFeleh ¥ Hehd

g 3k aif&d Font Size @89 & T&hd §, 31 9% &I Enter a1 |

@ E ©S5- 0 j:; - T Lesson 7 Practi
FILE HOME INSERT DESIGM PAGE LAYOUT REFEREr
<=, db Cut Cooper Black ] 3 - | A Aa- A

Paste = Copy BE T U E;IE ¥, ¥ A . abe
- ¥ Format Painter =7 : W~ - A~

Clipboard M Faont Fa

4.16.4 Grow and shrink font commands
Font Size Sigelel & foIT 3T9 Grow Font AT Shrink Font option &T 92T 8T &T Ahd g|Document H Font

Size d¢ el ST

HORE IMSERT DESIGM PAGE LAYO

Cooper Black - 32 A A Pa- A
B I U ~abe X, X° &,afz,_&v

Font P

4.16.5 Change the Font color(%ie &1 3T dcel)
o 3T Textd TIA HY TGN 3T Font Color Sel=AT TR &1

FILE HOME =~ IMSERT  DESIGN  PAGELAYOUT  REFEREMCES — MAILINGS  REVIEW  VIEW

LT 4 - 2 EE iz v A £ 3=
[ g, |CooperBlack -|% ~-[A A Aa- = o AaBbCcDc AaBbCcD
H = = == =T
paftE w B I U -abex x [~ - A - K i TMormal | T Mo Spac.
Clipboard = Fant P Paragraph P Styles

TEAM BUILDING RETREAT
s

e 3% d1¢ Home Tab WX U, Font Color & &aTel & ¥ 319-3137 X W FoIs FLI Font Color
& Th Ao @ 2am|
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o #3H & fAff= Font Color IX o STl Font Color &T Live Preview 3T9ehl Document & &g
&I 38 Font Color T TIT &Y foIAepT 3T 3YANIT FIAT TTedt &

FILE HOME INSERT DESIGMN PAGE LAYOUT REFEREMCES MAILINGS REVIEW WIE
“ - - -— 1— 11— e —
D i |CooperBIack 'IZS '| A A Aa- e Z-iz-hc- &= 20T AaBbCcDe
E
Pajte o B I U-asxex.x A-F-A. =E=== [=- - T Mermal
Clipboard Font Bl Automatic &
L g + Theme Colors 3 4
H EEEETEN
Standard Colors Green, Accent 6, Darker 25%
EE FEEEEN
TEA 3 voccoo-. ING RETI}
. [ Gradient 4

e 3119 ST Font Color select 33T g 3M9eh Document H el SITUM|

FILE HOME = INSERT  DESIGM PAGELAYOUT  REFEREMCES  MAILINGS  REVIEW  VIEW

o, Y
0O ; Calibri (Body) -[12 -/ A" A" Aa- e

AaBbCcDc  AaBbCcD
TMormal | T Mo Spac.

Paste . B I U -abex, x* A-¥-A-

-

Clipboard = Font

ul

Paragraph ] Styles

TEAM BUILDING RETREAT

More Color

JfE 39T Font Color 3T-313+7 R & & 371d9eTs Font Color A&7 fAer @ 3T More Color R Fesh &
Hhd g 3R aifda Font Color select F HHhd &, 3R 38* d1g Ok T click &Y

Mew

Current
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4.16.6 Highlight Text
3T Document  SFEE FI Highlight e T Fga1 & Hecaqul ¢l a1elm § |

o 3 Textd TIT & fFF 3T highlight FIT 8T &1

Dawson Park
Need to get park’s address
Friday, April 5, 8AM — 3PNy

Canoes, door prizes, free lunch,
scavenger hunt, volleyball, trust walk,

e 3TP S Home Tab W &G, Text Highlight Color & &aTer & &UT 31Y-3137 IR W Feleh |
Highlight Color T & #s] fG@rs &eml

FILE HOME IMSERT DESIGM PAGE LAYOUT REFEREMCES
akla - - -— g — g3 — I

D CooperBlack ~|28 ~| A" A Aa~ f¢ =~ iz~ -+ &
Paste =

¢ B I U-aex, x A-F-p. ===

|
4

-

Clipboard ra Font . . . ‘aragraph
- 5 -
Yellow . . .
N

Mo Color

o 37T 39 text T 1@ color & 8 Highlight AT T8 § 39 Color T f&oiee &Y
e 319 ST Color select HIIT I 3Tk text H Highlight glet w1313

Diawson Park

Meed to get park’s address
Friday, April 5, 8AM — 3PM

Canoes, door prizes, free lunch,
scavenger hunt, volleyball, trust walk,

4.16.7 Remove Highlight

Highlight #T geTel & foIT, Highlight fhT 31T e T 9aeT &Y, T Text Highlight Color & 319-313d R
W & H| HS d1G 319-813+ HAs] @ No color W TFeleh |
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. A ==
BN
HEENE
HEN B

Mo Colar

Stop Highli
P IN:: Color

4.16.8 How to use the Bold, Italic, and Underline commands (8Ye3, g¢fare 3T rstanse
FHAS H 3TAT FI )

Bold, Italic 3{R Underline option &I SEHTel Hgcaqol Asal AT ATl W €A1 M el & faw
T ST g

o 3T Textd TIT HY [T 3T Modify AT TR &1

FILE HOME = INSERT  DESIGM  PAGE LAYOUT

s 3

D . Calibri (Body) ~ |12 ~|A A Aa~- &

Paste o B I U -abex,x A-F-A-

-

Clipboard = Font T
L E 1 2

Dawson Park
o Meed to get%ark’s. address
Friday, April 5, 8AM — 3PM

e 3TP S Home Tab T TUT Font Group & & Bold (B), Italic (1) 31k Underline (U) option 9 f&Feren
FY| 3ETeX0T & faT g7 Bold W e yan|

FILE HOME | IMNSERT  DESIGM  PAGE LAYOUT

I 3

0 : Calibri (Body) |12 ~| A" A" Aa~ A

Paste B%I U »abex, XX A-%-A-
Clipboard = Font a
L Bold (Ctrl+B) .
Make your text bold,
ul NEEU 0 e Park s guaress

Friday, April 5, 8AM — 3PM
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e  3M9ehT Selected Text Bold & STTam|

FILE HOME IMSERT DESIGM PAGE LAYOUT
“ . -
D Calibri (Body) ~/12 | A A Aa~- 4

Paste o B I U -abex. x* M- -A-

-

Clipboard Font ra
L g 1 2

Dawson Park
o Meed to get park’s address
Friday, April 5, BAM — 3PIM

4.16.9 How to Change the Text Case(SFEe FH H¥ Fgo)
If& 3T Text FT uppercase, lower case, normal case, sentence case IT toggle case H SeofelT BT & o 39
Change case option &T 3UAT HT Thd &l

o 3 TextH U Y TSTPI 3T Text Case SGelell AR &l

FILE HOME IMSERT DESIGM PAGE LAYOUT
B
D g

Paste o B I U -abex. x* A-%-A-

-

Calibri (Body) ~{12 ~| A A Aa~- &

Clipboard = Font T
L E 1 2

Dawson Park
= Meed to get[;arlff. address
Friday, April 5, 8AM — 3PM

o 3% &1 Home Tab T YU Font Group # & Change case I el &Yl
o UH ZIU-313 Fel few@Ts Il Al & 3T AT 3 Case select FIAT G § 38 Select HY

FILE HOME | IMSERT  DESIGM  PAGE LAYOUT  REFEREMCES

-

alls
D db Calibri (Body) ~|12 - A A Aa- & = == -
B

Paste v B I U -abkx, x A - ; Sentence case, A

lowercase |
Clipboard = Font [¥]
N E . UPPERCASE

Capitalize Each Word

tOGGLE cASE

Dawson Park
| Meed to get park's adc
Friday, April 5, BAM — 3PM

e 319 ST Case select T I 39 Document H d&ol STTI|
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FILE HOME = IMSERT  DESIGM  PAGE LAYOUT
& & b
D Calibri (Body) ~/12 - A A Aa- &

Paste & B I U -abex, x [A-P-A-

-

Clipboard Font la
L E 1 2

DAWSON PARK
o Meed to get park's address
Friday, April 5, 8AM — 3PM

4.16.10 How to Change Text Alignment(SFe T TelldAHE $Hd dGol)

MS Word 7 f8thice &9 &, Text Document # Left Margin & 8T 81 Weq I 39 =g dr THFee &1 30=
3TER Right, Center 3R justified ST Hehel &
o 3T Textd TIA HY fHTHT T Text alignment SEolall AR &l
e ZTP §IG Home Tab I TUT Paragraph Group & & TR Alignment option § & frdl e o fFae
ey

PAGE LAYOUT REFEREMCES MAILIMGS f

Aa- fo T .-i=.-h-. EE R
Y-Al====|l1=- OH-H-
la Paragraph P

4.17 Bullets and Numbering (geaed 3R siafar)

Bullets and Numbering & 91T foee ST o T foham STTem & 31T fawg a& &1 U %A & Folad
& foT Bullets and Numbering &7 93197 & g | Bullets and Numbering & EaRT gH 39elr foree &I 3t
3MHNT FaAT TR & | 37 MS Word 2013 F Home Tab & Bullets and Numbering 3iTcial &t floiee aeh
foree & s o Fehal & | Jeled 3R FaRET &7 3uer Gt #i1 list R SR & & fov fhar Srar @
R 3mAAR T lists FF ggot 3R 3AHT ATeleT HIA H AT ToAT &

SIS 3MT Document § % fa@d & a MS Word Taatfaid €9 & Bullets and Numbering 3T9sh Documents
list & MY X Fehll &1 3T Tk fohall o list T <37 X 38 olede aX Ghod § , 3R R gole o
HASRAT 9] Y Fehcl 81 1T 39« G@RT YT HT S arell  Bullets and Numbering style st 87 sieer
Tha gl

4.17.1 Bullets(§eeieH)
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goied &1 37 fordl Riger a1 Rievg @ & S0 arr & 39 fowe & el Rieg 1 92T ok
foree &I 3ehdeh ST Hehd § | Bullets STolel & o foe=ifaf@a gfshar &1 smera g-

*  Apple o Apple = Apple
Orange o QOrange =  QOrange
Grape o Grape =  Grape
Mango o  Mango = Mango
Cherry o Cherry =  Cherry

% Apple #» Apple v Apple

% Orange » QOrange ¥  QOrange

“ Grape » Grape ¥ Grape

% Mango * Mango ¥ Mango

“* Cherry # Cherry v Cherry

417.1.1 How to use Bullets in list(q&t & Feaeqw FT 91T F{ )

o 3T HSH Uge 39 list A Rede FT fGE@H 39 Bullets STelam @6 ¢l
e 3H* &1 Home tab I T Bullets icon X click &Y

G a oS- 2 LR Documentl - Microsoft Word Previen
HOME INSERT DESIGN PAGE LAYOUT REFEREMNCES MAILINGS REVIEW VIEEW

-

Calibri(Body) ~{11 - A" A Aa- % BESEI= -S=- &3 2 T | assbccDe AsBbCEDE

Paste B I U - abe = A~ . s Recently Used Bullets Ne S
= ¥ Format Painter = * X &S o c Spac.,

Clipboard Font . o

Bullet Library

\/
0.0

None ® O " =
V a \/
‘ Document Bullets

i ®

4.17.1.2 Change Bullets Formatting( gﬁTa}r I d6a)

o 3T YL listd text T fAoiFe |
e 3U% d1G bullets option & &8 3R FAHITT icon W click FHY
e @I 3T Bullets Library T select &Y T Define new bullets T click Y]
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ELiE-n. = M w- 4T

Recently Used Bullets

L]
Bullet Library
*
None ® O | + "‘f
> v
Document Bullets
L
& Change List Level L4

Define Mew Bullet... I/\\"g

4.17.2 Numbering(safar)

AGRAT FT 37T 1,2,3,....a,b,c....A, B, C.... ¥ & 3T 39ar foree & STt w291 87 X Foha § 37UTT
foree & Fa sreret & AT FaRar 3ifcers &1 ot fhar Sirar § | goie &1 e & 3T SAdier S g
T gHha § foadhr uikar Reafafaa 2-

1. Apple 1) Apple i. Apple
2. Orange 2) Orange il. Orange
3. Grape 3) Grape iii. Grape
4, Mango 4) Mango iv. Mango
5. Cherry 5) Cherry W, Cherry
A Apple a) Apple a. Apple
B. Orange b) Orange b. Orange
C. Grape c] Grape c. Grape
D. Mango d) Mango d. Mango
E. Cherry e] Cherry e. Cherry

4.17.2.1 How to use Numbering in list(q&t # #afer &1 39ahr Fa )

e 37T T&H Ugol 39 list Hr elde Y TTH 31T Numbering STe=TT I18d &l
o Zhb §IG Home tab W EUT Numbering icon WX click HY]
e 319 3T S & enter 3T Word automatically 3W@TelT list & number &Y Sig 24|
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References ksilings Review Wiew
= % oo -16 | A A | Aa- | B =-[EEe (=ma ol T | N
] 'y A # | =T = e AaBbCeDc | Aal
pa_;[,: _J B|Z O - aba 3 > anzr __q-, %E NumbcﬁingLii:.lidnr “1 he
lipboard Fomt 3 A) 1.
Mone Bl 2.
C) 3
1) I A
2)- 1. B.
3} LI c.
One
al) a i
Two B) b li
ch C. jiii.
Three

Befine New Mumber Format.,

4.17.2.2 Change Number Formatting(sfe¥ &T Y& dcol)

o 3T YT listdh text I RAelde Y
e 3TP s Numbering option & &% 31X TFHIOT icon WX click FHY]
e JGT 3T Numbering Library & select @ AT Define new number format @ click ETdl

4.18 Heading Style (8f89r Ferse)

Heading 379 text ST Standard SeTdT § 31 SN I 31Uk GTATdST T Tohel el H HETIAT BT &l
heading & 3T9eRT Document SIafedd 3R 3TeNd @ &ar g

Heading S8eY & folT T&d 31T ddiel Heading Style &1 3 Headings 3T Heading 1, Heading 2 31f¢ aTeT
¥ STAT ST § | 39 Heading Style &7 39319T &t Table of Contents 3T STedl & & Thd &, Tl
Document &1 GoTeif&el ( reorganize) Y Hehd &, 3R Tcdeh Heading & Text T Heg3iel &7 & qR@fclal
fohT foer 39er f3SigeT T laRT GUR Hevd &1 I 3T =g @ 39l heading & IR X Fohd ¢
W MS Word 2013 & 3Rl g AR in built Heading Style 3uelets § fSietehl 3UTaT 3MT S &
A F Ghd o

4.18.1 How to Add a Heading Style (8f8r Tema F& a13)

e HIW YA 37T I Content fTeiare HY THHAA 39 style add FAT TEA 8

e 3TP S Home Tab T T&UT Style gallery Mouse pointer &t o S, 3T 2@ fF 31T ST & A+
Style 9X Pointer o SITAST 3 & YT CHFEC Gl MU dlfch T ¢@& Teh foh I 3Tk
gEdaS H Har @ ol
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::;:: Tell me what you want to do...

A Find ~
AaBbCeDe| AaBbCeDe AaBh(C¢ AzsBbCer /—\aB AaBbCcC ab poci
wgc neplace
TMormal | TMoSpac.. Headingl Heading 2 Title Subtitle |+ [+ Select -
Styles P Editing

o 3§ 3T T3 Style T add T e & 38 Heading Style W fFereh Tl 39T 3= sfoad
Style &1 AT &, ar 3T gallery 9X f&UT More button arel Arrow W Feeh &Y |

AaBbCcD AaBbCcD AaBbC( Assbcerl A B
THMeormal  TMeoSpac.. Heading1  Heading 2 Title

AaBbCcC AaBbCcD AaBbCcD AoBbCcD AaBbCeD
Subtitle  Subtle Em.. Emphasis  IntenseE.. Strong

AaBbCcD AaBbCcD AaBeCcD AaBsCcD AaBbCcD
Cluote Intense Q... Subtle Ref... IntenseR.. BookTitle

AaBbCcD

T List Para...

A4 Create a Style
A Clear Formatting

M Apply Styles...

4.18.2 Remove Style in Gallery (et & 3ty & gerdr )

Microsoft Word office #, Styles 9T & &' Formatting options ST Teh setd oo 3T Text 9 AT T Hehcl
&1 3eeoT & fov | AT NS & 39 37998 Document F Headings 1 Bold 31X fandt gy o1 3tk
Tlec IR # Q@ agd §1 I 31T 9AF  Heading & foIw cafFderd & & 37eTeT 3rel9T options
T JANT o Fleh Heg3el T § A< R Tohdd & , T 8 Tk Styles T ITANT AT Fg A § S
g7 Tel el & Us WY AN FAT g1 S 3T MS Word 3 Styles & Y &1 & § , ar v
AT 31 Hehcll § o190 31T gl & IRATNT  Style Y ge&T T8 &1 T8 FT & [T |, 3o 3UTET &7
qTete] Y

o TIW U 3T Home Tab I TFeleh Y| T MIHT Style tab oS Zam|

::;:: Tell me what you want to do...

A Find ~
AaBbCeDe| AaBbCeDe AaBh(C¢ AzsBbCer /—\aB AaBbCcC ab poci

wgc neplace
TMormal | TMoSpac.. Headingl Heading 2 Title Subtitle |+ [+ Select -

Styles P Editing
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e 3T §IC Style gallery & & f5F Style Sl 37T Delete T AET & 39 W right Click Y]
e 3% dIE Remove from Quick Style gallery option 9X fFelsh Y]

AaBbCcDc | AaBbCcDc AaBb(C( AaBbCc AaB AaBbCcl AaBbCcD( AaBbCcD:
1 Normal

T No Spaci... Heading1l Heading 2 Title Subtitle Subtle Em... EmphasisT...

AaBbCcDt AaBbCcDc 4aBbCcDe ’1 A_(LB&CLDL] AABBCCDL  AABBCCDL  AABBCCDL  AaBbCcDc
Inf

Intense E... Strong Quote Update Intense Quote to Match Selection T List Para...
| 4| Modify...

AaBbCcDd: \

HTML Code Genaiia

Save Selection as a New Quick Style... | Remove from Quick Style Gallery

Azl : |

%, Clear Formatting ‘ Add Gallery to Quick Access Toolbar

4, Apply Styles...

o UTT X & MU Style gallery & g8 Style g€ STwaf]
4.18.3 Create a new style(adt @tell IaTT )

TS ATSHIAITE T8 HT Hod g Giawnsid & & g1 S 3Mush g&ardsl &I Clear 3R Professional
fe@rar €, 3 Document & editing % & 31f8eh Forar ff &€t oforcm 81 Word 2013 7 gt & €1 g
AT Heading style His[g @l & [ 3T Home Tab & TFAH & Hehd & Heading styles &1 3 &
3T 3T & folT Home Tab OX Style Gallery & @1 ST g1 IfE 31T @18 o 319 Tsh #I5 Style ofY
T Tohd & 3R 39 5 off o oy & s g €1

o TEY U IH Text T TUA HY T 3T Style & &I ' Format FT dEd &

3ETEX0T & ToIT, I 3T UET TextTrgd € ST 3% c9q@g & R & $© SR AT Th
Document & Bold 3iR Red T@ms 2|

o @ &t arell Al Toer #, Style W fFerr &Y 31X T Create a Style W s &

Calibri (Body ~ |11 - A A | A
-

B X NI

- Swyles

AaBbCcDd | AaBbCcDd AaBbCt AaBbCcl
¥ Norma T No Spac Heading 1 Heading 2
AAB aassbcep AcBbocpd AgBBCCDd

Subtitie Subtle Em.. Emphasis

AaBbCcDc AaBbCcDd

Iintense E.. Strong Cuote Intense .

AsBeCcDD AaBeCcDi AagBbCcDa AaBbCchDd

Subtle Ref_. Intense Re Book Title T List Para...
<4 Create a Style O
As Clear Formatting
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e Create astyle W f&Feeh &Id €1 3MUsh AH Create new style from Formatting Dialog Box Tef
ST |

Properties
Name: Stylel
Style type: |Paragraph

Style based on: | 1 Maormal

Style for following paragraph: | T stylel

Formatting

|Agenqr FEB

=]

This is a test

Font: Agency FE, 14 pt, Font color: Red, Style: Show in the Styles gallery
Based on: Mormal

Add to the Styles gallery [ | Automatically update
@ Only in this document D Mew documents based on this template

o TIEH 3T 3l A Style T Th AF & AR 31T 39T ST Style g & IUT Formatting set T
IR Ok =X e &<

4.18.4 Modify a style(?telr ®r gRafda &Y )

SHET T JTIRT §H gl & TaT T § AT Heading styles T A § 3UAT et & faw Home Tab TR
Style Gallery H I@T SITel &1 Weq T o 3T 301 gEadsl & T 3Ueletr  Styles T deolell U6 &
ar 39 38 Modify 8T T Thd g1 3eTeI0T & foIw, AT of fF 3T Heading 1 Style & Modify 3= aTgd
g1 a IE 3T Modify option & aRT X THd g

o Y Ygol AT Home Tab IR U Style group # & 3F Style I Right click &Y ST 319 Seorem
e 8, 3R A Modify R fFera &Yl



1PGDCA2- PC PACKAGES

Aal Update Normal to Match Selection !\l Aa B AaBbCcD AaBbCcDd AaBbCcDd AABBCCDI

Th _/Q Modify... 2 Title Subtitle  Subtle Em... Emphasis Intense E...
Select All: (No Data) Styles
Rename...

Remove from Style Gallery

Add Gallery to Quick Access Toolbar

o W & & 39 WH Modify dialog box Ter S|

Modify Style ? >
Properties

Name: MNormal

Style type: Paragraph

Style based on: (no style)

Style for following paragraph: | T Normal bed
Formatting

Calibri (Body) v |11 |w B Ir u Automatic L

= = = = = = = | ]2 2| € =

e 31 AT Style & ST 87 Changes AT AR & a8 HY 3R Ok W Click |

4.19 Print Document(¥dmast # fic &Y )

S 39 AT Company, School, Collage, Office & &1 & I 810 & af 98 W $3  Documents T &1
frar arar § e &5 R Ric e & 3maegear gidt § @ 39 MS Word & aRT 319« Document 3r
e e Tha & 3R T S) 37941 Document ST o & &T¢, 3T 3§ Print 8ff T Tha & 3 offline
share 8 #¥ Tehd &) g MS Word & Print Pane & HTETH T T It AT &l

o JIH UgA 31T File Tab R fFeleh Y| Backstage view @S am|
e 3T 3Uel HIES W Ctrl + P gara T Print Pane open X Hehl g

@ H ©- O :iﬁ s Les
q HOME IMSERT DESIGH PAGE LAYC
“ - -
D TwCenMT ~-|21 ~|A A Aa~- A

Paste o B I U -abex, x [A-%¥-A-

-

Clipboard = Font Ta

e Tl A Print option & Select Y| Print 9T Click X & 39 ATHA Print Pane fG@ms am|
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=i T
|2y Lar
Let

e JTE 3T Print Pane FT 3UART Fad & dR H 38F I & fov & sedfdFea sead W Fas
£y
4.19.1 How to Print a Document(g¥dmasl &I d e &Y )
e 379 Print Pane I aAfddlc &Y 3R 3797 Printer T Select HY|
e 3% d1G Copies option H 37T A=l Copy Print FIAT TTed & a8 TE&AT enter |
o IfY 3maeFe @ ar additional Setting T TAT Y| 3id F Print W Fotehr |

F rirmt
— o ie—sz ES — -
L=
Pair i
o1
Frimnter
—h oot il -

Primter P roooert ies
Saettimcogs Sl
”7_ Frirmt 20 FPage=s —

T e b le Ehvire
P ooy e

|I:I Frimt e Sicdec
o Erimk o orree sicde o F ...

== Tetime=s -
a = = a == a2 =

I_—D'I P ortrait O riemntatior -

I:I Le=tter
.5 = 11T

:I:I:I o rrmal Peflarcgims
Le=Fit= 1L Fig bt 1L

1 Page Per Shect —

Fage Seto e

4.19.2 Custom Printing(#¥ed ffear )
Fef-ahel 3T 39eT 9¥ Document T Print el & ToIT 3refaT 37T setting set el T HTGLTehaT Bl
€ S 39 Document # el 20 Pages 8 3R 39 Fefy 1 flie €t el Aledd 308 & 39 a1, 3,
8, 10 31k 20 9=T i =T AEA & o 3T fT  Custom Printing ST TN T Tehd! § | IS IS Tg
fAfése otal &1 ITATT T & 6 319 ST |1 IS Print T TR &
Ife 3T 37T9T-37e19T Pages AT Page range I Print AT ATEd ¢, dl 3TIHI Tk entry I IedTaRH &
37T AT IR (3&TeX0T & foIw 1, 3,5-7, a1 9-12)

e  Print Pane ©X afasie #Y|

o Pages option 3 Pages T TEAT enter Y foieg 3T Print AT AR &1
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Settings

t, Custorn Print
2]

M M Enter the desired

Type specific pages, section...

pages in the

Pages: | 2-6,11] *"— Pages: field

o 3% 91 Print W Foldh H|

Print

-
=
Print

N

4.20 What is Header and Footer(3s¥ 3R %ex &T §)

Header Document T Teh HTIT § SiT Top Margin & G@1S ¢ar &, Siafeh Footer =i & #ATfoll & fG@g ot
arell Document &T Tk HTT BT &1 header 31X Footer T YAWT 31T X WX Page no, Date, author name 31X
footnote 37T for@er & foIT fhar Srar &, S ol Documents & TIfod I&@eT & FAcE &7 Tohal & 3R
3e¢ Yool | 3T STl &1 Document 3 Tcdeh Page 9X Header AT Footer fG@rs 2am|

fdT Document 3 Header IT Footer SNSAT el I cTITEAT IW@H H HEE HIdT &l Ig Uh  Header 3R
Heading & e 4T Wk Footer 3R Footnote & &<l Teh 3{cR Fdlal &1 I§ R Slelal § 39! HYUT
Header 31X Footer 3798IROT &I gHSS § Heg Aol &

Header

93T & U FOU REY A T Far oar § ¥ 9 & < AT F SEr Sar &1 s§H Page number,
number of pages, date time, auto text 37f& T SIIST SIIAT &1 SHH TAGR T FGRIAT & SHHI  manage fera
1T gl

Footer

UST & T A drel REd @ BeX dhed § Tg 9T & forwel REA A glar €1 347 9% 95T & Bottom
margin ¥ RTRAT SITAT &1 ST FAET footnote, page number, number of pages 3Telel & foIw fohar SITaT

4.20.1 How to Add/insert Header and Footer (§5¥ 3 TeX & s / 31e0)

e Y Ugel 3T 379« Document & Ugel Page TR STT 3R Mouse cursor I Top margin # W]
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PAGELAYOUT  REFEREMCES  MAJLNGS  REVIEW VI
A A ma- B Tz elne & T

X A-%-A- = ==|! ]

Farit [} Paragraph

g% &I 319 Insert tab T fFeleh Y T@I 3T Header and Footer option @S 3m 3@ w

Insert

- ]

Header Footer

fFeren Y| 3R 3@ dTe built in layout and design option et A 3T TG header AT Footer STefell
grgd § ar Edit Header I Edit Footer ST ada & |

Built—im

Blank

[y ey

Blank (Three Columns)

-

Fype sl

e —
Suastin
J, IDecsmess THial
'@ More Headers from Office.com o
[l Edit Header
|_=;'.< Remove Header
E_.;_f.‘, Sawe Selection to Header Gallery...

S off 319 379s Document & Page UX GIgX=T A8 &: 38 Page 9X Header 3T Footer 9T H 3|
g7 3T Ygel Page I Header IT Footer sTgl dT8d &, al 3T Different First Page option &I &elde
|

[¥| Different First Page

Options
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o SI§ 3T I 1A G S o T Header 31X Footer &I &G &al & faIw Close Header and
Footer button X f&FeTer Y]

Close Header
and Footer

Close

4.20.2 How to add a image Header and Footer (85T 3R TeX & Iy & ooy )

Page no, Date, author name 3R Text® 31faRed 8 3MT 319a7 Header and Footer 3 T image 87 3Tl Hehct
§, o — Ry el T e

o T Y 3T MS Word & Insert Tab 0¥ TFelah &Y, 3R 3% &1 Header and Footer 9 TFelah &Y |
3% 91 39 Blank T Fereh Y|

[« =] ONn0R-s Documentd - Mictosoft Werd 2@ - & X
HOME  INSERT = DESIGN  PAGELAYOUT  REFERENCES  MAILNGS  REVEW  VIEW  DEVELOPER Sign in
B CoverPeger D | ] r” ™ i I ‘ = LR A m 4 [ Signature Line + T Equston ~
[) BlankPage | - i B+ 8 . : = = E3 Date & Time € Symbol ~
= Table | Pictures Online Shapes SmartArt Chart Screenchol | Apps ne Comment | Header Focter Page | Ted Quick Werdan eop O
"= Page Break . Piduies - - ©+ Number- | Boxe Patsv - o - [C10Bject =
Pages Tables Hiustrations Apps Mz dia Links Comments Header & Footer Test Symbols ~

~ == vl T S ST

3 2 el
Header Footer Page

v v Number ~
Header & Footer

PAGE1 DF1  DWORDS @ ENGUSH [UNTTED 5TATES) B9

o IfE 3T Header and Footer H Text & TAT T fHAT image T insert HIAT TG & o 3T Text area
oI TIA HY| 3STEIVT o T, Ife 3M9= AT Blank Layout &1 TaT 8, @ [Type here] AT [Document
title] I ST-fFern Y
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Word Header & Footer Tools
Mailings Review View Q Tell me what you want to do...
[l Previous Different First Page i+ Header from Top: 0
Sy Next Different Odd & Even Pages "'+ Footer from Bottom: |0
Goto Goto )
Header Eoofer Link to Previous | [v] Show Document Text Insert Alignment Tab
Mavigation Options Position

| [Type-here]q

e Header and Footer Design Tab 9% f&rd Pictures ¥ fFefeh ¥ 3R 310 3det Feger # ¥R fanely o
image T TIA H|

OJ Documentl - Microsoft Word

Insert Page Layout References Mailings Review View Dre
E — ||| EE I-TI_P T2 smartart & Hyperlink 5| Header-

(M1 ) | FE] 1 h =
gilll Chart & Bookmark 5 Footer-

Table Pickure Clip Shapes .. ;

r Art - ezt screenshot = | ['hY Cross-reference _f_‘] Page Mu
Tables [Hustrations Links Header & |
[T] Para keep With Mext | & 1% Normal - 3P - | | #~ Calibri(Body) -

Al U d) S 3T image 3Tl & &, af Ribbon Automatically Picture toolbar 3 Scel SITAT & dlfeh 39
image @7 edit X TP, ITHR SGof Toh AT effects IS Teh| TG 3T image & HR H IR HLT
e & df Size W FoIsh Y 3T S image select T § 3TET Size 3T BIET IT I3 R Thd & 54T &
TIY 319 image & ST 87 FER AT AE g8 39 Header and Footer tab & X Tl g

o S YT T FHTCT & ST ar 3T Close Header and Footer TR fFelar Y|

OTER TOOLS
GN
i+ Header from Top: 0.5" 2 8
ges  .'+Footer from Bottom: (0.5 =
: e Close Header
[3) Insert Alignment Tab and Footer
Position Close

4.20.3 How to add a Page Number to Header and Footer (33¥ 3iX ®eX # 97 e F&
3T )
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Jfe 3T 39sT gEdTdel & Header 31X Footer H Page Number 3Tel=iT dTgd & df T&d Ugel 3T 39«7 MS

Word 2013 & U Insert Tab W Feteh &Y 3R 0% a1 Header and Footer Tab & Page number option @t
select Y| UAT &I &1 39 Document & T Pages H Page number I3 ST

MHome Insert Page Layout References Mailings Review View Developer
[#) cover Page ~ o == ) T2 smanart =Y [Z] Header ~ [A Z] Quick§
bal me [P — 2= .
[} Blank Page Chart 4| worda
gt Table Picture Clip Shapes Text B |
»=, Page Break ~ - Art. o 2 Box~ == DropC
Pages Tablas | Text
Top of Page » =
Bottom of Page > ‘.
Page Margins >
>

Current Position

Format Page Numbers...

Remove Page Numbers

4.20.4 Apply Different Page Number option in Header and Footer(gs¥ 3i¥ P H 3T
IS A FT RAweT ey )

3MT9s ST Header 31X Footer 3797 Document 3 insert foraT T 38 header 39T & AT Footer HRT I

[ ]
Double click Y SI¥¥ & 3T Double click Y37 3TeRl Header and Footer tab fe@r$ <o %o 50 E|
Document? - Microsoft Word {Safe Mode) Header & Footer Toals
File Home Insert Page Layout References Mailings Review Vicw Developer | Design —
:j X i) 7”5‘7 = “ y_:g] =7 [5; Previous || Different First Page {3 HeaderfromTop: 05" =
- Q E] j = B BE “"L T text [T Difrerent Odd & Even Pages = 1= Footer from Sottom: 0.5 s E
Header Footer  Pape Date Quick Pidurs Cip i 60 10 ey o~ . Close Header
-~ Number= | aTime Pars~ Art ~¢ Footer &% linkto Pravious (V] Show Document Text \#] Insert Alignment Tab and Footer
Header & Footer Insert Navigation Options Position Close
e Sk §IG 31T Position group H TEUT Insert alignment Tab 9 Feleh HY]
References Mailings Review View Design l
J
ﬁl =T Previous [C]] Different First Page f=4+ Header from Top: 0.5
-t Ty Next [T1] pifferent Odd & Even Pages = =3+ Footer from Bottom: 0.5
Goto Goto . - . ;
jeader Footer == Linkto Previous | [¥] Show Document Text _—z] Insert Alignment Tab
Navigation Options Position
o 3R TGN & 3T Page number & AT ST 3 Alignment set T TTEA § d8 [Aolde & ST — Left,

right Ir Center|
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g e
Alignment Tab [i]ﬂ
Alignment

) () Center ) Right
Ali tive to: | Margin E]

Leader
@ 1None () 2....... R
;‘: ; ﬁ ,:, § ........

ok [ concel |

e 3% &G Insert group H AT Quick part &
dialog box EeT S|

Field option &I ol TAT X &1 YT ThleT T Field

wid9-=- &= Document2 - Microsoft Word Header, & Footer-Tools
Home Insert Page Layout References Mailings Review View Developer Design
= = B E73 [ == [ | B 7 =7 5 Previous [C] Different First Page 3+ Header
—— | . XY | =] | [ =i L I . ‘
- ; : l = 5} Next || Different Odd & Even Pages =}t Footert
Header Footer Page ate | Quick |Picture Clip Go to
- - Number~ | & Time | Parts~ | Art =1 Footer 5= Lif Previous | [¥] Show Document Text Q] Insert Al
Header & Footer &?: AttoText » B Options
|
,_|:§:| Document Property >
| =1 Field..
Building Blocks O izer..
Q Building Blocks Organizer.{ .

| 34 sa
|

Insert a field

39 Field dialog box # & 3T Field Property # & Page 1 Telde &, dl 3TIHI &g JHR & Page

number Format f&er STA9Y, 3ma St off wiefe 39 319er 97 & fAT select HTAT ABS & 3 Select

Loy

Field

Please choose a field
Categories:
A1)

Field names:

[FEEE
PageRef
Print
PrintDate
Private
Cuote

RO

Ref

Revium
SaveDate
Section
SectionPages
Seq

Set

Skiplf
StyleRef
Subject
Symbol

Field properties

Format:

AB,C .
i, i, iii, ..
[P PR | 1 P
Use Default Mumbering

SIS 3Rt QT 1A & S @ 3T Header 31X Footer &I &G &dsl & felw Close Header and Footer

button IR fFereh &
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=)

OTER TOOLS

GN
.+ Header from Top: 0.5 5 m

ges .. +Footer from Bottom: [0.5" =
—~ < Close Header
Insert Alignment Tab and Footer

Paosition Close

4.20.5 How to Remove Header and Footer (88X 31T Pl T gel)

gfe 3T 39T Document & THT Pages & Header 31X Footer &1 T8 & df 3T 38 fow e ufsear

Y-

o JEH U 31T Insert Tab WX Ferh Y
e 3U% dI¢ Header AT Footer option WX TFeeh HY]

Insert Design Layout ...

H L kI D0 D

Table Pictures Online Shapet |Bookmark Cross- Comment |Header Footer] Page
= Pictures = | | reference 2 ~  IMumber~
Tables My | Links Comments Header & Footer

e 3% dIC Remove Header AT Remove Footer 9 fFeTsh &Y

Options -

| Same across Entire Document

@Fj Different First Page Ei‘

R
[ || Different Even & Odd Pages

A=Tah

['_1 Different First, Even & Odd Pages

E;l\ Remove Page Numbers

[k
- Remove Headers & Footers

4.20.6 Delete or change the header or footer on the first page(dger gss W 83T 4T 9ig &l

gCIT T da)

MS Word 2013 & 39 frdT 8t 97 & Header 31X Footer &7 geT Thd &, a7 fopdY 8ff 957 WX Header 3iR

Footer # S¢alld &Y Hahd &l
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SIE e 39k Document & el 10 Page & 3R 3T 9gel Ut & Header IT Footer §eTaT Mgd & a1 3HA
SGolld T UEd & ar 3T o & a8 gfshar & 39=-
e J{EH Y 37T 39T Document &I open dX foi@H 3Mdal Header 3iX Footer 9gef & STl ¥ T&@T g
o 3Hd &I 3T Header AT Footer ATel area WX dher T TFeleh HY| VAT X & Header 31 Footer Tools
open &I S|
e 31§ 39 Header 3iX Footer Tools & Different First Page dTel deh SiFd @l Tick Y|

HEADER & FOOTER TOOLS

VIEW DESIGM

| Different First Page

Different Odd & Even Pages
¥ Show Docurnent Text

o+ Header from Top:
"t Footer from Bottom:

Inzert Alignment Tab

Options Position

o AT A & 39 Document & Uger page ¥ Header 3iX Footer ¢ ST 31 3T dTe dr 3 area
FI Wrell OIS Thd & IT 3T shdel 3T Page & ToIT Tk 37el9T Header 3iR Footer S T 1

4.21 Insert Table (e&eT & STl AT T )

Table Row 3iX Column & =Iaf&ud cells T T 15 &1 eocq RAfes st & v 37l § 39 e
STeThRY AR TCIIcH® 3T TEId HATl MS Word H, 319 Teh Tlell ¢l el Hehel & , THEC I ool
H FeAac H o &, IR Alar o W AT Styles 3R Formats & ame] T Tt B

o T UgH 3T 3T TAT W HUT H W @1 HT qT S8C HleAT IEd & 5HS 16 Insert tab
9T click HY
e Table Command 9T fFelar Y|

o A IS gord Uk S-S Ao @S M| o F e 3R diFadl B HEd FowdT

@ H O v ==

FILE HOME IMNSERT DESIGM PAGE LAYOUT

5 AT - -.-.l"l P 5
B3 Cover Page D o - I_ZI\ ] Smarthrt
[ Blank Page —= 1/l Chart
L Table  Pictures Online Shapes
*— Page Break : Screensho
1 Fag - Pictures -~ @4

Pages Tablelg lustrations

L Add a Table i

Atable is a great way to organize
information within your docurnent.

0 Tell me more

A & T AT A @I5 W gAT|
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@ H

B Cover Page~
[ Blank Page
'H Page Break

Pages

O vV = =

FILE HOME

IMSERT DESIGM

=

Table  Pictures

-

5x4 Table

DDDD@
I
|

OO0O0000000d B

B Insert Table.
™ Draw Table

PAGE LAYOUT

T 75 Smartd
rl<>;. 5] SrnartArt

1l Chart

Online Shapes

Pictures = &4 dcreensh

OO0
|
OO0
OO0
|
OO0
I

Eg'a Excel Spreadsheet
B Cuick Tables »

1

e 3T fIAeT Row 3T Column I T&IT a8 & 3T AT I select |
o U@ A & TR Table @S &= odal|

Document2 - Word

(GE LAYOUT REFERENCES MAILINGS REVIEW VIE
% SEsss [HasEs dEzzs S=ss
Table Styles
= R i 18
&3

W

DEVELOPER

TABLE TOOLS
LAYOUT

DESIGN

&y

~ | Shading  Border

> Styles ~

5

¥ pt
E Pen Color~

Borders
6

‘Bornt

ol
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Ueh §37 Table §o7Tar & foIw, a1 fohaY ATfeieT & hecHSST HLad & [T, Insert Tab 9X ¥ Table option
X fFereh ¥ 30 3T& 916 Insert Table option FT TI=T H|

-
Table |

Insert Table
|
(] I O
(] I O
] I O
(O |
] |
I I o |
I O |
3 Insert Table...
j’ Crraw Table
_F Excel Spreadsheet
M Quick Tablas

4.21.1 tFFe A &ad # F4 aRafda A

1 3fe 39 9T ggel @ CHEC &, ol 9 3H R Table A gRafdd & @a & Insert Tab OX
T Table option 9X fFeleh &Y 38+ &1 Convert table to text option T TIeT Y|

2. 39 Table Draw #f X &ehd g: Insert Tab 9X f&UA Table option IR fFerdh &Y sd% a1 Draw
Table T TIT |

4.21.2 Delete Table (¢aer faaiRa =)

IfE 3T Table FT delete AT AR & aF HEX HT Table H§ FWY I10 it F g WS o7 arer Table
move handle X fFele &Y 3R Backspace Key aTU |

= Tzole Naoves Hanals
o T i
o Iy o
o] o] I

gfe 3T MS Word T 39319 T 3§ & 31 Table move handle show sT&T 81T &, A ST HAdd IJg & oI
9 e A3m3T g & Gl § Bic d3mse g W Faa a3 & AT, Word &St & forer ard amer o« e
AT ged W Feasd Fll

4.21.3 Delete contents of the table (&ael AT dTfarsdT ATHAT geTT)

Ifg 3T T Table & 37EX HIS[E SATHRT @ Delete HYAT A6 § df 8% [T Table & 38 HIIT &
TIT HT AR T Delete Key gaTyv |
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4.21.4. Modifying table (aTfarerT Tt )

Document & Table SISl & dTg Table & Ta&T 3R 3T H FUR AT Sgd & AT &1 MS Word H
e WG & faweq #Alg § f0F q@RT g4 Table ' Customize T Fehel § | Rows 31 Columns &
3fefehfeld @Yt 3R Table Style T Seell AR Table 7 3eT-37019T fashoq AMA g

4.21.5 How to add a Row or Column in a Table(dTfasT & 9fFd a1 Fradw AT )
Ifg 39 Table A Row AT Column SSAT A8 & @ —

TSY Ugel 3T 3H TATT & UIF AT F Foeh HY STgT 3T Row IT Column SiIs=T argd &, R
@S & arer o (+) Red | Fas Y

g

| Menu Items | $828.45

T4, Paper ltems (Plates silverware, cups) $135.15
Rental Equipment (Tables, chairs, linens) $227.75
Service Fee (18% of menu items ordered) $122.33

S & 3T fFerh e MU Table F Tsh 55 Row AT Column f@ms o e@1aft)

KX
Menu ltems $828.45
Paper ltems (Plates, silverware, cups) $135.15
Rental Equipment (Tables, chairs, linens) $227.75
Service Fee (18% of menu items ordered) $122.33

3T Table X A3H & EaRT Right click & 3T Row AT Column SIS Fehdl B

Arial -2 -lA A EiE- B OB

& B I =3 - A - 8- 50 - o Insert Delete

o L e )‘I:Ilai-nnl Silverware, cups)
lables, chairs, linens)
f menu items ordered)

eal ][I

Paste Options:

E Define

Synonyms 3
E"&—,‘ Translate
'f'a; Search with Bing

Insert b | #  Insert Columns to the Left

Delete Cells... EE Insert Columns to the Right
f  Split Cells... [H Insert Rows Above

Border Styles 3 |:_| Inzert Rows Below I}
uﬂ Text Directicn.. EI' Insert Cells...

Table Properties...

Hyperlink...

G al

Mew Comment
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4.2.6 Use the mini toolbar to add Rows and Columns (4¢3l 3R TIHT FI JAsa & fow
A TR &7 39T )

o A TR @ielel & fAIT, Table cell A Tge-fFeleh ST gHS dlq toolbar & insert T fereh ]
o 39S & options G@TS & 3WA & 3T fHET T option F AT |

B I =% - A - & - H - & Insert Delete

I - — g — =
Calibri (B -[9 -| A" " 1= - 1= - [z - = c

|'5nfrwa re Developer 225 ] Insert Above
IT Consultant 40 m Insert Below
Integration Expert 280

Hardware Technician 280 & Insert Left

2 Insert Right

4.21.7 Delete a Row or Column in a Table (dtfaeT & 9fFd a1 TIH ge0)

gfe 3T Table & fFET Row AT Column F =T aT8d & -
o Y Ygal T 3T Row AT Column WX Mouse Pointer T IW S 39 ger=m agd &1
e ZhP §IG AT A Uge-Fardh &+, e ﬁ'@'l'é’ Sl aTer fl?-[\ & Delete Cell...... option 3T ﬂoﬁ'l

I T

_ =
—1= — * IEl
e 5 Delete Cells  * A
aste Options: 75
& Define B [_) Shift cells |eft

Synonyms »
E}_; Tranglate |:___:| Shift cells up

€3, Search with Bing

Insert . {_) Delete entire row
Delete Cells... L —. g 8

B Split Cells... (®):Delete entire column;
Border Styles >

|Ift Text Direction...

Efy Table Properties...

& Hyperlink... Ok h

LA Mew Comment .’lu

o TS S digd f&@IS am| Delete entire row IT Delete entire column &7 TF=T &Y, 3H% dl¢ OK W
[Excadl

e 379 Table & Row IT Column g€ SATTIM|

Cancel

4.21.8 How to apply a Table Style (arfarsr et HFd oomd )

IfE 39 379 Table & Style ST Tgd & ar -
o T UgA T Table X Hgl T fFereh Y, 0% a1 Design tab R Ferehr H|

@ H % 3 =g Service Invaoice - Sabrosa - Word TABLE TOOLS
HOME INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW DESIGN LayouT
| Header Row | First Column el [ e = )
Total Row Lazt Column == = » Yapt—— -
i i | e = Shading Border ' —;
| Banded Rows Banded Columns el = Styles - L2 Pen Color -

Table Style Options Table Stytes Borders
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o Table Style group & & More drop and down arrow 9X fFeleh &Y

INSERT DESIGM PAGE LAYOUT REFEREMCES MAILINGS REVIEW
irst Column e ——  [OOOOT [CD o DD o oo oo ===
stCoumn | Joic EEEEH Smoon coion Zoio

ianded Columns

ptions Table Styles

e 3T& ST 3T A 3THR Table style select FX|

Plain Tables
Grid Tables

e b B | o |

e 39 ST Table Style select 3 dg JHTUehT MY Table H apply &1 ST

Category

Menu ltems

Beverage ltems

Paper Items (Plates, silverware, cups)
Rental Equipment (Tables, chairs, linens)
Service Fee (18% of menu items ordered)
Total

Amount
$828.45
$315.50
$135.15
$277.75
$122.33
$1679.18

4.21.9 How to add Borders to a Table (3deT & a1t F& M)

Ifg 3T table & border NS a8 & ar —

e HIH Yo 3T 3T Cell F Select HY FTH 3T Border SSAT AR &1

VIEW DESIGM LAYOUT
.| A -
Y T
- Y pt |3
— Shading Border '—; B
‘L\s - gt_.rf|E5.|—_-_'Pen Color -
Barders
e
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&
Category Amount
Menu ltems $828.45
Beverage Items $315.50
Paper ltems (Plates, silverware, cups) $135.15
Rental Equipment (Tables, chairs, linens) $277.75
Service Fee (18% of menu items ordered) $122.33
Total $1,679.18 I~

e 3TP §IG 31T Design tab 9X FEUT Line Style, Line Width 3 Pen Color &I TJe &Y |
o 3k 31 options & AT Border drop down arrow W Fereh &Y |

Bo i  Bottom Border
% Top Border

[%%  Left Border

Right Border

¢ Mo Border

H anBorders
[+]

~ m Fen Lolor= ~  Painter

[+] Outside Borders %

& Inside Borders

= Inside Horizontal Border

i Inside Vertical Border

Herizontal Line
Draw Table

View Gridlines

D HR I

o @S &a¥ arel A] & 31T Border T T |

4.21.10 Modifying Table(aTfasT &I Fnfaa &3 )

Document # Table Siigel & dTe Table & Ta®T 3R 3781 & UR YT Sg &1 AT &1 MS Word &

Borders and Shading...

S TRE & [doheq Hig § @ G@RT g7 Table &1 Customize Y Hehcl %ﬂ Rows 31X Columns &t
3fefeRfeld @Yt 3R Table Style 1 Seell AR Table 7 3eT-37619T fashoy AMA g

How to add a Row or Column in a Table

Ifg 39 Table & Row AT Column SNEAT TR & o —

o HIY U T 3 TA & IH ABH & fFeleh Y STgr 3T Row AT Column IS 8 &,

R fe@S ¢ arel g (+) e W T |

&

| Menu Items | $828.45

T4 Paper ltems (Plates, silverware, cups) $135.15
Rental Equipment (Tables, chairs, linens) $227.75
Service Fee (18% of menu items ordered) $122.33




1PGDCA2- PC PACKAGES

o SR & 3T TFelh HYT MU Table H Th a5 Row AT Column e@ms &1 oratal|
H

Menu ltems $828.45
Paper ltems (Plates, silverware, cups) $135.15
Rental Equipment (Tables, chairs, linens) $227.75
Service Fee (18% of menu items ordered) $122.33

o 39 Table ™ AT3H & EIRT Right click @ # Row IT Column S8 et ]

Arial MY =R = |_—.‘,_|v ’__)_lxv

B I =¥-A-D- ¥ Insert Delete

L
Flanr«v I+mmae )‘Dlainn‘ Sllverware’ cups)
I
t

lables, chairs, linens)
f menu items ordered)

Paste Options:

E Define

Synonyms 3
@5‘ Tranglate
fa Sgarch with Bing

Insert » ] Insert Columns to the Left
Delete Cells... [ Insert Columns to the Right
B split Cells... ¥ Insert Rows Above
Border Styles 3 [:l Insert Rows Below
”ﬁ Text Direction... E"ﬂ Insert Cells...
rm Table Properties...
% Hyperlink...
I? New Comment

4.21.11 Use the mini toolbar to add Rows and Columns (4f&aat 31X Fa#t & sissr &
foe st gaar &1 3T W)

o AN TR @ielel & T, Table cell A Tge-[Foleh T g dlq toolbar & insert T fereh ]
o 39U FT options G@TS &I 3qA & 39 FReT T option HT TJT |

r - — 1— 3
Calibri(Be - 19~ A" a = - iz~ l_:I' l__?|ﬁ' -

B I =3% - A - & - H - & Insert Delete

|Suftware Developer 225 m Insert Above

IT Consultant 40 m Insert Below

Integration Expert 280

Hardware Technician 280 & Insert Left
FZ InsertRi ght

4.21.12 How to Delete a Row or Column in a Table(dTfasT & 9ffd a1 TG F Fa
RFeafa )
gfe 39 Table & AT Row AT Column F geT=TT A8 & dl-

o JEH U 3T 3H Row IT Column 9T Mouse Pointer T T A 3T gl agd &1
o T dl HABH ¥ ISe-Faed A, R fe@s ¢ arer ﬂ?{\ & Delete Cell...... option 3T ﬂﬁ'l
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[ F==== 15
—— 30
] 15
-1 Paste Options: 75
_ 53

E Define O
Synonyms »

Eh'a,—;* Translate

'ifi Search with Bing
Insert >
Delete Cells...

FH split Cells... L+
Border Styles »

|14 Text Direction...

Efy Table Properties...

'%. Hyperlink...

LA Mew Comment

o TS ST didd f&@IS M| Delete entire row IT Delete entire column &T TIT &Y, 3TF a1 OK
W Feoash F)

I_J) 5hift cells |eft
I_J Shift cells up

I_J Delete entire row

—

(®):Delete entire column:

oK Cancel

e 39T Tabled Row AT Column g€ SATTA|
4.21.13 How to apply a Table Style(arfarsr deft & F& semy )
Ife 3T 379 Table & Style ST AEd & ar -
o TEH UG 3T Table X Fgr 8 [Felh Y, 38% &I¢ Design tab W FoTsh Y|

m H % ¢ 5 ,E % Service Invoice - Sabrosa - Word TABLE TOOLS
HOME INSERT DESIGN PAGE LAYOUT REFEREMNCES MAILINGS REVIEW VIEW DESIGN LAYOUT
¥| Header Row | Fisst Column | _ _ _ _ o oo I :J_,? — |
Total Row Last Column === - — : Bpt— im
=l=ss= |E==ES | Shading Border —
| Banded Rowes Banded Columns = Styles - L",Pen Color -
Table Style Options Table Stytes Borders
e Table Style group ¥ & More drop and down arrow WX TFeleh &Y |
INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW DESIGM LAYOUT
irst Column R === ([t R . l{_hl N
ast Column Szzzz BEEEEE EEEE oz ozzzcz ol Yopt —— |
Y e e g e g e o g _ Shading Border B
ianded Columns Yb - Styles - E Pen Color -
ptions Table Styles Borders

o 38k dIg 3T Y AR Table style select FX|



1PGDCA2- PC PACKAGES

Plain Tables
I
e e —
EEEEE EEEEE EEEEE ::::EE' e i i o B o e e B = e e e

e 3119 S Table Style select 3T I 3T 3TIehT Table # apply g e

Category Amount

Menu ltems $828.45

Beverage Items $315.50

Paper Items (Plates, silverware, cups) $135.15

Rental Equipment (Tables, chairs, linens) $277.75

Service Fee (18% of menu items ordered) $122.33

Total $1679.18

4.21.14 How to add Borders to a Table (edef & a5 Hd 3)
e 39 table & border SS=TT T8 & ar —
o TEY Ugo 3T 3T Cell ¥ Select AL FHTA 3T Border Ss=TT I8 gl
&

Category Amount
Menu ltems $828.45
Beverage Items $315.50
Paper ltems (Plates, silverware, cups) $135.15
Rental Equipment (Tables, chairs, linens) $277.75
Service Fee (18% of menu items ordered) $122.33
Total $1,679.18 I~

e ZTh §IG 31T Design tab 9X FEUT Line Style, Line Width 31X Pen Color &I TJeT &Y |
o 3Rk 3% options & AT Border drop down arrow W TFeleh &Y |
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EBorder=s BEoaorcder
— FPairmter

BEBaottorm Baorcdser
T o BEordser

L e=Ft Baorcler
Fight Ecrd=r
e Baorcder

Ll Baoarcder=

Cruaatrtsicdl e Borcdaer=s [:

Im=icde Border=

Imside HHAorizomtal BEcocrder
Imn=side Wertical BEcrdaer
Hoerizmormtal Lirne

Crrawe T akle

Wl Srrddlimaes

=1
[ES==|
[ |

Ecrder=s armd Shadimcg...

o fR@r$ &t arel A & 31T Border HT T |
4.21.15 Convert Text to Table or Table to Text(SFEE &Y qel AT TqA H THEE A Fede
)
Text T fRET Table AT Table T Text H Felde el & foI¥, Home tab TR Show / Hide tRTame faee @
TFoTeh Fh YRH Y difeh 3T @ Teh T NUSh TGSl & SFEC H¥ 3@ fhar = gl

File Homie Insert Ellailings Review View
il [ ¢ i Ere re=) =" e =
B gqliz-i=-'=- &=3= 2| W
- 1 .
Paste - === *=- S
= ¥ Format Painter FIE==E & b
Clipboard = Paragraph Ta

4.21.15.1 How to Convert Text to a Table(@FFE ® ader # HA dgol)
gfe 39 Document & Contents @1 table H SGoleAT AT & o 38% [olT g Convert text to a table option T
YT A § | TR TS ST AT Y a1 HlclH H HeET 39T el Tgd ¢ G6 tab & glear =g

o 3T text HT TTT Y TOF 3T Table & Convert HIAT ITE B

Red,vellow — blue,green — orange, purplen

Red,vellow — hlue, green — orange,-purplefl

e 3P dIG Insert tab A, Table W TFeleh Y|
o 3H® TG S1U-3134 Hel ¥ Convert text to table T =TIl Y|
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A
i

Horme Insert Dresign Layout

L 1 a0
.

= (B e e [
Page Table FPictures Online Shapes S
BEreak Pictures =

i

;WH-I_V

Insert Table

N Y A |

(000000
(000000
(000000
(000000
(000000
(000000
(000000
(000000
(000000

Insert Table...
Clraw Table

Conwert Text to Tatilka... I

Excel Spreadshest
CDuick Tables 3

o TS ST diad @IS &3m| 3T A Separate text at option JFqT H F tab T TTA |

gy

3 8l%R 8 0C00000

Table size
Number of columns:
Number of rows:
AutoFit behavior
(®) Fixed column width:
() AutoFit to contents

() AutoFit to window

SeparatAe'tex‘t at
O Paragraphs O Commas

I} O other: |- |
OK Cancel

o 3T 9l Ok W fFarah +Y|

Red, vellow | blug, gresn | orange, purple

Red, yellow | blueg, green | arangs, purple

4.21.15.2 How to Convert a Table to Text(@del HI TFFe H F& acal)

e 337 Rows IT Table & TIT &Y fSleg 37T Table to text H Convert AT ATE &1
e 3% 91 table tools & 37daTd, Layout tab U & Convert to text W Felehr F|

Table Tools
Design
HH Fiid 5 : EEE A:I A L_‘ Y
2 ||Height:} | — E
= || Elneigne| | . =B
lit  AutoFit — | S =5E Teu't- Cell Szrt Ri Iﬁt C i
i utoFit T \width: | ans = ol epea onve
nle i i [ | === Direction Margins Header Rows] to Text
I Alignment Datd

e Convert to text box # & Separate text with option 9X et H|
o TH* d¢ Ok fFae &I
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UNIT-IV

MS Excel:

MS Excel Spreadsheet Basics & features
Concepts of Workbook & Worksheets
Getting started

Creating a new worksheet

Using Wizards

Various Data Types

Selecting cells

Entering and editing text

Entering and editing Numbers
Removing & Resizing of Columns & Rows
Entering and Editing Formulas
Referencing cells

moving cells, copying cells

sorting cell data

inserting rows, inserting columns
Inserting cells

deleting parts of a worksheet

clearing parts of a worksheet

different view of worksheets.

Formatting:

Page setup

Cell Formatting

changing column widths and Row heights
Auto format

changing font sizes and Attributes
Centering text across columns

using border buttons and Commands, changing colors and shading

hiding rows and columns
Working with Data & Ranges
Column Freezing

Labels

Hiding

Splitting

Merge Cells

Charts:

P

Chart parts and terminology
chart wizard

different types of charts
printing charts

deleting charts

linking in spreadsheet

rinting of Workbook & Worksheets with various options.
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TFAT 2013 F4T § 3R s RAdwane

TFA 2013 FAT § (What is Excel 2013)

THAS 2013 Teh TSMNE DA & S 3T SRl 1 TR, gaffyrd 3R favevor & i1 segafd
e g1 Siafh 3 A Fehdd § T Uadel dhael $© Wl GaRT Siiee 3T T HEIAd el & fow
39T fohar SITeT §, S ot gfeda I & grame @ rfFasimel At Hr oy 356 & ol dw
ThdT §| TR 3T Solc WA &, U TTAGTT a7 IMANTAT R I &, IT el 1 I ¢, Tl fafdesT
YR & 3¢T & AT FHIH HLAT A FATT g

File Menu OLiiE-FU‘%“‘é;;"S RibFUH litle Bar Help Icon

H v s }J Book1 - Excel 7 H - O X
HOME  INSERT PAGELAVOUT FORMULAS DATA REVIEW VIEW DEVELOPER ADD-INS Foxit Reader PDF  ~
A calibri 1 - T =|=E |General - FfConditional Formatting - E=lnsert v | gg
- BT U- AN ===EH- E-% » [FromatasTabler &F Delete = it
aste . . iting
¥ e B A == N %8 48 54 el stytes - EiFormats -
Clipboard Font ] Alignment ] Number 1 Styles Cells A
Al - Fe e
A B C D E F G H J K -
]
2
4 Column Headers
5
& #———— Row Indicators
T
g
9
10 -
Sheet1 ®

READY %3 i M o-— 4+ 100%

Status Bar Worksheet Area View Buttons Zoom Control

THTH TFAd 2013 1 fAANare (Features of MS Excel 2013)
A New Look for Excel
S 39 Excel 2013 W dF 3T TH blank Workbook & ST T3 ThieT @S &afY| left pane &,

39T 3791 recent GEATASI & ATY-ATY FTARFT HISAl PN Wielel HT [Ahed G@S ¢IM|  right pane H,
3T &HelsT, G, AR $$ 3T I IoT Tohd &, Y & AGHIATC HT 3eAsa cFqoed H
ABSRT WISl Tohd gl TG T o AT doh THIA 3ANPhdl ¢, af Ig AT oAfser def 39 forw
3YIRT &1 ThdT &, oifchel 319 TCIEIT T TTATHSAT & ST § ar 30 37877 ( disable) Ram ST Fehdr
BISES AT, ShEeoT g H U 97 ScUHH § S IR 391 3eT o Ugeal Higa a3 3R
WSl et fashedl deh ool & UEY et FRl gl

Sign in to get the most out of Office

'
i Cipen Othar Workbooks Do RN —
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Flash Fill
TFAS H Hthor GIAem weh a1 Time saver &, dfshel ARG Workbook & SiTg, 1 Hadl wTefdlel el #1$

Flash Fill gfaem § S 3mdeh fow 319aT e $T 39T Sect 81 S & Flash Fill 39 3eT # U deat
T 9T @l § , T§ 3MIhT AV SATHARRT Fl Th FT  enter AT o 3G & faT |, FHedar & &
39k 9 First name 3X last name & HTY contacts &I Teh HIciH §| TS & el Versions H 3TIeh!
TES! AATH HT GEX Pl T I7elT el o [T Ueh FF @A TSl § We] MS Excel 2013 & Flash Fill
% @TY, adjacent column F TgelT ATH €8T HL| AT & 35 Gidd H 39Tl Ugel oI 8T dhich gy
3R Q¥ e & AT Yeot 3R formatting T 3TCeIehe FXAT & TG MS Excel 2013 1 o Flaensit & & v
gl

G H

~ Supervisor | Last Name
Broccoli, Betty Broccoli
Grape, Gina Grape
Cilantro, Carrie ro
Melon, Mary

Banana, Bruce

Lettuce, Lola

Lime, Larry

Melon, Mary

YA Ay !

Recommended Charts

%S TFHT 3UANEThdl GART U= ST & ToIT §EASS  Chart type =81 TeT 9T &1 Recommended Charts
gfaur & @y, e Tafad sar & v gane v A geRt @ dag Yefia aar g1 3T uw
preview 2T & 3TIehT STT 3elaT-3eT wret A &ar wdr ¢ 3R 38« aic 58 g aRomA g1 it
3 aROTAT T gefia #Xar &1 gTefifh  Recommended Charts effaelel 3UANTehaliait &l ¢ =C
oI H HeE FT Tohd & o SeT T IIEAT R & 3R Tl A 9fAT a8 _a &, Ig Tt vaaeT
ITAETRATHT & T T 3T T g

New Charting Tools
Recommended Charts Fatm & 3faRerd, Todiel 2013 AC fdehedl &l Telihd I god Reel 3R 31w

Aol are fashodl & WY U AT &9 f&AT 9T | AT 2013 H 3MShed & Teh A< AC & FUY
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g fhaIR & STeX fe@rs &ar &1 additional chart formatting options @ Jehe et & foT o7l & foralt oiY
SeA-AIE ded, UIE T AT AC Whoed W [Fefeh Y| AT AC HWeT S °E oed HT T AL |, TSe-
fForeh @Y, 3N 919-377 A @ WK YoA| 747 format Pane STgs & & 3oT Tdehoul & HIY Tehe BT &
S Tafad I dca & T R fer A g

Instant Data Analysis

AT cael faRelSuT 3UROT ( Quick Analysis tool) T 3R 3e(sTdl TFAST SULIThcI3 I TEr Al &
seT fe@es & ey Tieel # Acg Hdl ¢l a9 37 ST & ITal Y oI T faRevor delr agd &
3R 3T% a1 39 TAfAT 3T & ge gv 9T H @S ¢ arer caRd faReivor et ( Quick
Analysis button) T f&eres &Y (IT [Ctrl] + Q &aTU)| conditional formatting, Sparklines, tables or charts & forw
39eT 3T &1 preview W AR 39 JHG Al TFerh |

677 603 835 |i]ig,QSBS

_| FORMATTING CHARTS TOTALS TABLES  SPARKLINES

T = o = ] ] T
F s S Lr 1 1;_;1 E
= == HE= >] %]

Data Bars  Color IconSet  Greater Top 10% Clear
Scaie Than Format

Conditional Formatting uses rules to highlight interesting data.

Instant Answers with PivotTables

T fUale eqed 39 3eT & IR & TdTal &l [G2evor | &89 3R 3¢k ¢ & v uah arfFasmelr
3YROT § olfehel SO SUAITRAN I 3o¢ ool HRehel ofaTcl &1 Recommended PivotTables fashed, 3mq
Fad Th Fodsdh & T T T§ Waleead g7 ohd &l

Expanded Slicers

TATSEX &l Tgall IR Tadel 2010 H fUdicesd 3T heed el & folU T Scifded oallh & &9 H 9T
T a7 AUT| 3 TFAS 2013 H, TASE TFH cdol, FA eaaT 3R 3177 32T &aol H 3er off hoex
I Thd &l JT JT Il AR 3TN Tl H A |, TABI AT fheex fg@rad § drfer 3mT Tose
T A AT GF 6 3T dleT A 37 2w @

Timelines

T TBHATSS IR Tl eaal 7 Rapls fhoed A S §-T€ Th TAST & TATH H1H Rl &
Afhed 3T date T e FX THhd ¢ | WAl oo T F d1G |, TSHASA NSl T gl TIH T8l
fOaleeae 1 og= &Y 3R T contextual Analyze tab Foi| e g @, insert timeline WX ek #Y|
ST ST &, 39 date field T A L fSFGHRT 3T 3YAIT FIAT T8 ¢ IR TSHAAST i Raeead
& WY TFISS | TSHASS T 3UANT el & v, Thlel aR @i a1 @7 gfg & A1Y 3H9e 3T &
fiheey ael & T T3 W Foasd |

Power View

TS & oo FEROT & fIU 3Tt qraR o 0S-5e , 31 TFAe 2013 & 37eX Uehlhd g1 TR o
T I FFET 1Y 22T Fial A ATT T 32T hr T AT T [IAVT ey & v fFar Srar g
S8 ITA & AT, 39aT 327 o 3R insert> Power view Tt
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T 7S FiauT Ig g fh T JdH vrdel 2013 workbook T AT TR 3refer TSt g Ig FUR &

THYH R TH HY FIH FAT A TAT §, HR G AT & Hisfiex H1 39241 7 g &
0 H

Sheat!

THTH TR 2013 F FHgH I g@efcH @ aeUrome (Concepts of Workbook &
Worksheets in MS Excel 2013)

Teh Trlel Bgel TSIl 3FeX ahgsh o & & S el &, § U A1 30 eosefied a1 aehe anfde
g &1 ahelle & g diFg T A ( Cell) & FT F ST ST &1 Tedsh A ( Cell) H T T Iar
(Cell Address) 81aT &, ST shiel® FeeT ( Column reference) 3T GfFd TeEey ( Row reference) & =T glaT B
grelie & 2fiY WX Ato Z 318 Column reference =TTt €1 3R a&hefic & &1 31X 0 to 9 HEATT dfFd dgel
(Row reference) SATAT &1 MS Excel 2013 & 1,048,576 Ufaar 3iX 16,384 Ficte gl &1 PN AdAT ¢ Toh
T THH gelic H 17 3R & ATWS Cells gar &l

fSwice &9 &, MS Excel 2013 Teh Blank a&hefic & &Y Teh o5 dehgeh Tieldl g1 39 TaRTehcdlIdR
ahgeh & iR gehelie Sits, e AR a1 geo Fahd &

St oY 3T fohell Excel BIgel 1 39el $ogeX T Save A 8, I1 Thdll =g A o1 3uer &wieh 8
Save X €, dl 38 Thgsh & &I A Save [ SITaT &1 ahelic & U gohgs =15 1S &1 q@r real &,
Worksheets workbook # HaTEId Tgcil &, 3R asheeh 3 Wisel & Toeg 3T aead & save A &
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gdefle Fa1 2 (What is Worksheet?)
o ghflT 1 UGN 3T I TR A, P ol 3R TR el & v fhar s gl
o Tl H 3 & AU FT TR FHS Toh HAATR 3HR A Tl § S Yodeh geehiec & s
Yoot 3 cgafeyd g &

o 3T A Fiadd IR A & HIRYT IR Ffod FFar T g N AT Tt s & |- 3 Al
B15|
o ufd adale 1,048,576 Rows

o Hfa gafe 16,384 Columns
o 9fa gefic 17,179,869, 184 Cells

Quick Access Toolbar Ribbon Formula Bar
@ e ! : Book - Excel ? E - 0O X
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEY VIEW Office Tester -
o X Calibri 11 v === E |Genert - [ ConditpnalFomattings E=lnset + X - v~
- B B IU- A x EE=EH- §-% 1 FromafsTable- T Delete - [T]- b~
T - DA == - o 2 Cell Styles - (= Format -
Cliy 4 Font g b Styl Cells Edi A
A fe ~
A B D E F G H 1 K L
i ]
4
s
6
7
8
s
10
11
12
13
14 -
Sheetl C) v v
_ B ElEy e
Status Bar Your spreadsheet
work area

Google Sheets
o ufa efT 256 FresT
o WIBa H T ahllew & fow aa v 3ifeds d@xar 400,000 §
o T wisa ufa 200 aHhfed

Worksheet name

AT TFA 3R Google TsMew a1l #, UcAsh ghellc & 17 gidr g1 Bwice &7 & |, ahefiew
1 efic 1, efie 2, e 3, 30T =T aRE AT Far Srar &, dfeheT 319 3 ATAT & Scol dohd &l

g&qa FIT 82 (What is Workbook?)

H = Bookl - Excel ?T H - O X
HOME IMSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW DEVELOPER |+
-B.D kS Calibri -1 - = % %Conditional Formatting = @ i
Em- B I U- A A [Z7 Format as Table -
Paste - B - A A Alignment Mumber 4f Format as lable Cells  Editing
Lo . e A - - [P cellstyles - - -
Clipboard Font [F} Styles Pes
Al - S v
A B C ] E F G H 1 e
i ]
=
2
4
5
[
7
8
9 -
Sheetl (O] [l 5




1PGDCA2- PC PACKAGES

o UE TH WFTS BIS Bl &1 T 3w F$ ghde g 1 e srer A TR R Srar
gl

o FaA Me T F A A context menu AT VS AMe 3MSHA (ST HS) FH 3UAT e dhaeh
# ghelic g aFa £

o THgH H HF-37elT ghefic &I gerar AT DUt Hara g

e Context menu T 3YATT Feh TheMT H TFT-379T feq FI Ygdd HIAT HHA Tl & forw
ghefie & 39T 31eeT & W 3R gehelic FT 3TeRT-37619T ATH ded Thd gl

o TR & A ofie ¢ W Fosh wtd T adhelic & qadl adefle & o7 ¥hd ¢ |

o THAS H, gheficy & dra Rad wel & fAv e aidhe FHolt skl H1 39T X
Ctrl + PgUp (page up) — move to the right
Ctrl + PgDn (page down) — move to the left

Google T2Med & foT, ahelicy & i o el & fov Aléhe ol T ¢
Ctrl + Shift + PgUp — move to the right
Ctrl + Shift + PgDn — move to the left

TATH THFAA 2013 F W FH FF Y& F (How to Start work with MS Excel 2013)
Excel 2013 Tsh T9selic WIams § Sl 39hT SITeTehT &l TR, safeyd 3R favavor et &1 rqafa
&ar Bl S 39 AT Fhd § 6 Excel Fael $© @l qaRT Sfed ST A FEIRAT e & fow
39T FRaT SITeT B, i T cgfeha Wame Y QAfFaiTel Fiaunsi &1 o1y 3o/ & alieh e & 9w
THhaT g1 TE 39 Foic IWJ &, Teh UTRIGTOT offeT AT X I &, 1 Ireliel a1 7 &, Excel fAfdeT
YR & 3T & AT HIHA P AT T g

TFEA 2013 & ST (Getting to know Excel 2013)

Excel 2013 Excel 2010 & THTT gl Ife A9 Uger Excel 2010 &7 39T fohar §, A 39l Excel 2013 9
FIH F H R A& 819 I 31T Excel F T AT § A 3mIshr Excel 2013 3e3%hd & IRRT g
H FT AT o]
THTE TR 2013 HF/ qE FX (How to Start MS Excel 2013)

MS Excel 2013 & &%t & forT-

o HEH Ug FIC As W ToFeleh &

e All Programs &T TJeT Y|

Q LIVE

4)_}; Advanced IP Scanner
Q LIVE LOCAL

k“ﬂ iVMS-4200 Client

=| Calculator

> AlProgams > 2

[ =
' |;’=5:v’:"f rGrarE Ghd 1 Opens a list of your |

]

e Microsoft Office T TIeT HY|
e 3 H Microsoft Excel 2013 T TIeT H{|



1PGDCA2- PC PACKAGES

H = New Workbook - Excel 7 E - O %
HOME  INSERT ~ PAGELAYOUT — FORMULAS ~ DATA  REVIEW  VIEW Javier Flores Q

X |Calibri -l - General  -| [ Conditional Formatting = #=Insert = | gg
Ea- BT U- AW - $-9% » [FromatasTable- B Delete ~

Paste bl Editing
¥ - DA == - ) [7 Cell Styles ~ [#) Format =

Clipboard 1 Font ] Alignment G Number & Styles Cells ~

AL M 3 v
A 8 C D 3 F G H 1 ] K -

]

2

3

4

5

H

7

8

9

10

11

12

13

14

15 .

Sheetl | Sheet2 | Sheet3 ® < v

59 39 Excel 2013 T 9gell I Gield 8, @ Excel TIE Thiol fow@rs &alf| Tt &, 319 U #S aohaeh
T T ¢, SFIAIC T WA § 3R A aEHTH H GUR W FHA
e Excel T ThIeT &, Excel $eXhd deh Tgd«l & flw Black Workbook option 1 ffelere &y

search for ondin

: o Javier Flores p

Excel

Soppmit s, Budgncica Calands Ry |
Expense  List Loan  Schedule
Recent
Budget
A B C
. Take a
(@ Open Other Workbooks . tour
Blank workbook k Wi Excel

Oscars ballot predictor app

The Quick Access toolbar
Rea & 8% IR Pyd, [Fae vada gl (Quick Access toolbar) 3Tl FTHATY HaS dh Ggdal Sl

€ 38U IS B AT ISl & T @1 o AT a7 §| Biee &9 &, $HA Save, Undo 3R Repeat HATS
fow & §1 37 3wl gRwr & MUR W 3T HAS s Fhd B
fFa® taw e # FA F/ AT (How to add commands to the Quick Access

toolbar)
= [ﬂ New Workbook - Excel
HOME 1l Customize Quick Access Toolbar LA DATA REW

ey O Calibri | Mew =neral -| FZFcaond
D Bz - B I '- Open - -~ % EFUI’I’TI
pa.ste ~ . 4 v Save ER EFcens
Clipboard Fc Ernail dumber m
Quick Print
AL -
Print Preview and Print %
A B | Spelling [ F G
I:l + Undo
+ Redo

Sort Ascending

Sort Descending
Touch/Mouse Maode
More Commands...

Show Below the Ribbon

O U B W R

=
= O
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e Quick Access toolbar & g8 3R YA 3MU-3131 dR R Falsd FL|
o 3H FHAS F TAT B O T FI-3134 Aol § Ssewr gt §1 3F AT TS & A,
More command T TIeT Hl
*  Quick Access toolbar & HHIS g ST
Backstage view
SehECST &g 3Tl BISel Save, Open, Print el 3 3791 workbook &I Share &%et & foIw fafdest faered
Y&l & gl

dFEEST g FT ITANT HFA F (How to access Backstage view)
o Rea wX fUT File Tab R Feeh HY| Backstage view f&@IE 3| Excel

H -

HOME IMSERT PAGE LAYOUT
ﬁ e -

D Calibri 11 | A A
Egy -

Paste " B I U- i« @3,.&7

-

Clipboard = Font Ma
Worksheet views

Excel 2013 # faffieet YhR & 2WA & fdehed gl § i JTIhT Thqgeh Sl TN el FeRid i 2l
39 Normal view, Page Layout view, IT Page Break view H 1S 87t aéhaeh S@el Il Tohl &1 I TEah
affee Ft & fov 39aRl & @od §, @aet Ifg 3T s e &t I At a1 7 8l

e worksheet view &I SGelel & ToIT, Excel fd3r & fagel-gIv &t # aifdd worksheet view SHATS a1

RiCETACTY
Page Page
H:T Layout Break
view view

THATH TFAA 2013 F THGF FW qAT¢ (How to Create a Workbook in MS Excel 2013)
TFAS BISell I Workbook FeT STTell &1 SId 81 3T vardiel & Ueh 1S IRATSIAT Y& X &, Al 3HTIeh!
Teh 7S Workbook &ieilel &l 3HTaRIshall &lcll &1 Excel 2013 Workbook & &Y &IH HTl Y& Hlel
S e &1 3T Th 7S Workbook STiet & @ — a1 & Blank Workbook 3T qafaefifitd Template option
ol TH § |
TF I Wlell ahga F8 FT0 (How to create a new blank workbook)

e File Tab&T TdaT Y| Backstage view fe@rs am|
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H -

HOME IMSERT PAGE LAYOUT
& - L
- 11 A

D Calibri
Eg -
Paste " B I U~ ¥+ &v_&v

-

Clipboard Font P

o TG W T&UT New option W Fesh ¥ BT blank Workbook TR Fersh &Y |

New

Search for anline templates

Suggested searches:  Budget Invoice Calendars  Expense List  Loan

A B c

S — >
Take a
. . tour
e TF AS Wrell Workbook fe@ms &3fr|
SFYAT HT 3YANIT FIAT (Using templates)
FgeIe Te qafaeiRa sele § fSaer 39Aler 39 v 7§ Workbook 31 STedl &ellel & faw & et
g1 TFueleH & I HEeA formatting AR q@TFUIRA Formulas emfdrer g1 €, St &1$ aRSEm & e

HY 3l g THT IR TAH § 9 Fehol B
FYAT ¥ @ FHGFH W FATT (How to create a new workbook from a template)
e Backstage view o Iguel & fIT File Tab W feoreh &1

H v

HORE INSERT PAGE LAYOUT
s . -
D Calibri =11 A
Eg -

Paste ” B I U - . &,ﬁ,

-

Clipboard Font

F
o gl WX f&UT New option I fFereh @, blank workbook fased & i & TrFuae s &an
o fRE T AT FT T FL

MNew Workbook

New

Search for online templates
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o TFIUCIC F 3YANT A fhaT ST Thar § 50 IR & faRked =il & AT TFdelc & TH
Preview f&@rs ¢am|
o  TIMAT TFIAT FT IYINT It F AT Create R Foashr FL|

My financial portfolio

Provided by: Microsoft Corporation

LiNg FNaNCE

FORTFOIIO  NEWS L iy

| Loler security symbal 2 PROVIDER DESCRIPTION

MICROSOFT CORFORATION
WSED ZHEBD @ 000%

This template contains an Excel app for Office that
connects to internet data. It allows you to add and
track the stocks and funds in your investment
portfolio. Itincludes quotes, charts, and all the
latest news on your positions courtesy of Bing
Finance, Customize the fields you'd like to see in
the table using the drag and drop feature, Take
control of your investments,

Download size: 60 KB

Rating: % vr (169 Votes)

4 More Images 4

]

Create

o TIAT TFIAC F ATY TF A5 Workbook e@ms &3ft
39 Category & YR T CFIAC S39f Y Hehol & I1 $& AR fafkise @iead & e Search bar
3TANT I Thd &l

New

£% Home family budget pel
= Category
Budget a2
Monthly .
College Budget Business 46
....... J— Calculator 45
s2,45 0 52,233
f— L Industry 33
e - —— . Expense 31
— Fi B -
S S inance - Accounting 29
T —
== Personal 25
Family budget - Monthly college budget Small Business 22
Chart 20

THTH TFAd 2013/ °91€ F& F4T0 (How to Create Chart in MS Excel 2013)

TFAST Tehqeh T TTEAT AT HFER HIRhel 81 Teohll ¢ [SI@a aga 31T Ser giar g1 =1 3Taeh!
AMhehel T T 3T Tehqeh 3cT T AT ol &1 IFATT o &, @@ Jorear 3R F=Art &1 agar
3T B ST B

Understanding Charts

THAS H &g IIN-37elT YhR o <€ Bl &, Torad 3T 3(9=l 3T T Hafedd olish § Telol & IeTATT
& &1 € T gAY ST F IYANT FA F [T, TR IE FHST I 3MaeThar g fr [ are
HT 3YIRT HY RAT 1T &

Types of Chart

T & 99 [affied gerR & ar¢ § a8 @ 93 & A9 BIS &1 ¢ YhRI & 3eTdT, 39! Tdh
IE F TGt F P HT THSA I 3TATRdT gRN| T F F 3eTaT-37el9T ded T HEN @1 &, S 3eT
Y AT FIT H YT TEr—IdT ) Thd ¢l
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Sales Team Epsilon: Net Sales per Quarter

$6,000.00

$5,000.00

$4,000.00
@
£ $3,000.00 B Robert Johnson
A
I u Don McAllister
=z

$2,000.00 ¥ June Dewinter

$1,000.00 I

$0.00

Quarter 1 Quarter 2 Quarter 3 Quarter 4

Sales Quarter

g€ FF 3T (How to Insert a Chart)

e Column titles 3T row labels g, 37 Cells T TIA FY Toleg 3T TIEC H ST Ied &1 I Cell
¢ & foIw | SeT (source data) 813T| §HIX 3GT8X0T H, A Cell Al: F6 ST Tl hidl|
e Inserttab & &, 3eod AC FAE W Foldh HL| AN 3CIEIVT H, §H HiclA HI Il D]

INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW

SEl & i UEx

nded Table Pictures Online Apps for  Recommended .
iles Pictures &4 ™ Office~ Charts L AR
INustrations Apps Charts

SI9-3131 Aol A FTeod U JhR el |
o TIfAT TC Fehefie & ST U]

i WEEE- k- g

5 2-D Column

Recommended [ower
Charts Miew
"Hl_h [} |:| H l:l H eports
3-D Column
; dn Jaf o7
11 B 20
$10,017 '
349’985 M
571,009
i
$11,355 i More Column Charts...
516,065 e ]
A B c o] E " s "

1 vl_ 2009 2010 2011 B2 2012 ~
2 |Classics $18,580 $49,225 $16,326 $10,017 $26,134
3 |Mystery $78,970 $82,262 $48,640 $49,985 $72,428
4 Romance $24,236 $131,390 $79,022 $71,009 481,474
5 |Sci-Fi & Fantasy $16,730 $19,730 $12,109 $11,355 $17,686
& |Young Adult 435,358 $42,685 $20,893 $16,065 $21,388
7

8

5 Chart Title

10 5140,000

RIINIE)

11 5120,000

1z 5100,000

13 20,000

P 580,

15 560,000

16 540,000

” == ol [ :

- . Il il nflel ofRan NOHND

2009

2008 2010 2011 2012

21 mClassics ®Mystery mRomance mS5ci-Fi& Fantasy M YoungAduk
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e 3ma giafed =gl § & fha Geh 1 a1¢ 39ANT % ¢, ar Recommended Charts TS &idl €T
& IMUR WX S 3Tel@T-37eleT TTE FSTI|

INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW
DI ’ = - =- )Lf* [
H ldd @ B @ & 1?7 - Nz
Table  Pictures Online Shapes Smarthrt Screenshot  Appsfor  Recommended . PivotChart
Pictures - - Office = Charts % ', b~ -
Nustrations Apps Charts P

¢ J33e AR A (Chart layout and style)
e 3Telel & a1, WAl 5 diel § foieg 3T 379aT 3T Ueid el & dllh & aX & dgolel digd ol
Design Tab & II¢ & oI3T3C 3R TS HI UG AT AT
o TFHW 3HUdh AE P Ugal H AT ATl & foIT chart titles, legends, 31X data labels S a1¢ dca
Ssr fr gAY & B
o TIC dcd S & foIT, Design Tab 9 Add Chart Element F#A1s WX faae &Y T 3a-33a A &

aifed ded o
e
- — —
5] —

BE | |0 = Bl .
Add Chart Cuick Change | = u_l___._!.. w il
Elerment = Layout — Colors — —
{dh Axes -

Idh Aocis Titles - =
dh Chart Title - [—

; IAE® | Mene
(=15 Drata Labels -

- —
[f=15% Data Table |_|j]|:|:L Aboue Chart
ety Error Bars - [}.
R =
dh Gridlines Ls |.|j:|.|:|:|_ Centered COhwoerlay:
e Legend -
PAore Title Options...
= Trendline >

T

pRel

e TIE dcd &I FUIfeT (editing)aw‘{?r & AT Coldgiest @l sao-fFelsh Y 3R ST & A

Chart Tltle

5140,000
5120,000
S 100, 000
as m Classics
= 580,000
: iy stery
£ 560,000
=< m Romance
540,000 m Sci-Fi & Fantasy
520,000 I u m Young Adult
=]
2008 2009 2010 2011 2012
BAocis Title

o I 3T Jrerer-3rer9T AIC edl H SNSAT G B 8, Al AT THAS & qafeiled d3mse & &
TS 1 3UART I T &1 TH Quick Layout FATS T fFerer &Y, R M9-33 A & aifod

AT |
- =
nE IME™ Te® | =~
Add Chart | Quick Change | = T =
Elerment =~ Layowut ~ Colors ~
Chart L —_
=M f= |II |||
Chart 3 i ol s
Lﬁj_ﬁi S=0E _d]:ﬁi: =
1 E—— |
= 2
2 | | legiem | (Cille=| B
2 iz
- La. =
= Layout 7 -
° TR B e = =
= =
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o TN H HS -3 AC Fersed o anffer € S TR I WE & TR IR e @
caRd ®7 & @M el AT 3eTATT St §1 TE I dcelel & T, Chart styles group &
ST TCBd F TIT HL|

CHART TOOLS L22 Screens - Excel
PAGE LAYOUT FORMULAS DATA REVIEW VIEW DESIGM FORMAT

I
i

Chart Styles
f
C D E F G .
| 5000 B 2010 B 2011 ~ 8 Select a style or click the
0 49235  $16326  $10,017  $26134 drop-dr:vourg asr';?; to see
0 82,262 $48,640 $49,985 $73,428
€121 200 ¢70 72 ¢71 nna éQ1 A7A

ma@ﬁﬁ?ﬁawﬁmmmmﬁmwéﬂwmaﬂﬁvm&wﬁa
fehe geoT & o 3TN X Tha

Book Sales 2008-2012 E

$140,000
$120,000

$100,000

u Classics

Mystery Chart
formatting

$80,000

460,000 m Romance

shortcuts

= Sci-Fi & Fantasy

$40,000
= Young Adult
$20,000 I I I
1 I 1l

2008 2010 2011 2012

Ly

TATH THFAA 2013 H 32T YR (Data Types in MS Excel 2013)

ST 3T IS 75 BISA S &, dl ahAe F T3 a7 THT YhR & gld &1 ST 37 IJg & & 5«
3T I AT AT STeld g, AN TFAel Ig AT ol 1 TAH Xl § & 39 v o &1 earee
gol T TTEd & S| — Text, Number, Currency, Date, Time Scafe|

B2 ~ I 0.8
Calibri  ~ |11 A A s B
4 A 2 |SSSE — cen e g Lo om
il B I = dv- A -0 -5 M
2 | I o.sl
3 2 Cut
= | Em Copy
2 %, Paste Options:
6 | <
7 A
8 | Paste Special...
EN Insert...
10— Delete...
e
12 | A o
13 Filter 3
11 Sort »
i ¥ Insert Comment
16
17| Eormat Cells...
18 Pick From Drop-down List... N
19
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Rl e ghdllc H F$ YHR & 3T X ST Tohd ¢ dhellc & Rl o 7 Fdr v yaR &1
3T T & AT g 39 AT & 9 3T TR e AR S Rg & @t & fav wide aar gzar §
Tal & Bidc FA T Tgal S1ET BT A S T THST AT 3TATF g

e J{IH YA 3T 3T Cell F Bolge Y fFTH 39T Data type SEolalT I8 8|

e 3& a1 cell W Right click Y| Drop down menu & Format cells option T Tl |

e Format cells SIIT S8 @S &3M 31 31T it Y Format Seoi=TT dT8d & 39 9 T HY
TS H IRE YHN & SICT ST Bl ¢l Afdhel 3o § FS 31T <159 &1 s Agcaqor § v 7
ALY fAeATai@d srer esy 39T # a1 Sid § S foe gl

General
9 3¢T T8T &7 FAT T3 YR & STel & TR el & foiv fRAT ST §1 I§ U PIOHA STl 8T
TS — Ato Z 38T, 0 to 9 R, Reg, fetrh, @aer 3 |

| 1/1/15 12:00 PMII
~
Format Cells M
Number | Alignment | Font | Border | Fil | Protection
Category:
o] sampte ¥
Mumber | 42005.5
Currency
Accounting General format cells have no specific number format.
Date
Time
Percentage
Fraction
Scientific
Text
Special
Custam

[ OK i [ Cancel ]

Text
CFEC TFHA H THATT 3T YhR & oif Bhlec & & 3YTsH 8IdT &1 ST 3T 8T Hl YANT aee o
FFEfAd Bide # deaa & o fFar srar § 3@ f0dy o J€r 1 ST dhdar g

Number
Y 3T TISY T YINT Fdel 37T (0T 9 dh), SAFAT & I A VT I & o0 Far srar &1 s

YR & ST # qUileh ( integers), 31T (fractions), TfelereT (percentages), HaT (currency), 3R 3 TR &
3RS AT &1 AT ghelicd F I T 3 3T YR 2

Format Cells L®| = |

Mumber | alignment | Font | Border | Fil | Protection |

Category:

|General .| Sample
rrrrr 250

D. Decimal places: | 0 =

[7] Use 1000 Separator ()

Fraction Negative numbers:

Number is used for general display of numbers. Currency and Accounting offer specialized
formatting for monetary value.

Currency
3 3T TISY T T H! H FIATST BIHC Fl dgelel o [T fhdT ST § STH FAT & 3 Td
FET RAeg F AT HET 8T &1 S — Rs. 15,000, $500, Rs. 1500.00, Rs. 15000
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Date

39 3CT TIST &l JANT 3¢ ¥ FeaTdd BIHC I dcoled o [T fHAT ST § 38H 3¢ &
AeieFe AT 81T &1 S — dd/mm/yyyy, mm/dd/yyyy, yyyy/dd/mm, 23-July-2016, 23 july.

Time

Format Cells

Mumber Alignment

Categorny:
General
Mumber

Accounting
Date

Time
Percentage
Fraction
Scientific
Text

Special
Custom

Fant Border Fill Protection

Sample

50.80

Decimal places: |2
Symbol: | S

Megative numbers:

51,232.1
(51,234.10)
(51,234,190}

Currency formats are used for general monetary values. Use Accounting formats to align decimal

points in a column,

Cancel

Format Cells

? =
Mumber | Alignment  Font  Border Fill Protection
Categony:
General sample
Number Thursday, June 23, 2016
Currency
Accountin Type:
EE*. ~3/14/2012 ~
Time 1 e
Percentage nesday. March 14, 2012
Fraction ,
Scientific A
;:‘:{ial 14-Mar
Mar- v

e em 14-Mar-12

Locale location}:

English [United States] ~

Date formats display date and time serial numbers as date values.
an asterisk (%} respond to changes in regional date and time settings that are specified for the
operating system. Formats without an asterisk are not affected by operating system settings.

Date formats that begin with

Cancel

Bl @l

S 3CT TIST &l T TeH U JFaTAd BIHC Pl dcoled & ToIT [HAT ST § 3THA c8H & WIoHT &l

Helge T BT ©l

Format Cells

Alignment

Category:

General
Mumber
Currency
Accounting
Date
Percentage
Fraction
Scientific
Text
Special
Custom

7 =
Fant Border Fill Protection
Sample
800
Type:
*1:30:55 PM ~
»
Locale (location):
English {United States) -

Time formats display date and time serial numbers as date values. Time formats that begin with
an asterisk (*} respond to changes in regional date and time settings that are specified for the
operating system. Formats without an asterisk are not affected by aperating system ssttings.

Cancel




Percentage
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3 3T TISY &1 YA Percentage § TFETAT HidHe &l Sl & [oT FaAT STar & 38 gerded &
37eRT I SﬂﬂfaﬂF{TE’lﬂT_%"l SgH Percentage RIeg 31T B

Format Celis |. 7

2

| a

number | abgrment | Font | serder | e | erotecton |
Categary:

Gereral « | Samplk

Mumber
Currency R
Accountng Decimal places: iZ
Date |
Tme

Fraction

Sdentfic

Text

Special

Custom

Percentage formats multinly the cell vaue by 100 and displays the resut with a percent symbal.

Scientific

3H 3T TRT H AR YR & 3MeT A TR AT SATar §1 SHH SAAGT & 3PN Sl AT HLeT gidT g

Special

3 3T TSY T Tl fAAT YhR & 3MET Fl TR del & v fohar Srar g1 FT 15 v vl da%

3fe & TR fFar Srar g

Accounting

3 3T TSY T YATHIEC T I 31eT T TER FA & v fham J1ar &1 5@ e

Format Cells ? X
Mumber  Alignment Font Border Fill Protection
Category:
General Sample
Currency (987) 779-1977
Accounting Type:
.IEEEE Zip Code
me Zip Code +4
Percentage
Fracten. Sodial Security Number
Text
Custom
Locale (location):
English (U.5.) b

Special formats are useful for tracking list and database values.

e

HI YT AT GIcTT & Ud HET o7 e Fofell TSl g

Custom

$H 3T TS A IALTHAT & AR 31T & YR H W F Tl

Format Cells

4 x
Number Alignment Font Border Fin Frotection
Category .
General Sample
Number
Currency
| Accounting Type:
Date
Time (S-en-USjd-mmm-yy; &
Percentage General ~
| Fraction o
Sclentffic 0.00
Text pper
| Spacial - ®n0.00
CE— | | o b 500y
‘.““o_xmt{ﬂl“_‘-‘a’
® 880,00 ); |# «=s0.00)
= =220,00_);|Reg)(®, #=0.00
$=#%0):15%,5=0)
Se w40 ) Red) (55, #80) v

Type the number format code, UsINg ane of the extsting codes as a starting point.

Camce

& 3T
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TATH TFAd 2013 H AT & WY FHH ST (Working with Cell in MS Excel 2013)

S T 3T Excel & TTY FH I &, dr 31T fRdT 8 information IT content T Cells & eI A g| Tl
aefic & e building blocks §1 Excel 7 SeT &t 10t faversor 3R gaffyd axet & faw 3nuer aa

3R qa e T AT aTd W@t g

Understanding cells(@« & $& FAs))

gcdeh aehefic Rl HAAHRT Sl & gl &, e Cell &gl ST §1 Teh ¥l T Row 3R T
Column & fAE®T &t gdr &1 Columns FT 78R (A, B, C) EaRT IgdT=T ST &, STafeh Rows T TE&AT3T

(1,2, 3) GaRT YgaT=AT AT g
Ho -

HOME E LAYOUT FORMULAS

c8 - ‘ﬁ:
A B C D E F

| :u——ﬂ

YRS AT T 39T H AT A Udl- 38& Column 3R Row 9T 3TemRd @1ar &1 37 3T &, wafad
JT Column C 3R Row 5 WX &, 3ATIT Il T 9aT C5 81 Tl HI IdT AH sSigd 7 @S ¢ gl
H 7

kummnmmn—n

Y] Cell address appears
in Name box

e

7

Y T & TAT A F$ Aol & TIA FX Thd gl Cells HT Th FHg T IoT ( Cell range) & & H
ST ST §1 Ueh Il 9o (Cell address) & FoT3, 3T AT {7 (Cell range) 7 gger 3R 3ifa# Cells& aa
ga (Cell address) T 39INET &eh Teh Tl Yof ( Cell range) T 3oold H HHd g , AT Ploled GART e
frar arar 81 3ameor & fow, Cell AL A2, A3, A4, 3R A5 efAe T dd I &1 AL A5 & &9 H ferar
STt |
A &1 IS images #, & 3TeT-37e9T T ATORT TAfAT &

o WU I ALA8
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D@ = o R WM e
O =l N ohs WK e

o ¥o IF Al: B8
Ife 3maehr TUsefic & Column 3&RT & ST TEATHT & TTT ofdel T T §, dT 3MIer Excel & forw
f3Wiee reference style T Seole ST TTTHAT BIIfT|

How to Select a Cell (¥« &T T FI )
HoT e Fl input AT edit FIA & TIT, TP Tgol A BT TUT el T TIIHAT g9
. T T & T U A W e H
o TIfAT T & IART IR TH border f&@E oM, 3R Column heading 31k Row heading & gi8eTse
fRaT JTTeT| A A9 de AT WM S a& o 3T genefic &7 T 39T cell R Feeh o Al

B3 -

1
2

3 | [ ]
1
3T 39 FIES GT Arrow keys FT 3TINET I o o T TIT I Thd &l
How to Select a cell Range(de IsT HT TIA Fd )
afl-aefl ITUh! Cells ST Teh &7 FHE AT Aol ToT I [foleFe el T HTEIHAT Bl &
o 39 A3 ¥ Fosh A 3R ABH F qIT §U 98 o9 WA STl o T Cells T el diar
AR & 3T HT & #ASH P o1 Cells 5I$(>;I$C G RGELE
o 9 do 31T genelic A fRET 3T cell R Fareh €T R € a9 & Cell highlight 33|

Al -

7, I R TR S
L4

Cell Content(®eT &e< )
wisefic 7 9% aRT gof & S atell &g 3T STy Aol 7 HIEIT T SITUelT| Jeddh Tl 7 Text,
Formatting, Functions 3iR Formula @fgd faffiead 9o & &ee enter W THhd gl
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o Text :Cells H cae, o1& 18RI, IEamsit 3R fafdar & aedr 81

A B C

1 |Date Sales Percentage of Total
2 |5/6/2013 65 0.71

3 |5/7/2013 78 0.78

4 |5/8/2013 112 0.86

5 |5/9/2013 34 0.28

6 5/10/2013 99 0.49

7 |5/11/2013 189 0.65

8 5/12/2013 120 0.57

9

e Formatting attributes

Cells F Formatting attributes &Y A AT ST Thar § S 316RT, FEam3tt 3R At & yefa ==
& % F geod &1 3eEI0T & AT, gfaerd 0.15a115% & §9 H @ & ¥ahd &1 3T T dAeT &1
dearr3s @1 Y 9o Tha

) Percentage of Total

2 Monday, May 06, 2013 5 65.00 71%
e Tuesday, May 07, 2013 5 78.00 7854
4 | Wednesday, May 08, 2013 5112.00 Ba%
5 Thursday, May 09, 2013 5 54.00 28%
& Friday, May 10, 2013 5 99.00 49%
7 Saturday, May 11, 2013 5 189.00 6554
g Sunday, May 12, 2013 5 120.00 57%,
2

e Formulas and functions

Cells & Formulas and functions &I i fFaAT ST Tehdr § ST AT HATAT T IVEAT Hd &1 FAN 3ETEI0T
#, SUM (B2 : B8) @el IaT B2 : B8 # wcdeh Al &l AT Sisar & 31T total ¥l BI 7 wefRia sear &1

2] | i fe | =SUM[B2:EB)
A B C
Date Sales Percentage of Total

1

20 Monday, May 06,2013 $ 60 71%
3 Tuesday, May 07, 2013 S 78.00 78%
4 | Wednesday, May 08,2013 $ 1200 36%
5 Thursday, May 09, 2013 5 54,00 28%
6] | Friday, May 10,2013 5 %s00 43%
7 Saturday, May 11, 2013 5 189.00 65%
8 | Sunday, May12,2013_$ 12000 000 57%
9 ]Weekleales | 5 717.00 | J

How to Insert Conte'nt
o 38 o & AT TH JoT W fFesh H|
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[ G

2

o TIMAT T A S BT Y, R I HEIS W TeX gaTv| shee Aol 3R Formula bar H s
&I 39 WiHel d) H &He & input 3N edit T F Fehvet &

I First

Content appears in
cell and formula bar

How to Delete Cell Content(¥ef & #ee HI ¥ fBelic )
o 3 Hc & Y VT H TIA F Y 31T ger=T ded &

A B C
1
2 |First Mame Middle Mame Last Name
3 |Heidi |Lauren gE .lLEE

4 losie Marie Gates
5 |\Wendy Anne Crocker
o |Loretta Susan Johnson

A B C
1
2 |First Mame Middle Name Last Mame

3 |Heidi | |Lee
| |

4 |losie Marie Gates
5 'Wendy Anne Crocker
& |Loretta Susan Johnson

e 3TUaY IS UT Delete AT Backspace key GaTT| TS T e e SITAI|
3T T F 31MAF Cells T Fee I gt & faT 3797 HES W Delete key FT 3YANT X Hohd

&1 Backspace key Uh THT H shad Tk Aol I geTdT 3
How to Delete Cells(@e #T F& germ)

AT & e &l gele 3N Aol AT e & AT Ueh Ageaqul Ha¥ gl I 39 @ Al &I gerd §,
sg% A &Y Cell geT & STwaft 3R gerw v A F gfaewfa FT &l

o 33U A & TS Y Y AT g aga Bl

A B C

¥

1

2 |First Name Middle Name Last Name
3 |Heidi Joy Lee

4 |Josie Marie Gates

5 'Wendy Anne Crocker
6 |Loretta Susan Johnson

A & IS Cell SgoT AW

g7 9T Home tab & Delete command &T TaeT Y|

. ':Sx E=2h 2 AutoSum v AY
B EI % Fill - -

Insert Delete”Format Sort &
- - - £ Clear~ Filter =
Cells Editing
Delete Cells

Delete cells, rows, columns, or
o sheets from your workbook,

F¥I: To delete multiple rows or
columns at a time, select multiple
rows or columns in the sheet, and
click Delete.
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A B C
1 |First Name Middle Mame Last Name
2 |Heidi loy Lee
3 |losie Marie Gates
4 |Wendy Anne Crocker
5 |Loretta Susan Johnson

How to Copy and Paste Cell Content(¥er FTHY &dt 3R 9¥e FI )
TS 3T 39 Tsefe & ugar ¥ of &7 91$ dhee 1 YfAfafd el 3R 37 Hée F 3T Cells
# Paste el T AT o AT &, ST 39T FAT R T Sl T Hehell B

e 3T AT F IIT HY fS® 3T Copy FIT a8 &l
D E
Friday, March 01, 2013 Friday, March 08, 2013
P |
| |

Home Tab WX f&ad Copy command WX TFeleh &Y, AT 39l dhials W Ctrl + C gaT0 |

FILE HOME IMSERT PAGE LAYOUT 5 £
alls
d6 Cut Calibri -1 Friday, March 01, 2013 Friday, March 08, 2013
ER Copy - :x oo I
Paste L&a B I U - i« B T
- ~ Formit Painter - -
Clipboard T Font
D2 Copy (Ctrl+C) «
Put a copy of the selection on the F
Clipboard so you can paste it Copied cell destination
1 somewhere else,
1 |Fir
o 3 U H TIA HY ST8T 31T FHee Paste FIAT AR gl PrdT T 75 Cells H 3 3oToh IRT 3R
T dashed ST fe@ms &am|

e 3U% d1¢ Home Tab W Paste command WX fFeleh &Y AT YA dhiais W Cirl + V o |
FILE HOME INSERT PAGE LAYOUT

e
EBE}E) Cut Calibri -ln
R Copy -
Paste - | B
- ¥ Format Painter B I U -
Clipboard Fa Font
Paste (Ctri+V) £

Add content on the Clipboard to
your document,

1 |FirstName LastName Email

o @ec TIfAd Cells 7 paste g S|
D E

Friday, March 01, 2013 Friday, March 08, 2013

1

X X
!— —————————————— ! ]
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How to Cut and Paste Cell Content(del #ee HI Hh¥d &e 3 dre )
39 Copy 3iX Paste ¥l & faudid, Ry Cell & &de T cut T paste I Fehd g 3R Cells & =T
HeT P TAGATART HX Tehe 81

o 3 U & TIA HY I 31T Cut FAT I8 &l

D E FILE HOME IMNSERT PAGE LAYOUT
. . o
Friday, March 01, 2013 Friday, March 08, 2013 & % L) Calibri .
Em Copy -
X X Paste B I U - -
- * Format Painter -
X Clipboard M Font
X £ Cut (Ctrl+X) L
d} Remowe the selection and put it on

X H the Clipboard so you can paste it

— somewhere else,
1 |Fir

e Home Tab WX Cut FHATE W fFeleh Y AT 37U dhidls W Ctrl + X 91T
o 3 Cells ST IIT L @7 3T Hec Paste AT d8d &1 Cut Cells H 319 3% IR 3T Teh

dashed STere fG@Ts &am|
D E
Friday, March 01, 2013 Friday, March 08, 2013 FILE HOME INSERT PAGE LAYOUT
X ol
Ehgs’ Cut Calibri -l
i Copy
Paste - | o,
- ¥ Format Painter Iy -
Clipboard Ta Font
Paste (Cirl+V) £
Add content on the Clipboard to
destination your document.

1 |FirstName  Last Name Email
e 3% d1¢ Home Tab W Paste HHAE W TFeleh HY AT 3T s W Cirl + V G|

o Cutshec Hel Cells ¥ ger faar Smdem 3R wafd Cells & Paste g1 STwam|
D E
Friday, March 01, 2013 Friday, March 08, 2013
X X

X
X
X

How to Access more Paste options(d4¥e affieet faseq &1 galor F3 =)

319 additional paste options ceh 8 Tg< Wehdl &, ST formulas IT formatting aTel’ Cells & AT 1A HIA
T fady &0 @ glaursws gid §1 310 Paste Fhodl d& ugeel & fAT, Paste #Ais W Py gio-
33 dR W e |
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H <- | =
FILE HOME IMNSERT PAGE LAY OL D E F
alie Friday, March 01, 2017 —— - -
[ % Cut Calibri - Calibi (11 ~| A" A" % - 9% 9
Ez Copy -
Paste - | onmz B I =&~ MR I
= %" Format Painter B I u i | A *
Paste F] Font
R 7
ool = By Copy
o i i 1}-}' B Copy
ad o, .
= &P Keep Source Formatting (K P ry Paste Options:

o o

=4 =

Paste Values
o il ‘:4
e

123 123 123
Oither Paste Options

-l
Paste Special...

HoOox X K X M XK XK X XK X

ﬁ‘ o, o, i Insert..

e oy

= Lo sl Delete...
Paste Special... x Clear Contents

R & HATS Tolel & FoN1Y, 3T Uge-Theleh HTh HATS H Sledl T TFAH H Tohd &1 99 38 AT

& ThT Y T 39 Format H&AT T8 &, T ABH W Use-fFeleh Y| T 3M9-813+ Asf fe@rs 2am,

SIgT 39 Read W ua &5 A HeT|

How to Drag and Drop Cells(¥er ®1 & 3 3ilx 319 ¥ )

Cut, Copy T Paste & TSI, 3T 3TeiT e Pl TARIRT FlaA d T Cells F drag 3R drop off T

ghd gl

o 3T TA F IIA I HH 3T move FAT I8 &1

o HB3H & TAAT Ao &I border W FAY S Teh b HET Fhe R F IR RN & ATY Th Hrel
P # gRafda 1 g S|

F G F G
Friday, March 1, 2013 Friday, March 8, 2013 Friday, March 1, 2013 Friday, March 8, 2013
X bt
x : r\
X X
X oy . ¥ 1
X b X FaFs |
X X

o TIfST TATH WX Cells FT Folsh Y, garv 3R G|
o HR3H & BIS &, 3R Tafad TUT & Cells #r dropped F ez Smwam|
F G
Friday, March 1, 2013 Friday, March 8, 2013

oM M M | X

What is Cell Formatting in MS Excel 2013(THTH TFdel 2013 & dor WiHfer a1 § )
Tl AT e T & Formatting T 3TANT FA &, ST 9gd ARY STAhRT & AT Teheeh N TGt o
qgd HRES T §1 HA Formatting I Thgeh & FIET 3R I HT Iefhfold F Fahell 8,
S 39 N & 9gd Feahd § 3R THST Tehd 81 3T Fehgeh A YA fhU ST @ 3T A T
o ST A Fehd 8, S FfaRId (%), T ($) 3T
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wiee $¥ Tga (How to Change the Font)

fShice &7 @, Ucdeh 7S dehdeh T Wlec Shidigar (Calibri) TR FT gIAT &1 glelifeh, Tl H3 3T
HlecH YeTel T § ToledehT 3TN 3T 37TeT Tl T hl FECHSS el & [olT T Tohd &1
f&T 1T 3EEROT H, g7 AU title cell T 37T ThMT H 3Tl Flel H TeAAT & ToIU TTHAT HT|
o 3T A F TIT F A 3T FART FeT e E

A B
1 |Wehinar Training Log I:"}i_
2 |Email Address Last Mame
o Home Tab ™ T Font HATS & FaTel # AT U813 N W TFereh | Font ST9-313+ A
fe@rs gam|
o TS Font & I Y| AT Biec &I olsd Jalacliehsl o [G@S SIM ST T 3elar-3707T
faehedl O AT3E #T GATUIT| AR 3T6X0T A, 84 Georgia font T TeT T |
G Wl |k < ==E A a
Egy -
‘. {} Garamond
Clipboard T 0 s e
{} Bero
Al (' GEoManCY
} Georgia
T Ceostar'Fill s .
O Gestica Three 1 Webmar Tramimng Log
1 |Webinar } @Faaguegfa
2 |Email Add € Sigi ]
2 Emat ‘ 2 |Email Address Last Name

3 |heidi.leeg (F Gill Sans MT
o Text T Blec H T&el ST

Blee 3P HA d&a (How to Change the Font Size)
o 33U A H TIT Y O T TMNAT AT a8 gl

I'_;f.;" Georgia 15 = Y
A B _l;_E: - B I U - [ 3 - B -
Zlipboard = Font 10 =
11
i i - 12 W o
A 14
16 I}
1 |Webinar Training Log o .
. 1 | Webinar Training ==z
2 |Email Address Last Name S P 2a La
e Home Tab9X &I Font size HATS & 91T & AT 319- 33 AR W Feer Y| Font size 3r9-
313+ A fawrs gam
o Tifdd Fontsize T TJF H| AT Font size HT o3d Jddeilche GWS I FAifh 3T 37eTT-31eTeT
fashedt T ABH F AT §1 GAR 3ETEIT H, §H text F I9T T & [T 16 1 AhT FHE|
A B

1 |Webinar Training Log <

2 |Email Address Last Name
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o text IITAT Wiee IHR H Scol ST
AE:- 3T BV HT HTHR dcolel & T FHEea font size type T Thd & 3R Increase font size 3R
Decrease font size T JA9T 3 T Fohd gl

"D EE ) Calibri

Past
aste B I

-

= Wrap Text

Merge & Center

Entering a Increase and Decrease
custom font size Font Size commands
H
1]
Biee WM $F g (How to Change the Font Color)
o 3 U & TIA I I 3T FTT AT I8 &l
A B
1 [Webinar Training Log < |
2 Email Address Last Name
e Home Tab 9X & Font color H#TS & &l H U 319-83A AR W faFereh &1 color A+ fewms
gl
o @ifdd Font color T T &Y| AT Font color T Ueh olsd Yaldailehel fG@rs &M Fifeh 319
fafdes faehedl o A3 HT AT &1 §AR 3STEI0T A, §H green HT =TI HLIT|
E‘x’ |Ge0rgia 'llﬁ '|A‘ N === % |
Ry -
Paste. & B I U~ H- @m@ggg &= |
Clipboard & Font Automatic
Theme Colors
Al N 2l m ammmmmEm
A

Webinar Training Log | Standard Colors

Email Address L - Li[,g. 11
Recent Colors

heidi.lee@vestainsurance.com Green

josie.gates@vestainsurance.com
wendy.crocker@vestainsurance.com

text TITAT Wlee T @1 &l SATTIT|

g.f More Colors...

[ I e W R N N

A E

1 |Webinar Training Log
2 |Email Address Last Mame

Five: ~3ifaRera o7 et @ GEI & T A & A More color T
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?
Colors g

Colors: Cancel

e e

Current

dies, sefaw 3 3sTaTST FATS FT 3TAT FA FI (How to use the Bold, Italic, and

Underline commands)
o 33U A H TIT Y O T FANAT AT e Ll

A B _
b Cut Georgia -8 A A ==
E‘@ Copy - o L
¥ Format Painter B[:EI u- - O A- ===
- » P Clipboard [ Font IF]
1 |Webinar Training Log Bold (CHr1-B)
. oz
2 |Email Address Last Name R Make your text bold. )
B L

e Home Tab 9 YT ses (B), scIfeid (1), AT 38 (U) S TR T HT| AR 36807 H,
gH Tafad ¥ dies X 4Nl
o T style CFEC W o[E] T ST

1 |Webinar Training Log
2 Email Address Last Name

m:-mmﬁﬁmmﬁasﬁvmmwCtr|+BaaTW%,tra:31§Tang;ram]\mﬁ
& fow sefaea o) & & AT Crl + 13 Crl + U 8 gaT #ahd B

Text alignment (CFEC TATSAHC)

fewice 7 &, 3M9sh adlic & g FIs M Taee A & g 90 3R @ &ar § Jefe #is o
FE&T A X A W dg aird-are 3R fE@g &ar §1 39T el e & TedlRGH Dl dgeled & 3T
Ig gl Tehd ¢ T e fhall o Ao & 5@ vef¥d g gl

gifasr are W@or FA Fe (How to Change Horizontal Text Alignment)

A QU 9T gAR 3eTEOT H, §H U title cell F TXWOT H 3R AT Gifeler ofh ool & fow
N HET AR 38 AT FRTFH § AT HET|

o 3T AT F TIT H AW 3T FART e amed g
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’E”' - E_!-' Wrap Text

3= [&= Merge & Center -

Alignment a

Center

3|Webinar TrainingLog % |

4 Emailﬁddress Last Name Center your content.

=] T ||
 Home Tab W & dIsT Horizontal alignment commands & & el Teh &1 Joi| AR 3aTe0T H, g4
Center alignment &T T HLAT|
o textcenter ¥ fe@S ¢ @M

“
—
]

m

3 Webinar Training Log

gféder e @I FF Tga (How to Change Vertical Text Alignment)
o 33U A H TIT Y O T FANAT AT a8 Ll

3 Webinar Training Log «
| |
4 |Email Address Last Name

 Home Tab WX T&dd &= Vertical alignment commands & & Tl T &1 Ioi| AR 3601 &, 684
Middle alignment T TIeT |

[

L % Wrap Text

|
11|
1
i
#

€= 3= MergE&Center -

Alignment P

Middle Align

Align text so that it is centered
E between the top and bottom of the
1 cell.

;Log

o text Middle 7 fe@ms &= or@am|

Webinar Training Log

4 |Email Address Last Mame
aAte:- 39 fordll 8 Aol 9T Sdad (Horizontal) 3R &ifdisT (Vertical) alignment §fETd St o] X Hehcl
gl
HE&AT IR F4T &2 (What are number formats?)
TR # Had ATl 3Tl H & Th  Text 3R Numbers & v fafise  formatting @Te] et
AT &1 FeN Aol WA HT 3AT TG TR A&l o o, 39 fe=ieh, T, qerdera, Fiaid (%), Hal
($),3ﬂ¢a§?r§m$rﬁuﬁaﬁaaﬂﬁa‘»%m formatting ST 39IRT & Tohd ol a8 i 3T TsAMT



1PGDCA2- PC PACKAGES

& | HH HT I Bl &, dAl 3T 39T 3T & fT IUFFA  number formats &1 STATT AT ISl gl
number formats 3TT9ehr TWSME ST FdTd & foh 3T T YR FT 37 39IRT X W} &, o gfara (%),
e ($), e, fardr, anfe|
TEAT YRAAT T 3YIRT FAT FI? (Why use number formats?)
number formats &hdel 39T TIsefe Y Yo H T A8l Selld Sfedh 3UAT Hlad & o 3T Fa1d
€1 ST 319 Hg number formats SR F §, Al 3T 39+l TsMe 1 a1 W@ & 6 AT 7 vy vR &
AT TIET P S §1 3o & faw |, RAle Format Tsefie & garar § & 3ma fafdse Seist
ARl &oT a2 @ &1 I TSN &l 39 e &l Tl G31 § HAS AT &l & , S Ig
AT el H HGRIAT Y Fehell & o 3T ST FHIT Igell & 3R 3Maeh AT T I HEr &1
T &7 AT g1 Ffe g R [3ftse gwar  Format & 39T @ T 3TaTSAT 6T § , dF Tse
HAAR 9T f8wiec & & General Number Format ofT3] &aiT| gTefifeh , General Format 39 3T # F&
BIC Formatting IRaclel o] &Y Hehell B
TEAT TTRAUT HF BN #Y (How to apply Number Formatting)
AR 3CTE0T H, §H T&aTiehl I UGTId el & dlleh ol T el & oIt &5 Ted & folT  Number
Format Scof &ar|

o 3 Cells & TIT F S 3T FAMRIT T a6 B

3/1/2013 3/8/2013 3/15/2013 3/22/2013 3;29;20131
X X
e Home Tab X Number Format HHE & Tl H TIT 3I-3131 X I [Folh | Number Format

319-313e7 e fe@rs e

"D E_E _ Calibri 11 A A E == =3 General -
Paste B I U-|H. MH.p.- ===32=3= BH- ¢ -9 » <220
Clipboard = Font ] Alignment M MNumber ]
Al = I 21
A B C D E F G H 1

1 21

2 33

3 16

4 29

5 15

o Tifdd formatting AFed & TIT Y| AR 3ETEL0T H, §F formatting ST Long Date. F seeT S|

—'-.,.c[ =1
IrTe«>e-i.- == IP"T_I
R €S e a1
=S e s e cific Fforrmeeat -
1 = Pdina rwre B
B = P e T
EE_EEE [ R ————
—— = S94F == O

N e e e R e
S =800
S et Dot
= W RS e e

Ly E et e
Frictas., Polarckh o1, ﬁ1g
= == W

e I B D B T SR L

,q—; e e g e
- ==

el e L T I T T

i F e i
; /’,2 T =
=7 = T T
| K 8] AL T E
o W BoASeES
T

Petvsess Pluarrsbrer Foaorrrrats., ..
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=T Cell @S new formatting style 7 SgeT ST F&  Number Formats & o, 3T JefRid gl arel
EHAT TATAT ST AT Hl d&odel & T Increase Decimal 3 Decrease Decimal T 39T T T &1
aAte:- 39 IS cell T =TT 8 T Tehdd & 3R more number -Formatting fashedl T Tgael & forw
397 HIEIS I Ctrl + 1 aT Fohd gl

Percentage formats (9faerd ®i#<)

HEE 39ARET Number Formats 3 & Teh SiaRrd (%) Format 81 Ig Hedl I Sfaerd & &7 7 Y&l
AT &, 5 F 20% TT 55%|

I':#\ Calibri 1 AN E= = - %Wrap'l’ext |Percentage v|
Paste % ’ B I U~ [« &v A === &= EMerge&Center LR JEI A T
Clipboard Font [F] Alignment [F] Number [F]
Bl A Fe 15%
A B C D E
1 15%

foshr &3 a1 foq &t omerd ST DSt T 0T IR FAY Ig TAAY FT F GE¥IH @IT gl ST 3T
reT T®ar & a1g ufaerd ”Rea (%) T8 &d &, dr Ifard &A1 Format Taaifold §9 & 39 dd W
o] TR STTEaTT| SiET 7 39 10 a9t & I Y Fehed €, Teh TR 1 gedeld & &9 & ot foram
ST GehdT &1 a 15% 8T §1d 0.15 8, 7.5% 0.075 &, 20% 0.20 &, 55% 0.55 &, 3iX 38T gl & &3 I’ g
g 59 wfaerd Formats 39aei gram|

Date Formats(3€ wia<)

ST& 8 379 Dates & T HIH T 1§ &, @ 3T 15 5ff, 2018 TsMe T aa= & fIw  Date Format T
39T AT AgaT| Date Format Tl Teh ATFAATN HE o ATY hIH el T AT off T g
381E0T & AT, AfE 3mq fRe AT 7 e’ <3y X §, a TS A St areelt 6 39 v fafy
gol X I ¢ FAIfh 98 30 had Teh 3T caee FASEN 3TP I , o9 1T &5 fafd & g
g, ar 3muer 39 Tosie F FAS & v ve ST Format T 39ART SHTAT 8191, S month/day/year
(@ day/month/year)| I fRT T 3EEIOT & |, &7 6 STeTadl, 2018 & T 06/01/2018 ST 31| FARY
Tisefic a9 ol & v f&eieh &A1 Format Faaifeld &7 & ofE] gl

D E F

= %+ EfWapText Date -] 10/12/2014
= &35 EMerge@Center -~ $ - % G050 10/13/2014
Alignment Tu Number la 10/14/2014
10/15/2014
10/16/2014

D E F G
10/17/2014
10/12/2014 10/18/2014

3 o9 gAY fAfy TEr T & formatted §, A &9 3T 3T & TATY FS T-37c19T ool HT Thd &l
3ETEX0T & foIU, §H I & ATEIH & dri@l I IR 3@ & fAT  Fill handle &7 397197 X Jhd & ,
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3HfAT Y% Vol H T 3rerer oA fqwrs &ar & IfE Date Format Taanfard &9 & @ w7gT glar &, ar
saT 37T I ¢ 5 Tslic 39F ganr gof fFw 7w ser & §HST H Agr 3T a7

Other date formatting options
3= Date Format fdshedl deh dgeel & foIw, Number Format ST9-3T3+T #s] T TdeT &Y 3R More Number

Formats To¥ & aTORT 1 3TeRT-316T WefRid et & fed ¥, 3 fF wodE ¥ R a1 a¥ & o
e el Lo N—
= = =

tas
Paste B T U- H- H-A- = ABC General

-
w

23 No specific format yles

Clipboard = Font 5 Alignment ~ st
Number

—
N

A2 - £ | 2/3/2004 41673.00

]

Currency

A B c $41,673.00 L

s
!

Shipping Date Expected Arrival Date Accounting

541,673.00

Short Date

2 2/3/2014/ 2/10/2014 Py

Long Date
Monday, February 3, 2014

T

Time
12:00:00 AM

#

5 Percent tage
;O 4167300.00%
G 1 Fraction
/2 41673
7 2 Scientific
10 A417E+04
ABC Tt

41673

More Mumber Formats...

Is
Format Cells STIaleT Sfeq fw@rs 29| JgT &, 39T difdd Date Format fded T Tha £
rFDrmatCeIIs @g

MNumber |Nignment I Font I Border I Fill IPrctecﬁon |
Category:
General |  Sample
Number
Currency
Accountin Type:
EE* 4/900 -
Time
Percentage ?ﬂ.]l':dnesday, March 14, 2001 El
Fraction 3;14101
Scientific 03/14/01
Text 14-Mar
Spedial =
Custom 14-Mar-01
Locale {location):
Engish (U.S.) [~]

Date formats display date and time serial numbers as date values. Date formats that begin with an

asterigk (*) respond to changes in regional date and time settings that are spedfied for the
operating system. Formats without an asterisk are not affected by operating system settings.

Increase and Decrease Decimal(GRererd # gig AR F)

Increase Decimal 31X Decrease Decimal 3MT9ehl g 4TI ohiel &1 3TATT & € o dor #H fovcter
GIAET T G &1 &1 ¥ HAS A & AT FI A& dGald & ; 3T I, I 7o F GAHAAT
e 1 v AfRTd T & wefta g

Calibri -1 A A== B =3 Currency -
B I U- - oA EE=EE B 85-% 2 |68
Fant [ Alignment = Mumber [
~ I 19.95
F G H [ J K ¥

L
0.08  B800% | $19.951
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EAAAT Pl FH e ¥ 3T AT TATT W Il AT Y&Ad 81 |, Afehed AT H aredfas AT 3rsfr
o formula bar & weia grm|

Calibri -1 - A A === %- = | Curengy -
BIU- H- D-A-=S==EEHEH- $-%° {BH?%
Font M Alignment P MNumber P
- £ | 19.95
F G H | J K L M

0.08 800% | 520.0_|

#1e:- Increase/Decrease Decimal TS $&r Number Format & &A1Y &IH =gl $Xd &, ST Date 31X Function.
THTH TR 2013 H &iad d9is$ 3R 9fFd Fa$ FF aga (How to Change Column
Width and Row Height in MS Excel 2013)
fBthlce &9 &, Teh oI asher &I Tcde Row iR Column T & Fams R =isi$ W @< gar &1 vardel
3maeRt faffiee adiel & Column &1 @ts$ 3 Row dT Famg o1 @M et 1 3e7AfT &ar 8, Torwad
wrapping text 3R merging cells §1
Fiad A Fr FAMRAT FF FT (How to Modify Column Width)
A R 7T §AR 3eTeXT 7, Column A F 3MTH F& Hee T&Rd & W & 3N Fo veiRid e & @
€1 & Column A &#r T8 &I Sl 30 hec HI 6@ Tohd gl

e 3T S & Column heading & Column A8 X AT3H &HI of ST IH & ATIDI Teh HIA P

s9d R fe@rs am|

H18 - k H1g Width: 10.29 (77 pixels)
nod B C A C

1 |First Na Last Name 1 |First Na Last Name

2 |Amand: Ryan 2 |Amand: Ryan

3 Tricia Matthews 3 |Tricia Matthews

4 | Josefin: Woodard 4 |Josefini Woodard

3 3

3] &

e Column Tis$ se IT gel & AT AT & Foasd N, gav 3R i)

3T S & A F DI 83| Column F TlsS Fger & st

H18 - 2
s+ B C

1 First Mame Last Name

2 |Amanda Ryan

3 | Tricia Matthews

4 |losefina Woodard

]

5]

Are:- afe 3T fRdy e F 9138 Toha (pound signs) (#iHHH) 2@ &, A SHET Adad & & Column T
HT Pl YT A & v gaTeq AgT g1 F hee @ & fw s&@ Column Tis$ Serv|
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Hrad =i 3efhe FF FT (How to AutoFit Column Width)

HeIfthe FiauT Ul 379el shee S Taaiad §9 & e #a & faw Column &1 =lsis de it &r
At &t

e 3T S & Column heading & Column TSl UX AT3H HI of ST IH & ATIDI Teh I HEX
s R fe@rs ¢l

D1 - J Cell Phone

A B C D+ E F G
|Fir5tNamE Last Name Position(s) |Cell PhlStreetAddress

[

58]

Amanda Ryan Pitcher, Seci 513-558 8300 Round Table Drive

[*¥]

Tricia Matthews Catcher 808-55: 4721 Arron Smith Drive

4 |Josefina  Woodard Outfield 714-55:2152 Liberty Avenue
o HTRY ¥ sTd-[Falh | Fee e A F AT Column TisS Taanfod &7 & s & et

D1 - Je Cell Fhone
A B C D +« E F
1 |First Name Last Name Position(s) |Cell Phone _lStreetAddress
2 |Amanda  Ryan Pitcher, Seci513-555-4477 200 Round Table Drive
3 |Tricia Matthews Catcher B08-555-6397 4721 Arron Smith Drive

4 |Josefina  Woodard Outfield  714-353-4306 2152 Liberty Avenue
AlE:- 3T TF & FHAT H ds Column & fow igg 3ifeifthe off T Tohd §1 §8 3 Column T TI=T
A Seg 39 Hfhe T =gd §, Y Home Tab 9 YIFT S19-313 Ae] ¥ AutoFit Column TS T
T Y| Rowh faw & 58 fafr &1 3uier foRar S @ehar g
E:':' Insert — g
&Efi Delete Editing
=1 Format — -
Cell Size
T Row Height...
LSutoFit Row Height
Il Column Width...
AutoFit Colurmn Width I::?
Default Width...
Wisibilityr
9fFd Far$ 1 AT F ST (How to Modify Row Height)
e 3T S & Rowline W AT3H Fl of JAA 3H & TP Th hid HA 39T dR @S 9|
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Al - £ Bull Team Roster: Al h Je Bull Team Roster:
. e c D E
Height: 41.25 (55 pixels)
A B C D E |Bull Team Roster: Co-ed Softball 2013
1_1-_|.BU||TEBI"I'1 Roster: Co-ed Softhall 2013 - First Name Last Name Cell Phoni Street AdcPosition(
3y s T T T
2" |First Name  LastName Cell PhoniStreet AdPosition( 2 +
3 3

e Column TisI$ o=t IT Hel & T AT F [Folsh Y, garv 3R o)
o 3T S & A3H & OIS &I Row F FaT5 deal & SIual |

Al - J Bull Team Roster:

A B c D E

1 |Bull Team Roster: Co-ed Softball 2013
First Name  Last Name Cell PhoniStreet AdcPosition|

3
st gfFaal ar Tt A HF FAR™T FIT (How to Modify all Rows or Columns)
fFderd T & Rows 3R Columns T 3R Seolal & Folld, 3T Tsh & IHT H Tcd% Row 3R
Column &1 Fa1s 3R @i & TAMRAT & Tohd &1 I8 /Y 3mge 7= ghefic & g3+ Row 3R
Column & fIIT Tsh FATT R VT el HT AT Gl &1 GAR 3cTe0T H, §H Teh HAT Row F1S
feRa &
o THAMT H GAF Vol T ITA HA & TIT Bloell I & & Select All button T fFereh Y|

H14 - I

= : i -

[

1 |Bull Team Roster: Co-ed Softball 2013

2 |First Name Last Name Cell Phone Street Address

3 |Aamanda Ryamn 513-555-4477 300 Round Table Drive

4 | Tricia Matthews B08-555-6397 4721 Arron Smith Drive

5 |losefina Woodard 714-555-4506 2152 Liberty Avenue

& |Rodney Ross 310-555-8862 3503 Prospect Walley Road
7 |Leigh Dizomn B07-555-7816 1483 Frosty Lane

8 |Mark Grant 914-555-5592 1663 Taylor Street

2 | Mildred Persinger 601-555-0175 3329 Washington Avenue

e B & Row line W W dIfh The T FI o AT
e RowFdTS o AT Te & fav AT & Fas Y, garv ik di)

Al - Je Bull Team Roster: Co-ed Softbh

| A B C D

1 |Bull Team Roster: Co-ed Softball 2013

2 T L o Mame Cell Phone Street Address
Height: 33.75 (45 pixels)
Aamanaa [Hyan 513-555-4477 | 800 Round Table Drive

3 |Tricia Matthews B808-555-6397 (4721 Arron Smith Drive

4—I Josefina Woodard |714-555-4506 2152 Liberty Avenue

5 |Rodney Ross 310-555-8862 3503 Prospect Valley Road
Leigh Dizon 607-555-7816 1483 Frosty Lane

7 |Mark Grant 914-555-5592 1663 Taylor Street
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o gHMe & fIT 7S Row 318 & HISC gl W ASH H Bl &

Al v 5 Bull Team Roster: Co-ed Softh

A A B C D

1 |Bull Team Roster: Co-ed Softball 2013

2 |First Name  Last Name Cell Phone  Street Address

3 |Amanda Ryan 513-555-4477 800 Round Table Drive

4 |Tricia Matthews B808-555-6397 4721 Arron Smith Drive

5 |Josefina Woodard 714-555-4506 2152 Liberty Avenue

6 |Rodney Ross 310-555-8862 3503 Prospect Valley Road

THUH T 2013 7 BiHar F& qar¢ 3T Fuifea &Y (How to Create and Edit
Formula in MS Excel 2013)

TS H HIY ATl FIAUTT & & Toh ol 1 ITANT Fleh HCIIcHD SR T I Hkel
&THCT &1 holeheleX T e, Trlel SIS Hehell &, BET Hehall &, I[OT & Fehall &, R faenfoid & devar
T H 3T Tl FF (Formula) Sl & T Tel HeHT T 3TANT et & i fe@mdan

AT 3HTIET (Mathematical operators)

THAS AT & AT At SOt 1 39T wAr §, S AfdRed cow W@isd (+), "erd (<) & fAv uw
FHOT fesT, 3qom (+) & v e ariw |, faemere (/) & fow e 3mr woler | 3R uE e (1) mfedt F
forT)

Addition

Subtraction

Multiplication

Division

Exponents

TS & Ff Al Al SR TIE (=) @ U g wiRv| vEr safavy Fifn Cell # gF (Formula),
3R 3FF AT & N ¢, AT 396 T gl

d "t H AT (Understanding cell references)

39 Excel # #=g3Tel §9 & Tl FA (Formula) ST Tehd & (3&TGI0T & fIT, =2 + 297 = 5 * 5), 7ferprer
AT AT A ( Formula) ot & TIT  cell addresses T 39T | 3@ cell reference Fllel & & #H
ST ST &1 cell reference T 3Tl &l FiARET Ham 6 3M9sh FF ( Formula) AT Téh g &
Fifeh 3T AT T B & for@a & 9= Reference Cell & ATl &I SGol Hehd ol
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10

1%

1

: The formulain cell A3
I ENNYIR el rEfers to the value in cell
4 A1 plus the value in cell A2

A | B
1 10
2 5 The formula calculates and
displays the answer to the
: 15|§ equation A1 plus A2

A B
15 :
\ The formula automatically
5 recalculates when the value of

20 ‘__.,__— a referenced cell is changed

oo pry

cell reference & &TY IO TR T HATSAT Heh, 3T Excel 7 fafd¥est g & & g (Formula)
ST Hehd &1 FAT A Aof el 3N T w1 FhoA o AT 8 FWehaT &, S T S faw amw
3CTEX0T # 8

=A1+A2 Adds cells Al and A2

=C4-3 Subtracts 3 from cell C4

=E7/)4 Divides cell E7 by J4

=N10%*1.05 Multiplies cell N10 by 1.05

=R5"2 Finds the square of cell RS

BIAAT HF& qaT¢ (How to create a formula)
A f4T 1T AR 3GTEI0T H, §H Tl &N AVET Fel & AT Tk Wl HF (Formula) 3 el HeHT
YT |

o 3¥ U & TIA H fFEH A (Formula) R AR 3GTE0T H, §H Al B3 & ThA HIT|

B3 | Jx
A B C
1 [June Budget $1,200.00
2 [July Budget $1,500.00
3 |Total Budget W
4
5
o TN e TBY N (=)| €O & & Ig Cell 3R Formula bar a1 & & @S aar 1
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SUM - X K| =
A B * C D

1 |June Budget | $1,200.00

2 July Budget | $1,500.00

3 |Total Budget|= |

Formula will appear
B in both the cell and

the formula bar

8
o 3H A H cell address TBT H fHA 31T Bla{ell H gl HEAA HEGAT a8 5 AN 3GEL0T A
del Bl| HGfAd AT & IRT 3R T el J1AT G@s ol

SUM - > ~ I =B1
A B c
1 |June Budget 5$1,200.00
2 |July Budget 51,500.00
3 |Total Budget 51| I
A
5

o 39 7 IO 3HTIReX &1 3YART HIAT AR & 39 BT Y| TAR 3G1EI0T H, §A addition
sign (+) TBT HLIT|

o 3" Aol F cell address T3 Y oA 319 g (Formula) 7 GEY Hefdid & a8 & §AN
3CTEX0T & Tl B2| Hefdid Ao & IRT 3R U ot AT fem@rs &3

SUM M X  [f | =Bl4+B2 B3 v Je || =Bl+B2
A B C A B

1 [June Budget | 51,200.00 1 June Budget | $1,200.00

2 |July Budget $1,500.00 2 |July Budget 5$1,500.00

3 |Total Budget |=B1487| ] 3 |Total Budget | $2,700.00

4 4

5 5

o 379 HIEIS W T aT¢| A (Formula) T I0TAT T FT0al, 3R Fed T H waRia frar seem
uﬁmﬂg(Formula)wmﬁmeﬁmﬁma?ﬁvagﬁaﬁ% ,dl I8 AT & ST
UT35 Tohd (#HtH) F & F WS ¢ Thar &1 ST Adad & & Hiod Ao TR A IS wiey

& o gaieq w181 §1 O @l @ & v s9 Fla#d disg serv|
T HF& Furfga Y (How to edit a formula)

hefT-ahsll 3T HIS[er FF (Formula) I TRMET FAT =g Tehd &1 i QT 1T 3erexor &, gAaA 3719
A (Formula) 7 Te Telcd Vel UdT Gof T §, 3AAT 87 38 WEl o &1 3raeTshar gram|
o 38 gF (Formula) T =aeT X TS a8 g (Formula) § TS 39 Fufe (edit) = =g &

AR 3ST8I0T H, 7 T B3 FT I HdT|
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B3 - Je =B1-C2

A B C

1 |Budget Total $1,050.00
2 |Inventory Cost | $315.23
3 |Total Remaining 51,[}5[}.[}@}_

o A (Formula) T HUTE (edit) el & TIT FF (Formula) IR WX fFereh Y| 3T el & e g
(Formula) & &=t 3R Ui (edit) el & foIT AT F1 sda-TFasp 3t & Tha 1

B3 - £ | =m1c2 |
Formula Bar
C D

A B

Budget Total $1,050.00
Inventory Cost | $315.23

Total Remaining| $1,050.00 To edit a formula, double-click the
selected cell or click the formula bar

[= BN BN TV R OV I

o TRET 8 Reference cells & ART 3R teh AT fe@s &aft| AR 30T &, &7 Tl C2 & I Tl
B2 & Hefdd e & fow g (Formula) & q@X #19T 1 dger &el

SUM - X « k| =B1cy I

A B C D

1 |Budget Total _Sl,[}SD.DD
Inventory Cost | $315.23
Total Remaining|=B1-C2

B W

Ln

o SI¥ Y FATT F o, Al 39 FEIS W TeX gaIT AT Bl I H dhaAlh R Foash Al

SUM - * ﬁ f =3;_53| B3 M Je || =B1-B2
R

A c A B C

Enter

Budget Total $1,050.00
Inventory Cost | $315.23
Total Remaining|=B1-B2

—

Budget Total | $1,050.00
Inventory Cost | $315.23
Total Remaining| $734.77

L o

[T IR S PR

o FF (Formula) 39S¢ T STUam, 3R &7 A AT # YefRNd fhar S|

IS 39 39T AT deerid &, a6 39 39a Bleell & el ¥ Feod Al & qoe & AT 39a Hars
W Esc Fofl &aT Hehed &

T & @ofr @t &1 @ & fow, 3ma Cirl ol o Fehd & 3T (grave accent) EsT Hehd &1 grave
accent ol MHAR WX &S & FUA-AW A F TAT giell 81 39 AT £27 R q9F S & fow
Ctrl + T & &ar | Bl
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How to Use Cell Reference in MS Excel 2013(THTH TFae 2013 & Rafea Rewa &1
IYAIET FF W)
TS ol Teel frdl adeflic X AT a1 Vel 7 TF AWl HT Fafdd ol § AR 36 I 7 39T famaw
ST |ehdT § ofh Microsoft Office Excel 3s HIsll AT ST Hl G Hh foleg 3T 0T & A6 &1 MS
Excel 2013 # &I YR & JeT TGH ( Cell reference) §: relative 3iR absolute| ST& @TdT (copy) S8 SATT &
ar relative 31 absolute HG8T (Reference) 3eTel-37c19T SYAgR Xl ¢l S1d fohdll §F 1 fohdll 30 Cell 7
SIUT fRaT SITaT & dr |t Hest (- Reference) dcel STd &1 GEY oW , qoT He#T (absolute Reference)
&R & €, 308 HIg B o1 Usar fob 3eThT shidl (copy) SIS 18§l
What are Relative references?( Reifea Reyew Far §2)
Swiee ®T &, T TeT TG (Cell reference) TTIET TS (relative Reference) g1 &1 519 &g cells 7 ardr
oIS ST &, df & gfFaar 3R Taer S amer Rufa & 3muR X seadr §1 3o & fov |, afg sma
BIAAT = Al +BL @& GfFd 18 Ui 2H Hidl aXd &, I = A2 + B2 & S| 59 81 39! &5
iFadl a1 TAHT H TATA 0T GIglal I TaRTRAT &Il &1 d« ATIET TeeT ( relative Reference) faQy
9 O giaursiesh gid &
How to create and copy a formula using relative references(¥a # Refes Re=w Fa
a1 3R H1dr M)
fAFAffad 3emeRor &, g7 U FF ool IEd § Sl Tcdsh HIgCH HT HIAT H AET F I[OT H3M|
g% 9fFd & U T A1 FF a6 & ST, FH Al D2 H U HF &l Fahd @ AR R @ e
qfedal & HIdr F Hhdl 81 &H AUET HEHT ( relative Reference) ST 3TN 3l dlfeh BIHCT Tl
3MgeH & TIU TEN &I ¥ Pol UG HX Teh|

o 3T Ul F TTA H SHH gF 8 §AR 3EEI0T H, §H Fel D2 HT TG il

D2 e
A E c D E
1 Menu ltem Price Quantity Total
2 |Empanadas: Beef Picadillo $2.99 15 h
3 |Empanadas: Chipotle Shrimp $3.99 10
4 |Empanadas: Black Bean & Plantain | $2.49 20
s |Tamales: Chicken Tinga 52.29 20
& | Tamales: Vegetable $2.29 30
7 |Arepas: Carnitas 52.89 10
& |Arepas: Queso Blanco $2.49 20
s |Empanadas: Apple Cinnamon $3.19 40
10 |Beverages: Horchata $1.89 25
11 Beverages: Lemonade 51.89 35
1z |Beverages: Tamarindo $1.89 10
13 Total
14
o TIfDT Heg T AU FA F AT FF qof FY| AR 3GI0T H, §H = B2 * C2 (Y e
c2 - *x fe | =B2*C2
A B c D E
1 Menu Item Price Quantity Total
2 [Empanadas: Beef Picadillo $2.99 151=B2%C2 T
3 Empanadas: Chipotle Shrimp $3.99 10
4 Empanadas: Black Bean & Plantain | $2.49 20
5 Tamales: Chicken Tinga 52.29 20
& Tamales: Vegetable $2.29 30
7 |Arepas: Carnitas 52.89 10
8 Arepas: Queso Blanco $2.49 20
o Empanadas: Apple Cinnamon $3.19 40
10 Beverages: Horchata $1.89 25
11 Beverages: Lemonade 51.89 35
12 Beverages: Tamarindo $1.89 10
13 Total

14

o YN FHEIS W UK GAU| FF &I A0 i rwet, 3R aRkome Jar 7 wefia frar sweem|
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aifed ¥ & fFae-ard a1 & fill handle T 9AT RMT| §AR 31830 H, g7 A D2 & faT fill
handle &T 9dT of9mMuar|

D2 - Je =B2*C2
A B c D E
1 Menu ltem Price Quantity Total
2 |Empanadas: Beef Picadillo $2.99 15 $44.85
3 |Empanadas: Chipotle Shrimp $3.99 10
2 |Empanadas: Black Bean & Plantain | $2.49 20
5 |Tamales: Chicken Tinga 52.29 20 l
& |Tamales: Vegetable $2.29 30 [
7 |Arepas: Carnitas $2.89 10 The fill handle
& |Arepas: Queso Blanco $2.49 20
¢ |Empanadas: Apple Cinnamon $3.19 40
10 |Beverages: Horchata $1.89 25
11 |Beverages: Lemonade 51.89 35
12 |Beverages: Tamarindo $1.89 10

13
14

e 3o Tall W fill handle R el FY, garw 3R T e 3T T TR &1 FHAR 3GIEI0T #H,
& Cell D3 : D12 &T TIT HLT|

2 ' LBIBe DI )iy 10id and drag the fill handle to
A copy the formula to adjacent cells

1 Menu Item P

2 |Empanadas: Beef Picadillo $2.99 15 $44.85

3 |Empanadas: Chipotle Shrimp $3.99 10

2 |[Empanadas: Black Bean & Plantain | $2.49 20

5 |Tamales: Chicken Tinga $2.29 20

& | Tamales: Vegetable $2.29 30

7 |Arepas: Carnitas $2.89 10

& |Arepas: Queso Blanco $2.49 20

o [Empanadas: Apple Cinnamon $3.19 40

10 |Beverages: Horchata $1.89 25

11 |Beverages: Lemonade $1.89 35

12 |Beverages: Tamarindo $1.89 10 N

13

T ABH HIBIS & I A AT Hgil # qeT Heoif (relative Reference) & HIY HidT FaA15
SATTE, 3R AT AT I0EAT GAF Tl H HT ST

D2 - fe || =B2*C2

A B c D E
1 Menu Item Price | Quantity Total
2 |Empanadas: Beef Picadillo $2.99 15 $44.85
3 |Empanadas: Chipotle Shrimp $3.99 10 $39.90
2 |Empanadas: Black Bean & Plantain | $2.49 20 $49.80
5 | Tamales: Chicken Tinga $2.29 20 $45.80
& | Tamales: Vegetable $2.29 30 $68.70
7 |Arepas: Carnitas $2.89 10 $28.90
3 |Arepas: Queso Blanco $2.49 20 $49.80
9 |Empanadas: Apple Cinnamon $3.19 40 $127.60
10|Beverages: Horchata $1.89 25 $47.25
11 |Beverages: Lemonade $1.89 35 $66.15
12 |Beverages: Tamarindo $1.89 10 $18.90 |
13

TERAT & T 9= AT &1 S & T 31T 8 §U cells T Socl-feleh T Fehel &1 TTIET Al Hest

(Relative Cell reference) cdeh Uferd & TIT 3TeT9T-37619T GBIl AT, 3oTehl Gl o YR W
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suUM - X « f | =B3*C8
a B c D E
M Item Price | Quantity Total
Empanadas: Beef Picadillo $2.99 15 544.85

1
2

3 |Empanadas: Chipotle Shrimp

4 |Empanadas: Black Bean & Plantain Cell references in row 8
5 |Tamales: Chicken Tinga . are relative to row 8
6

7

8

g

Tamales: Vegetable

. 70
. Carnitas £2 29 10 428 an
repas: Queso Blanco B 52.49 20|=B8*C8

Empanadas: Apple Cinnamon S319 qU STZ760
10 |Beverages: Horchata 51.89 25 547.25
11 |Beverages: Lemonade $1.89 35 $66.15
12 |Beverages: Tamarindo $1.89 10 518.90

13
4

What are Absolute references?(3re®tee Reewr Fa1 § ?)
FS S AT & ThdT & oid 3T Cell IR THIT AT TS (Cell reference) T SGolall Ael dEd gl TTIET
Tieet (relative Reference) & TAORYeT, &Il AT #eT OX qUT el ( Absolute Reference) gl dgord g1 39
T dfed a1 TaH R W@ & fAT vs qul |68 (Absolute Reference) &l 3TN X Hevel & |
Teh Slo’ & fOEeT ($) & AfARed T T # Toh Qo7 HasT ( Absolute Reference) TR faram arm g1 I
Pl TG (Column Reference), Ui TET (Row Reference), IT GleAT & Ygel &1 TohdT gl
qUT s ( Absolute Reference) aTel HF Sellel o GNTeT 3T MHAAR W $ A $ 2 IIKT T 3YANT HaT|
3 & Ul T 3UANT ggd HH IR AT Sr g1 Bl forga FHg, 319 @vet AR qor der dent
& o Faa aa & fAT 39a HI§S W F4 Folt gl Fehed &1 T8 T o1 Heel (- Absolute Reference)
STodl H STelel HT Teh 3T T gl
How to create and copy a formula using absolute references
FAR 3CEI0T A, 67 HiciH D H Hel a&g3il & v fashr &7 T 10T &t & fow dor E18 7.5% farshr
&Y T 1 3TN H| §H 30 GF A qUT AT HGeT (Absolute cell Reference) $ E $ 1 3T 3UNeT lel dhr
HTARIFAT ol | Ak Tcdeh FF T & X &L & 3UANT & W@ &, 6F a6 & 1 ofd gF hr ol
FAS ST AR FlerdT 3 H 3T FIRASBT T N I TEa7 (Reference) W @

o 3T U FT TTS HY foraH FF M| FAR 3GTEXUT H, §H Tl D3 & T HT|

D3 M Fe
A B c D E
. salesTx | 7% |
2 M Item Price | Quantity | Sales Tax Total
3|Empanadas:BeefPicadillo $2.99 15] @
4 |Empanadas: Chipotle Shrimp 53.99 10
5 |[Empanadas: Black Bean & Plantain | 52.49 20
& |Tamales: Chicken Tinga 52.29 20
7 | Tamales: Vegetahle 52.29 30
s |Arepas: Carnitas 52.89 10
o |Arepas: Queso Blanco 52.49 20
10 |[Empanadas: Apple Cinnamon $53.19 40
11 |Beverages: Horchata 51.89 25
1z |Beverages: Lemonade 51.89 35
13 |Beverages: Tamarindo 51.89 10
14

15

o TIfDT Hed T 0T A &F fAIU HF of | AN 30T H, §A €8T HY31 (B3 *C3) *$E S
1
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SUM AA R SRV A = =(B3*C3)*5E51

A B C D E

-

2
3 |Empanadas: Beef Picadillo -S2.99 i T =(B3*C3)*SES1
4 Empanadas: Chipotle Shrimp $3.99 10

5 Empanadas: Black Bean & Plantain | $2.49 20

6 Tamales: Chicken Tinga $2.29 20

7 Tamales: Vegetable $2.29 30

8 Arepas: Carnitas $2.89 10

5 Arepas: Queso Blanco $2.19 20

10 Empanadas: Apple Cinnamon $3.19 40

11 Beverages: Horchata $1.89 25

1z Beverages: Lemonade 51.89 35

13 Beverages: Tamarindo 51.89 10

14

o 3T FIEIS WX T aT¥| A AUEAT HM, R GRomH AT F e grem|
o TIfdd ¥ & fATa-gTT A & Fill handle ST IAT RPNT| §AR 3¢18I0T H, g7 A D3 F faw
Fill handle &T 9dT famMUar|

D3 -] F2 =(B3*C3)*SESL
A B C D E
1
2
3 |[Empanadas: Beef Picadillo $2.99 15 $3.361
4 |Empanadas: Chipotle Shrimp $3.99 10
5 [Empanadas: Black Bean & Plantain | $2.49 20 f
& |Tamales: Chicken Tinga $2.29 20 I
7 |Tamales: Vegetable $2.29 30 14
3 |Arepas: Carnitas $2.89 1
s |Arepas: Queso Blanco $2.49 20
10 |Empanadas: Apple Cinnamon $3.19 40
11 |Beverages: Horchata $1.89 25
12 |Beverages: Lemonade $1.89 35
13 |Beverages: Tamarindo $1.89 10
14
15

e 3 Hal W Fill handle X fFeIsh Y, gaT0 3R TR Seg 3T 9T I8 & §AR 368307 &
Jed D 4: D13]

D3 M fe || =(B3*C3)*3ESL
& old and drag d 0
; op e fo o ad
2
3 |Empanadas: Beef Picadillo 52.99 15 $3.36
4 |Empanadas: Chipotle Shrimp $3.99 10
5 [Empanadas: Black Bean & Plantain |$2.49 20
& |Tamales: Chicken Tinga $2.29 20
7 |Tamales: Vegetable $2.29 30|
5 |Arepas: Carnitas 52.89 10
o |Arepas: Queso Blanco 52.49 20
10 |Empanadas: Apple Cinnamon $3.19 40
11 |Beverages: Horchata $1.89 25
12 |Beverages: Lemonade $1.89 35
13 |Beverages: Tamarindo $1.89 10 __'
14

o H3H N BIS &I FA H qUT AT (Absolute Reference) & Y TATAT cells H hIdY F=A1$ TN,
3R 9% AT # FeAl A A0ET T ST
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D3 - fe ={B3*C3)"SESL

A B C D E
1
2 -
3 |Empanadas: Beef Picadillo 52.99 15 53.36
4 |Empanadas: Chipotle Shrimp 53.99 10 $2.99
5 |[Empanadas: Black Bean & Plantain | 52.49 20 $3.74
& |Tamales: Chicken Tinga 52.29 20 $3.44
7 |Tamales: Vegetable 52.29 30 $5.15
8 |Arepas: Carnitas 52.89 10 $2.17
9 |Arepas: Queso Blanco 52.49 20 $3.74
10 |Empanadas: Apple Cinnamon 53.19 40 $9.57
11 |Beverages: Horchata $1.89 25 $3.54
12| Beverages: Lemonade $1.89 35 $4.96
13 |Beverages: Tamarindo $1.89 10| $1.42
14

HERAT & THT 9= AT T ST & T 39 1 §U cells T ST-[Fefeh FX Hehdd &1 Tedeh Hasl
(Reference) & foIw quT &esl (Absolute Reference) HHTST &loil T1f8T, STafeh 31w HeeT (Reference) Hel I
gfFd & amer g

SUM |z x v K =(B9*C9)*SESL

B

Empanadas: Beef Picadillo . .
- - Relative cell references in row 9 are
Empanadas: Chipotle Shrimp R S i Ee A e S

L B - T 3 R e B

Empanadas: Black Bean & P| cell reference remains constant
Tamales: Chicken Tinga o v .
Tamales: Vegetable $2.29 30 $5.15 ’
- Carnitas ——\ I £ o0 10 t”'l_1—1 1 I
Arepas: Queso Blanco ‘I 52.49 T=(B9*C9)*SES1 I'
10 |[Empanadas: Apple Cinnamon . 53.19 a0 S0.00 »
11 |Beverages: Horchata 51.89 25 $3.54
12 |Beverages: Lemonade $1.89 35 $4.96
13 |Beverages: Tamarindo 51.89 10 51.42

14
15

TATH TFAA 2013 H A & WY HH FIT (Working with Cell in MS Excel 2013)

S 8 3T Excel & ATY HH HIA &, dr 31T fHET 8 information TT content T Cells & T FA §| AT
gelic & Hel building blocks 81 Excel # SeT &I 10T, faeavor 3R gaffyd #a & faw 3mue o
3R A e AT FT a1 WA g

Understanding cells

Sde gHAMe IRl HAAHRT Sl ¥ gt &, Tofleg Cell &gl STal 81 Th ¥el T Row 3R T
Column & fA®T &&ir il &1 Columns T 318 (A, B, C) GaRT Ygdlell STl &, SAafdh Rows I HEATIHT
(1,2, 3) EART YgAT=T AT &l

B S o
rome  SRERIEUUE LAVOUT  FORMULAS Cell address appears
. . ‘ . in Name box
A B C o} E F
1
2 A B | € D
a 1
5
. 2
7
¢ B
| o I
6
7
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Jcdsh QT I 39T AF AT T IdT- 3HF Column 3T Row T MR 8T &1 37 30T &, Tafad
AT Column C 33X Row 5 WX &, 3GTIIT Il T 9aT C5 &1 Al FT IaT A1F sSigg &§ @S &ar B
HY Teh & AT A S Yol 1 IqA A Hehdl ol Cells T Ueh FHE AT I ( Cell range) & &7 &
SATAT ST &1 Teh Aol 9 (Cell address) & &S, 3T el o7 (Cell range) & uger 3R 3ifasr Cells & der
gd (Cell address) T 3UINT &Ik Teh Tl ¥of ( Cell range) T ool FX HHd ¢ , Si Pleled GART 3cTel
frar Smar &1 3ameRur & AT, Cell AL A2, A3, A4, 3R A5 efAe T 8ol I & AL A5 & &9 H forar
ST |
AT &1 IS images &, &T 37eET-3769T Ao A0 Tafad §:

o U T AL A8

Al M Al M

[T R - T R SR R
W o0 =] o U e I R e

o ¥ IF Al B8
Ffg 3 Tsefie F Column 3ERT & ST TEIATT & TTY ool FT T §, A It Excel & forw
f3Wiee reference style T Seole ST AT BrIfT|

How to Select a Cell(¥ef FI F& TdFe )
Tl e Fl input AT edit FIA & TAIT, TP Tgol Tl P TUT el I TIIRAT g9
. S T & BT A W e
o TIMAT Tl & TRT 3R T border iG@E M, 3 Column heading 31X Row heading & gTgeae
fRaT JTTeT| A d9 de TATAT @I S ad foh 3T genefic 7 Rl 319 cell R fFees o
|

B3 -

1
2

3 | ]

4
39 39T IS T Arrow keys FHT 3TIRT deh T Tod T I H Thd &l
How to Select a cell Range(qe IsT #1 HhA FdFe )
-l IR Cells FT Teh T3 T AT Vel 1T I [AAFC FIA F HTGRIRAT gl &
o 39 A3H ¥ Foeh Y 3R ABHE F I §U 95 A9 WY 6l e T Cells H Rolere e
qIEd § 3T HH & A3 B BIger Cells EIEATST gled Taral|
o 9 d® 3T ghefic # R 3170 cell W et st X & a9 & Cell highlight &M
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LU R SR
7

Cell Content(@e &ec )
TIsMe 7 3T9% EaRT gof HT A aTell FIS Y AR T H FIET T el TdF T H Text,
Formatting, Functions 3iR Formula @fed faffiea 9o & e enter WX THhd gl

o Text(eFET )
Cells # ToFEe, S 31&RT, Hean3it 3R fafdan gr |l &
A B C

1 |Date Sales Percentage of Total
2 |5/6/2013 65 0.71
3 |5/7/2013 78 0.78
4 |5/8/2013 112 0.86
5 5/9/2013 34 0.28
6 |5/10/2013 99 0.49
7 |5/11/2013 189 0.85
& |5/12/2013 120 0.57
9

- Formatting attributes(®rATfeeT wfesge )
Cells & Formatting attributes &t QAT fFaT ST Tehar & ST 37&RY, FEamsdt 3 Ayt & wewitia &=
& % FY dead &1 3¢ & AT, gfderd 0.15 3T 15% & &7 & @ ¢ dod §1 3T Ue AT &I
SHIT3S T Y doT Tohd &l

A E C
Date Sales Percentage of Total

1

2 Monday, May 06, 2013 5 65.00 71%
3 Tuesday, May 07, 2013 S 72.00 78%
4 | Wednesday, May 08, 2013 5 112.00 B6%
5 Thursday, May 09, 2013 S 54.00 28%
6 Friday, May 10, 2013 % 99.00 49%
7 Saturday, May 11, 2013 5 185.00 65%
2 Sunday, May 12, 2013 5 120.00 57%,
9

« Formulas and functions (®TIeT 3R werere)
Cells & Formulas and functions &7 Qf&er fohaT ST ThaT & ST AT ATAT ST I0TAT IR & FHAR 38T
&, SUM (B2 : B8) &el I5T B2 : B8 H Wcdsh Al ol AT Sisdm & 31X total el B H UeRia &ar &1
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B3 - § 2 =SUM(B2:B8)
A B C
Date Percentage of Total
1
2 Monday, May 06, 2013 5 65.00 71%
3 Tuesday, May 07, 2013 5 78.00 T78%
4 | Wednesday, May 08, 2013 5 112.00 B86%
5 Thursday, May 09, 2013 5 54.00 28%
& Friday, May 10, 2012 S 99.00 49%
7 Saturday, May 11, 2013 S 189.00 65%
g Sunday, May 12, 2013 5 120.00 57%
9_]WeeklySales I S ?1?.00_' .
How to Insert Content(Fee H¥ S=HE HY )
o 3 YA & fAU T o W Foh |
A B C
1wl
2

TIAT Tl H Fee 3T A, Y 39 S W UeX gav| e Tl 3R Formula bar & @ms
&AM 3T BIET a) 7 e H input IR edit 37 F T &

Al - Fe First

First | I
——

Content appears in

cell and formula bar

= o W ke

How to Delete Cell Content(def & ®ee F& fFellc #Y)

3T & & Y T HT IUT HY o8 31T g I8d gl
A . B | C A B C

o LN s ka2
|

First Name Middle Mame Last Name
Heidi |Lauren QE |Lee 3 |Heidi | |Lee

First Name Middle Name Last Name

fd

| | | |
losie Marie Gates 4 |losie Marie Gates
Wendy Anne Crocker 5 |Wendy Anne Crocker
Loretta Susan Johnson & |Loretta Susan Johnson

3797 FIEIS W Delete IT Backspace key &aTU| Tl T FHee ge S|

3T T F 3P Cells T Fce AT gt & [T 3797 HES W Delete key FT 3YANT X Fahd

&1 Backspace key Ush THT H shad Tk Al H gerdT g

How to Delete Cells(@e #I f3elle & #Y )

¥ & e A gele AR AT # gl & 919 TF Agea ol AR gl I 319 QP ¥ & gerd &, ar
g% A Fr Cell ger & STUIT 3T gerw a0 AT & gfaeafa w1 i

3 Al & IIT HY oY 39 gel=T A8 gl
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A B C [ ':S)< = > AutoSum - %Y
SSHN== Fill -
I Insert Delete”Format Sort &
1 ED . - - - & Clear~ Filter =
2 |FirstName Middle Name Last Name 'C;"Is — =diting
elete Cells
3 HEidi JU‘!I" LEE Delete cells, rows, columns, or
i ; e sheets from your workbook.
4 JUEIE Marle GEtEE FY1: To delete multiple rows or
5 WEHd‘y’ Anne CFDCREF columns at a time, select multiple
rows or columns in the sheet, and
& |Loretta Susan Johnson R

e &7 9T Home tab & Delete command T TTT |

o AN & IS Cell IgoT ST

A B C
1 |First Name Middle Mame Last Name
2 |Heidi Joy Lee
3 |losie Marie Gates
4 |Wendy Anne Crocker
5 |Loretta Susan Johnson

How to Copy and Paste Cell Content(¥ef & #ee F& Frdt A dFe )
TFAS 3T 390 Tsefe 7 ugar ¥ gof T 1S dhee T YAty el 3R 37 Fe F 3T Cells
# Paste el T AT o AT &, ST U FAHT AR GAE SAl T Hehell B

o 39 U H IIA HY [GF 3T Copy FIAT AR gl

D E FILE HOME IMNSERT PAGE LAYOUT
; . .T__bl ‘_;E’C"'t Calibri <11
Friday, March 01, 2013 Friday, March 08,2013 ' &= »
- - B I U - i
- ' Eormat Painter - _
¥ | Clipboard = Font
i D32 Copy (Ctrl+(C) u
Put a copy of the selection on the
Clipboard so you can paste it
1 Fir; somewhere else.

e Home Tab WX A Copy command WX Feleh Y, AT 319a dIels W Ctrl + C gaT0|
o 3T TS N TIT Y ST@T 3T e Paste FIAT TG gl HIUT T IS Cells H 37T 3% IRT 3R

TS dashed STy fe@rs gam|
D E FILE HOME IMSERT PAGE LAYOUT
Friday, March 01, 2013 Friday, March 08, 2013 o Y ocut
:x d} I Calibri 11
- == Dot ‘& Copy -~
aste v
- ~ Format Painter B I U -
Clipboard P Font
Paste (Ctrl+V) £

Add content on the Clipbeard to
your document,

: Paste
e an destination
1 |[FirstName  Last Name

e TP &1 Home Tab WX Paste command WX f&Feleh &Y AT 319aT HES W Ctrl + V U]
o @cc TIfAd Cells H paste g S|

Email
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D E
Friday, March 01, 2013 Friday, March 08, 2013
1% IX .I

How to Cut and Paste Cell Content(¥el & Hee I F& Fe 3 ITT M)
3T Copy 3R Paste aet & faudid, fFEY Cell & Fde &l cut aah paste X Thd 8] 3R Cells F &=
Hee P TURAART I Thd &l

o 3F Ul & TIT Y A 3T Cut AT G g

D E FILE HOME INSERT PAGE LAYOUT
Friday, March 01, 2013 Friday, March 08, 2013 ""D 36 = Calibri T
X X paste B COPY ~
aste - | EED 4
- ** Farmat Painter B I U -
X Clipboard ] Font
X E3 Curt (Crll+X) N
LJI::J Remowve the selection and put it on
X = the Clipboard so you can paste it

— somewhere else,
1 |Fir

e Home Tab WX Cut FHATE W fFeleh Y AT 37U dhidls W Ctrl + X 91T
e 3 Cells T IIT L @7 3T Hec Paste HAT d8d &1 Cut Cells H 319 3 IR 3T Teh
dashed ST fe@TS am|

D E FILE HOME IMSERT PAGE LAYOUT
Friday, March 01, 2013 Friday, March 08, 2013
s W Cut

2 Calibri |11
Eﬂ;r@ Copy +

Paste S e
~ Format Painter B I U -

Clipboard P Font
Paste (Ctrl+V)
I

Add content on the Clipboard to
desﬁnaﬁon your document.
1 |First Name  LastName Email
e 3% d1¢ Home Tab W Paste HHS W Feleh T AT 3T dlals W Ctrl + V S|
o Cutshec Hel Cells ¥ ger faar Smdem 3R wafd Cells & Paste g1 STwam|
D E
Friday, March 01, 2013 Friday, March 08, 2013

X

X
X
X
X

How to Access more Paste options

39 additional paste options ek 8 Tgd Fehd &, ST formulas AT formatting aTel Cells & AT HTH FA
AT A9 &9 & glaersis g &l

37 Paste fdshedl d& q’g"ﬂﬁ % foIT, Paste HATE W YT 3MT-3134 IR W Foldh Y|
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ReeT & FATS ol & T, MY AF-Feldh FIh FATS F ol & THFAH W Tohd &1 96 39 qel
FN TG Y T 39 Format HAT a8 &, T ABH W Use-fFoleh Y| T 3M9-313+ Aef fe@rs am,
ST 3l Rad W TUT 5 w5 Heim

=H = - = = D E F
HOME INSERT PAGE LAYOL Friday, March 01, 2017 —
Calibri  -[11 - A" A7 $
=== % Cut - L
Calibri - B I = M-~ A €0 00 o

Pt Emxy Copy - X Ul ]

aste -

- * Forrmat Painter B x u — X I

Paste = Font X 36 Cut

i, .y i i X B

= By Copy

[ < o . h@ Py

e N ?EI [y Paste Options:

iz L L&F | Keep Source Formatting (K) P x e

Paste Values X %.‘ =

- . - _

aay Ll L X Paste Special...

Other Paste Options X Insert...

== o= e, . X

B oo s s X Delete...

Paste Special... X Clear Contents

How to Drag and Drop Cells(de ?’JT 3k ST )
Cut, Copy T Paste & &SI, 3T 3HUsil dhec Pl TARTART Hlad b ol Cells F drag 3R drop 8ff T
" gl
o 3H AT F ITT N FH 3T move IT AR &1
o HABH & IAS Aol FI border W AN S e fF HE Ahe R @ IR dRT & @Y TH
Tl 1 H gRafdd =7 g S|

F G F G
Friday, March 1, 2013 Friday, March 8, 2013 Friday, March 1, 2013 Friday, March 8, 2013
X X
: Y S
X X
5 —n L u
. % X FaFs | W
X ¥

o Jifdd T W Cells F Fefer &¢, gard 3R diw
o AT &I BIS ¢, 3R Tafad T & Cells &I dropped & f&ar mwem|
F €]
Friday, March 1, 2013 Friday, March 8, 2013

oM M M | X

TATH THFAA 2013 H 3T FF A€ HT (How to Sort Data in MS Excel 2013)

S & 3T gdefe # U dde Sisd €, dF 30 ARl @ saffud He AV ®9 & Agcaqul g
ST 1 39 3797 3T I HIE leh aehelic I caRed §T § YIS Y Hehd 1 a0 & o, 3m9
Last Name & HU% STefeh{T T Ueh el cTAEUT AT Hehd & Hec I qUIIsha ( alphabetically),
TEATHAS (numerically ) ¥ & 3R ®5 3eg all & HATE fhdT ST Thdl &
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Hifesr & YR (Types of sorting)

ST AIC A FHY, FEH Ueel TG 0 el Ayl & foh 3T HYUT ghelie A1 hde AT ToT W Fie
AT B &

Sort Sheet 3T9e ashelic # HeY 3T HT T HiolH GART SAATTAA HAT g1 HIC o] 8l W FeAH Row
H Fafdd SRY T @Y @ S §1 A QT a7 3ereor # | Contact Name &Tefd (column A) &t
JUTHTST S H ATH JGd el & fov waeg fhar 1 gl

Sort Range ST &1 Teh @l H ST T Y T ¢, Sl S ol drell e & ATY HH A AT
TG g ThaT &1 R Aol & FE W ¥ gdhellc W 3T Hice Fofad A1 giar &

A B

Customer Contact List

C

bl CONTACT NAME  BILLING ADDRESS PHONE EMAIL ADDRESS

3 | Bell, William 2201 Treasure Court  206-555-2303  wbell@bishopresearch.com

4 |Dean, Hank 3034 Foggy Wharf 308-555-1050  hdean@venturebrewing.com

5 |Figgis, Mallory 3520 Sleepy Hearth Dr 425-555-5370  malloryf@archerproperties.com
& |Finn, Jake 1407 Dusty Fawn Ln  605-555-6435  jake@adventureoutfitters.com

7 |Kinkade, Chris 1028 Quiet Dale Rd ~ 443-555-4942  chriskinkade@placervilleins.com
g |Lawson, Miranda | 5316 Colonial Pkwy  575-555-9255  mlawson@massairlines.com

g |Reyes, Felicia 8544 Lazy Bluff Ave  316-555-3256  felicia@everlypublishing.com

10 | Sebastian, Lil 9060 Easy Evening Ln  207-555-7225  lil@knopeequestrian.com

11 | Silva, Vivica 8595 Thunder Brook ~ 360-555-4289  vivica@rileygardensupply.com
12 | Stark, Katie 971 Cinder Butterfly St 603-555-2460  katie.stark@ariarealestate.com
13 | Torrance, Jill 3160 Amber Gate Rd  605-555-4495  jtorrance@overlookinn.com

14 | Yuen, Phillip 5108 Crystal Gate Blvd 913-555-5928  yuenp@corepharmaceuticals.com

% ofic FF HATE FL (How to Sort a Sheet)

BAN 3aEI0T A, A Last Name (HeTH C) SaRT duliefsh (alphabetically) ¥ Ter &1-er& ST wia @ie

FHLT|
o 3 FIIH H Uh ol H TUA I oI 3T FIC FAT A8 &1 TAR 3GIeI0T H, §H del C2 FHT
TIT HGT|
c2 - Je Chen
A B C D E F

|l Homeroom #  First Name Last Name T-Shirt Size Payment Method
7 105 Christiana Chen =] _Medium Cash
3 105 Melissa White Small Debit Card
4 105 Esther Yaron small Check
5 135 Anisa Naser Smaill Check
& 135 Chantal Weller Medium Cash
7 220-A Juan Flores *-Large
8 220-B FAalik Reynolds Small Cash
9 220-B Avery Kelby Medium Debit Card
10 105 Derek MacDonald Large Cash

e RET W Data Tab T T Y, T AT ZTC FA & AT Ascending, I1 28 ATIE FA &

fIT Descending ##13 X fFere $L| AR 38T H, &7 Ascending HHTS WX [Feleh HLaT|

FORMULAS DATA REVIEW VIEW
||; L] Connections &) [TTR Y. Clear
D.- ‘ lk
. 5=| Properties . i Y- Reapply
Z ort iter
M, [} Edit Links Al Yo Advanced
Connections Sort & Filter
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o THMT F TIWT FiH CART HATE [hdT JATT| FAR 3aEXVT H, g2l AT Last Name &

HASG ¢l
c2 - I Ackerman
A B C D E F
|l Homercom #  First Name Last Name T-Shirt Size Payment Method
2 110 Kris Ackerman _Lorge Money Order
3 105 Mathan Albee Medium Check
4 220-B Samantha Bell Medium Check
5 110 Matt Bensaon Medium Morney Order
& 105 Christiana Chen Medium Cash
7 110 Gabriel DelTorao Medium Cash
a8 220-A Brigid Ellison Small Cash
2 220-A Juan Flores X-Large _
10 220-B Tyrese Hanlon X-Large Debit Card

TF I FH HAGE HY (How to Sort a Range)
AN 30T H, g7 37e19r-37e19T fafdal 9 3meer U 71w eref it I&ar & FFag e & v AR
-2 T WIH H Teh 3eTeT dTfolehl I T hdl|

o 3T cell range T TIT HY T 3T Hic FAT e &1 AR 31807 H, & cell range A13: B17

HT TYT BT

5Rx%2C | £ | Date

A B C D
|l Homeroom # First Name Last Name T-Shirt Size
2 110 Kris Ackerman Large
3 105 Nathan Albee Medium
4 220-8 Samantha Bell Medium
5 110 Matt Benson Medium
& 105 Christiana Chen Medium
7 110 Gabriel DelToro Medium
8 220-A Brigid Ellison Smmiaill
9 220-A Juan Flores X-Large
10 220-B Tyrese Hanlon A-Large
1
12 Tetal Orders By Date
13 [T I
14 | Friday, April 05, 2013 4
15 |Friday, April 12, 2013 7
16 |Friday, April 19, 2013 10
17 |Friday, April 26, 2013 b
18

o R&a 9 Data Tab &T TIT &, T Sort FATS W Fela Y|

FORMULAS DATA REVIEW WIEW

||= 2] Connections %l Y;:CI-:—ar

Properties Y Reapply
. . z| Sot Filter e
A”, [} Edit Links A Yo Advanced

Connections Sort & Filter
o Sort SRIAT dferq fEWIS oMl 3/ Fie A T o 31T WIC FET a8 §1 FAR a0 H,

§H 3¢T &l &I-AE AT FT TE&AT T AIE FT I8 g, SATAT g AT FH TIT AT



1PGDCA2- PC PACKAGES

| "glgdd Level || )(Qelete Level || E@ Copy Level | Al My data has headers
Column Sort On Order

SortbY | orders |\u"a|ues E| |5ma|lestto Largest El
Date

Orders [:

o TIfETr M IT AL (IT A IR AT HRIEN) | §AR 3STEI0T H, g7 TN O ¥ T a3
3TN FHLAT|
o UHh SR 5§ Y HU I § HJSC & Y, ol Ok W TFefeh Y|

| ";lﬂdd Level || )(gelete Level || E@ Copy Level | AW My data has headers
Column Sort On Order
Sortby | ircers [w] |values [v] |smallest to Largest [v]

o [ I FI IIAT HlH IR HHAIE [HAT STAT| AR 3BT A, ST Hierd A At &
3TIdH deh HAdg [T STee|

B17 M 3 10

A B C D
|l Homeroom # First N\ame Last Name T-Shirt Size
2 110 Kris Ackerman Large
3 105 Nathan Albes Medium
4 220-8 Samantha Bell Medium
5 10 Matt Benson Medium
& 105 Christiana Chen Medium
7 110 Gabriel Del Toro Medium
8 220-A Brigid Ellison Small
e 220-A Juan Flores X-Large
10 220-B Tyrese Hanlon *-Large
1
12 Total Orders By Date
12 I T
14 | Fridlcry. April 05, 2013 4
15 |Friday, April 26, 2013 6
16 |Friday, April 12, 2013 7
IT] Friday, April 19, 20'\3' '\0_|
18

gfFaqar 3t Faet Fr afEAfed, geeT, TueaRa &« 3T 9w FJ (How to Insert,
delete, move, and hide or unhide Rows and Columns)
T AT & AT 39 s & TTY HH F & G, 3YH! 7T HIeH AT Rows insert el T, F&
Rows IT shied &I §elel T, 3¢ aehellc A el @ T WX o S &Y, I 3¢ U I 3Taedehel
HEGH & Fehll
gfFaar & F8 gfFafad ¢ (How to Insert Rows)

e SIgT 39 A% Row fe@Er agd § 39 Row heading ® f&oiee a1 36T & faw, Ife 3mT Rows

73R 8% &I TH Row 3Tl I8 &, df Row 8 I Il &Y |
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5 Neil Crawford  908-555-2234 2312 Stonepot Road = Ep < ZCg2v ik
6 Anthony  Keel  26RSSSOM SBSprnghvenie SV o ST e st
7 Ryy Logan  256-555-2475 2439 Ritter Street e e o e

B|Tricia  Matthews 808-555-6397 4721 Arron Smith Drive e —
9 leola  McNew  580-555-8177 2182 Cody Ridge Road Fows or columns i he shock. and

10 |Joshua Milliman  213-355-1117 2166 Zimmerman Lane B 7 e monc

e Home Tab W f&IT Insert command W &Feer HY|
o 3Ud A Row TIIT Row & I @S &aF ool

5 |Neil Crawford 908-353-2234 2312 Stonepot Road v -

& |Anthony Keel 267-555-0144 533 Spring Avenue

7 |Ray Logan 256-555-2475 2439 Ritter Street . Format 5ame As Left
8 |_ 23 Format 5ame As Right
9 |<¥ria Matthews B808-355-6397 4721 Arron Smith Drive ©  Clear Formatting

10 |Leaola McMew  580-353-8177 2182 Codv Ridee Road

Ale:- A5 Rows, column TT Cells T insert X AT, 3T Insert cell & §3Tel A AT Insert option W FeTeh
| Tg T YR g il hT AT &l § T Excel 37 Cells I H& format HIaT &1 3T fashot
e ggHel & TIT, 3= ATSH @ insert option T fFeleh Y T MU-3131 ok W feferen Y|
HiadA H¥ FFEATAT HFT (How to Insert Columns)
o I 319 AT Hiadd @R AEd &, 38 &5 3R AT column heading T TIT Y| 3T8I0T &
’r?»ltra"ré:m Column D 3iR E& &I Tsh HictH STl=ll I8 8, al Column E T IIT HY|

¥ E F <3| -

5P B < > 2y M
Cell Inse Delete Format Sort & Find 8

street Address Position(s) Styles — i N N — 7 Filter~ Select~

300 Round Table Drive Pitcher, Second base Cells Editing

4721 Arron Smith Drive Catcher

2152 Liberty Avenue Outfield Insert Cells

3503 Prospect Valley Road [First base Add new cells, rows or columns to

1483 Frosty Lane Third base vour workbook.

1663 Taylor Street Shortstop - —_—

3329 Washington Avenue |First base, pitcher FYl: To insert multiple rows or

1736 Broad Street DL celumns at a time, select multiple

2937 Earnhardt Drive fzeaini ez rows or columns in the sheet, and

232 Timber Oak Drive Right field click Insert.

1072 Nelm Street Third Base

2182 Cody Ridge Road Pitcher e Tell me more

1001 Cerullo Road Second base

e Home Tab W f&UT Insert #ATS WX Folar |
o T HIAH IIAT PaH & a5 3R @S am|

Street Address
800 Round Table Drive

Position(s)
Pitcher, Second base

4721 Arron Smith Drive Catcher
2152 Liberty Avenue Qutfield
3503 Prospect Valley Road First base
1483 Frosty Lane Third base
1663 Taylor Street Shortstop

3329 Washington Avenue
1736 Broad Street
2937 Earnhardt Drive

First base,

DH

pitcher

Second base

232 Timber Oak Drive Right field
4072 Nelm Street Third Base
2182 Cody Ridge Road Pitcher

1001 Cerullo Road

Second base

9 Tenmile Road Third base
13286 Patterson Street Qutfield, catcher
3990 Pretty View Lane Left field
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#Ale:- Rows 3R columns &1 insert shic &, FlAfRHT Y 3R

Heading 9X fereh &¥eh gt Row a1

column T TIT Y| Jfe 3T Row AT column F shdel Teh Vel T TIT ad &, dl insert command shdel

Teh AT ol STeldm|
qfFaal # FF e (How to Delete Rows)

S Row &I 39T HTGTHAT A6l & 30 Row Sl glAT 3TATT g

Home Tab WX T&UT Delete FATE X Feleh |

38 Row FT TIA Y T 31T glol Aled &1 §AR 3GT80T H, §H Rows 6-8 T T HidT|

5 Josefina ~ Woodard 714-555-4306 2152 Liberty Avenue = == Eyg{} i é: A i
6 [Rodney Ross 310-555-8862 3503 Prospect ValleyRoad ~_cett  insert DeteFormar T serts Find
T |Leigh Dizon  607-555-7816 1483 Frosty Lane cens Editing

£t Mark Grant  914-555-5592 1663 Taylor Street o o e e o

9 Mildred  Persinger 601-555-0175 3329 Washington Avenue B

10 Dwayne  Patnode  205-555-3783 1736 Broad Street columins at o time, celect mutiple

11 Bonnie  Bemjamin 502-555-1212 2937 Eamhardt Drive chickDetere

Tafad Row geT & Suel, 3R s Rows o ST §HAR 3¢T8I0T &, Row 9-11 Rows 6-8 Rows & |

5 |Josefina Woodard 714-555-4506 2152 Liberty Avenue

6 |Mildred Persinger 601-555-0175 3329 Washington Avenue
7 |Dwayne Patnode  205-555-3783 1736 Broad Street

& |Bonnie Benjamin 502-555-1212 2937 Earnhardt Drive

9 |Eva Ramer B05-555-8514 232 Timber Oak Drive

10 |Carol Fena 571-555-0704 4072 Melm Street

11 |Lecla McMew  580-555-8177 2182 Cody Ridee Road

HIAH H¥ g (How to Delete Columns)

3 PITH T TTT HY foleg T ECT I8 &l FANR

D E 4 F
Street Address Zip Code|Position(s) D
800 Round Table Drive 27606 |Pitcher, Second base
4721 Arron Smith Drive 27704 |Catcher Cell
2152 Liberty Avenue 27615 |Outfield Styles -
3329 Washington Avenue 27513 |First base, pitcher
1736 Broad Street 27613 |DH
2937 Earnhardt Drive 27606 |Second base
232 Timber Oak Drive 27704|Right field
4072 Nelm Street 27615|Third Base
2182 Cody Ridge Road 27513 |Pitcher
1001 Cerullo Road 27613 |Second base
9 Tenmile Road 27606|Third base
1336 Patterson Street 27704 |0utfield, catcher
3990 Pretty View Lane 27615 |Left field
533 Spring Avenue 27513 |Shortstop, pinch runner
2723 Nelm Street 27613 |Left field, Center field

Home Tab WX f&UT Delete HHATE W Feleh L]

31« column E &1

3ET8Y0T &, §H column E &1 T FaT|

gl IR S

Insert Delete Format Sort & Find &
- - - — 7 Filter - Select -
Cells Editing

Delete Cells

Delete cells, rows, columns, or
sheets from your workbook.

F¥l: To delete multiple rows or
columns at a time, select multiple
rows or columns in the sheet, and
click Delete.

TIfAd P geT RU STuar, 3R ST e a0 TATATTRT & SIU3T| §AR 3&18I0T H, column F

#Alc:- Row IT Column Y g 3R $H e &I HH Hlel & s AR H A Ageaqor &l IS
HY IR I FAAARA FhT a1 fdr Row AT column & &hée @l gelAT TEd &, Al Heading W Irse-

feFeter &Y, Y S1U-313e1 A & Delete content T Tl Y|
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3]

Street Address

300 Round Table Drive
1721 Arron Smith Drive
2152 Liberty Avenue

3329 Washington Avenue

1736 Broad Street
2937 Earnhardt Drive
232 Timber Oak Drive
1072 Nelm Street
2182 Cody Ridge Road
1001 Cerullo Road

3 Tenmile Road

1286 Patterson Street
3990 Pretty View Lane
333 Spring Avenue
2723 Melm Street

9fFd AT FIaA FA TAAEIRT HY (How to Move a Row or Column)
def-anefl 3T 39 aehelie T content T TAAGTEUd el & TIT Column IT Row I TATATAR =T
g Thd &1 FAR 3CTEI0T H §H Th hladd of TGN, dfeheT 3T 3T T8 T Row T TATATART &

ghd gl
Column heading FT T Y T 3T TAART FLAT T8 g, T Home Tab R FEIT Cut FATS
R Feld Y AT 39T HEE W Ctrl + X gar|

E ¥+ 10 |Rodney
Position(s) 11 |Leigh
2
Pitcher, Second base 1 [Mark
13 Mildred
Catcher 14 |pwayne
Cutfield 15 \Bonnie
First base, pitcher i Eva
DH 17 |Carol
18 Leola
Second base 29 Ianie
Right field 20 |Joe
Third Base 21 |Josephgfie
Pitcher 23 Nicol
23 |Anthon!
Second base 24 [sally
Third base 25 |Joshua
Qutfield, catcher 26 |Ray
Left field
Shortstop, pinch runner
Left field, Center field

Rece 2IN.555-8862
& cot i55-7816
Eg Copy 55-5592 |
Paste Options: 550075 |
55-3783 {
55-1212 |
55-8514
Insert 55-0704 ‘
i 55-8177 ‘
155-01%0
Clear Contents
[y 155-9659
[E Format Cells... 155-6401 L
< Josefina Woodard 714-555-4506
10 |
11
12
13 mildred Persinger | 601-555-0175
14 | Dwayne Patnode 205-555-3783
15 |Bonnie Benjamin  502-555-1212
16 |Eva Ramer 805-555-8514
17 |carol Pena 571-555-0704

H - & = Bulls Sotfball Team Roste
HOME IMSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW
6 ori s = = =
Calibri -1 A A == &~ = General -
E¥ -
Paste B I U - MDA = ==&=3= BH- $-% 8 8
Clipboard = Font = Alignment = Mumber =
E1 Cut (Ctrl+X)
Remove the selection and put it on
the Clipboard so you can paste it o E E
somewhere else.
1 |Bull Team Roster: Co-ed Softball 2013
2 |First Name Last Name Cell Phone Street Address Position(s)
3 |Amanda Ryan 513-555-4477 800 Round Table Drive Pitcher, Second base
4 |Tricia Matthews 808-555-6397 4721 Arron Smith Drive Catcher
5 |losefina Woodard 714-555-4506 2152 Liberty Avenue Qutfield
Rodney Ross 310-555-8862 3503 Prospect Valley Road |First base

Hicre & Fen?naﬁ?r W & AT g 31 BUA Column heading FT T Y| 3eE0T & fov, afey
39 Column B 3iR C & &g &l o ST d8d 8, af Column C T TaeT & |

H ©- | -

FILE HOME IMNSERT PAGE LAYOUT FORMULAS DATA REWIEWW VIEW
St ey - —

D I Calibri 11 | A A === ¥~ = General

By -

Paste B I U - - D A === &3 - %%
Clipboard = Font = Alignment = Mumber
Ci - S

Bulls Sotfball Tearm Roster -

1 |Bull Team Roster: Co-e

2 |First Name

3 |Amanda

Tricia

5 |[Josefina

6 |Rodney

Last Name

Ryan

Matthews

Woodard

Ross

1 Softball 2013

Cell Phone

513-555-4477

808-555-6397

714-555-4506

310-555-8862

Street Address

2800 Round Table Drive

4721 Arron Smith Drive

2152 Liberty Avenue

3503 Prospect Valley Road

Position(s)

Pitcher, Second base

Catcher

Cutfield

First base

N

«.0 .00
00 3.0 P

L]
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 Home Tab W f&UT Insert HHTS W fobeleh &Y, BT STT-313a1 AL @ Insert Cut Cell &Y el |

CCl 3 .
D = ESX = 2 AutoSum -
& [Co B ;I [T] Fill -

Cell Insert Delete Format
Styles - = - - & Clear~
EI' Insert Cut Cells Editir
LR Insert Sheet Columns
K 8]

|;|_In;&rt5heet
o  FHIH FI TIAT TUTH W of SR—AT STTIM, 3R ST HIdH U TAHATIRT @& ST6aT|

H - & =
HOME INSERT

PAGE LAYOUT FORMULAS DATA REVIEW VIEW
*®. - | =
b Cut Calibri -l A A == e = wWrap Text
E@ Copy ~ -
~* Format Painter B I W - - J- A === & = Merge 8 Center ~
Clipboard = Font = Alignment I
c1 - 3
A B c D E F

1 |Bull Team Roster: Co-e|i Softball 2013

2 |First Name Last Mame | Position{s) Cell Phone Street Address

3 |Aamanda Ryan Pitcher, Second base |513-555-4477 300 Round Table Drive

4 |Tricia Matthews |Catcher 808-555-6397 4721 Arron Smith Drive

5 |[Josefina Woodard |Outfield 714-555-4506 2152 Liberty Avenue
Rodney Ross First base 310-555-8862 3503 Prospect Walley Road

Are:- mm*mwmm #ff & Cut 3R insert command & 9gT Fehol &1 3R AT

3I9-ST3+0 As] & AifSd 3MeAT T TFA HT Fhd &
D E

Softball 2013 2% Cut
Street Address g

——————y

Copy

3990 Prett\r Wiey

1

1

:

1

800 Round Table -D Paste Options: base i
4721 Arron Smit - :
2152 Liberty Awve 0 !
3329 Washingto , er i
1736 Broad Stre i
2937 Earnhardt | ima SRR s :
232 Timber Oak Delete :
4072 Nelm Stre¢ Clear Contents :
2182 Cody Ridge 1
Y e Eormat Cells... 1

1001 Cerullo Ro. :
9 Tenmile Road Column Width... :
1386 Patterson ! Hide r !
|

1

1

Unhide

uffd AT FlAH FT FA T (How to Hide a Row or Column)
Fa-paflY, 3T 379 gHMe 35 TS T deel T4eT HB Rows IT Columns & Jefell AT °E Thl &
TFHSA AT IARISATAR Rows R Columns I f&aTat T AT T &1 §AR 381601 H, §H
Column A, B, 3iR E &1 el &3l 3TETT §llel & T Column C 3R D gardar|
o 3 P T TTT HY o 3T BuUTer agd 8, #A3E W Tse-Feash 1, T Formatting menu &
Hide option =11
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A B @ D ¥ cu | A E E
1 |First Name Last Cell Phone |Street Address _ ) 1 |First Name Last Position(s)
2 |amenda  Ryan  [513-555-2477 800Round Table| B Copy r 2 |Amanda Ryan Pitcher, Second base
3 |Tricia Matthews |808-555-6397 4721 Arron Smith [ Faste Options: 3 |Tricia Matthews |Catcher
4 |Josefina  Woodard |714-555-4506 2152 Liberty Aver 4 |Josefina Woodard |Outfield
5 |Rodney Ross 310-555-8862 3503 Prospect Val 5 |Rodney Ross First base
6 |Leigh Dizon  |607-555-7816 1483 Frosty Lane 6 |Leigh Dizon Third base
7 [Mark Grant  |914-535-5592 1663 TaylorStree  11°¢7 T |Mark Grant Shortstop
8 |Mildred  Persinger |601-555-0175 3329 Washington ~ Delete b 8 |Mildred Persinger |First base, pitcher
9 |Dwayne  Patnode |205-555-3783 1736 Broad Streel  Clear Contents 92 |Dwayne Patnode |DH
10|Bonnie  Benjamin |502-555-1212 2':)3?EarnhardtD| Formmat Cale 10 |Bonnie Benjamin |Second base
11|eva Ramer  |805-555-8514 232 Timber OakD — 11 |Eva Ramer Right field
12|carol Pena  |571-555-0704 4072 NelmStreet =o' idth- 12 |carol Pena Third Base
13 |Leclz McNew  [580-555-8177 2182 CodyRidge]  Hide 13 |Leola McMew  |Pitcher
14|Annie Muro 502-555-0190 1001 CerulloRoac  Unhide 14 | Annie Muro Second base
15]Joe Rodriguez | 781-555-9659 |9 Tenmile Road [Third base 15 |loe Rodriguez |Third base

° ﬁﬂﬂgﬂ'ﬁﬁﬁl

o B FIAH ST T HiorH 1 T ST L ¢
gfFaal 3t Tt F F_ 3IPR FT (How to Unhide Rows and Columns)
Column AT Row & Unhide #X & AT, Hide Row/column & aTT 3R 10 &fer# 3R I &1 79t &Y (GAY
sl #, BT HiaA & gl fFaRT W) | AR 3&TeX0T #, A Column B 3R E &1 T4t {3

o R W Use-Faldh &Y, T Formatting menu & Unhide T T3eT &Y |

. oY gu F AT A B A R &

A B E a G
1 |First Name |Last Mame |Position(s) db Cut o
2 |Amanda Ryan Pitcher, Second By Copy
3 |Tricia Matthews Catcher Paste Options:
4 |losefina Woodard Outfield
5 |Rodney Ross First base
6 |Leigh Dizon Third base
7 |Mark Grant Shortstop Insert
8 |Mildred Persinger First base, pitche Oelete
9 |Dwayne Patnode DH -
10 |Bonnie Benjamin Second base Clear Contents
11 |Eva Ramer Right field Forrnat Cells...
12 |Carol Pena Third Base Column Width...
13 |Leola McMew  Pitcher
14 |Annie Muro Second base Hide
15 |Joe Rodriguez Third base Unhide
16 |Josephine |Carter Qutfield, catcher | I"\"’

Worksheet views in MS Excel 2013(THTHE TFad 2013 # el =ga)

Excel 2013 # Taffieet JhR & WA & aohed gld § ST JTUhT Tehqeh I 3T 3Teldl el Hd gl
3m9 Normal view, Page Layout view, IT Page Break view # &I & aehgeh W1 Tl Hehol &1 T T
affee Ft & fow Ukl & @od § |, @ Ife 319 Tisie BT it $r Aeier a1 | &1 39
A TEHAR W &g & AT Y 3T W Fohdl & worksheet view &I d&olel & folT | Excel fasr &
fTel-gTre @l H qIfSd worksheet view FATS & f@eiede Y|

Page Page
Layout Break

view view

Vi
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MS Excel 2013 # i SR & < 8Id & 31dTd gH adhefic & i awg & 3@ dahdl 3

e Normal View

e Page Layout View

e Page Break View
FAYRETHT & T e Ugda & AU View tab IR TFefeh Y 3Tehl worksheet view group fa@rs 23|
Normal View
Ig Tl H Biee o giar § THdd # 3UANThdl g1 HHT FHA FANT X § IR IR g

B RS ¢ R -
HOME  INSERT  PAGELAYOUT  FORMUL

e = - )
i L‘__‘ D ‘l_:_ . Ruler < Formula 8:
Normel Page Break | PBGES Custom | 7 Grglines [V Headiags

Preview Layout Views
h Workbook Views Show
Normal View

See yvour document in Normal vievs

fe

Page Layout View

Page Layout View # 3T ¢fic &l TISC & & @ THhd & ST o AT TAH 3T Header 3R Footer 3T
" Hahd ¢ AR 39 38 ghelic H Fuifed X Fhd & AR G FAT 1 39T X Fohd ol IS
T IS AI33C W Felsh X ¢ df AHACT T2 W ar9d fFee &, 319 q@er i 951 o9& Afote
@ & g &1 Page Layout view deh Ugdsl & ToIT, 3T9el aehaeh & To¥eol-aTu &lel # &Ud Page Layout
view HHATS FHI Il FIMT 3R |

- Page Layout - '

H A - ——+ 0m
Page Break View

g &g Ucd% UG I dlcTATS & WY Y56 HEAT 3 el & v fa@rer g1 39 3 & # ser off
HuTied #X Tohd § AR @3l it &1 39AET T Feh &1 38 ITARFT 319 goa &1 F37 A1 BIer
S & U 9T deh @ TARAART AT Fehd g1 I TR HST-37619T Uil & 30T Tohaeh & AT
BE@r I e e T 3MTTHhdr g, ar 3T Teh U1 s 3T o &1 MS Excel # @ ¥R & U s
8la & oidgad 3R &3S (vertical and horizontal) | Sedd ST 37T Sield dlSdl &, St &ifdel Ul

376197 RowdT &l dlsdT §1 AR 3CIeI0T H, 87 Uah &ifdel Ual & Sreld|
How to Insert Page break View
e Page Break view TS &I UaT ofa¢ AR Tei| aehelic Page Break view & fe@rs gam|

.F'age Break Preview r

e oI &Y IS Row & T HY STgT T Ul F G@ET agd &1 3ereor & forw, afe 3ma 28 31k
29 Rows & &I Ueh Uof sieh STolell dI8d &, df Row29 T IdeT Hi|

o R&A W Page Layout tab T TFeleh FY, Breaks HHTS HI T Y, BT Insert Page Break T Feleh
HY|UST b STl ST, ST Teh X aitel 19T 6T 3@T & 2T Srar gl

IMSERT I PAGE LAYOUT I FORMULAS DATA REWIEW

H O O R =R

Margins Orientation  Size Print |Breaks Background Print

- - - Area - = Titles k] ¢
Page setup Insert Page Break
f= Remowve Page Break

Reset All Page Breaks
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THTH TFAA 2013 H 99 S3M3< (Page Layout in MS Excel 2013)

fifear 3R MEww Export & fIT 39e ahgeh (IR & & v 39 fSier 3meet & suder s & . a
Page Layout Tab 9T UTT ST &1 ¥ &#ATS 3Tl page orientation 3T margin size g e 957 9T M9
shee & alich @l [@aEd e &1 3ATT &d €1 379 99 o3Ee Aoy | o & e eged AR ae
Sieh, YT Teheleh & Ugal H AT Foll Fohel &

Page Layout view

Thgeh & Yol A3MSC I TANT Fel & Ugel, 3T Page Layout view H deheeh i ST=IT TTE Hehdl ©, ST
3k IREdAT HT S H TR TR F Hehell & Page Layout view deh Ggdel & ToIT, 30+l aehgsh
& feer-aId S 7 &I Page Layout view HHTS T Ial oIl 3R Tl |

- Page Layout '

FHH h M -—3—+ 10
Page orientation

TFHT & page orientation fdhed UereT HTaT &  landscape 31X portrait | oisFhT &fasT 91 Fr 3iRIC
T &, STdieh UIEC UST &l oadd Jolidm gl Gée Ay &7 & gdheficd & v sgd @it Rowdl & faw
39N &, Stefeh dsehy ahelicd & fT agd @R Ficd & Y F&d 30T g @ U v 3ereor
&, portrait orientation Fafccld HRT FIAT § Fifeh aehelic & Hicte HT Jolell H fUH A erffier gelr &1

Portrait

Landscape

gs5 HiAfA=Ire #¢ &ga (How to Change Page orientation)
o R&sT X fUT Page Layout Tab W fFelah Y|
e Orientation H#ATS & T Y, T SMU-313 A & Portrait AT Landscape Tl |

FILE HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW

. ¥ || o Width:
[ag) Bees- T O O (& = S o e

Fonts - ; . . : ! :
Themes Margins [Orientation  Size  Print  Breaks Background Print
- @ Effects = - - - Area~ - Titles @ Scale: g
Themes Setup P Scale to Fit
D Portrait
117 -
D Landscape

e Thqsh T page orientation el feT FTTAM|
g5 afdfar ¥ @ga (How to Change page margins)
Wﬂﬁﬂmﬁﬁ?ﬁa%m%%aﬁm%l%ﬁﬁmﬂ,mw*mﬁﬂ
AT W e B & 3 dhee 3R 99 & 9AF eI & 1T T 59 7 98 oled &l Hel-al
YT UST W 39T 3T &l 38® 3IRHA T e W & v Ao &1 gamafaa axa 1 smaegesdrn
g Tl §1 e A qEfuiRd Al smeRt T ve e anfaa

o ResT W fUA Page Layout Tab R Feleh &Y, T Margin HATS &I TIA H|
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o 3MU-S3A A ¥ ST AT AR &1 TIT F| FAN 3G H, §H U W AN 3HfUF dce
F e T & T Narrow &1 TIT HAT|

IMNSERT PAGE LAY OUT FORMLULASS
T e
-
LI [ T L
Plargins Orientation Size Primt Breaks Bz
. - - Area - -
Last Custorn S.ettimng
T o p: O 75" EBottorm: O.75"
=1 == oI  Emerer
Header: 0.2 Footer: O.3"
Mormal
T o 0. 75 Bottorm: O.75"
| c== 87 gmeresm
Header: 0.2 Footer: O.3"
o Wl e
= T op: e Bottorm: 1™
= Lefi: i Fight: -
= Header: 0.5" Footer: O.5"
=]
E Far rower
= Top: o.Fs" I} Bottorm:z: O.75"
E Lefi: 025" Right: o225
= Header: 0.3 Footer: 0.3
=
=
g Custorm PMMargins...

o HIST # TIAA WHR H Feo f&Ar Aream|

FEcH HAlfofeT T 3yFhT #d HT (How to use custom margins)

TFAST TR ST HEIY ST dirq H 37Tel HATfolel o TR N HECHSS Hal I AT Sl &
e Page Layout Tab &, Margin 9 f&Fefd &Y| 3M9-3137 Ae ¥ Custom Margins. .. T I |

INSERT PAGE LAYCOUT FORMMULAS
e T | |
>
LS % 19 L
hlargins Crientation Sizre Primt Ereaks BE=s
- - - Srea — -

Last Custorm S.ettimg

Top: 0. 75" Bottorm: 0. 75"
E Left: 0.25" Right: o7
Header: 0.3™ 0.3

Footer:

Mormal
Top: 0. 75" Bottorm: 0.75"
E Left: o7 Right: o7
Header: 0.3" Footer: 0.3"
o WWid e
= Top: L Bottorm: 1"
= Left: e Right: e
- Header: 0.5" Footer: O.5"
=
E Mlar rowwr
= Top: 0. 75" Bottorn: 0. 75"
g Left: 0.25" Right: 0.25"
= Header: 0.3™ Footer: 0©.3™
=
=
= -
= Cwustorm Margins... I}
19
e Page Setup ST SiFq @S 29|

o  URAF AT & HAT & FARNToIT Y, T Ok 9T Folar Y|

‘ Header/Footer | Sheet |

Top: Header:

0 2]

Left: Right:

o 5]

Bottom: Footer:

0.75 [+ 03

Center on page
[ Horizantally
D Vertically

Print... | ‘ PrintPrevieﬂ| | DOptions... ‘

o [ane |
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deheeh o Aol Sgol QU ST

e ergear F& eamf@ar #¥ (How to include Print Titles)
IfE 3T 319= ghefic F title headings T 3T T ABT & ar 3T s goheflic & 93+ UaT W
T headings T eMTAST AT HgcaquT &1 Heading Hael Tgal UoT W G@m$ &t W BT adhgs &1 qeal
Al raM| Print Titles HATS 3Tl Gedeh 95T W fe@rs &t & faw fafdse Rowat 3R diod goel

T AR & &

ReeT 9X U Page layout Tab T f&Fereh Y, T Print Titles FATS T T Y|

IMNSERT I PAGE LAYOUT I| FORMULAS DATA REVIEW

L o = —

05 Dls= & &85

Margins Orientation Size  Print  Breaks Background Print ;;R

- . - Arear - Titles |\ i
Page Setup N

Hohd &1 §AN 3¢TeI0T H, §H Tsh Row aglIuar|

Rows to repeat at top & s9TeT #H Collapse Dialog §¢sT WX [Ferer &: Hles|

Page Setup ST SieFd @S 23| IgT &, 31T I 95 W aledl & v A a1 e g

Print area: |

Print titles

Rows to repeat at top:
CoTamns to repeat al

Print
[ Gridlines
Dﬁla(k and white
D Draft guality

Page order
@ Down, then over
O Ower, then down

[] Row and column headings

[ %-
Comments: (Mone) :I
Cell errors as: | displayed :I

Print... | | Print Preview | | DOptions... |

Cancel

[ oK

FUT Th BT IIT dR d S0 3R Page Setup STIATT Sird €a¥d & ST Tcdeh e ot

F MY W g F AT sfoad Row T I Y| AR 3STEI0T H, g7 Row 1 T TIA 3T |

Al

Time

Location

Bears Marlins

Saturday Saturday, July 02, 2011

2:00PM

Rows to repeat at top &I RowdT H SST ST $res| T & Collapse Dialog ¢ W fFeleh &Y |
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e Page Setup ST SIFd P fGTAR BN Ok W Fesh Y| Row 1 9cdeh dor & Y W e fomar

Page Setup ?

Page Margins Header/Footer Sheet
Print area: =5
Print titles

Rows to repeat at top: 51:51 s
Columns to repeat at left: e
Print

[] Gridlines Comments: (Mone)

[] Black and white
[] Draft guality
[[] Row and column headings

Cell errors as: | displayed

Page order

() Down, then over

() Ower, then down

Print... Print Preview DOptions..

OK L\\’ Cancel

Formatting Cells in MS Excel 2013(TH TH TFA 083 & e HiATRT)

Tl qor e T & Formatting T 3TANT I &, ST Igd TR SIAHRT & Y deheeh I TG &
9§ AR T & @FormattingMaW%WﬁTWﬁWﬂW?
@ 39 I & 9gT Fohd § IR THF TR §1 3T dhgd H ITAT e S ® 3T Hi FEdr
T o] X Tehd €, S ufderd (%), HaT () 31

Bieec $¥ Tga (How to Change the Font)

fSWhlce &9 &, Tedeh 7S dehqgeh HT Hlec hiafsdr (Calibri) T FC gIaT &1 gTelifh, THie &S 3=
PlecH YTl AT & Toledehl 3T 3T Tl el SFEC Pl HECHZA Fld & foIT & Thd &1 A
U 1T 3STEI0T H, §H 319 title cell T 3T gehefe T 37T et H AT & [oT Grefd |

o 3T A FT IIT N 7 3T GNfOT =T Ied gl

A E
1 |Webinar Training Log {L_
2 |Email Address Last Name
e Home Tab X T8 Font FATS & Fo1el # FUT Z19-313e fX W TFeleh Y| Font S19-313eT He]
fe@rs <am|
o TS Font & TTT F| AT Blec H 13T Ydldollehe] dd fE@S SIM ST 37T IelaT-370797

fehedl o ABE HT AT gAR 3eTe0T H, g7 Georgia font I el HaT|
| calibri Pl -|A & = =2

Em ~

- F Saramond
Saummi Dk T
Clipboard = l:}
F Eep
Al (} GEOMANCY
} Georgia

T ISeostari—ill
€ Geotica Three
1 |Webinar € Giddyup Std
2 |Email add €F Shigi
3 |heidi.leseg fF Gill Sans MT
o TextTAAT Bicc H el SATTAM|



1PGDCA2- PC PACKAGES

1 Webinar Training Log
2 |Email Address Last Mame
Blee 3P HA dga (How to Change the Font Size)

o 3 Ul & Tl Y o 39 GN™T = e &
A _ B

1 |Webinar Training Log op !
2 Email Address Last Mame

e Home Tab X f&UA Fontsize FAE & Tl H YT 3M9- 334 dR W Feldh Y| Font size 379-
13 Ay fe@rs &am|

o TS Fontsize T TAT HY| AT Font size FT 1S YaTaellehel GWTS SIM AT 3T 3TeTaT-370197
faehedl o A3 # AT &1 FAR 3STEI0T H, §H text B FT &ellel & ToIT 16 HT TFA Hial|
a6 - - -
I Eay - |Georg|a -Illsﬁ :IA ~ A | B
Paste - B Fa u - EE o - -& -
Clipboard = Font 10 =
AL - 1; Wekb
A 1 - . -
it | 1|Webinar Training Log &
20 | |
: i‘iﬁi‘:i‘;Tralmng - ——= 2 |Email Address Last Name

o text IIAT Wice TR H ol ST
AC:- 3T BT T PR Scolel & foIT HEcH font size type FT Tehd & 3R Increase font size 3R
Decrease font size ST 92T 3 T Tohd gl

s

D‘}E’ |Ca|ibri
p -

t

asie \’ B f

-

|
¥

%Wrap Text

&= = Merge & Center

Entering a Increase and Decrease
custom font size Font Size commands

1
Biee T F& g¢a (How to Change the Font Color)

o 3 U & TIT Y o 3T GN™T & e &
A _ B

1 [Webinar Training Log ¢ |

2 |Email Address Last Name
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o Home Tab 9X & Font color 18 & Ferel H & 3M9-33a AR W e &1 color A f@rs
&am|

o Tifda Font color T Tt &I AT Font color T Uk oIS Ydldailshel fa@rs 3am Fifed 3ma
ﬁ@ﬁrmwmaﬁﬂmﬁ%lmwﬁéﬁgreenﬂwml

6 |Georg|a vIlt:'} v| AN == = B - i
Bz -
Paste e Blr u- H- & - = == &= 3=
Clipboard = Font Automatic
Theme Colors
at - i EEEEe ..
) I I
1 |Webinar Training Log Standard Colors
2 |Email Address I@}- ..
S ~ Recent Colors
3 |heidi.lee@vestainsurance.com Gresn
4 |josie.gates@wvestainsurance.com -
5 |wendy.crocker@vestainsurance.com "% .
) .
o text TIAT Wlec T T dgel AT
A B

1 |Webinar Training Log
2 |Email Address Last Name

. -yfafed G Redt aF wgas & AT A F A More color 5|

Standard Custom

Colors:

Current

dies, garfas, 3T HSTATST FATS FT 3TAT FF HY (How to use the Bold, Italic, and

Underline commands)
o 33U A FH TIT HY O 3T FMNAT e amga g
A B & Cut

ER Copy = B
¥ Format Painter B%I U~ M .E.v

A A

|Georgia -8 -

Clipboard 1 Font fa

1 'Webinar Training Log : Bold Ctri) :
Make your text bold, 2

2 Email Address Last Name
o A I B C
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e Home Tab 9 Y dles (B), 3eifelsh (1), IT 3SR (U) FAE W Fold Tl gAR 30T #,
gH TIfd Ul dles I GaTl
o AT style CFre TR AL HT FTCEAT

1 [Webinar Training Log
2 |Email Address Last Mame

AT T TARIT e dfes I F AT IO FEE | Ctrl + B &ST Hehd &, Ueh 3{STellSel A1) it
& fov sefoed ae #a & faw Crl + 131 Curl + U 8 a1 Hevct &

Text alignment (SFFE TATSAHT)
fSthiee & &, 39 ahelic & gof FIg off Toe A & fATer v 3R T@E &ar §, ot FIg o
HEIT HI §eX el T Jg Ard-all AR @S & §1 I el e & TedRGH &l dgeled & 3T
TE T T § 6 e fhEr o dor 7 FH yeid gl B
&ifasr 916 WXWr HA Fger (How to Change Horizontal Text Alignment)
A fOT 9T §AR 3eTE0T H, §H U title cell F TXGOT A IR AT Gl o =l & faw
MRAT T 3R 30 AV FRTTH T 3797 |

o 3 A F TIA W O 39 FMT T e g

£ - % Wrap Text

& 3= & Merge & Center ~

Alignment Fa

1 Log Center

3| Webmar TramingLog @

4 En'lﬂil Add[’ESS Last Name Center your content.

] T [
o Home Tab @ & e Horizontal alignment commands & & fohell Tsh T Tel| AR 3eTe0T H, §H
Center alignment T TJeT LT
o textcenter § fR@S & wdam|

3 Webinar Training Log

gféda eFre @I FF Tga (How to Change Vertical Text Alignment)
o 3F ¥ F TIST B OTH T FAMRAT HET AR B

£+ E¢Wrap Tet

N

5= & Merge & Center -

Alignment P

3| Webmar Traming Log % Loy Midde i

i Align text so that it is centered
between the top and bottom of the

4 Emil Address Last Name cell,

m
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 Home Tab W f&Ud It Vertical alignment commands & & fohell Teh &1 Toi| GAN 3areor &, g4
Middle alignment ST TIT |
o text Middle 7 f@$ o o@1am|

Webinar Training Log
4 |Email Address Last Mame
ste:- 39 fodll #ff el 9T Sead (Horizontal) 3R &ifdsT (Vertical) alignment Afead &t o] &Y Hehcl
el
THTH TR 2013 H &iad d9is$ 3R 9fFd Fa$ FF aga (How to Change Column
Width and Row Height in MS Excel 2013)
fBthlce &9 &, Teh oI asheer &I Ycde Row AR Column T & Fams 3R =isi$ W @< glar &1 vardel
3mae fafdes st ¥ Column T =tst$ 3R Row & F=m$ T FAMRT et & gl &ar 8, forwst
wrapping text 3R merging cells §1
Fiad A Fr FAMR—T FF FT (Ho to Modify Column Width)
A YT 7T §AR 3eTEXT 7, Column AF 3MTH F& Hec T&Rd & W & 3N Fo veiRid e & @
&1 &7 Column A &I SIS & STt 39 Fee FI @ Tohd &l
e 3T S & Column heading & Column A8 X AT3H &HI of ST IH & ATIDI Teh HIA P
g9d dR fe@rs ¢am|

H18 - k H1g '-.=‘."i§th: 10.29 (77 pixels) F
nod B C A C

1 |First Na Last Name 1 |First Na Last Name

2 |Amand: Ryan 2 |Amand: Ryan

3 Tricia Matthews 3 |Tricia Matthews

4 | Josefin: Woodard 4 |Josefini Woodard

3 5

3] &

e Column Tis$ se AT gel & AT AT & Foasd Y, gav 3R i)

3T S & AT S BIF 31| Column Fr TieS ST & STUa|

H18 - Je
s+ B C

1 First Mame Last Name

2 |Amanda Ryan

3 | Tricia Matthews

4 |losefina Woodard

]

5]

Are:- afe 3T fRdy e F 9138 Toha (pound signs) (i) 2@ &, A SHHT Adad & & Column T
HT Pl YT A & v gaTeq AgT g1 F hee @A & v s&@ Column Tis$ Serv|
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HIad TS 3efhe FI FI (How to AutoFit Column Width)
HeIfthe FiauT Ul 379el shee S Taaiad §9 & e #a & faw Column &1 =lsis de it &r
At &t
e 3T S & Column heading & Column T8l U AT3H &HI of AT IH & ATIDI Teh I P
zaal R fe@rs &am|

D1 - Je Cell Phone

A B C D& E F G

1 |Fir5t Name Last Name Position(s) |Cell PhiStreet Address

2 |Amanda  Ryan Pitcher, Seci513-558 800 Round Table Drive
3 |Tricia Matthews Catcher 808-55:4721 Arron Smith Drive

4 |losefina  Woodard Outfield 714-55: 2152 Liberty Avenue
o 3T ¥ sd-[Falh HL| Hee e A & T Column Tisg Taarfod &7 & o & STl

D1 - I Cell Phone
A B C D + € F
1 |Fir5t Mame Last Name Position(s) |CEII Phone I!;treetJi-'iu:ldres',!,
2 |Amanda Ryan Pitcher, Sec 513-555-4477 800 Round Table Drive
2 |Tricia Matthews Catcher 208-555-6397 4721 Arron Smith Drive

4 |Josefina Woodard Outfield 714-555-4506 2152 Liberty Avenue

AT:- 39 T & THT H &5 Column & fow diss 3ifeifthe Y T Iod &1 9 3 Column &7 TIA
F e 3T 3ifeifhe @ awd §, T Home Tab TX 9% 319-3731 #e] & AutoFit Column TS T
TIT FL| Row F T st s@ R F1 393er fvar o Ihar &1

E"Inseﬁ: - -k
E;x Delete - | @ g
=1 Format - -
Cell Sie
IC Row Height...
SoutoFit Row Height

1 Column Width...
AutoFit ':.:fﬂul"l'll"l Width %
Drefault Width...
Wisibriliity
gfFd Far$ 1 FAMR™T FF S (How to Modify Row Height)
o 3T S & Row line WX AT3H &l of S I/ & IR Ueh Hig HIX 39l dR @S 3|

Al v fe Bull TeamRoster: | AL T Je || Bull Team Roster:
Height: 41,25 (33 pixr:ls]B ¢ o E
A B C D E |Bull Team Roster: Co-ed Softball 2013
1 BuIITeam Roster: Co-ed Softball 2013 FirstName  Last Name Cell PhoniStreet AdcPasition(

+

2" [FirstName  Last Name Cell PhoniStreet Ad:Position(
3

wa M
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e Column Tisi$ o=t AT Tel & T #A3T # [Folh Y, garv 3R o)
o 3T S & A3H T BIE &3 Row FI FA8 seel & Sualr |

Al - J Bull Team Roster:

A B C D E

1 |Bull Team Roster: Co-ed Softball 2013
First Mame  Last Name Cell Phoni Street AdiPosition|

3
it afFaat a1 Tt F1 FF FAR—T HIT (How to Modify all Rows or Columns)
FAIT T Rows 3R Columns T 3R dedde & ST , 3T Teh & 7T H A% Row 3R
Column &1 Fa1$ 3R disg & FAifd & Fd g1 I8 AT 379er 9elr ahelic # 9d®  Row 3R
Column & AT Tsh HAH MR AT A HI AT &l &1 §AR 3ST6I0T # |, §H Teh FAW Row Fa1S
fuRa w3
o THAMT H GAF Yol T ITA HA & TIT Bloell I & & Select All button T fFereh Y|

[

H14 e fe Al - fe Bull Team Roster: Co-ed Softh
E A B C D A A B C D

1 | Bull Team Roster: Co-ed Softball 2013 1 |Bull Team Roster: Co-ed Softball 2013

2 |FirstName  Last Name Cell Phone  Street Address 2 I_T.__Gt..a_j__s_ 55 .__ll “lame |Cell Phone  Street Address

3 |Amanda Ryan 513-555-4477 800 Round Table Drive aPLECOEY l“r'éfar]‘ 513-555-4477 | 800 Round Table Drive

: JT”C'?_ Eﬁﬁze‘zs iiigggj;i; :E;‘:_EG” S:'th Drive 3 [Tricia Matthews 808-555-6337 4721 Arron Smith Drive
omere godar T oerty Avenue jYosefina  Woodard 714-555-4506 2152 Liberty Avenue

6 |Rodney Ross 310-555-8862 3503 Prospect Valley Road

7 |Leigh Dizon 607-555-7816 1483 Frosty Lane 5 |Rodney Ross 310-555-8862 3503 Prospect Valley Road

8 |Mark Grant  914-555-5592 1663 Taylor Street 6 Le'g: Dizon 1607555 /816 11483 Fmi't“a"e

9 |Mildred Persinger 601-555-0175 3329 Washington Avenue 7 |Mar Eiran_t ?:}4'?{’?_?5?% 1??31—3\' t.)TSt_reet_

. ST F Row line I I TR Whe HE FE §oF 1T
e Row 3T dg IT 9Tl & foIv #A3H &l fFeleh &Y, gau AR |
o a&fie & faT 7§ Row F41$ @ AJC 19 W ABH & 8IS &

Al - Je Bull Team Roster: Co-ed Softh
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1 |Bull Team Roster: Co-ed Softball 2013

2 |First Name Last Name Cell Phone  Street Address

3 |Amanda Ryan 513-555-4477 800 Round Table Drive
4 |Tricia Matthews B08-555-6397 4721 Arron Smith Drive
5 |Josefina Woodard 714-555-4506 2152 Liberty Avenue
Rodney Ross 310-555-8862 3503 Prospect Valley Road
THUH TFdS 2013 H 31121 BIHC T ITANT HA FL (How to Use Auto Format in MS

Excel 2013)
MS Excel 2013 & geheflc Bide & H1H I TIT T I Ueh THS T iferpide [Feed a1 39aer

HAT gl ahe B 3D e & fow wiAfEer gl i Selr &1 gessfA T, wiee e, Biee 3R, 3R
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3T BT Aheal i qdE 3eT &l g H IAA §aAT Fohell &
SATARRT ST 3T g

TFS # 17 A Teged 3UeH §| I Tged OF HET BIACI &1 Hl Fidd Hdl &
Number formatting

Borders

Fonts

Patterns and background color

Alignment
Column and row size

fFae veaw Taar # Wi A F/ T (How to Add Auto Format to the Quick
Access Toolbar)
glellfeh QRIeT HEROT T 2007 & oTe & 3fieipidfe Reet & fordl off Ta ox 3qarstr a1t &1 3ifeimise
@I 39T el o T, [Fash TFdd geldR & add Auto Format 3TSehel TR Feleh dhieh STe 37TaRTeh &
ar 39 THaE fRAT ST AT § | I8 Teh aR T IR g1 3 SIS & d1g , Auto Format 38l caikd
TFHH Tela’ (Quick Access Toolbar) TR &gl &1

o 3IU-SE3 A Woed & ToIv caRd T TR (Quick Access Toolbar) & 3id #H & dX W

3R Tsie % Wy Ageat

Forem Y
H ™7 @ -] €— Quick access toolbar
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEY
& - - jp—
B E}E’C”t Calibri -l cla sy = #-
i3 Copy ~
Paste S i - - === &=
- ¥ Format Painter ru - O — - - — ==
Clipboard P Font P Alignmn

+ &% dG More Commands T

o SY-S3 Ao Wieldl & AT oflged & Yol HaAIS & 3 & A IR R Foboleh AL

e Choose commands from s & & All Commands ?:F'rl

*  AutoFormat &S @il & foIT 58 JuiATer ¥ & ACAH & Tolel

o 3% dc [Fah THAH AR A BT geof S5 & fv FAS 4T & @ Add e |
et

o 3d #H Ok W fFae &Yl

Excel Options

R

[6D]

% Customize the Quick Access Toolbar.

Choose commands from: Customize Quick Access Tog

Trust Center

Resources

E=f Advanced Dogqument Pr...
[Z, Al Text...

T Are '
= AutoFilter
[f& AutoFormat...

@ Back

Proof p

''''' ? 3) &< Commands Mot in the Ribbon El For all documents (default]
Y Save / |

Advanced ¢ 3D onsor | - = save

- | ¥} Undo
[Feastomize (2} ¥ 5-Paint Star o onee
AddIns... (5
Add-Ins

Bright

[T] show Quick Access Toolbar below the Ribbon

\

(0

L] »

3ifeY wife Terma F/ @R[ FY (How to Apply Auto Format Style)
o gpMe FH 3T 3T F g5dSe ™ T 3T BiFe T TET &
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o Auto Format STl died &1 o & foIv caRd T TIaR W Auto Format §eof W fFersh &l
o 3USY TBed H ¥ Th W Feleh il
o TS HI ] P HR ST SiFH FY §g el & foIv Ok R Fereh Y

Formatting Cells in MS Excel 2013

Tl Aol e TH & Formatting HT 3TN & &, ST 9§ TR SAFHRT & TTY Toheeh H ool &

9§ ARl TN &1 A Formatting U Thgeh & FTa®Y 3N I &I IeThiod F Fehel ©
a3 3EeEN & 9gT Tohd § 3R FHS Fehol &1 3T Tehgeh H 3UTNT U ST @ SeT il F&dn
3 oY IR T &, Sl (%), TqeT ($) ]

Biee Fd dga (How to Change the Font)

fSWhlce &9 &, Tcdeh 5 Toheeh & Biec Hidiaar (- Calibri) T FC g | grelifch , Tl &S 3
BlecH YTl T & ToleAehl U 3T YT el SFEC Pl HECHZS Fld & folT Y T g A
feU 7T 3ETEI0T H, §H 319 title cell Y 37T ghefic T o{T Y A TERIAT & AT grvig FEar|

o 3T TA F IIA R F 3T NIT AT I8 &l
A B

1 |Webinar Training Log If‘l_

2 |Email Address Last Name

e Home Tab X & Font FATS & Sorel # fFUT 319-313e1 X W fFereh &I Font 319-313eT Ae]
s gam|

o TS Font & AT Y| AT Blec & o15d alaelehel dd fG@TS SIM ST 31T 3relaT-3701T
faehedl oY AT3E T AU AR 3eTeX0T H, A Georgia font T TTeT |

. | = '
C— Sl A :
€} Saramond

() saummi Fuaria B

¢} Een
Al ) GEOMANCY
¢} Georgia
T Ceostar'F=ill I ' a
0 Geotica Three 1 Webinar Training Log

Webinar €} @iddyup $td
fmaiadd O 7 Email Address Last Name

heidi.leeg¢ ¢} Gill Sans MT
o A= N
e Text TATAT Wlee H FcoT SITTIT|

Blee HTHR HW g (How to Change the Font Size)

o 3T A FT IIT N ¥ 3T GNT F=T Ied gl
A B

Em ~
=

Clipboard

w orM

1 |Webinar Training Log e
2 |Email Address Last Mame

e Home Tab X YU Font size FHATS & FITl H YT 3M9- 33 R IR [Feleh HY| Font size 319-
33 A fe@rs &am|
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o TS Fontsize F TJT FX| AT Fontsize FT ST Jaaalee G@Ts &I FAieh 3T TelaT-37e19T
fashoul T A3 HT gAT 81 AR 3GTEI0T H, §H text I 5T Folld o ToIT 16 1 T LT |
E‘_gb |Georgia -1|16 —I,q* A A E
Paste % B I U -~ =] g I- _& - I
Clipboard = Font |10 =
11
Al - 15 Web
A 14 , .,
ok 1| Webinar Training Log &
20 i
Webinar Training 2 | 7 Email Address Last Name
Emnail Address . La

o text TIAT Wice 3THR F o ST
Ale:- 31T BV T THR gl & T e font size type T Thd & 3R Increase font size 3R
Decrease font size ST 99T 3 T Fohd gl

"D ;;’ ) Calibri

Past
ESE" B I

L4

—— 'ﬁ‘ - %Wrap Text

i
i
i
i

€= = Merge & Center

Entering a Increase and Decrease
custom font size Font Size commands
H
1
Biee WM $F dga (How to Change the Font Color)
o 3 U & TIT I [ T FNMAT AT I8 &
‘fx} |Georgia '|16 '|AA N == ®
h - P‘E%vsru H- &- == = | &= 3=
Clipboard ra Font Automati
Theme Colors
AL - Cd E EEEESEN
A
- . |I|I||||I|
1 WEblnar Tralnlng Log d} 1 |Webinar Training Log Standard Colors
2 |Email Address RecentCOIQrs%- EEE
. 3 |heidi.lee@vestainsurance.com
2 Emall Address Last Name 4 |josie.gates@wvestainsurance.com - " ol
5 |wendy.crocker@vestainsurance.com vay DLfore Lolors...

e Home Tab 9 & Font color TS & Farel H fEUA 3MT-313a X W fFerar &1 color A 1%:@1?

A
o Tifdd Font color T T &I AT Font color T Uk o1sd Ydldaiiehel fa@rs 3am ifd 3ma
faffieeT fashoul o AW @I gATT &1 AR 3cTeX0r #, §H green & TTel |

o text TITAT Biee I T Sl SATTIT|
A B

1 |Webinar Training Log
2 |Email Address Last Name
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wite: —3faRed W1 fashedt T Tgaa & fov Ae] & = More color T+
Colors ?

Standard | custom

Colors:

e e

dies, geIfae®, 3T ETATST HATS FT 3TAT FT HY (How to use the Bold, Italic, and

Underline commands)
o 3T A F TTT H o 3T TR FeT Amed &
%Cut

A E Georgia 18 AN FE=
e Copy ~
¥ Format Painter B%I - 2- A T E=EE
Clipboard T Font 1
1 |Webinar Training Log . Bold (C+B) .
2 |Email Address Last Name A Make yourtet bold, i

.o o] L
e Home Tab oY f&Ud &teg (B), seiferer (1), AT 37Tz (U) FATS IR [Folh Y| AR 3GIEI0T A,
gH I ¥ des X &Il
o T style CFEC W o] T ST

1 |Webinar Training Log
2 Email Address Last Name

AT 3T TR 2 Wos I F AT Y FAE T CHrl + B TaT Feheh ¥, T TS ] oY
& forw stforma o) & & T Curl + 131 Curl + U 8 gar #ad €1

Text alignment

fSwice & &, 3m9s a@slic & g FI5 Y T Ao & g 90 3R @ &ar § e g o
TEAT FI X A W g AMd-aI0 3R G@E <ar §1 IR AT e o TeINRGH &l dgoled I 3T
g gl Fehd ¢ T e fhall of Ao & 5@ wef¥d gl gl

gifasr are W@or FA Fe (How to Change Horizontal Text Alignment)

A QU 9T gAR 3eTEOT H, §H U title cell F TXWOT H 3R AT difeler ofh ool & fow
N HET AR 38 AT FRTFTS § AT HE|

o 3T I F TIT H A 3T FARAT FeT Amed g
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’?}" - % Wrap Text

3= [ Merge & Center -

Alignment P

Center

ILog

3|Webinar Training Log @ |

4 EmaiMddrESE Last Name Center your content.

R v T
e Home Tab W f&ua dIsT Horizontal alignment commands & & el Teh &1 oi| AR 3aTe0T H, g4
Center alignment &T T HLAT|

o textcenter § fe@S ¢ @M

3 Webinar Training Log

gféder e @I FF Tga (How to Change Vertical Text Alignment)
o 33U A H TIT Y O T FAAT AT a8 Ll

- % Wrap Text

(i

Ls

MMerge & Center -

Alignment =

3| Webinar Training Log ¥| g Middic Aign

Align text so that it is centered

between the top and bottom of the

4 |Email Address Last Name B can
 Home Tab @R f&Ud 1T Vertical alignment commands & & fohell Teh &1 Toi| §AR 3are0T &, g4

Middle alignment T TJeT ST
o textMiddle 7 @Tg &t reram|

Webinar Training Log

-

-

4 |Email Address Last Mame

sle:- 39 fohdr 8ff def W oidad (Horizontal) 3R &1fdisT (Vertical) alignment @f¢aq alat o] T Fehc
gl
THUH TFAd 2013 & der AT 3 @ ¥ (Cell Borders and Fill Colors in MS Excel
2013
Cell b)orders 3R fill colors 3T 319sT ahefie & faffea gaif & fow Tose 3R aRena daw sa@=
T ITAfT & B
d18T H¥ S (How to Add a Border)
o 3 A F TIA Y o 3T FMUT T Iga 2
o Home Tab 9 Borders TS & s9Tel H & 39-313e1 AR W fFeleh Y| Borders 3I-313e1 e
fe@rs gam
e 3 border style T TIT FY TR 3T YA FIAT B ol AR 38T H, 87 All Borders &l
T YT e
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B 3 Calibri lu KA ==
Emy ~
Paste B I U-|H-|d-A- === &
Clipboard F, Borders ig
#4  Bottom Border -
A2 -
Top Border
Left Border I
i+l Right Border
"\TEblllﬂ.r TI' i+ Mo Border
1 All Borders -
2 |Email Address Cutside Borders gl
3 |heidi.lee@vestainsuran [EF] Thick Box Border
4 |josie.gates@vestainsurs -

TITAT border style fe@rs &3

Draw Borders

Webinar Training Log g S

3 A  Erase Border

4 Email Address Last Name  |First Name L# Line Color ,

5 |heidi.|ee@vestainsurance.com Lee Heidi Line Style *

b |josie.gates@vestainsurance.com Gates Josie HH More Borders...

e 3119 borders &I 3T HT Fhd & 3R borders F 319-313eT Hef & 1 Draw Borders & Tol &
a1y line style 31 color &t d&e T &

T A I (How to Add a Fill Color)

o 3T UA & TIA H Y 3T TAMRAT =T TR

e Home Tab 9X Fill color FATS & §9Tel # AT Z19-313a7 I W Fereh H| Fill color A fEw@rs
|

o Fill color T TIT &Y T 3T YA FIAT AR g1 T 3T 3Tcl3T-37c9T [dhoul W ATZH &l
gATT & o Fill color &7 S8 Wy fa@r$ am AR 3cTe0T &, §4 Light Green. T Tgel $idT|
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A
Webinar Ty Standard Colors 4
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s et crockermenainsurancl & More Colors. b sl gates @vestainslrance.com Gaes  Josie

FHTS T YT H ohd 8l 9 3T
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wree YeX (Format Painter)
I 3T Tk T T g@ Gol A formatting T AT ST =gl & , @ 39 Home tab 9T Format Painter
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formatting T HIdT FAREM| R 31T FET off o W Ferh FXh 39T X Tohd & oI 3T

formatting 9€C HTAT AT &l

X Cut
D F Copy ~

Paste
- ~ Format Painter

Clipboard M

THTH TFAd 2013 7 9fFd 3 Frad F Fd& T #1 (How to Freeze Row and

Column in MS Excel 2013)
ST S AT T AN ST K WY FH B W @A &, A HIR Tohgeh H AN A Joledl T

ARG & bl §| WHTT {, Tl H F$ T AMAA § T HGH dhgs & [Afdes ped & qeref

F T & GAT F SWAT T T §, T T A BT Feer 3T 319elr ahelie & Fenfaa aa &

&TH |

qfFaal #1 WsT FF Y (How to Freeze Rows)

39 39 ghelic A 999 &9 F 8T AT # & Rows I Columns T W1 A6 Hehd &1 Rows IT

Columns T Freeze &Th, 3T STH §U Cells T ST & ERTT Tl WHIA HT Thioh A 8 5@ Tohd

gl

e 3¥ Row & AT Row &T T Y ol 3T Freeze 31T Ied &l AN 3&T80T 7, 4 Rows 1 3T
2 T WSl el TEd &, SATIT 7 Row 3 &l Tel hidl|

A3 - Je || Albertson, Kathy
A B (3 D E F
Westbrook Parker Sales Data

Salesperson May June July Aug. Sept.

]
2

-3 |Albertson, Kathy $3,947.00 $557.00 $3,863.00 $1,117.00 $8,237.00
4

Allenson, Carol  $4,411.00 $1,042.00 $9,355.00 $1,100.00 $10,185.00
s Altman,Zoey  $2,521.00 $3,072.00 $6,702.00 $2,116.00 $13,452.00
6 Bittiman, William $4,752.00 $3,755.00 $4,415.00 $1,089.00 $4,404.00
e 3% 9 R W View Tab R fFereh |

o Freeze Panes AS &I TFA Y, T SI-ST3T A & Freeze Panes T |

REVIEW VIEW
=1 @ 1 split View Side by Side i
R 5 . i
_______ Hlde Synchronous Scrolling i
FZoom to Mew  Arrange | Freeze Switch
Selection  Window All Panes - Unhide Reset Window Position Windaows ~
Freeze Panes
Iil Keep rows and columns visible while the rest of
the worksheet scrolt:ébased on current selection].
Freeze Top Row
E F I;l Keep the top row visible while scrolling through K
the rest of the worksheet.
)
Freeze First Column
Aug Sept D Keep the first column visible while scrolling

through the rest of the worksheet.  —
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o gray line Hehel & 37TAR, Rows T STaT6 # Freeze fahar Siwamm| oY oX Freeze U Rows &I &a &
a1 39 TheiT HT FhId FX Tohd ol AR 30T H, §H« Row 18 deh Fhiel < f&aT &l

:l D Ruler [V Formula Bar O\ [E)ﬂ @ |_—|E E

ormal Page Break Page Custom [ Gridlines [ Headings Zoom 100% Zoomto MNew  Arrange
Previe : Selection  Window  All

LI Rows 1 and 2 are frozen Eaam
above this line

H6

Westbrook Parker Sales Data

z |Salesperson
18 Hodges, Melissa $5,667.00 $4,798.00 $8,420.00 $1,389.00 $10,468.00
12 Jameson, Robinsi $4,269.00 $4,459.00 $2,248.00 $1,058.00 $6,267.00
20 |Kellerman, Franc $3,502.00 $4,172.00 $11,074.00 $1,282.00 $2,365.00
21 Mark, Katharine $5,853.00 $2,011.00 $3,807.00 $1,348.00 $11,110.00

HITH B BT HA HL (How to Freeze Columns)
o FHIAH & S IR TIT FIdH T TIT HY [ST 3T Freeze IT AEA &1 AN 3807 7, g9
FITH AP BT FAT TEA ¢, SHTIT §H HIcTH B FHI TIeT |

B2 - I

Salesperson . Sept.
Albertson, Kathy $3,863.00 $1,117.00 $8,237.00
Allenson, Carol |5$4,411.00|51,042.00 59,355.00 51,100.00 $10,185.00
Altman, Zoey $3,072.00 $6,702.00 $2,116.00 $13,452.00
Bittiman, William| $4,752.00| $3,755.00 $4,415.00 51,089.00 54,404.00

e 3TP g Rad W View Tab R Felh |
o Freeze Panes S &I T Y, Y SI-ST3T A & Freeze Panes I |

M nm B W R -

REVIEW VIEW

@ ,_—E E gl Split [ View Side by Side EE

T iHide [B] Synchronous Scrolling

Zoom to MNew  Arrange | Freeze . o o Switch
Selection  Window Al Panes - I:lUnhlclc— B Reset Window Position Windows *

Freeze Panes
gl Keep rows and columns visible while the rest of
the worksheet scrol%(based on current selection).

Freeze Top Row

I;I Keep the top row visible while scrolling through _K
the rest of the worksheet.

Freeze First Column

I;I Keep the first column visible while scrolling
through the rest of the worksheet. —

o I TSI CART STTd fhT T Fied T G # Freeze [FAT JATTIMM| aE 3R Freeze HictH HI @
U 319 worksheet 7 Thiel T Hehd &1 AN 3cTe0T &, §HA hicre EH Thiel fahar g

Sept.

K19 - e

A

Dec.
a47.00 $3,947.00
Allenson, Carol 1.00 $4,411.00
Altman, Zoey 1.00 $2,521.00
Bittiman, William $1,089.00 $4,404.00 $20,114.00 $4,752.00 $4,752.00

dwora

]
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gfFaal 3T Tast Fr 3ThST F/ ST (How to Unfreeze Rows and Columns)
e Rows 3T Columns & 3AHIST FA & ToIT, Freeze Panes S T fFaeh &Y,
o Y SMU-S13eT A ¥ Unfreeze Panes &1 Tl Y|

WIEW
|_—|'__I E Split View Side by Side sy
— — : ==
i iHide Synchronous Scrolling
3 Mew  Arrange Freeze - Switch
1 Windows Al Panes « Unhide Reset Window Position Windows ~
Unfreeze Panes
Iil Unlock all rows and columns to scroll
through the entire worksheet.
Freeze Top Row
| I;I Keep the top row visible while scrolling | M
through the rest of the worksheet.
Freeze First Columm
Dec I;I Keep the first column visible while

scrolling through the rest of the worksheet.

00 $3,947.00
Ife 3maer adefic & Faer MT Row (Row 1) IT IET Hleld (Hicte A) I HIsT el T MARTHT g,

dr 39 SI9-813e7 Hel ¥ Freeze Top Row AT Freeze First Column &Y Hehd &1

VIEW
= E Split View Side by Side gl |
- o _ i
i iHide Synchronous Scrolling )
) Mew  Arrange  Freeze Switch
v Window Al Panes~ Unhide Reset Window Position | wWindows ~

Unfreeze Panes
gl Unlock all rows and columns to scroll

through the entire worksheet.
Freeze Top Row
| I;I Keep the top row visible while scrollingl} N

through the rest of the worksheet,
Freeze First Column

Dec I;I Keep the first column visible while

= scrolling through the rest of the worksheet.
00 $3,947.00

THTH TFdd 2013 & gdeflc & @ f@snfaa &1 (How to Split a Worksheet in MS
Excel 2013)
Sef-anef 3T Teh oA ToST Sl T IUET Uk & dehdeh & Ao quil T T T TR Hehod &
fecore #aAs el ahfc H TS U A fFfaa s f Al Sar § S e & Shfa S
g1 37T U & gwefic Frar wren J Fanfaa o & AT Spilt Aerew &1 w=2er fhar srar
o 3T A FT ITT Y STgl 3T gheilc Hi [Fford FTar Iga &1 §AR 36eI0T F |, g9 Tl C7 &0
TIeT |

C7 - I~ 3152

A B C D E
1 Westbrook Parker Sales Data
2 |Salesperson May June July Aug.
3 Albertson, Kathy $3,947.00 $557.00 $3,863.00 $1,117.00
4 | Allenson, Carol $4,411.00 $1,042.00 $9,355.00 $1,100.00
5 Altman, Zoey $2,521.00 $3,072.00 56,702.00 $2,116.00
6 | Bittiman, William $4,752.00 $3,755.00 $4,415.00 $1,089.00
7 |Brennan, Michael 54,964.00'.{}3,152.00_' $11,601.00 $1,122.00
38 | carlson, David $2,327.00 $4,056.00 $3,726.00 $1,135.00
9 Collman, Harry $3,967.00 $4,906.00 $9,007.00 $2,113.00

o REA W Viewtab W Fereh &Y, T Split FATS FHT TIT HY|
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REVIEW VIEW
B B
Q ™ T Hid
foom to Mew Arrange Freeze _
Selection  Window  4ll Panes - Unhide

Wi
aéhgeh @1 fafdes U7 A oI fohar SITwem| Ehiel aR T 39T &Teh 3T Gedsh Pane &1
3TCTET-37eTeT Tl X Thel o, fored 3T ahaeh & faffieet qait i Joam a2 a6 &

c7 - I~ 3152

A B C D E
2 | Salesperson o July Aug.
The worksheet will be split into
3 Albertson, Kat separate panes. You can use the 5 E 5
4 | Allenson, Carol individual scrollbars to scroll 355.00 $1,100.00
through each pane 1

5  Altman, Zoey 02.00 $2,116.00
6 | Bittiman, William 54, $4,415.00 $1,089.00 .
28 |Smith, Harold S5, $7,158.00 $1,116.00 =
29 Thomas, Robert s3 $8,406.00 $2,123.00
30 Thompson, Shannon $2 $11,987.00 $1,183.00 _

2013 [Co) ] v [« »

Ale:- Split & 91, 3T Ycdeh TS & 3HR Hl dcold o ToT ddad (vertical) 3R &fast (horizontal)

f3argst W Fers FF TiT Tod gl

e F1 FA g (How to remove Split)

Split T geTet & AT, Split FHS I SORT Foash FL

TATH TFAd 2013 # Fee A 30 AR T F AT HFH FT (How to Wrap text and

Merge Cell in MS Excel 2013)
S & H9h I T & S AT &, dT 3T Plfd Hl HR deoled o Folld cFEC Dl Wrap Hl

AU o AFhd &1 THRE FT Wrap It & hee &l Tl H Taaifod &7 & s G sieam, f5ad fide
FS olgell W Tefid AT ST Fehal €1 Merge 9! &8 Al HI Th WY SIS @1 AT &ar B
eFre F W FT FU (How to Wrap Text in Cells)

A T T §AN 3GTEXT H, A Column D 3 Cells & text 1 wrap FT dlfh QU Tal Y& 1Ad T ST
|

3o Ul & TIT Y SAeg 3T wrap AT T8 &1 5T 361807 H, §H Column D H Hed & TId
HLT|

1 |Bull Team Roster: Co-ed Softball 2013

2 |First Mame Last Mame Cell Phone Street Addres|Position(s)

3 |Amanda Ryan 513-555-4477 | 2800 Round Tak|Pitcher, Second base
4 |Tricia Matthews 208-555-6397 |4721 Arron Sm|Catcher

5 |losefina Woodard F14-555-4506 |2152 Liberty A|Cutfield

& |Mildred Persinger 601-555-0175 |3329 Washingi|First base, pitcher
7 |Dwayne Patnode 205-555-3783 |1736 Broad Str|DH

8 |Bonnie Benjamin 502-555-1212 |2937F Earnhard|Second base

9 |Eva Ramer 805-555-8514 | 232 Timber Os|Right field

10 [ Carol Fena 571-555-0704 4072 Melm Str|Third Base

11 |Leola MICcM ew 580-555-8177 | 2182 Cody Rid|Pitcher

12 |Annie Muro 502-555-0190 | 1001 Cerullo R|Second base

13 lloe Rodriguez 781-555-9659 19 Tenmile RoalThird base

Home Tab 9X Wrap text H#TS HI TTT H|
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== - = Wrap T General - -
= = P
=== & 3= EMerge&Center - $ - % » % £ Conditional
Formatting =
Alignment = Mumber =

Wi Text
t Address rap e

1 | Microsoft I:I Wrap extra-long text into multiple
D — —m=| lines so you can see all of it.
Microsoft
1 |Excel

>

eet Addres|Position(
} Round Tak|Pitcher, £
11 Arron SijCatcher

32 Liberty AlCutfield

B

o TIMAT cells H text wrap & SITTI|
A B

e Tell me more

C D E
Bull Team Roster: Co-ed Softball 2013
Street
2 |FirstName  Last Name Cell Phone |Address Position(s)
800 Round
3 |Amanda Ryan 513-555-4477 |Table Drive  |Pitcher, Second base
4721 Arron
4 |Tricia Matthews 808-555-6397 |Smith Drive |Catcher
2152 Liberty
5 |losefina Woodard 714-555-4506 |Avenue Outfield
3329
Washington
& IMildred Persinger 601-555-0175 |Avenue First base, pitcher

o TFEC FI unwrap A & forw T & Wrap text FAT8 W Fae H|
Ao AR A FATS F 3TAT FT AeF F AT F& FL (How to Merge Cells using the

Merge & Center command)
AR 3cIeX0T #, g Cell AL ST Cell B1: E1 % ATY §AR dellc & folv heading e & forw faerr
(merge) S|

e 3T cell range FT TIT F fHF 3T AT FAT I8 8l

Al - A Bulls Team Roster: Co-ed Softball 2013
A B C D E

1 |ioster: Co-ed Softball 2013 oo

2 |First Mame Last Name Cell Phone Street Address Position(s)
800 Round Table

3 |Amanda Ryan 513-555-4477 Drive Pitcher, Second bast
4721 Arron Smith

4 |Tricia Matthews B0B-555-6397 Drive Catcher
2152 Liberty

5 |Josefina Woodard 714-555-4506 Avenue Outfield

e Home tab 9T Merge & Center hHIS T TAeT FY|

== = Fr - %Wrap Text General - =
=== &=3= [=Merge&Center ~ $ - % » i M Conditional
e|>s\ Formatting ~
Alignment = Mumber =

M & Cent:
Team Roster: Co-ed Sc erae emter

Combine and center the contents of
D Excel the selected cells in a new larger

" 1| > cell.

This is a great way to create a label

. that spans multiple celumns.
Tee [ 3]
1

ddress Position(
)0 Round
ible Drive Pitcher, S

e Tell me more
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o TIfAA cell merge 8 STWAT, 3R text JveT & 3T AR

Al - I Bulls Team Roster: Co-ed Softball 2013
A B C D E F
i Bulls Team Roster: Co-ed Softball 2013

2 |First Name Last Name Cell Phone Street Address Position(s)
800 Round Table

3 Amanda Ryan 513-555-4477 Drive Pitcher, Second base
4721 Arron Smith
4 |Tricia Matthews B808-555-6397 Drive Catcher
2152 Liberty
Josefina Woodard | 714-555-4506 Avenue Outfield

AT 3T F 31?4 fFeal #r FF TFAT FY (How to Access more Merge options)

Home tab 9X Merge & Center HATS & &aTel # T8I 39-313e1 R WX fFeler Y| Aol Z19-313 He]
fewrs &om| Igt @, 39 e fawed g W
Merge & Center: TIfad AT H Th T H Hol I AR THFT T Higd &Y
Merge Across: Tafad Tel I large cell H FST Y dlfeh Ucdeh UiFd ol 37el9T I@T T T |
Merge cells: TIfAT AT F Th T H HAST I olfched T CFEC Dl hg H oIgl W g
Unmerge Cells: Tafad I & AT |
Merge & Center -

i

Merge & Center

Merge Across

Merge Cells

E:II]III!

Unrmerge Cells

THUH TFAA 2013 H € F@ dAT¢ (How to Create Chart in MS Excel 2013)

TS deheeh hT ITEAT el HFER HRehel & Tehell § TSI gl 3T SeT gielm g1 =C 39
Tfhee & § 9 Iohgs ST A AT a6 6 3Afa Sar &, fowd o 3R et & dmer
3T g1 STl Bl

Understanding Charts(aT€ &1 #st)

THAS H &g FT-37elT YehR & dIE I &, @ 3T 379 3T T Hafedd olish & Telel & 3eTATT
2 &1 € T TAT T F IYANT FlA & [T, YR Tg FHSTA 1 HTGThar gen & [Fffesr arc
HT 3UANT Sy fhaT AT gl

What is Chart in excel (aT€ T §)

TS H St 3reT RO & T g fRAT ST § 30 & IE F FT H USRT R Thd § IdIC & T
& SreT geTariel, Ueeh AR FHASA & I &1 STl § ST 37eT T [IRelvor &tlr 3R Jefelr el
AT 8 ST

e YHR & gd & —

o TUFSE |

o Treefie

Embedded Chart (TFa38 41<)
%aﬁﬁ%ﬁﬁ@?@@ﬁ%ﬁﬁﬁmmmﬁﬁ%ﬁmMove,copyresizeEhT
Hehel § SHPT GHW o1 g § 1 3 STl & ATY W1 o Hehol § T SHH &g °IE S=A¢ fohd ST
o ¢ |
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Chart sheet (@€ 2fie)

S Tk A€ oIl & a9 3H IR 37eA9T 37erer are i gt § ST Faol U ac g 8idr & 395
T Insert chart as new sheet fdshed Tead g |

TFAS g afafa# i (Two Dimensional) Ua f3fa#Ir (Three Dimensional) =M€ =il T gfaem aar & |
Types of Chart(a1€ & Y&KR)

Trdd & 9 Affet geR & A §, [TH @ 9% & 39 BRIG g1 91 YhRT & eldT, 39 Teh
gIC Fl Yool P dllch Pl THST HI ATALIRAT gEI| ATC F g 3AI-37e9T ded AT AP 8 & , S 3er
& ST A HF I FETAAT FX Tt 8

Sales Team Epsilon: Net Sales per Quarter

$6,000.00

$5,000.00

$4,000.00
@
< 3300000 B Robert Johnson
@A
kot m Don McAllister
=

$2,000.00 B June Dewinter

$1,000.00 I

$0.00

Quarter 1 Quarter 2 Quarter 3 Quarter 4

Sales Quarter
THAT # 14 9FR F GIE YA @ ¢ forera gHqw e ¥ -
Column Chart(®Tad HTE)
Ig °IE oFaad died (Vertical Column) T Si@ell & &1 glaT & St a1 a1 af & 3iftren Foeifta a&qsit
T ool T gRATer §

Sales over a five week period, by day
of week
50000
45000
40000
35000
30000
25000
20000
15000
10000
5000
0 ; . . .
Monday Tuesday Wednesday Thursday Friday

Bar Chart(¥X dT¢)
TF AC AN Y AT F T @ § SN A A @ ¥ 3 FEAT &N F gaiRa w

Product Life (in Days)

Bananas h
[v] 5 10 15 20

mShelflife mRestock Time
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Line Chart (SITSsT dT¢)
TE E Gedeh SreT ATen H Affet G & T A AT ol & @ GERid wr § |

Units

100
[0
80

AN
& O
s A VR A~ —

e — N |
4 N~

20
10
a

Joan Feb Mar Apr Moy Jun Jul Aug Sep Oct Nov Dec

Pie Chart(4m$ 9rc)
TE A ST WS & AT & GAF 3T H FfAT A JAAHAF § F GafiT Fr § |

Samsung
18%

Others
40%

Huwaei
11%

XY Scatter Chart (F 91§ TheX dI¢)
sg O1¢ # srer @S & AT X- 38T JAT Y- 3187 F ufdede (Intersection) &t iTdT § |

Scatter Plot 1
40

20 / .../‘/
10 /E-
O/ﬁ

o

TIME

(o] 750 1500 2250 3000
DISTAMNCE

Area Chart (TR=r =r¢ )
Ig I IRGd & ATAR &l YEiTd aar § T8 U TEF T oS il IIC glaT & Tel oSl & #qLy
wﬂa,ﬁﬁw&ﬁw@mm%aﬁm@___a:mwa?ﬁm%|__
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Doughnut Chart(s}se 91e)
Ig a1 Nerper ag aré i a¥E giar § fAfea 78 9 e & 3w st 8 @ vefdia @ar §

Category

Radar Chart(Il8R 4T¢ )
Ig AIC g g U YA Tog & Fraww H s/l & Al H g § Fol srer die, ster orgat &
SaRT ST BT 8

Rating

Constitution

Intelligence -, Strength

Wisdom \ / Charisma

UIE F HA 3=8qE HY (How to Insert a Chart)

e Column titles 3R row labels Gfgd, 37 Cells T TIT Y [Slee 3T ¢ H =rer=r aed &1 T Cell
e & forw A 3T (source data) geT| §ATX 3aT80T &, §H Cell Al: F6 &I Tl hdl|

e Inserttab ¢ &, 3Toad A FATE W Foldh Y| §AR 3GIEI0T H, §H DIold T TUT HLAT|

alm iR = - plim =g
INSERT ~ PAGELAYOUT ~ FORMULAS ~ DATA  REVIEW  VIEW Recommen gea | 2 E Sl er

F F&, ’ ;) TRt |3|_|1|;|1E|m|:|H B e
DGy ¢ It W&l"i‘i' oo - ez A0 0 0

nded Table  Pictures Online Appsfor - Recommended $10.017 '
. T . L] Ilv 549,
iles Pictures @1+~ Office  Charts ", & ri.00m h@f@
511,355 lnll More Column Charts...
lllustrations Apps Charts SELE L e

o 3U-SEA A ¥ sod A THR o |

=) e F <] H
1 B[ >002 B2 2000 [~ B B 2011 B2 2012 =1

2 |Classics 518,580 $49,225 516,326 $10,017 $26,134

3 |Mystery 378,970 582,262 $48,640 $49,985 573,428

4 |Romance $2a,236 $131,390 $79,022 $71,009 $81,47a

5 |Sci-Fi & Fantasy 316,720 $19,720 $12,109' $11,355 517,686

5 |voungadult | $35,358 $42,685 $20,203 $16,065 $21,388|

° =

. Chart Title

o s140, -

1 5120,

580,
14
15 580,

13
17
Y | I 1
= . N Il nlell < H=m ] |
Mysery mAomance mSeEis rarasy mY

19

21 = Classi cs = Young Adult
22




1PGDCA2- PC PACKAGES

o TIfAT TC F@efic 7 srar STTe|
e 3 gAfRad 761 § & e ger & =@ 3uier e 8, dF Recommended Charts #HTS &idT SeT
& MUR W HS oH1-379T TIE FST|
INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW

LY E W 8 1 :.};'i:‘;‘f: I

Table Pictures Online Shapes SmartArt Screenshot  Appsfor - Recommended PivotChart
Pictures - - Office Charts L\) -
lllustrations Apps Charts la

e A3m3e 3w el (Chart layout and style)
IIE STelt & 1, VEY F5 Aol § oo 3T 37T 3T TSRId et & alih & aR H Scolell Ii8d &1
Design Tab & T¢ & oI3T3C 3R TS I UG AT A gl
o TFHA U AIC Hl Ugsl H M ATl & oI chart titles, legends, 3R data labels S @1 dea
Sirset & Aty e 2l

AR |EET e e [Z L , ]"
Add Chart Cuick Change | =/ |k LLul- st Tk o
Element =~ Layout ~ Colors = L————— — — —
idh Axes »
Idh Axis Titles » =
dbh  Chart Title S —
iili Data Labels » I'[[I'[E( Hens
s Data Table " e Abowe Chart
Ly Error Bars [ 3 I'Ij:I'D:L - I}
g Gridlines * E‘ljl]] Centered Ohwerlay
Eﬂ] Legend 3

More Title Options...
|2 Trendline »
10 |
. . " v
e TIC dcd SIS & foIw, Design Tab WX Add Chart Element ®#HTs W faerer &Y Y S19-813e A &

qifSd dca gl
o WIE ded N WUMEH (editing) el & T Corgglest &I sad-fFoeh Y 3R Trsfier &

£140,000 ChartTltIe

5120,000
$100,000
m Classics
5B0,000
Iystery
560,000
m Romance
540,000 | 5ci-Fi & Fantasy
520,000 I d m Young Adult
50

008 2009 2010 2011 2012
Axis Title

Axis Title

o T 3T 3HelaT-37c1T A TAcal I SIS g1 A6 o, ol 3T Tl & YA oI3m3e # 4
TS 1 3TART I T &1 TH Quick Layout FHATS T fFerer &Y, R M9-313 A & aifod
I3 A |
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DL T A E——
Add Chart | Chuick Change | = & — ————

Elerment = Layout = Colors -
Chart Ls

Chart 3

Classi
My site
Roma
Sci-Fi
"r"{:-u Mg

| IR IR I O

(N RN Y T R STV W

. Wﬁﬁmmmﬁmaﬁmﬁaﬁsﬁmmaﬁémﬁwﬁ
caRd &9 & HMAT A T AT el &1 °IE TS deolel o AT, Chart styles group &
qifdd TeBd & I |

CHARTTOOLS L22 Screens - Excel
PAGE LAYOUT FORMULAS DATA REVIEW VIEW DESIGN FORMAT

Chart Styles
fe
C D E F _
o 5000 Bow Bomn o - l Select a style or click the
0 549,225 516,326 $10,017 526,134 drop-d;‘:rr; as;ryT;: to see
0 582,262 548,640 549,935 573,428
IS <121 20n ¢7a N2 <71 nna €91 A7A

39 I1E deal & caRd &9 & 5o, IIC TCBd Sl AR aIC 3T et ael & folT a1¢ Hlec
Qicehe geol &l &Y 3T T Feha B

Book Sales 2008-2012 E
£140,000
$120,000 - -

$100,000

m Classics

Mystery Chart
formatting

$80,000

460,000 = Romance

shortcuts

= 5¢i-Fi & Fantasy

0,000
w4 | | | ‘ = Young Adult
$20,000 I I I

| I I il ok il

2011 2012

THATH TR 2013 F A€ HF/ FET FX (How to Print a chart in MS Excel 2013)

Ifg 3MaeRr Excel 2013 F #Is a1 Mic FIr I 3MaTHRAT &, dF 3T Bised a8 T e [red F1 3uNeT
FT FH &1 3T 39 FRGRTH § Bie msen & 7éF &9 § BAfcse @ & fow afder a7 &
3T T Thd &

o A THTE F AR AC W Forw HY
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e 3H% dIC File menu W Fareh Y 3R R Print R Forer FY|

Print ,
R Print
=
Print - -—
Copies: |1 :
Printer Eﬁ
v Snagit 12 -
Ready Print
Printer Properties
Settings
1 Print Active Sheets - P riﬂter
' Only print the active sheets
Pages 2] o |@_ /) Main Area BW Brother HL-6..
o s - " Ready |
Y Portrait Orientation - Printer Properties

Are: fic RAeeT @ea & AT 3T 2licae, Ctrl + P &1 off 3uAer o v &1

o X ST-3Ea A W Ferdr &, 3R 3T [iex &1 =aae1 L @t 319 39T e awd B

e Print™ Foreh HY|

Are: 31 39 fafdse 3mged & ugarT A & o Afder e &1 3uAer T Iod &, fod 3ma
Hod T Aed &1 AREeq SM-813 A W Fefeh Y, 3R dhael UE Fiod A & faw wafera =@
#glod A W Foeh Y, I YT FRYRETR Flod & T dqoT sRIgREds e # w Foh
Gl

Printer
|o ;s Main Area BW Brother HL-6... v|

== Ready

Printer Properties

Settings

==

Print Selected Chart
Only print the selected chart

| I:I Letter - |
B.5" x11"
|D:[| Mlormmal Bargins - |
Left: O.7" Right: O0.7"

Page Setup

goefle 321 & R 91€ A FJ T (How to Print a Chart without Worksheet data)
39 9fd gss gl ser & e wh @e e X ahd B

o 3F A€ W Fas T O 319 Bie e aga &

o JfE AE Teh AT AC N W &, chart sheet tab T Feleh FY|

o HASHAMTE hT ded W Fas Y, 30T T Print W Ferer |

o TWice ¥ &, I T H IIA T & dgd fhdm 1T gl

o TAE T gt W FHar @S dam Ig 4@ & fIv 319 Preview W foFeeh T Fhd B

Ae: 319 BT HT F 9gel TIC F Thol Al FX hd gl THE TAY, 3T ARG I & fow ae
& TIC 8T N TAAGRT IR IFER & Thd &

THTH T 2013 7 1€ $FF geI¥ (How to Delete Chart in MS Excel 2013)

Fofl-rsl 3T 3T TIsMe F AC IT IMH FT gl HT ATARTSAT gl & Ife 3T HIs °E gerd g,
ar 39 GaRT difelel & Hld & &7 H 30T fRAr 97 32T SRaR @l ¢l afg 3ma aré 1 gemr
Ued & o T ufshar &Y e -
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o JIY Ugd 3T 37 TIC HI Polde HY O ger=m a8d g
o TP A TIC & WA & fhaR W Fereh X, TIC ISAST &1 S |

Example Chart
SO0

BOOD
700

00
500
400
300
200
100
o — [ | - .

Apples Oranges Bananas

m 2013 m2014 m 2015

o 3T& d1G Home tab T, editing group # &, clear I et &Y 3 31T 3137 A # ¥ Clear all R
et Y]

EI_I E AutoSum IH]

Fill

Insert Delete Format Sort & Find 8
- - - & Clear - Filter - Select ~
Cells & Clear All
1 Clear All
Clear { Clear everything from the selected
W x A

1 cells.

i All contents, formatting, and
comments are cleared from the
selected cells.

e 39T dAC f3ellc & S|
Are: a7 aROMAT & AT, 39 319s HEs 9 gerw o gar Iahd &l
e & g Y FF geTT (How to Delete content from a chart)
ARy T I AE W R Flora, ST AT TS SATHRT FI G TG § A TR 3 AE AR
H FAT S8 g1 3T I ¥ fFer Y RT3 ¥ ger T g

Example Chart

Apples Oranges Bananas

S00
BOO
700
600
500
400
300
200
100

o

w2013 w2014 w2015

o 37 3ifsslae W Forsh A Y 39 IE F gera T8 &

e 3Ust IS UX Delete key EaTT|

o 3N 5T 3ifeoiae & Aeae fohar a1 ag Belic & IR 3R ardhr &7 ar¢ SRR BT gl
TATH THA 2013 H gIRiA® &1 TART FF HL (How to Use Hyperlink in MS Excel
2013)
gIgWicih SiFgae H T foih g & S Feeh el W Teh 3T g@X sl I1 BIsel W 9gd St &
3FER U Ad UST gidT § , oAfohel 3T fRdY 38T, a1 T A 9T, I1 9 & 3 fols o d@oha B
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gIsWToleh T SFEC IT Th SHST gl Tl gl 51§ P 3UANIThdl gIeRIileh T [Feldh AT §, Th A
ST, @WeAT AT TATAT AT &1 31807 & fov, fFeh 95 W e geRics 39 S3er § Us fe@rar §,
3R TF AVI BET & AT T geRice Wsd & Af3ar ok F @erdr g1

o THYT W, 3T T W Feeh HL gl T gERoich TAT AR g
3T TR 3ffesiae T T 8 FX ohd &, W Teh I IT A H deg, o 39 grsufois &1
gfafafca aar & foT 3uAer & aEd &)

e 3% §IG Insert Tab I U, Link group #, Hyperlink §ieeT WX Feler &1

o 3 Aol AT Aitheh W Tse-TFeteh # T Hehcl § 3R T ATCHe A T Hyperlink T TeForeh

X Thd &, IT 3T Ctrl + K a1 Tohdt &1

H ©- = techonthenet - Excel 2 ® - O x
HOME  INSERT  PAGELAYOUT  FORMULAS  DATA  REVIEW  VIEW »
"D S A = o5 E2Conditional Formatting~ | 2| | g
By ~ EiF t as Table ~
Paste 2 Font Alignment Number = oo o0 1201 Cells  Editing
T - - - [Z7 Cell Styles - - -
Clipboard 1 Styles ~
Al - Calibri -[11 ~| A AT $ - 0 B e
AB I =D-A-m-way E F =
i 1
2 3 Cut
3 Eg Copy
4 ‘I Paste Options:
5 o
5 A -
» Sh Paste Special... 4 »

Insert... E
4 Delete... ]

Clear Contents

Filter 3
Sort 3

[P Insert Comment

Format Cells...
Pick From Drop-down List...
Define Name...

Link option & dg&d, Create New Document IR fFeTsh &Y |

Insert Hyperlink [ |
Link: o Text to display: | ScreenTig...

I MName of new document
Existimg File
or Web Page
Full path:
‘ﬂ CoUsersAdministratorDoouments, Change... Target Frame...
Place im This
Crocument
T3 When to edit:
Create flew .
Document Edit the new document Later
#®) Edit the new document now

&l

E-mail
Address |

oK Cancel |

e Name of new document W, 7S WISl & foIlT T T IST HY|

e When to edit & aRTeT, I 3T UG & T A BIsd @il Tga & dF Afese = & v
Edit the new document later IT Edit the new document now WX f&Fees &3]

e Text to display STr® &, 37 TFEC HT BT HY o8 3T gISWToleh T FfafdAfded et & fow
393N AT TR gl

o ¥ T gERIeIF T digex H IRH I & o TTH ATRRT TGRId Hel & fow ,
ScreenTip WX fFeleh &Y, ScreenTip text siFd H sfeod e @y F IR R Ok R Fas F|
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THTY THFAE 2013 ¥ Raffeer Rwedl & wrr ahgE F Rie W (How to Print
Workbook with various options in MS Excel 2013)
I AT TS W HIH I & d9 $s IR VAT & ThdT § o9 Il AT 3T ATherrs e 3R
W FIAT T3] Uh IR ST 3T H9A I A3 ARETq T od &, o e dorer 1 3uAaT 7k Excel
¥ gehgsh &1 Weg 3R e FHtem @ giar gl
a&gs F8 e F (How to Print a Workbook)

o Y Yg File Tab ST T HY| IRl Backstage view fe@ms gam|

H ;

HOME ~ INSERT ~ PAGELAYOUT

ﬁ & L)
D Calibri "1 A A
By -

F'EE’[E‘. BIU- H+ Hh-A-

T

Clipboard Ty Font a
e Print Pane & Print option &T T3l & |

e Print Pane W Afade &, R aifdd Biex &1 a3 #1|
o 3o HIUT HT TEAT gof I foleg 3T BT =T ar8d Bl
o IS smaeEs @ A w1s o wfafea afdew o)

o 3d & fic X Fas #I

Frimt

— Co e B = | =

L= ]

i

L&
Frimtenr
. - Lescrmiark =222 (PAS) e
—— e arcing-
Primter Properties

Settimgs

l:——l Primt Sctive Sheets
Ol print the active shhects
Fages: = fr=" =
I—I:I FPrimt Orne Sicded
Ol Eprint on one sicde of EFhe.
== Collated —
1=z 3 123 A==
Ijl Portrait COrientaticr —
I:I Letter —
£2.5" > 11
:I:l:l rorrmal Felargins
Le=Fi=z O FRig bt O

Custorm Scalirma —_—

Page Setup

fic & F& T (How to Choose a Print area)

Excel aéheeh flic a0 @ Ygel, I§ T el Hgcaqul ¢ foh 3T areda H Hisf & SeTehrl e Hite
e &1 3aTe}0T & foIw, I 3 aehqeh # Ui aehelle §, o 3l Ig o e glam o o
3T FYOT e I hdo A Fehelic e F=m aed &1 F$ IR A o giar § ST 319 379
déheeh A dhael e B TAA BT HEAT dBd B
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afra effc F/ AR FX (How to Print active sheets)
o 39 ghelie &1 9T A 8 3T e war aga g1 thifs awfic fic e & fov, ggel
aheflle X fFereh Y, 30T HIS T Ctrl Foft gy, Y el 31w gehelic ) fFoeh Y 5
T AT AR &

March | April [i May o

o T d9a W Afde &3
e Print range 319-813s #As] { Print Active Sheets T Tl H|
Settings

:__I Print Active Sheets
Only print the active sheets

Print Active Sheets
Only print the active sheets L}

Print Entire Workbook
Print the entire workbook

— Print Selection
Only print the current selection

o Y fic gea o Faa |

Print

Copies: |1 -
=
Print

[
ot FRgRa®r F& ART F (How to Print the Entire Workbook)
o fic dder WX Afdde Fi|
e Print range 319-813+ As] { Print Entire Workbook T &el & |
Settings

Q Print Entire Workbook p r-i nt
Print the entire workbook
lj—_l Print Active Sheets
Only print the active sheets 1 -

Copies:
- ’
FEEf] | Frimt Etive Workbook =

Print the entire workbook %

Print
] S N
o fiT §ead W o &I

Tgfad &1 e FF T (How to Print a selection)

BAR 3CTEX0T H, g7 JoIls H IWmeT Fivredlel Well & fIv Fftrd dieday &1 w3 fHie &
o 3 U FH IIT F e 3T N =T Tgd g
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il Team Opponent Day Date Time :
2 |Bears Jets Friday Monday, June 17,2013 6:00 PM
3 |Bears Cavaliers Saturday  Tuesday, August13,2013  2:00 PME
4 |Bears Colts Saturday Tuesday, June 25,2013 2:00PM|
5 Giants Saturday Tuesday, July 09, 2013

6

1 Buls  saturday | Tuesday,luly1s, 2013

g &

9 |Bears Hawks Saturday  Tuesday, August 20, 2013 10:00 AMT
10 |Bears Lichtning Saturdav  Tuesdav. August06. 2013 10:00 AM!

o fiT Uder WX AfFde Hi|
o T I g19-313a1 A A Print Selection & TJT Y|
Settings

E Print Active Sheets
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UNIT-V-MS POWERPOINT

Introduction & area of use
Working with MS PowerPoint
Creating a New Presentation
Working with Presentation
Using Wizards

Slides & its different views
Inserting, Deleting and Copying of Slides
Working with Notes
Handouts

Columns

Lists

Adding Graphics

shapes

screenshots

SmartArt

Charts in presentation

Sounds and Movies to a Slide
Working with PowerPoint Objects Designing
Presentation of a Slide Show
change Slide backgrounds
Change Slide Size

Using Animation

CISiereT in presentation

Advanced Slide options Manual & Automatic
Printing Presentations, Notes, Handouts with print options
Slide Master
Handout Master
Notes Master.
Outlook Express
Features and uses
Configuration and using Outlook Express for accessing emails in office
o How to Add e-mail accounts to Outlook
How to set up an Internet email account in Outlook 2013
o How to Manual set up an Internet email account in Outlook 2013
o Create emails
o send and receive emails in outlook.
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stray or unweanted pets. We are
dedicated o helping animals in nead,
and helping you find the perfect pet
for your hame.

Founder aurcelia Cerda
and her faithful friend, Coco
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Presentation Views Master Views Show ra Zoom Wint

o T3S AfANUT Worh H 3T Tellss Saee ' Outline e@ms 3f|
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o 3T YA TollSS CHEC :ﬁr Scolld el & forT &Y Outline & T[T T Thd &1

SHELBYFIELD
ANIMAL RESCUE
Featured
Adoptable Pets
2 MMISSTIOMN
El Wio o rescuse, rehabilitate, and re-home
stray or unwanted pets. We are
cledicated to helping amimals in nead,
and helping wou find the perfect pet
for your home.
Founds=asr Ssourehia Cerda
and her faithful friend, Coco
Z[_J] BEMEFITS OF PET OWMNERSHIP
Companiconship
Stress Relief
Lowwear Blood Pressure
Exercise
Social Opportunities

Save Arumals from Pounds and
Shelters

Allergy Relief I

Slide notes: 3T AlcH el A 3T TASS H AlCH SiI8 Tohd gl IFAX 3 THIHL AlCH el SIar
€, I8 3 TEdfd & T 3muer fSelladl a1 G #xa & #Aeg #d g
How to add Slide Notes

o Notes Pane @ielal & foIT ThIeT & I Notes HHATS W Foler |

MISSION

..o rescue, rehabilitate;
ond re-home siray or
unwanted pets. We are
dedicated 1o helping
onimals in need, and
helping you find the
perfect pet for your
home.

“ »l4]

= NOTESR W COMMENTS E

o SHH IFHR ol & ‘i%l'tf Pane & ﬁo‘rﬂ'l’ Sry W Ey B-ﬁT i

MISSION N

«..fo rescue, rehabilitate,
and re-home stray or
unwanted pets, We are
dedicated fo helping
animals in need, and
helping you find the §
perfect pet for your " e
home. Aurslio ¥

Click to add notes

= NOTES B COMMENTS

. NotesPaneWWaﬁ'aﬂTNotesa’Bﬁé?ﬁFWT?IFEFQ'I
Note: 39 319l Notes # editing 3MRX Review 3% & o sicd Ut & d& o 9ga Fhol &1 View tab &
Notes Page HATS TR fFelh Y| TgT &, 3T YcAP TS & Ald cFEe diFd H oAlcH 8T Y Thd gl

HOME INSERT DESIGN TRANSITIONS ANIMATIONS SLIDE SHOW REVIEW VIEW

S =] = [~] Ruler .Cgiov

B [E E|[EE = e | [ .
< - 7 5 " || Gridlines i Grayscale

Normal Outline Slide ' Notes Reading Slide Handout Notes Notes  Zoom Fitto

View Sorter Page View  Master Master Master [ Guides Window s Black and Wh
Presentation Views Master Views Show 1 Zoom Color/Grayscale
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TATH UIERdise 2013 # FaA15s, §3303¢ 3R Famss Alew FA1 §(What is Slide, Handout
and Slide Notes in MS PowerPoint 2013)

TT8S FAT 82 (What is Slides?)

qIERUISE USielel FAISSH T Ueh HWell ¥ &1 §| Follss H dg SITehRT gicl © it 39 379e) geTeht
FI 9T I g1 STH e, AT, ot 3 Te iR & goa &1 Torss 9eiesd fT T TR BT §
IR TAE VoI S TSl ¥ Fa01 gl vy g & WUR W, HW TE&Jd A & fAv gafeas
Joieed H 10 ¥ 12 TS5 & Tehdll &, olfched Sifcel AT & foIT 318 3MaRTehdr g Tehdl ¢ ITSs
& WHE @ T8 3% ( Slide deck) & &I H ST ST Hhcl &1 Teh Foll58 M Folaciicieh [Sarsd AT
Wil EhieT H TAISSH IT SAS I AWl HT YeRid fhar Sirar gl

Click to add titlek T —

- . ClICk to add toxt H—-_ h’m b ﬂ hxt o

Slide & TafAT 31f8% STEHRT It Xt F faw =y & 718 foldr W Forsh |
SIHT3C FAT 82 (What is Handout?)

Handout, Presentation 3T Printout 81T &1 ST Presentation 1 HERT &l § YSICAFARIUT & Td 31T 379
Audience § Handout STc Hehd § 3T TASS & & Ol OIC N T Uo7 # g |, IR, &: AT ot fT F&ar
# gId €] g Presentation HET T ¥ A3 I AT ST g1 [SHH TAS3 & dococd HEGAl FI ATH
Uoiecd, T aR@ 3R T H A BT g

JoeeeleT HI Y Tarss FT Mesmse APl X audience (AA3M) & i a1 Y sra g1 arfew
audience Presentation &I 3T & FHST T 3R 3TFT AT H gAT X Tohd gl T Uof W T T
FH T iR 3iwde #t Toass F1 Bic 313 [ s Godar §1 39 99 W 9158 #§ el T0F gidr
g | afe audience 39 WX TSE & aX H e fo@ | §=33M3¢ &1 Me3m3e [ees & o fNic
ST SieF g & 3Tl Print What 7 Handouts #1 geid 1 3R 38T fUie f@ehre o 81 T 991
fRdeir TaTss &1 e e g1 38T eerere Slides per page option & & gl

s w ¢ pe— - |
Cotors = K] Backgrownd Stytes -

Prage Surties

aﬁw’%r%gmarﬁa?ﬁvwm% —%‘gsfrsa-\cr \ qsm‘a” AR 3regera
€3313¢ AR gaRT AUiRT foham Sr 81 €333 ARy # GUR XA & [T, 39t PowerPoint 2013
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# FSH3C AN &g W S gl — 38 o H 39 ganl fhv aw aRads fiie §s3mse & widfe ik
AT T FeTTfaeT T &1 3T Shan3s, ¥sT 3R PeX §33M3¢ & deel Hevdl Bl

Handout Master & TSI ST UTcd &l & forvw =i & 18 ol aX el &Y

TS AlCH FIT §2 (What is Slide Notes?)

TSI & HHY TEAhll & TISEROT & AT Tellgs & o Jeddehdl wAled ford S § e
Folceled & HHAT T35 M A §U 30 31 oAlcd ¥ FGRACT of Hehell & TTGH 3H Toll$s 1 THSTA
#H 3ETET gt €1 39 Notes Pane & 37Ul Tollss & AlcH Siis Thd ol IFEX 30 TS AlcH el

ST &, TE YT Ioieeel & fT Mg RIR axa & #Ace :d 8l

1 Y
T3
3 sales page

= ‘ S_:i‘l:le'nilladdles:
5 Y

Introduce George
Q‘I Sales esu Its
MNew Product lir

SlldeNotes@mﬁmmdqﬂu gTCd el %ﬁv?ﬁﬁa?lémwmam

THUH YrEaqise 2013 H Hiad 3=0¢ FF Y (How to insert Column in MS PowerPoint

2013)

FeIH TFEC 3¢ R AP I8 S g5 NATHT g & fiak §=10 3T e&adar & 29

ST §1 T o, areRdige et $5 IAAr HloH SHA ST §, TIeRbise #, 3T HloH W@ & faw

Th SFEC Hea] Je 3T W Tohd &

HIcH Teh THEC heelk o HIaK & OITAT &ld & — 39 e SIS AT §aT Tohd & 3R o171 a1 AV

SFEC TAOIfold §9 H Sheelk & HIoR Yaig H FAITST X T gl PowerPoint & icte fashed

WA & 3= a1 I§ & T 59 39 9 Tellgs W agd 3o eaee gl ¢ o 39 el &

FHITT-cTA AITIT P qg-Fierd F IRAfTT FX Fh &

PowerPoint 2013 & TFEE HeaRI b HIAX Plld TT Il & T ST TUN ST UTeled Y

o fRET o Targs A Gl FHH Cee diFE § - SR dIFH & fhak W [Fae w¢ Ig T 3
@ femrar g

e 3% dI¢ Usc-TFele | Format Shape option fa&ed FT o=l H|

Thi % cut not a
pla EE Copy

‘-E’I Paste Options:

= 2 CA :

The R e Slide

B e
ME = dit Poine :s the
po! oOx.

[m] r-_] Bring to Front »

TE)an' Send to Back » :Iugh SLJCh
as | Hrperdink.. he left are
Sawe as Picture... -

=} sition
Set as Default Text Box .
att|, _ . d in the
T size and Position...
SIIC &J Format Shape... Ib
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e Format Shape option SIIcIlaT Slerd Tol SITTAN| S8 e Text box fashed Iot, T Coreesiord seat
W Feres Y (1 & iR el W1 H gEase) F adoT Hl
e 3% d1¢ Column button X Fereh &Y|

Format Shape S

o A=
A 8

4 TEXT BOX
Wertical alignment Top
Text direction Horizontal -
Do not Autofit

Shrink text on owverflow
* Resize shape to fit text

Left margin 0.1° =
Right margin 0.1° =
Top margin 0.05° =
EBottom margin 0.05" =

~| Wrap text in shape
Columns...

o 3H ST SiF H AT FHioH H FEAT AfESe Y & fAv v F&A g IR TFA § :
3 Spacing # inch & AT AURA #T @ §1 g7 2 &lad 3R 0.55T & gl a7 & &

2
Columns : =
Mumber; |1 =
Spacing: |07 =

o AT & a8 3R QU 1T 3EEIOT H , AT FTYRYT WENE fhT 3T THRT & AT Th caec o
T Thd &, AR a8 3R, 3T & Plad & W IV CFEC & AT Teh &l ¢Fee diod ¢l Tohd gl
TATH 9raRdise 2013 # gee AR A«REr T 39Alr FH F (How to Use Bullets and
Numbering in MS PowerPoint 2013)
veTel graRdise YEqfadl @ a6l & T, gt & uea & fAT I9el oS H I ST HgeaqoT
BT B VAT el & FaH A el H & Teh TR AT ol I AN Tk & &7 H e LT g
fSwlec ®0 &, 51a 319 fordl caldglost A THEC <Y X § , af el WG &I YT H U Jolc
oTTT ST §-Faaifeld &9 & goie foee oeld §1 Ife 39 °aed &, dl 319 Teh 37697 Jeolc g
A I AR e & aa w7 foee # ur aX Gahd &
gaT BT & FUR FH FX (How to modify the bullet style)
o TIY Ugel AT foke & T¥A HY O 31T BidHc HAT A6 &
e Home tab 9T &, Bullets 379-3137 IR W Foleh |
TRANSITIONS ~ ANIMATIONS  SLIDESHOW  REVIEW  VIEW

Fmp. EI;,H&' B ™ ™
- At
== PDT "-I% \I.'

sss
111
4

I[1&

wyl <24 < A A A

| § kA Aar A -

Font I Paragraph I

E 2 Bullets

Create a bulleted list.

Click the arrow to change the lock
of the bullet.
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o @S &t arel A) & AIfSA Bullets Style &7 =TIl Y|

ANIMATIONS SLIDE SHOW REVIEW VIEW FORMA™
VoA A = P 5= =. “ﬁ Text Direction =
= = = V= e -
a- A - L -
A None . o .
[] a <
[] a <
[] a <
| » v Star Bullets
> v |
> v

EE Bullets and Mumbering...

e Bullets Style forre & fe@g ¢t et

FHIfRT AT A Fq AT FI (How to modify a numbered list)
o HEH Ugd Hiser foke @ T HY fFH T $iAc T qEd B
e Home tab 9T &S, numbering 3MT-33 X WX [Fele H|

ANIMATIONS SLIDE SHOW REVIEW VIEW F
R = = EIE'“ﬂ' B~ S O
[ El- AL L
fa- A =E=== =- ™. 2 A A
IF Paragraph P
2 1 Numbering

Create a numbered list.

Click the arrow for more numbering

formats.
o @S ot arel A & sfesd numbering fashed & =TI Y|
ANIMATIONS SLIDE SHOW REVIEW VIEW FORMAT
Ao A = _i=_ 5= 1=- ||£} Text Direction - S
; _5— r4 .. —_ & —L
ta- A- == 1. 1) @ =~
B None 2. 2)
3 3)
N
l. A a) 123
I B. b)
. C. c)

a. i
l ii.
iii.

EE Bullets and Numbering... I
o fo¥e & numbering f[dweT @S St @Y |

YRS+ T&AT F& d¢a (How to change the starting number)

i &9 &, Aifhd FRAT (numbered lists) HeX Teh & AE I g1 greliich, Hsf-hefy 3T foraly et
HEAT & AN FEAT YE FX Rl §, o T fIee i dR 118 Y& F&A1 a6t § ar -
o TEY g HIS[AT HAThd faEe (numbered lists) &1 TaeT Y|
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e 3% d1¢ Home tab T U, numbering 3MT-313+7 X WX [Feleh Y|
o fR@r$ &t arel AL & Bullets and Numbering T Tl & |

ANIMATIONS SLIDE SHOW REVIEW VIEW FORMAT
A oA ke . IE' HﬁTﬂ‘tD\redion' ’E
= [ I /
2 A E3 1 no
5 None 2. — 2) —
3. — 3
| — A — a) —
- B. b)
. — c. — c) —
- |
b. — i —
c [T
:=  Bullets and Numbering... r

Mumbering Settings

o U SUANT diFT G@S &3m| Start At field &, aifdd IRf@® T&am e HLl

Bulleted | Numbered

-
8)
7

e —
f —
g —

Start at:

o ToFC HEAT SEor e
Modifying the list’s appearance
SIS 39 I AT hAiehd foIee I 3UANT AT € dF 39l Bullets or numbering & 3R 3R T &r
qColet T RIS HGHH BIcll 81N TAT &¥el § Mt Soicers 3R off Foax 3N 3mlia G@ms &
ST |
HHR R W1 F FF FMAT FT (How to modify the size and color)

o HAlEr goe foee a1 Ta

e Home tab 9T &I, Bullets 379-3137 IR W Foleh |

TRANSITIONS  ANIMATIONS  SLIDESHOW  REVIEW  VIEW

o y— s AL ~
wdyl - A A B Z-iZ. e=3= 1=~ “:1 . _
N (- |ATL
] § abe M- pa- A = === =~ :-IZI' TN
Font = Paragraph =

L : 2 : Bullets

Create a bulleted list.

Click the arrow to change the look
of the bullet.

o @S & arel A] & Bullets and Numbering &7 T &{|
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ANIMATIONS ~ SLIDESHOW  REVIEW  VIEW FOR
A -
PR =  — | 4= Text Direction ~
AN A =-i=- =5 IE-}_{X: "
Aa- | A~ o l
o None L o —
. PR
. | J— S
. [ K
. [ F
- 0 I
> v
P — v —

EE Bullets and Numbering... l

o U SN Sl @S 23| Size Hles &, ol 3MHR AT |

Bulleted  numbered

& P
& P
& P

Color m Customize...

Reset ok || canca |

e Color 3M9-3131 ST TN TFeleh ¢ IR Th WM & TIT |

Bulleted | Numbered

. Automatic o —

Theme Colors o —
H EEEEETHE

o ——

|||I|ié'"'}_

ed, Accent 2, Lighter 40%
Standard Colors >

Size: [{& - Colars... Picture...

[ oc | [ e |
o OkW fFosh | foFe AT gole AR IR T @e & fav 3use g Smeah|
Customizing bullets
3T foree A Bullets & & &1 3elhfod A & 3T F& fove 3MgeaAl W S & Fhd § AT 39l
foree & fBasar &t dafdadha o Gaha &1 Bullets T IThiold H HT Th 1A ol Symbols T
3UAT AT B
qaT & T A Welld FT 3TAWT F/ F (How to use a symbol as a bullet)

o HiSEr gele foree &1 aheT A

e Home tab 9T &S, Bullets 319-3137 IR W Folsh |
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TRAMNSITIOMS ANIMATIONS SLIDE SHOW REVIEW VIEW

— i AL = B

dy) [ |K A e B S e s i BN

[s (1- |[ATL

] § aeMN~-par A = === =- ™. b ™
Font P Paragraph P

L : 2 : Bullets

Create a bulleted list.

Click the arrow to change the lock
of the bullet.

o f3@Wr$ &t arel AL & Bullets and Numbering T Tt & |

AMIMATIONS SLIDE SHOW REVIEW WIEW FORI
A - -
- - s e e e 3=  t= _ “u Text Direction -
Aa - b = = = = [t e T _
wa - A - _ — e
= Mone — N
EE Bullets and Mumbering... E

o UF AT dIFd G@TS 3| Folo & IX, Customize W Feled Hl|

Bulleted
.
MNone . — o =
.
o — P — > — v —
o — e o w
o — %  — v —
se 55 3] orted
|| customize... |
[

Reset o ] [ coneet |

e Symbol STIEeT SFT fG@TS M|

o Wiec 3MU-313 dIFd W fFaldh Y 3R Th Wiee & TIT HY| Wingdings and Symbol BIve 1S
ey & aifeh @ agd 39PN Symbol g1 €1

o TifSd Symbol FT T H|
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.fnnt: ‘Wingdings EI

O A 4| | % % | & 3|50 2| Q|0 X DB 7

T|D|D|T|2|2|D[E|T|T|I|Y |4 |&|P|F

2 [MRE R eyl [@R <[> [£] v

coooe%4~¢nzzue%1~~bs

AN =203 E|DF ey olx|v

®||a :

Recently used symbaols:

3|3« [2|>mo| [+ |x|o]. [ |o]™

:\:::;;;‘:2;2 Character code: from:
e OkW @& Y| Symbol 31§ Bullets and Numbering SIS SieFd & TAeId Bullets [dhed & &9

7 fe@rs gem|

Bulleted | Mumbered

o — o
o — e
o — o

ok ) [ cancat |

o AR A faFC # Symbol ] FA & fAT T & Ok W fFereh Y|
TATH YEIUIEe 2013 ® TAICHIE & AT HIH FIAT  (Working wirh SmartArt in MS
PowerPoint 2013)
SmartArt 3TYeRl THFEC T SYANT FA o F1T AMherd o TTY STABRT BN T Fel I ITHTT Sl
g SUH Fs Tesed ¢ , Toletal 3UTNT 3T F5 3l9-37T YR F ARt & /T == & fOw &
qhd ¢
SmartArt A& FF 3Tk (How to Insert a SmartArt graphic)

o 3 TASS I TIUT Y 18T 3T SmartArt IMTher QT a8 &

e Insert tab &, Illustrations group # TEUX SmartArt HHTS HT TJeT Y|

FILE HOME  INSERT ~ DESIGN ~ TRANSITIONS  ANIMATIONS

S B Qe a 2 ) B

New  Table Pictures Online Screenshot Photo  Shapes SmartArt Chart
Slide » T Pictures *  Abum<+ -+
Slides  Tables Images Illustrations
o Th SIyAlr Sl TS Gam| a1 3R ¥ Uk category HT I H, A SmartArt I Te,
3R ok IR Ferehr HYI
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All = )
List ,_ S l —

Process -

Cycle _—__ - - l _ ‘ l _ ‘

Hierarchy

[ . |
Relationship l ‘ l ‘ l ‘
Matrix \ A .
Pyramid .
- HIE Hierarchy
Picture I

Use to show hierarchical relationships
progressing from top to bottom,

Office.com

@EDHE S § D

Choose a category and
then select a graphic

coce

e SmartArt e TAATT TS W @S &4 aam|

l [Text] [Text]
I[Text] }I [Text]w [Text]w

Note: SmartArt S8t & foIT 3T Tordglesy & Insert a SmartArt Graphic R 8 fFae T Thd gl

&
o S o

—ug,

Insert a SmartArt Graphic +

[ oo a

SmartArt A& 7 TFFe FJ AT (How to add text to a SmartArt graphic)
e SmartArt IMheh HT TJT HY| SmartArt task pane I8 3R @S 2am|

Type your text here x H{:’% n
= l [Text]
* [Ted]
* [Text] | ]
. [T;ﬂﬁm] > l [Text] l [Text]
* [Text] _'7
l [Text] l [Text] ]l [Text]
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o Task Pane H YA Joc & T H THEC Gof Y| eaee aMhah A G@rs &am 3R 3mehm &
37X fhe A & fAT HHR dgar See|

Type your text here x
Nicole
* Nicole Ramirez, President ]: | Ramirez,
President
* [Text]
® [Text] |
* [Ted] '
»
o [Text] e
® [Text] "
[Text] [Text] [Text]
| Hierarchy...

o YT PR s & fAU | Tex garv| TaskPaneﬁWHégﬁEﬁ'@Té’a?ﬁ,ﬁTmﬁﬁﬁW
T 3R fG@rs daml 39 R off geie @ ger whd g

Type your text here x
Nicol
# NMicole Ramirez, President RE:E:::Z
o [Ted] President
I| I
* [Text]
o [Ted] [Text] [Text]
® [Text]
* [Text]
[Text] ‘ ‘ [Text]
Hierarchy...

. ma@amwmmwma@mmmmmmmmm
T IMHRT H CHC S5 HI 3aRIeheT &

Alo@r eFFe A SmartArt # F& gRafdd FX ( How to convert existing text to
SmartArt)
UERUI$E WRETA goie St ST U 3Mehdeh TAICIHIE Aftheh H Seolel H ITAET Tl g1 I 3aeh
I Ugdl & TA88 W e &, dl 319 38 SmartArt F aRafdd & ga &1 A RT 717 gAR 3T
&, g fshar & RFT e # Geraar & U gole dise SmartArt # seor 31

o 37 foTe a1 NEmE W Tse-Folh ™ fFT 3T SmartArt H Felac T dEd &l

e 3T §IG 31T Convert to SmartArt X fFeae &Y, R aifdd SmartArt IMfhes &1 TdaT H|

Calibri (E ~ (28 ~| A" A~ 3=
. T B I U===./4A"-~
= Research Topic
) 36 Cut
5" Organize Sourc gy copy
= Write Paper i EEt=On e
| S 2 LA
=} Exit Edit Text

A Font..

S Paragraph

:=| Bullets >

i= Numbering 3

T Convertto SmartArt  +

& Hyperiink

Synonyms 3

Bg Translate
A Format Text Effects...
& Format Shape...
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e CFEC SmartArt IMher & FT H @S am|

Research Organize

Topic Sources

Note: 3T9 SmartArt I arad e F o gRafdd & Td &1 ReaT F cfgal a® Design tab &, Convert
FHAS W Foad Y, BT Convert to Text FHT TIA |
SMARTART TOOLS

DESIGM FORMAT lavier Flores - %

Reset Convert
Graphic @

-

- ----F

SmartArt Styles e r. .
Convert to Text I} IE‘
1 Conyert to Shapes
SmartArt ®1 F& FMAT FL(How to Modify SmartArt)

TF IMHia F A3 (How to add a shape)
e SmartArt I T T FY, T ReeT & g5 30 U Design tab W Fearer Y|

N REVIEW VIEW DESIGN FORMAT

v

L
e_8
| | [ ; 'Q
Change| | || | [ || | ]
Colars =
Smarthrt Styles
o T &Y fF 3T &gl 74T Shape TG@ET aEd &, T adjacent shape T TIeT &Y |
Type your text here X
Nicole ‘
* MNicole Ramirez, President Ramirez,
President

#* Brent Summerfield, VP

Denise Ross,
HR Manager

Judy Williams,
Admin
Assistant

* Valerie Evans, Marketing !

* Ryan Medford, Brent

Salesperson L Summerfield,
A

Valerie Evans,
Marketing

1

g

* Judy Williams, Admin
Assistant 1
Ryan Medford,
Salesperson
Hierarchy... ==

e Graphics group ® ¥ Add Shape FHTS W Feleh Y| Teh Y-85 A fa@rs &am|
e Shape & HATT T W TH Shape SISl & e Add Shape Before AT Add Shape After Ioi | =i
Shape & 39X AT oA T Shape SN & folT Add Shape Above IT Add Shape Below &T Il &Y |

* Denise Ross, HR Manager
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FILE HOME IMNSERT DESIGN TRA

17 ]Add Shape = € Promote T Move Up
L_'-‘" Add Shape After te 4 Move Down
¥4 Add Shape Before  ftoLeft 52, Layout

®  Add Shape Above  [3Phic

fw. Add Shape Below Iy
-

o ST Shape fg@ms$ =¥ w@Yam|

Type your text here X .
— Nicole

* Nicole Ramnirez, President = Ramirez, ‘

® Brent Summerfield, VP L Bresident )

y

* Valerie Evans, Marketing [ [ |
s R Medford | ] 1
5:|ae: E,Eso:r ’ 3 Sum?;::;ield Valerie Evans, Denise Ross,
P VP ] Marketing HR Manager
- .

* Denise Ross, HR Manager

* Judy Williams, - n-,ran Judy Williams,
; ; s Medford, Admin
Hierarchy... Salespemn Assistant

HTHR FT Te1dT & AT B3R FF HT (How to Promote or Demote Shapes)
e SmartArt I T T HY, BT ReeT & g5 30 U Design tab W Feorer Y|

N REVIEW VIEW DESIGN FORMAT

Ik [ -
change | )| T | “Q" lQl_

Colors -
Smartart Styles
o 3H Shape T T HY TS 3T SISAT AT el A6 &1 AN 3&60T H |, §H Ush Shape
feelie &
Type your text here x
* Nicole Ramirez, President [+] R::;:jr!:z
President

* Brent Summerfield, VP

* Valerie Evans, Marketing [ I
* Ryan Medford, Brent - . .
» Valerie Evans,
Salesperson Summerfield, N
WP Marketing

* Opal Jones,

|
Denise Ross,
HR Manager

Intern L | i
* Denise Ross, HR Manager Ryan OpaIJor:es Judy Williams,
- Medford, ’ Admin
| Hierarchy... | Salesperson Intern Assistant

e Shape @ 3Td TR WX of Sl & foIU |, Create Graphic group & Promote &3 W Feeh HL| 30
fF et TR W o I & T, Demote FATS R Fae Y|
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FILE HOME INSERT DESIGN TR:
1] Add Shape ~ € Promote T Move Up

Add Bullet
EDText Pane

< Demote 4 Move Down

B

Create Graphic
Shape Tsh TR 3= AT AT TAIRT 8 ST

Micole Ramirez,
President
| | L
Bremt .
Summerfield, '\.l"a.:"erli Eﬁ s
W arketing
Ryan PMedford,
Salesperson

Opal Jones,
Intern

sAle: 39 Task Pane & $fiak & #f Shape @I f3ATe 3R yHle & Fhd &1 Task Pane H FiFHAeH fog &
1Y, Shape &1 Al FA & AT &9 Foll EaIU| T Shape T Foram &4 & faT Jhedq Foil (I Shift
+ Tab) &aTU| Ig TS multilevel list & TTT TH outline §or FHT RE B

TF @ T W MHR H qAedaiedd F8§ FI (- How to rearrange shapes on the same
level)

(:} Right to Layout

Denise Ross, HR
Manager

Judhy Willlianm s,

Admin Assistant

SmartArt ITfthes T TTT HY, T Design tab W FeTeh Y|
3 Shape & TIT Y oI 3T TAGAIRT FAT dEd gl

Type your text here 4
Nicole
#® Micole Ramirez, President Ramirez,
President
*® Brent Summerfield, VP L HEsIce J
_

* Valerie Evans, Marketing | | A

+

* Ryan Medford,
Salesperson

Brent
Summerfield,
VP

Denise Ross,
HR Manager

* Denise Ross, HR Manager

Valerie Evans,
Marketing

* Judy Williams, Admin

Assistant Ryan Medford, ] Judy Will_iams, ]
8 Salesperson A.d_mln
Hierarchy... Assistant
e  Create Graphic group &, Move Up I Move Down WX {Fereh &Y|
FILE HOME IMSERT DESIGM TR
17]Add Shape ~ € Promote T Move Up
Add Bullet = Demote 4 Move Down

] Text Pane (:} Right to Left Layout

Create Graphic
Shape Teh ¥2T FIX AT «Ard g S|

Customizing SmartArt

SmartArt STl & o1, VEY & @al § [See 3T 39e 3ufeAfT & T} & scodar aga &1 a9 o 39
SmartArt IMTfther TeTcl §, o Design 3R Format ¢80 Reel & a1$ 3R @S &1 oferar &1 @8l & , SmartArt
Aok T Fersel R AHBE H FUR T I
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SmartArt I FETCATSA H¥ HY (How to customize SmartArt)
PowerPoint SmartArt 3 &1 39T et & foIw fAff=T  color schemes Y& HTAT §1 TN deoa & AT,
SH SmartArt T =T &Y, Change Colors H#HS W TFefeh &Y, R SMU-313+ A & aifd W1 T+

AdWorks_Employee - PowerPoint SMARTART TOHOILS
TRAMSITIONS AMNIMATIONS SLIDE SHOW REVIEW VIEW DESIGH FORMAT
o — _ = - - R
awn =] gq—g— - =Rl E G L L LI !
== = = -9 | IS [=| | €hange | T T |
Colors =
Layouts Primary Theme Colors
|
| |
e o]
| |
Colorful
- - = T, -
| o | | | |
[ Accent 1
Marcus James, Bob Robert Cltl I:ll:ll':I I:|I:II:I I:|I:II:I
Head of Soales‘jcﬁle: [ I
Accounting e —

Accent 2

colorschemesiﬁﬂvﬁwmm% Wmmﬁwwwaﬂﬁﬁ 3 W AR
g

IMNSERT DESIGMN TRAMSITIONS AMNMIMATIONS SLIDE SHOW REVIEW VIEW DESIGM FORMAT
Aa [Aa -
- — i —— - T ——— - ———
Custom Z H Lolors 3
I N  Custormn 2 Eonts N
Ltz [@] Effects ¥
HCONEEENE Office @ Background Styles »
OSSN Office 2007 - 2010 .
NN Grayscale
HONENENENE EusWarm
EOEEENNN Blus
NN Blucll R':*:Iar':;
HCONNENNNN -BlucGreen % Prazident
HCONNT . Green
O  Green Yellow -
Deniss Ross, Dasign Tam Eridga,
WCICISE———vetow HR Manager Specialist Head of
EONEENEE velow Grange Advertising

UIRUISe # S TAEINE Terged o AMAS § , Sl ATIeh! 30l THAEHE & &9 3R 3Hesd H caikel
T § G el T IFATT il &1 Tergel deolel & fIT |, SmartArt Styles group & @ife Styles T
AT A

W REVIEW WVIEW DESIGM FORMAT

-

EEEH:;E l% | IL_“:I Iﬁ% r%_l r%_lg
SmartArt Styles \ ?

Matalie Select a style or click the
Ramirez, drop-down amrow to see
President more styles

Tom Bridge,
Head of
Adwvertising

3T 379aT TATCINE H  shape effects S8 vl & , S beveling 31X 3D rotation | Border W Fesh leh
YOl SmartArt ITftheh &1 TF=T &Y, Format Tab T =TT Y, R alfS shape effect TeT| 31T S 37eraT-
3T 3Tkl el & foIU Ueh gfFaerd 3R W o fFoeh #X @ohdl &

Denise Ross,

Design
Specialist

HR Manager
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ANIMATIONS

sssssssssss

Click the SmartArt border, then
choose the desired Shape Effects
from the Format tab

SmartArt I33¢ A HA dga (How to change the SmartArt layout)
Ifg 3MIHr SmartArt I F IR SATFARRT TARAT Flel T RE THG 6T § , dl 3T 3= araft
I g s & e Ha & [T gAAT YT A3 acol T Bl

o SmartArt Ik T TJT HY, THT Design tab FT TIA A |

e Layout group &, 3MT-313 dR WX fFerh H|

MSITIONS AMIMATIONS SLIDE SHOW REVIEW VIEW DESIGM FORMAT

o L]

R N [ = =R =R
£z 60O 50 o Change|l | ] | R
I:}C-:ulcurs'

Layouts Smarthrt Styles

o TIfSd 3T FT TIT Y AT More Layouts W Foeh Y ... 3R 81 SmartArt fased c@ar &
fore

= e =5 — 8-

=== BEERE = = = - ©- O-

—] = =

oD EEe 0 ===
ey, =

== C=e=El

=] == H Table Hierarchy = —
— = = - - =
= “=a8 Bgg 55 —

PI:l More Layouts...

o  TIfAT A3M3e @S gam|
THUY Yraiuise 2013 H ThiAeie @ srel (How to Insert Screenshot in MS PowerPoint
2013)
EhAIE Hel T @ IR FYY Fhlel & FAUATC g 81 31T oorsrar Bt off damer | de@rse ar
TSt &1 TR of Hehd §1 9raRUise T Yol H U S & v REd Hr ot TR ar whie
fFarftier & ThieiTe & Sac FIAT T TATT &l

o T Ug Inserttab T TTA &Y, T Images group F & Screenshot FHE W Feareh H|

o 3MUd 3THCIT UX Available Windows fe@rs &aft)

o 3T ThA & TS HY A 3T EheAeile & & H FTU T I8d ol

o THIARIC AT § TafAd Togs W @S ¢ oehm|
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HOME INSERT DESIGMN TRANSITIONS
= B i ed @ B Y

MNew Table Pictures Online Screenshot Photo  Shape:

Slide ~ - Pictures i Alburm ~ -
Slides | Tables In Available Windows
-
4 i
| —
~ &4 Screen Clipping

THUY qraiuise 2013 & TR fFaq & st (How to Insert a Screen Clip in MS

PowerPoint 2013)
o TIH U Insert tab T TIT HY, T Images group & & Screenshot S I fFerh FY|

o 379 3THCIT W Available Windows fe@ms &afr| 3@# & Screen Clipping fased WX Fareh &y
HOME INSERT DESIGM TRANSITIONS
= B D e me B Y

Mew  Table Pictures Online Screenshot Photo  Shapes

Slide ~ - Pictures = Alburn ~
Slides | Tables In Available Windows
o=

B3 I
—— F" . ScreengippingL\)

o Y SERCIT W Teh Yol A @S 2o | 30 BhieT &l Tieed & T ffeten &Y 3R i
5 39 & Fafte & & F Fwrw w6 agd S
o  ThT Fofter adae F wafed Togs W R & oem|

THUH Yraiqise 2013 H 1€ & Y FIH HIAT (Working with Chart in MS PowerPoint

2013)
IC Th IYHIOT & TAHHN 3TN 3T F Afheh & T H TGRIT Il o foT Rar Srar § | doieerT &

AIE FH GAT F F ST I Jolell Fleh Sl 3T g Il g

UIE & YR (Types of charts)

UIERUISE # S HeF-3e9 TR & dIC gid &, [STad 39 39eT SeT &1 Fafeasd alih & Tedd
Hohd § AIC T THET &7 T 3UAT A & o0, I Tg qHSTA HI 3TaeThdr gei T fafdesr arc
F 3YINT HA fRAT AT gl

Column Chart
Bar Chart

Line Chart

Pie Chart

Area Chart

XY (scatter) Chart
Stock Chart
Surface Chart
Doughnut Chart
Bubble Chart
Radar Chart
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Inserting charts

JIaRdise dIC 3T &of el & folU Coldglosy & §T H TFHA T dig TUsMe &7 3T Har g | seT
& A Y GTHAT HT T B

TH € FF 8¢ HY (How to insert a chart)

Y Ygol Insert Tab T =31 &Y, BT Illustrations group & ¥ Chart #d5 9 fFae HY

)
HOME INSERT DESIGH TRAMSITIONS AMIMATIONS SLIDE
B
D |eg m@@hn%a
Table  Pictures Online 5creenshot Photo | Shapes Smartdrt Chart  Apps for
- Pictures - Album - - Office~
Tables Images llustrations Apps
e Insert chart STICITIT S1Fd @IS Sam| left pane ¥ Teh Category T Tl &Y, 3R right pane & a1
FI Review S|
o TS T & T Y, R Ok R Farsd +Y|
Insert Chart ?
s Recent ) - - - A
Templates ‘/\"/ \/\‘J/[\ \/“‘J/’ l/!\". *f\-" V\-" raN -
|_|]1[|1 Celumn Stacked Line
X Line Stacked Line
® Pie
E Bar
B~ Area . - Select a category and
[ XY (Scatten) : then selecta chart
lis Stock .
B Surface
‘;k‘ Radar
fir Combe
o

o 3NYH TH TIC IR Th Wl @ i e & @ g arem 3T cordglesy dld 3er
(Source data) & TSI 3T YT FATARRT & g Thd gl BT 3T ( Source data) T 3TN ATC
I & v fmar Srar &

Chart Title

Chart in Microsoft Pow

= = E F

1 l .Series 1 Series 2 Series 3 I [

4 |category 1 a3 24 The source data will
4 |category 2 2.5 4.4 appear in the chart
4 |category 3 3.5 1.8

Category 4 a.s 2.8

The placeholder
i source data
4

geefic 7 3eT g |

oW NN

[}

[l | Chart in Microsoft PowerPoint b4
A E C D E F G H -

1 Series 1 Series 2 Series 3

2 |January 4.3 2.4 2

3 |Februa 2.5 4.4 2

4 |MarchI 3.5 1.8 3

s |category4 | a5 2.8 5

G

7 -

4 3
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o IE RS g, dr dfFadl 3R T & fAT 321 I g A1 v & fAv A @r & AT
aIu el I TFefeh Y 3R Dief| hael el W3 & Ry g3m ey =wie # fewrs &am|

il - i Chart in Microsoft PowerPoint x
A B C D E F G H -

8 |July $20,000

9 |August $18,000

10 |September| $18,000

11 |October $16,000
12 |November | $18,000
13 I[lecemher 1 $23,Dun,h
a

-

o O 3T [T A o, dr TsMe A d¢ A F AT x W Ferwr ¥

o TIC Y N SATVAM|

e 3T 39« TIE T TIT d¥h 3 Design Tab 9T Edit Data ®HS TR fFerer FTh dE 3T &l
frer off gFg Fuifea T F&d gl

VIEW DESIGN FORMAT
=l
. _ Select  Edit
! Data Data-
Data

o 379 Uk oA dIE STd & [T Taldglesy H Insert Chart #HATS W 8 Fodsh T Tohd &1
e ToH F WY AIE H FUR FIA(Modifying charts with chart tools)

3T AT A HEEASS 3R TafeUd A & 5 3T dlF ¢l 360 & [T | gTaRyise 9 are
YR Fcolel, UIE & 3T I JAHARd el 3R C & A3 R Fr3el & Feolad AT el
gl

UE F YR H H¥ F¢a (How to change the chart type)
I et Farer § 6 e ser fanel RfYaa @ & fov suged adt § A A9 39 WwE F ghR
N A ¥ IEoT Fohd § AN 30T H, §H 30a °IC A oige] II¢ & HicH ae & gl &avl

o g8 U Yol TS 3T deolell U6 81§ a1g Design Tab TR fofeleh Y|

e Design Tab &, Change Chart Type A8 WX fFeleh |

T 7

1

Select  Edit Change
Data Data-~ Chart Type
Data Type

e Change Chart Type STIciieT diFd @IS ¢3IM| difdd a¢ & YR & T HL , T Ok W Fors

F|

Change Chart Type

+ I

Column

Clustered Column

>
n

v g x
%
i

EXBERRHGRE

o e | MDE (2R (B Mm le@ 00 0

cccccc
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o AT TE YR fe@rs am|
gfFd 3R Frad 3er FA Baa T (How to switch row and column data)
FHN-FH 3T 3H9el TIC 3T HT Teolell TR &l @lelifh , §H Giaadr AR TG A Fag & Fd &
drfeh AIE Ycdeh T3l o IT HhictH & H1Y ¥ oeh ST I Foffed A Feh| all AT &, T€ H Th

& SeT B &
o 3T UK F TIA B O 3T TNAT AT T8 &1
e Design Tab &, Data group & Edit Data 313 T T H|

EDESIGN FOMAT b m II

Eé i r/ Switch Row/ Select  Edit Change
LR L Select Edit . ¥

; i | Data- Column  Data Data Chart Type
Data Data Type

o TE A A T Fors Y, Y Data group F & Switch Row/Column HHTS HT TIT Y|

o ufFaat 3 Tt = o frar smeem)
e AAT3C HA¥ Fga (How to change the chart layout)
qEfAUIRa ¢ N3 TR Y AC B UGl H A §elld & fIT  chart titles, legends, 3R data
labels GfgT ATE ceal T HMAT Fel AT ST &

o 3T A F TIA F O 3T FMRAT A g &

e Design tab &, Quick Layout HHTES W Felsh Y|

FILE HOME IMSERT DESIGM TRAMNSITIONS AMNIBATIONS SLIDE SHOW REVIEW VIEW DESIGMN FORMAT
] = A —
I & fiik [:c? .t B =

Add Chart Quick  Change | 8 2

Element - Layaut= Colors -

Chart Layouts Chart Styles

. T 3 A A W aod qEmRE dase A wu A

| (lefen | IS
Jﬂﬁ J:I]_l]l

o 1 A3m3e yfafdfad aa & fow o 3r9se gl
qE dcd (S AE Mieh) T el & AT, element T FFerer &Y 3R ersfiier o« &Y
e TS F FF dga (How to change the chart style)
UE TEF H 3T U I1E & T@®Y 3R 3Hqerd & i & TN F Fehel 2
o 3¥ TIC & IIA H 8 T AT A T8 &
e Design tab &, Chart Styles group 3 More 39-3137 R W [Felh H|

G | G
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DESIGN  TRAMSITIONS  ANIMATIOMS  SLIDESHOW  REVIEW  VIEW DESIGM

SRl

— Select  Edit
I} Data Data~
Chart Styles Data

. RS & a A ¥ ARG TR F

% (R it ||l

o T TG TeRd H fe@rs gam|
39 IIE dcal HT SiseT, AIC TS deolel IR A 3eT fheet A & fIw  chart formatting eifcehe et
& ¢ 39T FX FH gl

Sales by Year
$140,000.00
$120,000.00
$100,000.00
$80,000.00
$40.000.00

] :
OScHA & Fantasy|  $16. $12109.00 | $11.35500
Young Adull | $35.358.00 | 54268500 | 32089300 | $16.065.00

THTH YaRdige 2013 & 3f3ar @ 31k (How to Insert Audio in MS PowerPoint 2013)
UIERUISE 3TAhT 0=l TEicl # HifSA Ssar &1 3qAfd &ar &1 3aeor & fav |, 319 U Forss
ShA3s A IHISA S Fehd €, 3R gEX W eafed veva STl Fohod &, 3R TET e o 319+ ge &
A o Repis & Tha €
wisd ¥ AfeAT FF FiFafaa T (How to insert a Audio from a file)

e T UgA Insert Tab WX f&UA, Audio 3T-313a7 AR W Fas &L, T Audio on My PC &7 aaaA

F|
] @)
Video Audio

Me 4 Online Audio...
i Audic on My PC... L\}

Record Audio...

o aifdd 3fEAr Wige 1 gar o@m? IR YA, T Insert R fForeh
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@ * T L« Music v & Search AdWaorks

Organize « New folder B=

N Name Type Size

[ Libraries

|4 Autumn Leaves ~__ MP3 Format Sound 1,624KB|

@ Documents L

Ji Music

[E=] Pictures

B Videos

1M Com puter
B 05(C) X

File name: |Autumr‘| Leaves W | |Audio Files V|

Tools - | Insert |v| | Cancel |

o 33T Fellgs H g ST
JHTeTaTss ATfA FF afFATAIT FI (How to insert an online Audio)
o JEH U Insert Tab WX f&UA, Audio 319-3137 dR W Fersh &Y, T Online Audio T TIT HY|

DRAWING TOOLS
FORMAT

1 = —— ™ I
] E QD 4B E T Q W
ent Text Header WordArt Date & Stide Object Equatlon Symbol Video Audio.

Box & Footer v Time Number . >
ents Text Symbols Me ¥ Online Audio..

CHD)

o T3 fd3T & Search Bar #T 39INT d¥eh 3 AT & Wiel A 31T insert FIAT AEA gl

X

Insert Audio

0 thce com Clip Art Airpland

Royalty-free sound clips

o TS AfFA oA, T Insert R fFersh |

«BACK TO SITES
0 L mu.e com Clip Art

7 search results for Alrplane

li] ’ P

Helicopter Low  F16 fips By

Airplane

Select an item s Cancel
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o Af3A TaTS3 H 3 MU
YA I & A RFITET (Recording your own audio)
ell-shefl 3T A Yolewrs A i3 Rl A w6 Tohd &1 3e60T & foIw |, 39 gegfciaior &
faeRor enffier el =med &1 Afthel I 31T g @1 3fEA Repls otah sTefl =g & o 39 ard
Teh ATSHIBIA gl ool ¥ 8 Hogedt & I’aARa Ashime @ § a1 Few Sogex & cor fhar o
qHhT Bl

3HIf3ar R HF HY (How to record audio)

e Insert Tab R f&ud, Audio 3MT-33 dR WX Ferah Y, R Record Audio T T3l Y|

1 )

Video S Name: SIideSCummentar}'I Mame: | Slide 5 Commentary
Total sound length: 0 3
Me 43 Online Audio.. q Total sound length: 0
. [ ] [ ]
o) Audio on My PC... b
BRecord Audio... l} Cancel Cancel

o 33 Repifsar & fOT Audio T T ATH 8T Y|
o RIS Y& A & AT NPl dead W Forsh
o 9 3T RIS AT X of, dr Stop Jead W Fard F|

Hame: | Slide 5 Commentary Mame: |Slide 5 Commentary
Total sound length: 12 Total sound length: 12
]

0 b 4
% Cancel ls Cancel )

o 3YAT RPITSIT HI Preview ¢W=T & fIT, Play ST IR [Feleh &Y
o SF 3T QM FI of, Al Ok W TFereh Y| HITSAT Wil Fellss & STell Swal|

Working with audio
3 T qargelda H@ FX (How to preview an audio file)
o T YA & AU TH IS Brged W fFoh A
o 33T WIge & i Play/Pause €T 9X fofeleh Y| audio Y& & ST, 3R Play/Pause & &
SIS H TBHATS dofel oT31aT|

Timeline

> 004041 i

e
o 3fSAT & M S & AT TEAATST W FT N Forh |
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A FA TAATGRT HY (How to move an audio file)
33T A Toss & R TUT W o I & fov Fae Y 3k did)

f3AY FF e How to delete an audio

39 3T $Isel 1 T F fOF 3T gerem aed &, T 30er HIeS o §HEdq AT Delete FHoit
gamd|

Audio options

W 37 faweq o § foeg 39 fIT aX #evd § & o9 Playback tab WY 3fif3dY fasew wag
9T I g1

y L H i . .
X - Start: |On Click Hide During Show

Play Across Slides
Volume

- Loop until Stopped Rewind after Playing

Audio Options
ategd (Volume): 38 fased a1 waer 3if3a & o 3HifA alecgw sgo & fovw fRar S g
YRS FX (Start) : Ig ARG axar § & 33T Taafold &9 @ & g1 § A1 519 ASH Fefen fohar
ST & T % gl
@ad §AT PUTT ( Hide While Not Playing) : 38 fahed &1 FailoT 3ifSaT &1 ool s G 3ifsar
3MghleT U & fIT foram el g
TATSS 8T & AU ( Play Across Slides): hdel Il TASS ST Soll THITOH Tallss H ST wisd
T S @ §
A9 aF & 4T (Loop until Stopped) : I faweq &g gl de& ifsar yafda #Xar §
T & a1g Rags # (Rewind after Playing): 38 fsed & 3if3ar @aAcd @l oX g3ia & fferar g
THATH YraRuige 2013 & AfFAaY F& srel (How to Insert Video in MS PowerPoint 2013)
UIERUISE YT TASS T Teh ASAT sTofel 3R 30l T&qfcd ( Presentation) & ERTeT & ==t
AT & 1 Tg 3k &Pl & fw 39elr el ( Presentation) 1 AR 31w el S T T
AR T §1 3T PowerPoint & #fiay fifsaY &I duifed (editing) off aX Foha § 31K suadr 3ufeafa
P FECHTSST HT Tohd &

wEd ¥ A F@ afEAfdT FI (How to insert a video from a file)

e T UgA Insert Tab X f&UA, Video 3MI-313a7 dR W Feah &L, BT Video on My PC &7 aIaA
ey
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o TS NESA BT T Gl @M¢ 3R oA, T Insert TR fFeren Y|

r3 Insert Video. B
(© v I ; s My Documents » Misc + Tnviz Night v & Search Tnvia Night »r
Organize ~ New fofder =~ 0 @
-

5 Libraries
4| Documents

ol

& Music \

World's Fair
&= Pictures R
S Videos

18 Computer - g -
&, 05(C) %
File name  World's Fair v| Video Files v
Tools } Insert ;v‘ Cancel

o dIfSAT TA1SS H g ST
JiAersa ifsar F FfEAfAT I (How to insert an online video)
O JTASC-o JTIF-3TIHT T Foss 7 A3 Was et &1 37 &af &1 T woaIss Aifsar
HIAT FHT ITASC T BIC AT S Hehell © |, [T 31 § b ST T 3maehy wiser A w67 SisT
SITEaTT | THSIfSaT e SEfeT ( Presentation) & WHISel 3R 1 A dlel HT Teh GatTolelsh i &
afehed AIf3AT Tar & fIT 39l Sexeic & Fade gl FI HT aeTHhar gt

o JEH UG Insert Tab WX f&UA, Video 3MT-3137 R WX Felh &Y, T Online Video T TaeT HY|

FORMAT

ent Text: Header WordArt Date & Slide Object Equation Symbol Video Audio
Box & Footer > Time Number X > =

o T3 fd8T & 319 SkyDrive WA & §9Tf H Browse W Folsh Y| dhfeus & &, 31T Ira31q
faer & forae a1¢ Red # bags dead W Felh X BETH A video TS X Fehd B

& David Eitelbach's SkyDrive

o TS AfFA oA, T Insert R fFersh |

YO SITE

v
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o Af3A TaTS3 H 3 MU
Working with videos
dAifSar #1 qEtaatFT F/ FT (How to preview a video)
o T YA & fAU TH Af$A W Fom
o dIfSAT & &MY Play/Pause SeoT WX foFersh Y| AIfSAT TolelT Y& g1 ST , 3R Play/Pause el

ST #H CTISHATSA TerdT T3]

ol d
“JIXT 1 -
e -, -
- pd - % '

Play/Pause " Timeline ™

> 032166 = I 07:06.07 {3

o ST F 3T T & AT cBHATST W Fgl i Fod L
AT 1 IMFR HA I (How to resize a video)
o AIfTA F & HHER &l Tt g3 W fFoled T 3R Gie|

o FlA PR ol dlel G5l A HeT Tgef U Pl TIETT FA FHY Th dISAT T IR
geol &1l I 3T FIss Arefaier 83 &1 3UANT Hyd &, ar aifsar Ners S|
3T FA TYETEGRT FI (How to move a video)
fafsar #r Tomss & el T W of I & fov Fae & 3R di)

fifsar FF ge1w (How to delete a video)
39 A #1 TFT S 39 g2 aed ¢, TR 30el HIeS T dhedd AT Delete FHofl aTv|
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Video options
Video & T&afdd 0 3= ey off § T 3T afa a) asa § 6 3mger Aifsar Far g @1
g1 & Playback tab W Video fdshod ¥Hg & T S 81 dlegA: 38 e &1 yaer ffsar & fav
33 afegd seem & T BRar Sar 3

‘xﬁ [** start |On Click -

Loop until Stopped

Play Full Screen
Volume

. Hide While Not Playing Rewind after Playing

Video Options

ateg# (Volume): 38 fasheq & waier AfsAr & AT HifsAr afeqw aoret & forw fmar S g
YRET FX (Start) : Ig GG ar § 6 IS Taariod &9 @ & i1 § AT ST ASH ToFefen fohar
ST & @9 YE &M
qot BRI Feme ( Play Full Screen) : 30 f@ed & waier difsat &F g & w %ot & fow famr
ST g
@ad §AT PUTT (Hide While Not Playing) : 38 fahed &7 yailer difsa &1 oo ol @A s gure
& v fFar Srar §
&9 d& ¥ 47 (Loop until Stopped) : IF T 9¢ gt d dIfsAT TERId T §
T F 916 RaEs F (Rewind after Playing): 38 fahed & AT FATCT gled WX @3 A dterar &
TATH UG9S 2013 A Teolded & WY & &1 (Working with Objects in MS
PowerPoint 2013)
qraRUise H, Ucdsh TS H $s TScH g Thd &, o [, 3R 3R caee sied| 39 [Affea ot
T 3o¢ align, order, group, 31X rotate #sh SfT&d Objects T SITRTT FT Thdl &
Aligning objects
S AT graRdise H 3ifsoiaed of STd & , ar alignment guides 3iR spacing guides 3iTsaieed & aRT 3R
fears 2o a1l 39 3¢ align I Teh| gToiifeh, 3R 3 UTH TASS W S 3Tel@T-37e9T Objects &, aF
3¢ U RE U Ioatd el H Hhel AR FAT 97 FeveTl &1 AT & , UTaRUISe 3TI s
alignment HHTS YT AT & A 3iTeolaed HI AT & TITAT IR FohdT g
&Y a1 & ¥ N fssiaeq &I FaBA HA HL (How to align two or more objects)

o 3TealFcH & TH-UTH TH selection box §=Te¥ & foIT 31Uat A Fl fForeh aah Wid A 39

align AT BT Bl
e 3T dIG Format Tab &, alignment S#ATS WX fFele &Y, T Align Selected Objects &T TdeT HY|
VIEW FORMAT
f— L¥ Picture Border ~ .1 Bring Forward ~ [ Align~ *losa
— ~ | &3 Picture Effects v 0 Send Backward ~ | |& Align Left
& @a Picture Layout ~ EL\T Selection Pane & Align Center
M Artange | S| Align Right
gt Align Top
o} Align Middle

=
=
<

Align Bottom

Distribute Horizontally

=

Distribute Vertically
unts

Align to Slide

<

Align Selected Objects

o TR & alignment FATE W Faleh A, T o alignmentﬁaw_eq;r # ¥ wF T
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VIEW FORMAT
l,-é Picture Border ~ 11 Bring Forward [ Align~ 27 con
[ + | L@ Picture Effects ~ 0 Send Backward 4] % Align Left
= E—'D Picture Layout ~ 5[.:y Selaction Pane ) Align Center

Arangq) S| Align Right
gt Align Top

o Align Middle

e Align Bottom

0je Distribute Horizontally

| ntS 2 Distribute Vertically

Align to Slide

. mmgﬁmw*mﬂﬂgﬁmalignﬁml
Tellgs W Bﬁ'ﬁm Y B FA HL (How to align objects to the slide)
Fofl-hsl 3T Toss F MR T fAflse Tae W v a1 31f8® 3ifeside A align T TR &, S
FW IT | 3feaFed Fl align Fet & gl 3T Align to Slide fAFed T TIT e X Thd &l
o 3ifsolded & H-UH UH selection box §=ilet & fIT 319ar #AZH &t fFereh iy Wi 5 3m9
align AT TR &l
e 3TSP §IG Format Tab &, alignment HHATS W Fesd &Y, T Align to Slide e T Tt H|

VIEW FORMAT VIEW FORMAT

[ (£ Picture Border~ T3 Bring Forward ~ ¢ Align~ #Tlose == L# picturzBorder~ 1 Bring Forward ~
=3 - | (@ Picturs Effects~ ‘g Send Backward = 2 Align Left =3 v G& Picture Effects = g Send Backward ] [ 2 Align Left
. :r’,-:, Picture Layout E(}. Selection Pane = Align Cence b E—:j Picture Layout ~ E.L- Selection Pane & Align Center
i Amange | 3 Align Right L Arangef & Align Right
i* AlignTop 0t AlgnTop
4} Align Middls of  Align Middle
ils  Align Bottom ils  Align Bottom l\
S

Distribute Harizontally

=

Distribute Horizontally
Distribute Vertically nts é Distribute Vertically

v Align to Slide

e & |

wunts

v Alignto Slide

. Nign Selected Objects - Align Selected Objects
o Y & alignment FATS W Fereh &Y, T : alignment [AFedl # T T FT IIT A

o 39 EaRT YA IV fashod & ITUR WX 3iissiered align g1 S|
Jteotged N R{alka & #T (How to distribute objects)
gie 3Mel qfFdal I T A Objects T cAAREYUT fFAT &, Y 39 3¢ Teh g ¥ FAA g TR IG=AT
aed €1 31T &3S I siead Objects A FaART F& 0T FX Thd &
o 3ifeolocd & 3MH-UTH UF selection box ST & foIT 39 AZH A fFelsh i Tid FA 39
align ST TR &1
e 3% &1 Format Tab &, alignment FATS X fFeleh &Y, T Align to Slide 3T Align Selected Objects
fawed &1 Tga HY|

VIEW FORMAT

Eﬁ Picture Border ~ 21 Bring Forward ~ & Align ~

— k EMinss:
— ~ | &3 Picture Effects ~ 0 Send Backward - |2 Align Left

[?-D Picture Layout ~ EL; Selection Pane & Align Center
[F} Arrange | S| Align Right

ot Align Top
o} Align Middle

1y Align Bottom

Oje Distribute Horizontally
o e o
= Distribute Vertically
unts

Align to Slide
Align Selected Objects
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o MR A align AT W Ferw Y, Y gahc g1l arel M9-3137 AL ¥ Distribute Horizontally 2T
Distribute Vertically T TJe |

VIEW FORMAT

L# Picture Border ~ L Bring Forward - [ Align~ E1lin.ser
- + | (® Picture Fifects ~ 0 Send Backward ~ | |2 Align Left
Y. l— Picture Layout ~ E[\, Selection Pane & Align Center
Arrange | & Align Right
M A ign Top

Align Middle

B &

Align Bottom

=

Distribute Horizontally

ounts

e

Distribute Vertically

Align to Slide

‘ v Align Selected Objects

e Objects TATT &7 & faala g S|
Rotating objects
39 Hfesiere &I ST IT 1T GAT Fehel & AT &lfcIoT AT Fead Ford F Fehol &1 0 faT -
JfeaFe F YA F/ (How to rotate object)

e Object T T HY|

e Format Tab &, Rotate 3¢l W fFerh #Y| T& 319-3131 #e] fe@ms &am|

VIEW FORMAT
z . ; v [® Alian~ s g
- _Picture Border .1 Bring Forward |‘(_ Align !QJ-# Eﬂ Height: |7
@ i v Q Picture Effects 0 Send Backward ~ F1Group~- 777
c = Crop 2 width: ¢
¥ | BL Picture Layout~  Slf; Selection Pane b Rotate v g i
Picture Styles = Arrange | °k  Rotate Right 90°

47 Rotate Left 90°
N  Flip Vertical
4l Flip Horizontal

More Rc%tlcn Options...

o TIfd Ve fashed T TTT H|

e Object g SR
Grouping objects
39 Uk 3ffssiee # Th § AT 3fisolred & Y9 &1 Tohd ¢ U Tellel A JHcolded Al TUEAART
F T IR Tl A AT gt & I 30 3T 3¢ TUAIRA AT agd &, df 3ifeoigeq Hr
Yelel § AR g 3T giell B
o, 3R, e 3, 3R tave SiFw @l Y UE WY RIS AT ST Wl ¢ ; g, Solaelesy
B TR A& FRAT o e §1 A 3T R F GAEded FET |, A cawgest & 3ex T 3mseeT
HT o AT A e8¢ A o folv  Insert tab T Images group H commands & & AT T T 39T
ey
HOME  INSERT = DESIGN  TRANSITIONS

New Table | Pictures Online Screenshot Photo | Shapes
Slide - T Pictures v Album ~ id

Slides Tables Images ]

3ifeataed N THE F/ FL (How to group objects)
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o 3fealFcH & TH-UTH TH selection box §=7le¥ & T 319ar A F fFord s Wi 5 3m9
align AT TR &l
e 3U% dI¢ Format Tab &, group A8 W e &Y, T group TAdhed T TTT HY|
VIEW FORMAT

[:'_ Picture Border ~ .1 Bring Forward ~ lf_ Align ~

r—— . §0jose 7
a—x el a g |
=4 | L@ Picture Effects ~ 0 Send Backward ~ }E},Group' 3 ;
= p = " -
~ | L Picture Layout ~ SIl; Selection Pane LF Group 3|05 N
T Arrange | L1, % Size P

v." _
o T TEGIT AT 3T FHGIRT HIT ST QX FHg & IRT 3R AHR A dTel g5l & A1y
U fHerer sl g o I8 fe@man o &% f6 @ v @ 81 39 3 Heft sifeaieed A
Tsh G of ST ohd & IT PR g6 ohd gl

);3 { —]

Wellness articles
Updates
‘Member submissions

Recipes

Honthly discount offers

L) ) —

o I 3T HHE A R sifeaiere @l FUfed a1 TAHARA Fm TG § |, A feaiae &1 add
el & T saa-fFae w1 T 31T 38 FuIfed T Thd ¢ I Seod TIH W o ST Thd
gl

o IR A 3HieadcH T TIT FA & 3R Group HHS &7 (disable) &, A AT TTAT g Fehel
g Fifr 3feciacd & ¥ UF Tolglesy & 3eX gl IR AT giar €, dr Insert tab 9X Picture HATS
I 3IYANT Y images T YeT: FIFATIT Fel T JAT HL|

HOME INSERT DESIGN TRANSITIONS

= A D ed e B O

New Table Pictures Online Screenshot Photo  Shapes
Slide ~ i % Pictures v Album ~ v

Slides Tables Images
JeaFeq H ungroup F/ FI (How to ungroup objects)
e Group 3iTsolee T TIA Y T AT ungroup =TT TTEd gl
e Format Tab &, group HTE IR fFereh &Y, Y Ungroup &7 TdeT &Y
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VIEW FORMAT i
= -’ (T"
| A TextFill ~ .1 Bring Forward ~ [ Align ~ gﬂ 416" f?i Exerrie tips ‘i
\ \ e ™ [ JR— A1 =)
‘fv_‘\ +| A TetOutline~  fy Send Backward ~ [E1 Group ¥ - E ) i
7| A Text Effects ~ E,\; Selection Pane A ‘L‘ lme’;.‘arﬁ(:les [
= =" .
WordArt Styles i Arrange Size [P Vedt( ‘;ix Upriates :lL
) = i H
1 Ungroup % i -
L R Member ~vbmissions T
= iEv 1-1
Ungragp ‘l~' Rerapes ‘;
Break the connection between ‘L : -]
grouped objects so that you can i Monthly discount offers }
move them individually again, jr - =

o TEJ3T @I ungroup foRaT ST
THUH Yradige 2013 & FA188 Y h¥ HY (How to Slide Show in MS PowerPoint 2013)
ST 3T AT YSIeAT HFTE FX o & ol 39 Tl & d1g 39’ Tg off dr@ewm ghom F 53 geint
FI FY 9 FAT ATT| GraRAiSe 3T Foieq=T P smooth, professional 3R TS s F FgaT &
fov #$ zor AR gRaud gar= Fwar g
TATSS FI 9 Flad T Tgol, TP 3T YoieAed & [olT ITeIet] 3USRUT & YR & dR H Y STeTpry
giell aIfRT| Ysieeriall & SNIeT S YEdcehdl WoleeX & 3UANT Fd §, Ig MUl fhdll 317 Hhie T
gl FI TEGA FA HAT T Alfe W Fossd I oad 3R sfeg, aver $r 3egafa &ar g
TF TS W FH YE F (How to start a slide show)

o fFaeh THAH TN W Start From Beginning HATS TR fFeleh &Y, AT 30 Hels & MY W F5

olt G| Yot e S 3 RS &)
BHOS O 5 -

FILE HOME I-.I;&FLT [ T
+
"'D 4 |:|La}f|:|utv I
E@ - ¥ Reset
Paste Mew - )
- Slide = C12ection~ e —
Clipboard Slides EI (1] E{El 1?*' i + 6% [

Note : 1. TcTHTT o138 & Yol Y& A & AT 319 PowerPoint gl & =1 Play Slide Show F#s &
it o = TAHd £

2. AR o fashedt e Ugga & fIT Reel o Slide Show & WX Fefeh Y| TgT &, 3T YoieueT HI
TAATT 158 A Y& X Tohdl § 3R Jeald Yoieeue faehedl deh gga Fehd Bl

FILE HOME IMSERT DESIGN TRAMSITIONS AMIMATIONS SLIDE SHOW REVIEW

== x, Play Narrations
BT BE B H L

| Use Timings

Fram From Present Custom Slide SetUp  Hide  Rehearse Record Slide i
Beginning Current Slide  Online~  Show~  SlideShow Slide  Timings  Show~ Y| Show Media Controls
Start Slide Show Set Up

Fargsd & ’fIF 3R Rad FF FT (How to advance and reverse slides)
39 39T AB3H W foFeleh oXeh IT 370 IS W TAHGR el 39Tl TA1S8 T 9gd Tehel &

Jfous T T, Yoie2e & AEIH T I AT IS I & fAT 39 39 HAg o1 Arrow keys @T
39T Y Fohl &1 3T 9 ASH H Ad-a1$ 3R 87 gar Fehd § 3R 3mY 7 fis S & fow b
W Foh T Tohd 8l



1PGDCA2- PC PACKAGES

T3S Y A FF A (How to stop a slide show)
3T 39 SIS T Esc Foll W [Foreh Fieh Joierel Als & F1gY fAehel Tehd §1 dhfeds &9 &, 319
AR 918 3R Torss o fAeed scod W fFae X Thd & 3R End Show T TIeT & Hehd ¢l

goieelsT HAfaHA Tarss & dic T @cA gl Seefl| AT 229 W a9y el & folv 31T ABd )
el X TIFIR a1 dhd gl

End of slide show, click to exit.

k

TATH YaRUiEe 2013 & TASS SR 3 dHa3s #F FJ o (How to change the
slide size and background in MS PowerPoint 2013)
fSwiec & &, PowerPoint 2013 7 W FATSS 16*9 AT ATSSEHIA-Tge], eI T 3UAET FIAT 1 3T
qaT <o o assEhle Sdt 16%-9 UEe] HeIUT 1 IUANT HA & ATSSHhIA FollgsH ATSSERIeT
Alellex 3R JISiFeX & AT qGH IHTOT FHIH HLIM| gleliteh, ARG 3T Aldh 4*3 Fhlel fhe T a6 §
dr deRdige # I8 g & e &
TATH YaR9ige 2013 H FATSS ATHR HT A dga (How to change the slide size in MS
PowerPoint 2013)

o TATSS 3HR FGoladl & foIl, Design Tab T TTA &Y, T Slide Size FH3 W Forah HY|

o f@$ & At A A ifdd ToTEs IWER |

o T 3% fG&Fed & fAT Custom Slide Size... T Feld HY|

DESIGN TRAMSITIONS AMIMATIONS SLIDE SHOW REVIEW VIEW Javier Flares ~ 2

Y
e 1 &
- ememmm - - [T P = Slide Farmat
Size v Background
1EMeEs Variants

I:/ Standard (4:3)
I M

[ | Widescreen (16:9)

Custom Slide Size...

THUYH YEaiqise 2013 F To188 dFA3E H Fd 9o (How to change the slide
background in MS PowerPoint 2013)

fSwhlce &9 &, 39T T&dfd & Fefl Tollgs Teh Athe dehar3s & 3TN ad &1 FS A1 T Torgst &

fIT dFa38 TS FI Tl A gl 3T JeAT TASS & dhI3S H solid, gradient, pattern, 3R
picture 3TeT Thd gl
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Design tab @T TdeT &Y, T Format Background ®HT8 9T TFele &Il

DESIGM TRAMNSITIONS ANIMATIONS SLIDE sSHOW REVIEW VIEW

YEE L 2

Size = Background

1l

1EMES Variants Customize

Format Background pane &r$ 3R @S ¢am| aifdd skt & fased #T TdaT HY| §AR 3807
H,§H Th gooh il & WM &A1Y Solid fill ST 3T HE|

Feoaorrmaiat BEackgraooarydd - =
{%

e FIL L

- Solicd Fill
HSradcdicmt Fill
Picture or tesctwure Fill
Fatterm Fill

Hide background graphics

e =) R I o —— I

St rryatioc

T r o s oo re rc
T e rrnee o=

| I . - I -
Seoeld, ASAacc ek A Lighter ST
O O e e e s ae BN B
=S tarscllarad CCenibe s
I I I S S -

e Pl r= oo rs...

e Exyvedroppeaer

TIfad Tass i dHAT3S TS IYSC @ S|
e 39 Agd §, Al 39 39l GEJfd & Fefy Tollgst W FHATA ShAT38 TS P o9 el
T Apply to All IR [Felsh T Thd B

Format Background ¥
A
<\)

Zooey 4 FiLL

Male Bibs ®) Solid Fill

Sorder Collie Mix 2 momhs ole B
Likes: Cookles —
Dislikes: Frults and vegetables

Grachent hill

Prcture or toture il
Pattern fill

Hide background graphics

Color T~

Transparency |- | 0%

¥ Applyto Alln,
2

TATH YraRuige 2013 & UARAUAA T 39AT & FY  (How to use Animations in MS
PowerPoint 2013)

graRuise H, 39 Fad 3¢, 3R AR T 5 Taee 3R 3ifeoiacd &l Tide X Tohd gl TB8 W
TATARIS-TT 3TETeled ST 3T &bl & €17 Y fAfse FroTal X INHNT It AT TSs F gt H
T §aleT & oI fRar ST FehT gl

ufaAaeT F YHR (types of animations)

W FE TR 9AE § Seg 3T I @ad g

YA (Entrance): J¢ {07 ha a&] Tollss A FdT Il &1 30T & T |, a138 TAAA & aqry
aEq F18s W IR S1wei 3R R 8 a1 o1 Seah|

Entrance

* y T ¢ w

)

Appear Fade Fly In Float In Split Wipe
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SR (Emphasis): & TTAARE a9 81d § SId a&d Fellss W gl & , 3R A3 Fefeh @ G giell B
30T & foIv, 19 3T AH W Fored o § aF 319 Ul aa & foIv 3ffeciae A HT Tohd ol
Emphasis

Pulse Color Pulse Teeter Spin Growy/Shrink

Desaturate
aTe fawe (Exit): T8 IR Xar § 6 a&g To1ss @ @ @eheldl €1 3eeor & fav | fis whaee
F gIT 3ieade §9 Har gam|

Exit
A S
Disappear

b1 ¢
Fade Split Wipe
A 9Y (Motion Paths): & Emphasis 9T & AT gld ¢, [@arT 38 b 3ffeoide Toigs & fiaR we
7g fAuiRa ArT & a1y Tongs & Hia] e g
Motion Paths

T
l ’ |
", -

Fly Out Float Qut

- l I\ B .—'I .'.:..\-.I ﬁ-
Lines Arcs Turns Shapes Loops Custermn Path
vAAesT F& sk (How to Insert Animation)
)
)

3 3ieolde & TIF A oy 39T Ufade FIET I8 gl

Animation Tab 9T, Animation group & & More 319-3131 dR W Folsh |

INSERT DESIGN TRANSITIONS ANIMATIONS SLIDE SHOW REVIEW VIEW
47 " ’* T‘i Animatio
*: W OW -
Preview None Appear Fade Fly In Float In E frect Add )
Preview Animation o

Animation ~

Advanced Animati
More
1 v
Pick an animation to apply to
- iR,

2dd multiple animations to the
sarne object, click Add Animation.
o : .
o UGIAAS NG HT U 319-313 Aol @S Sam| S effect T =T H|
HOME INSERT DESIGN TRANSITIONS ANIMATIONS SLIDE SHOW
* None
Preview
7% o
Fade Split Wipe
> 2 o
Wheel Zoorr Swivel
LL Pulse Color Pulze Teeter Spin Grow/Shrink D
o effect a&J W o9] & S| Ig @y

F T F 398 99 T TAAAT § |, 3ifeoige & I
Teh I TEAT gf| Tolss UeTel H, TASS & 9Tl H Teh

faarr g off femrs e
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AL & &, 39 3R ot gl o gg Fhd &

Exit
k5% 4 Y
Disappear Fade Fly Cut Float Out Split
4 i 2N
= o = *
Wipe Shape Wheel Random Bars Shrink & Tu...
o7 s ¥
N ¥ %
Zoom Swivel Bounce -
# More Entrance Effects...

More Emphasis Effects...

W More Exit Effects...

g

More Motion Paths...

Effect options

O effects A fAehed g1 fSeg 3T deol Hehd &1 3GT6X0T & AT |, Fly in effect & &Y 31T AT A
THhd ¢ for 3ifeaige fovg fEem & 3mar &1 37 ool &1
T fFAT ST Gt B

Animation group & Effect Options HHTS &

ANIMATIONS SLIDE SHOW REVIEW VIEW
¢ . &4 Animatic
1 1Y R Trigger ~
Float In Effec Add C
Options ~ Animation ~
Direction wnimati

™
e

—>
b |
S %

U MIGHT

From Bottom

From Bottom-Left

From Left

From Top-Left

From Top

TAIALIT HT FH geTT (How to remove an animation)
o TUAART 3ifsalde & FoTd & T B T&AT FT IIT i

what pop

S

e Delete Key G810 | THIHLIA geT fear Srwam|
Rl sTeatde & v ¥ 3O+ vfAsera F@ AN (How to add multiple animations to an
object)
If& 3MT Animation group & Teh 7S UAIAR Told § , o Ig 3ffesiae I TAAE TAAT H Read
FLM| gTelifen, 3T Hefi-weft fFdY 3ifeaiae W T A 310 THAAT IWaT I18d &, SI¥ Entrance 3iR
Exit effect]| UIT el & foIT, 39T Add Animation SHHTS &T 3TN T T 3TTIHdT g9, S 3TTeht
AT TR Shgal &1 3egAfa &l
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o TS 3ifeolde & TqT |

e Animation tab W TFeleh Y|

e Advanced Animation group #, 39clstl TfaH2T ¢@l & TolT Add Animation HHTE 9T Feldh FY|
o IS THIHUT UHG HT IIT H|

ANIMATIONS SLIDE SHOW REVIEW VIEW
4\ -0* =™ Animation Pane P Start: |On Click | Reorder Anim
114 - Trigger - @ Duration:  00.50
Float In 5|  [Hfect Add

Options *  Animation ® Delay: 00.00

Emphasis
R v
Pulze olor Pulse Teeter Spin Grow/Shrink
Desaturate Darken Lighten Transparency Object Color
A
pU MIGHT REC( l' X \'

o I icolde H Ush ¥ ATF TG &, aF 5T% U YHIG & folv T 37el@T & gl
TEIU 30 %A &l 6T Xl & oraad T87a gier|
TATYH UERGise 2013 H oM &7 39T FJ Y (How to Use M in MS

PowerPoint 2013)

Ifg I qraRUIse Yot <@l § dl 39l ¢@T g1 &$T U Talss & arg # U 999 ghac
fears ar & f9¥  Slide ¢ioNee &gl STar & Slide TN ¥ YAe Tse s iR THeeR @S
Y &l T fr T Ao § T gl giohee Tab W 918 AT 8

e Subtle

e Exciting
e Dynamic Content

grefereT ® F& dE) F (How to apply a transition)
e Slide Navigation pane & TfSd TE8 HI TTT HL| Ig dg TABS ¢ oIl TS & 96 G@s 3|
o Tyl Tab WX e &Y, T Transition to This Slide group T IdT oRMU| f3Hiee T & |, T &
Tel133 9 Hrs 8 Transition ST &1 &l Bl
o T TR I UeRd el & T More 39-313T R WX Felsh |

FILE HOME IMNSERT DESIGM TRANSITIONS AMNIMATIONS

]

-
Mone Cut Fade Push =
Preview Transition to This Slide
o TAAT Fl158 W H o] A & ToIT Teh TNl X fFeren Y|

Subtle
L] L = = | = mm
MNone Cut Fade Push I}- Pe Split Rewveal Randeom Bars
o] B3 | Gt | =
Shape Uncowver Cower Flash

Exciting
= = Bd [l > PN | i

Fall Ower Drape Curtains Prestige Fracture Crush Peel Off
(-] 5 E-4 [F]] [ "] =
Page Curl Airplane Origarr Checkerboa... Elind Clock Ripple

= =& [ <] =] =] = =3

Honeycom b Glitker ortex Switch Flip Galleny Cube
[hmi| = =
Doo Box Comb Random

Dynamic Content
=] [ = | o =N
Pan Ferris Wheel Conveyo Window Orbit Fly Through
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Y YT Joiered # Fol Follsst H Ueh &1 Tolqel  ofF] el & faw Timing group H Apply To All T
3T W TR &

DESIGM TRAMNSITIONS ANIMATIONS SLIDE SHOW REVIEW

. - I;l 4, Sound: |[No Sound] -
- (5 Duration: oloo D

Fade Push - Effect :
Options = 53 Apply To All

Transition to This Slide

grafersT &7 e Fd d@W(How to preview a transition)

3T 57 or At # @ fFeY v &1 39T e fhdr off aFy gafaa Tess & fow greiee T
Preview &®& ahd &:
o CyolerT Tab R &UT Preview H#H3 W [Felsh H|

FILE HOME IMNSERT DESIGN TRAMSITIONS AMIMATIONS

oD s B & @3

Timing

PrE".riewL\) Maone Cut Fade Push Wipe
Preview
o Slide Navigation pane & Play Animations &S W Feleh FHi|
3
e

HAN'S BEST FRIEND | 2=

| FRAMNY

Play Animations B

P -

TIoereT shae Y Hy dga (How to modify the transition effect)
39 qga & I F A Forgs A U ol & Seod aX Hhd g
o 3 TATSS & ITA Y ol 3T FMAT HAT a8 B
o Effect Options TS W Forsr Y, 3 Tifdd [Area &1 T FY| AT [BFed F 3R W A
e 3rerer-31e19T 81 &1

DESIGM TRANSITIONS ANIMATIONS SLIDE SHOW REWVIEW
\E| "I_', Sound: |[Mo Sound] -
J [ — | - Effoct @ Duration: 01.00 .
— ec
Fede Push =] options~= T3 Apply To Al
Transition to This Slide Timing
From Bottom

IE' From Left l}

(:-I From Right

From Top

o giohere HAftd faRam seem, 3R gisiere &1 e Wiy fewrs g
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gioiereT & §AT # HFJ FUR FT (How to modify the transition duration)

o 3T TGN F AU TASS FT TTT Y o1 3T FNAT el a8 &l

e Timing group & Duration Hies &, giole & T IifSd TAT gof HL| ST 3EEI0T H |, TSR i
AT A & [T g7 TFT FT aF Jhs AT 02.00 A T &I

I_'} "’_', Sound: ([Mo Sound] = | Advance Slide
I & Duration: 02,00 :L\\"» v| On Mouse Click
Effect -
Options - E‘;Appl}fTDAII After: |00:00.00 |

Timing
ZietersT & eafer F& T (How to add sound in transition)
o 3H TRNAA S Y TAZS H IS H [T 31T MRS L aga &
e Timing group # Sound $T9-8T3+ As] W et Y|
o AT FIl38 W 3H o] FA & fw  Sound W Fefeh Y, T Sound Fofel & AT Zrohere &r

Preview && |
"1_', Sound: |[[MNo Sound] = Auddwvance Slide
= Duratior [MNo Sound] = Click
= Apply T [Stop Previcous Sound] 0000 o

HSpplause

Ao

Bomb

Breezre

Camera

Cash Register I}'

Chirme

Click

Coin

Drrurm Roll

Explosion

Hammer

Laser

Push

Sucticn

Twpewriter

Voltage

WWhoosh

WWird

COther Sound...
Loop Until MNext Scund

TioiiersT #1 hA eTv (How to remove a transition)
o 3Y TGN & O TASS &1 IIT HL ol 3T [HAhreler a8d &l
e Transition to This Slide group & None fashed Tei| giolieret geT feam Swem|

FILE HOME IMNSERT DESIGN TRAMSITIONS ANIMATIONS SLIDE SHOW REVIEW

— 4, Sound: |[Mo Sound] -
\_| L} @I - @ Duration: Auto z

Mane Cut Fade Push 'E') Apply To Al

4]

Preview Transition to This Slide Timing
o T FTTSST A SN FI Fe & ToIT, Fellss H None TSRl o] &Y, T Apply to All T feFereh
Exy

TATH YTadiEe 2013 # TS3H @ Ta10

TATSS Y A H¥ Fe=T (How to Advance slides)

3T dX X, Slide Show View & 39 39al AZH WX fFeeh dXeh AT 3] HES W TITGR IT arrow
keys I GaThT 3ATell Fl188 W qg;%r Tohd & | ofheT MS PowerPoint 2013 & Timing group H Advance
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Slides AfETH YSieereT Y 37T 3T M Foat 3 TAF TASS H Ueh ARISE THT F AT geidia
F Y AT S B
TATH JIaRUiEe # FASSH Fadifad ®7 & Hd Ia0 (How to Play slides
automatically in MS PowerPoint)
o 33U TS & TIA HY Y 39 MR T argd Bl
o TToIRNT tab I} YU, Timing group 9 & &Y YT Advance Slide & dg&d, On Mouse Click & &3Tel
# Ty sieg & 39s H
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Asition to This Slide Timing

THUH qiaiuise 2013 & 99ieersT @ e #¥  (How to Print Presentation in MS
PowerPoint 2013)

gelifh  PowerPoint Joieleial &l YT W W & v Bamse frar sar § |, ofhed &8 9/ & g
el & STe TIh! Uoleerel & fic oial T Maerdehcl HGHH &1 o 3T MS PowerPoint 2013 # 379ei
Joicelel FI 987 &7 e & e 8 T ohd & 387 & 1Y AT Jeieqd & Fred gEaor o i
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AR BT &1 AT FAra
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Notes: ToTss & faw fardll off Ta Aile & A1y | I8 IS Falrss & e axar &1 Ifg 3muar g3
T3 & T agd @R Aley A fhT §, b 319 3uel Jeieere 1 9eie Hid THg 39 Ty Alcq
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A3 AT & F 39N ghar & I 39 39ar gipt ot veieersT fr ifas gfafaf o ama £

de g 3eg I Telgs W ACH ol & AT T g

uF gEgfa FF AT FX (How to Print a Presentation)
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THUH Yraqise 2013 & FASS AT FT 3TAET FF HI(How to use Slide Master in MS
PowerPoint 2013)
3=t @ g1 b S99 PowerPoint 7 Teh 37efaT A FoAd € , A g 3MTIhT TASS W THEC

qAHaReYd FX & § 3N dFaA35 H Shape Sisar g1 T sHfAT § FIfF gdw B 7 9w ¥ &
3 FASS A3 R dharm3s Mitherd 1 3T Fl63 AR o ATHG Brea) & AT §o o33 A
FUR W Hehd &1 T IR S 3T TASS AN g F 3UANT HEAT TG SR, dF 319 Sl FS
fFeleh & AU A G T35 AT I HECHSS Hla H HEH & SR
FAATSS AT &g FAT 82 (What is Slide Master view?)
TATSS ATEEY T JAFT T A1 T3l Torss & sgarg axat & fov fovar sirar § | Tl AT o
PowerPoint & Teh Ay giaem § ST 3M9e! 39l GEJfd & To18s 3R Fell$s oI3Ee i {d Jur
A I AT Gl &1 3T TASS AR A FUR Y Tehod & , S T A Jdh T3S A1 genfad
AT 81 T ATFAINT Fellgs o33e A off GUR X Tohd &, ST 3o A3M3C T 3TN Hleh fohaly
TASS &l el Sal|
3ETEX0T & foT, AT of fF 39t 319e gde 6 N7 Ay § AfeheT 3ae Toss 33 i 6l
g1 I3M3C T HECHTSS el o ToIU T FellS8 AR &g HT YA X Fohd & o1 d g & 3T
3o¢ oWl AEd gl
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h Slide master er text styles

= Fourth level
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T3S AT &g FT 3YANT HIAT (Using Slide Master view)

3T AT TEJTT A FS o deelel & AT ToTss AR o FT 3UANT W Tehd § |, oAfhed JgT 58S
T HIA ITH IYAT g

geaHfA g &Y (Modify backgrounds):

Tollgs ANCX o Ueh & GHT H 3Macht il Torssl & oI Sehalr3s ol fefepioldd el AT Selrdll
€1 3eEI0T & AT, 39 I GEIfd & Jodeh ToA1$s # FleAS AT ool SIS Fehd €, AT 319 Hisger
graRdise A & SRS WMihaFT HF TNRAT HT Tohd o

ColEosd T YAcdaieyd #Y (Rearrange placeholders):
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SOl TA188 AR o H YAcHdeyd ish HHAY §9T Hehd &1 STd 3T TS AR o H A3 A
T R T P TSoRe ad &, df 3T I33¢ & A1y Tl Tarss ol Suaf|
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CHFEC TATRIUT &I dHECHATSS Y (Customize text formatting):

Jcdeh TATSS TN SFEC 3T I HelaT-37el9T Scolal o §olld, 31T Teh & GHT & gl Tomgsr o Fee T
Feolel o TolU TS ARCY HI 3T I Tqohd gl
3efad F1SS A3M3C §4ATU (Create unique slide layouts):
Ife 3ma AT &7 & PowerPoint M1H & el TEJ &1 <gd & , Al 3T 39al T & A3
S & U Tollgs AR &g o1 3UGNT H Hehd ¢| HEcH AIBC H 3Th Tq & JhaA133 Alftherd
3R coragiesy enfAd & Iod gl

st Taes A FF Tga@ FY (How to changes to all slides)
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=] = Ruler C)\ B color
EH =
- - - ] Gridlines - . Grayscale
Mormal Outline Slide Motes Reading  Slide Handout Motes ) Motes  Zoom  Fitto )
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Presentation Views IMaster Views Show [F] Zoom Color/Grayscale
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o 9 3T FHATCT H of, Slide Master & 9T Close Master View HTE W [Tl &

@Eackgmund Styles - Ii E

Hide Background Graphics
Slide Close
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THUH Jiaiqise 2013 & $33m3c A FAT & (What is Handout Master in MS
PowerPoint 2013)
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€33M3C U W hdol Ueh Tollgs e el o Fehod & — [T 31MUhT §33M3e Oaf fohell O X e
IfFdeTd Tass T Re fe@rs &am|
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I3CF TFAYH 2013 T IR=A(Introduction of Outlook Express 2013)

Outlook 2013 Ush Aol Fellse ¢ | 38 3rcay 2012 H SR fRAT a1 AT, Outlook 2013 A Farse #
o aola $1 aE $A, GuF, Felst AR FF yatrd HIETHAAT & WY Targeisl JaX T AU g
Outlook Express 2013 MS office Package T Teh UTollchels WA &l Ig  Application 39l MS Office
HIFEAIT Yohal & A1 A §| 38T 3 § 39 MS Office software package & 319 &egex faFeH
#H soTEelel YT 8T MS outlook T Hee & 3T 379al THTC Wil T g & , 3T SHAA & e J,
HYeT g EeA # oY S”RFE  receive AR send F Hhd § | ATl 3Tl §R IR FeoAC W
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Thd §, 31T 30R 39 HegeX @A & geT@ic  connection on §, 3N 31T fohell 3R ToelishereT
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o 3UA F FH FA a€ F & o

e contacts I TER A & ol

e  HolUST & AR AU SR HT 3ol HA & |
g Toh Hgcaqul TClohelel NATH 8| 3R Y@ AT A dlal & ol fohar e 81 5@ gd Aol &t
JTHATSA UG Tohd ¢l SHDT TAT il T Ugel TR Configure AT TST gl STH Hel HI ofled &
o A UHI3C UG IM3TAH UFEUH Al Bl G H SAIST ST g1 $HH $-HT AT GO 4 Fellse
FFYY W TR B 1 s afg Frcgey A § o7 o 78 @ &1 & 37 &7 37 A & 93
Thd gl
THATH IM3edAF 2013 F 7 FAAYATT (New Features in MS Outlook 2013)
Unread button:38 ¢ & GaRT AT &had 3«7 TG2IT &l ARG & & Fhd & Toles HT9el UGT gl ol
Message preview: 38 fd&ed & gaRT 39 Message List View & $H $r ggelr Gfdd &7 Preview ¢&
Thd g
Zoom slider: 8 fa%eT & S@RT 3T HAIT-376HT HA & AT Wiee IJHR H FAET T 6T I o
ghd o
Attachment reminders: 8 fd%cT & gaRT AT message & STl AT W Attach file T TG 5T Thd
& S 3mgeRr Attach BIgel & ITe feerar B
Weather bar: 58 fd&ed & garT 39 I a0 &= & fav dAlegwr RAE d@ @ha g
Search and filter: 3maeh! T STeRY &1 ITaRTSHAT § 38 geal & fIT  email, attachments, calendar
3arsedied 3R Contact @Sl Tha
IM3TAF 2013 7 FeTie $AT WIAT F/ AT 3T F  (How to set up an Internet email
account in Outlook 2013)
Ifg 3T Outlook 2013 7 FweTeIT SHA THISC YTIHT FAT g & dl AR oA &7 15 Tfkar & O
A & U I $cXaAC HaT YaIdT ( ISP) GaRT et fhar a1am 379aT $Ae qar AR 9rdas gar gler
SE B

o TIW Uge Outlook 2013 FI U HY|

e 39 File Tab &T TIeT H|

e Info category &, ST98T3aT & Account Setting & Account Setting ST I |

Account Information

I:]E‘ staff@service2client.com -
=5 mvapssmTP

4 Add Account

,7’?‘ Account and Social Network Settings
- Change settings for this account or set up more connections.
Connect to social networks.

N9 lbox by emptying Deleted ltems and archiving.

a Rules and Alerts
=1 Use Rules and Alerts to help organize your incoming e-mail messages, and receive
e Rules updates when items are added. changed, or removed,

F Slow and Disabled COM Add-ins

Manage COM add-ins that are affecting your Outlook experience.

e EMail Tab &, New fashed i
e Add New Account STIalTeT Sid , TaAoId & ¥ AIT SHA WIAT HITehIR el & oIl |, Auto
Account Setup & 37d3Td E Mail Account Section # e af¢Tq Hifewmarw
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o Your Name Box #, 379eTT 1 &ATH TET &

o Email Address Box &, 39T $-HeT IdT 189 &y |

o @le: YHT ISP TG SRR Uelel T B

o Password Box #, 319<TT ISP GaRT el fahdT €T qrads sy & |

o Retype Password Box &, GldRT UrHds T8 Y, 3R 38 a1g el WIdr 3T Gishar A& Hikel
& fIT Next R e |

Add Account X

Auto Account Setup
Outlook can automatically configure many email accounts.

(®) E-mail Account

Your Name: Brad Johnson

Example: Ellen Adams

E-mail Address: brad@myemail.com

Example: ellen@contoso.com

Password: | mreeeeeses
Retype Password: | **e#sesssis

Type the password your Internet service provider has given you.

O Manual setup or additional server types

< Back Next > Cancel

e Outlook 3T9sh WId I Tl & & HlHIR FA HI FIH HFIM FS ISP (Internet Service
Provider) @I User name Hles & T Email address &of &del &1 TRl glcl ¢l Afe 39
Outlook &1 39 SHol UTHAS Pl TAAIld ®T T Gol P dlgd & , df Save this password in your
password list 2 STeFd T TATA Y| TG T WIAT APl dsh HlehIR fhadT arar § , ar
Add New E Mail Account STIeI9T STed ST el & o WIdT TheldIqdeh S« I g

o 3id # Finish & TIT &Y

AT —3Ife automatically configure fawer & 1T &, @ Auto Account He3TT giaer ufehees Faedred H
3T Feh Falde HIA T TAM Hchl &1 I Fg fafer off fawver g Sl &, o @rer Aegarer &9 @
FifewIR fRaT ST AR
AT -5 WON A QM T & AT, U 30 A T |, IHES, 3o Tl AT HH &l AH |, 3R
T3NSI A HAX ATH SATedoAT R AT T Felelc AT Uerar (ISP (Internet Service Provider)) &aRT
YeTeT fRaT ST &
I3TAF 2013 A FeTeic $AT WIAT F/ AT JT FX  (How to set up an Internet email
account in Outlook 2013)
If& 3MT Outlook 2013 7 FweTeIT SHA THISC YTIHT AT g & dl AR oA &7 15 Tfkar & q
Fel o folT 39el Fekeic AT Yerar ( ISP) GaRT Yaled foRaT 137 39elT $AS Iar 3R 9rdas gar gier
STE B

o TSEY U Outlook 2013 & 3T HY|

e 379 File Tab T T Y|

e Info category &, 3MUST3T & Account Setting & Account Setting T TIe &Y |
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©

o Account Information

Open & Export
= staff@service2client.com
=1,

Save As IMAP/SMTP

= Add Accoun t
Save Attachments
rint ,?‘ Account and Social Network Settings
Change settings for this account or set up mere connections.
NEEELTE Connect to social networks.
Settings -

Office Account 5
,7|j|. Account Settings..
- Add and remowve accoun ts or

change existing connection settings.

Options

Ibox by emptying Deleted Iterms and archiving
®  Social Network Acc
Exit o ! Metwork A
@ Configure Office to ©
social networks.

ect to

- Rules and Alerts
3 Use Rules and Alerts to help org wour g e-mail . and receive
Manage Rules updates when itermns are added, changed, or removed
F‘ Slow and Disabled COM Add-ins
- Manage COM add-ins that are affecting your Outlook experience.

Manage COM
Add-Ins

e EMail Tab W, New fashed o1l

e Add New Account ST dfdd H , TaAIfold & H AdT SHA TIAT PIeHIR Il & TolT , Auto
Account Setup & 3Td3Td E Mail Account Section & oo AfETH HifehaR i

o Your Name Box #, 39T X1 #ATH 5T |

o Email Address Box &, 31911 $-Hel UdT €189 &Y |

o FiC: TIHT ISP TG AN TeTed T &

o Password Box #, 379411 ISP GaRT Y&leT {3 9T 9qreas esg &l

o Retype Password Box &, GIdRT UrHds 89 Y, 3R 3H G 3ITel Wil T TihaT Y& H &
foIT Next 9 e &<

Add Account >

Auto Account Setup
Outlook can automatically configure many email accounts.

(®) E-mail Account

Your Name: Brad Johnson

Example: Ellen Adams

E-mail Address: brad@ myemail.com

Example: ellen@contoso.com

Password: — Edeessksss

Retype Password; | **+sssess

Type the password your Internet service provider has given you.

() Manual setup or additional server types

o cance
o Outlook 3% T # FTFEId §T A FHlHIR Hlel HT G HWM| FS ISP (Internet Service
Provider) T User name ¥Te8 1 9 Email address o &el T 3Taededr gl &1 If& 39 Outlook
P YT SHT JIds I TIAold T & o AT d8d & , dF Save this password in your password
list I Sfere 1 TATAT Y| AT 3MTHT WIAT TheldTqaeh HiT-haR fhdT 31 &, @ Add New E
Mail Account ST STeFH ST T & b WIaT AheldIydeh ST I Bl
o 3id # Finish & T Y|
e —afe automatically configure fawer & STAT &, @ Auto Account HE3TT gfaem ufehees Faedie H
3UGRT e FoAde Hel B GAH H ¢ A g Tafer o fawwer gy Sl &, A @rar A=ga w9 @
PlehIR fHIT ST aTRT|
AT -5 WON A QT & & [T |, 31U 30 A T |, IHES, 3o Tl AT FH 1 A |, 3R
T3NS A HAX ATH SATelaAT g AT 31T Felelc AT Uerar (ISP (Internet Service Provider)) &aRT
geTel R SITam
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IM3TAF 2013 H ATHT TT ¥ AT $AT HFB3C F/ AT FT (How to Manually set

up Internet email account in Outlook 2013)

$eTe SAS W &l AT T & HleHIR Fel & T o1 =0T T drefal
o TEY Ugel Outlook 2013 & 3TeT Y|
o 3 File Tab &l T H|

Info category &, 319813 & Account Setting fa&ed & Account Setting T TIeT Y|

Account Information

E staff@senvice2client.com
E" maessmre

F‘ Account and Social Network Settings
agt torset up
el Connect to social networks.

box by emptying Deleted ltems and archiving.

a | Rules and Alerts
Use Rules and Alerts to help organize yo

incoming e-mail messages, and receive
updates when items are added, changed, or removed.
& Alerts

F‘ Slow and Disabled COM Add-ins
=

Manage COM add-ins that are affecting your Outlook experience.
Manage COM

e EMail Tab &, New fashed =i

 Add New Account SRIGeT dTere # , #g3Tel & & AT SHA TN HlHIN aA & T, Manual
setup or additional server types f&elde #Y 3R Next W Fereh ]

Auto Account Setup

Manual setup of an AcCoUNt or connect 1o other server types.

' E-mail Account

[o Manual setup or additional server types |

e POPor |m7ﬁ X 3R Next | o F _

Choose Service

() Microsoft Exchange Server or compatible service
Connect to an Exchange account to access email, calendars, contacts, tasks, and voice mail
() Outlook.com or Exchange ActiveSync compatible service

Connect to a service such as Outlook.com to access email, calendars, contacts, and tasks
(@) POP or IMAP

Connect to a POP or IMAP email account

[ )

User Information & dgd, AT afé3g FIiwaR Fi:



1PGDCA2- PC PACKAGES

o Your Name Box #, 379eTT 1 &ATH T8T &l

o Email Address Box &, 39T $-HeT IdT 189 &y |

e &I 39T ISP (Internet Service Provider) 39l IJg SATARRI YeTd T gl

e Server Information & T&d, Account Type STeFd #H 39 IrE Higlg Email Account IX fFeleh Y| I
39 Account Type ST & POP3 3T IMAP &7 Td &d g, dl e ATH HlfehaR o

o Incoming mail server ST &, AR & AT & B3RS &R & BT Y| S¥ - “mail.contoso.com”
& T H g ThdT g1 T, A IP Address F T & Tehal ¢, 10 & 172.12.0.0]

o Outgoing mail server (SMTP) ST #, SlI3hd 3GRT H HT3CINGIT SHAT AX &I ATH BT A |
ATH “mail.contoso.com” & &I H & HehdT &l AT , aTF IP Address & & & g ohal § , o9 &
172.12.0.01

e Logon Information & dgd, e Afesq Fifewir 1

o User Name ST&d &, 379aT User Name 189 &Y| User Name 3THAR WX @ Tciieh & 18 3R 3%
SAS Tl @I fGEAT gIaT €1 T ISP (Internet Service Provider) ST 9XT Email Address &= gl g1
gafeIT, I 3maeash g o Hudr 319a ISP (Internet Service Provider) & H9e &Y

o Password Box #, ISP (Internet Service Provider) aRT Y&lel fhdT 3T HYAT IrAds TSI Y|

o Ifg 3T Outlook T YT SHT TIAT UTHTS ITE, IWAT IT8d & , al Remember password I S
HT TIeT el o ToIU [Feleh H

o Jf& 3 ISP (Internet Service Provider) @l &I HTGRFhdT § , Al FII&TT UGS THATONROT
3T X W97 3o1 el & TolT  Require logon by using Secure Password Authentication (SPA) T
S T TIT el o ToIT el HY

e Test Account Settings &T TIeT Y| ST&F 3T Test Account Settings ST TIT A g, A faie=T Ufshar
g &

o Fe W fhEeH & FaAfFefady v gite fir 718 7

o 39 SMTP HAR W olldT 31 &l

o 39 POP3HAR W oeT 37T gl

o IfE POP 3 TAX Uga olieT 31T & af AT fAFed A9y ¥ gl Outlook TaaTfald &7 F 37TeF Tl
AT R W AT A’ AT T gl

o T& UAGTUT Message HSTT ST g1 T& Message TRIHF Te3d & forw v Rt off Igarra &l adran
gl

A Add Account x

POP and IMAP Account Settings
Enter the mail server settings for your account.

User Information Test Account Settings

Your Mame: ‘We recommend that you test your account to ensure that
the entries are correct.
Email Address:

Server Information

Account Type: POP2 P
Automatically test account settings when Mext

is clicked

Incoming mail server:

Qutgoing mail server [SMTP):
Logon Information
User Name:
Password:
Remember password

D Require logon using Secure Password Authentication
[SPA])

Deliver new messages to:

(®) New Outlook Data File
() Existing Outlook Data File

Next B fFereh ¥ 3R 3T # Finish W Fee HY
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IT3TAF 2013 F SHA WAA HFA Fa1¢(How to Create an Email Message in Outlook 2013)
Outlook 2013 H Aol A ¥ Uge AR UTH PIS o P Feg 2l BT AR & hl 3T ATHeT arol
37eX 3R SRR NI & ST g1 3T 39e $HA AT H UHh oldcifeldh gedlai 3R BIgd &l S8
Tohd g1 W 3T% foIT ggel MU A TAT T AT af Hel dATed I gfshar A & 718 §-

I Jgor REaT 9T UG New Email 97 U Feleh &Y, AT Ctrl + N 9T |

I ATSHIEIFC T3l A 3HUd T § 3% $A @Wid Hifewar &, dr From seof s 2o &
I 39 38 Feoil TEd & o From W fFeeh & 3R 39e 3h3e goi |

Subject ST H, TSLT &1 AT BT H|

YTedehar3il & SHeT g IT ATAT S To, CC, BCC a1 & gof | IS TH T 31 ol &t 39

AT AT B & o FUTAA & AT 37A9T-37e9T User Id 3
B E

HOME SEND / RECEIVE FOLDER VIEW
s— Y o - ( o ; 3 = AUD € = RO T D
[ | lomm  ‘¥lamer X 2R [ Meating | Regional MVPS.. 4 To Manager Vg gl |
=5 % Clean Up - g —=p 3 Team Emai v Done =L
New | New Delete  Reply Reply Forwerd [y 4 . 1 —|  Move Rules Or
. {2}y Mora - 3 Reply & D 7 ste New -
Email [rems » s Junk Al = + Reply & Defete Creste Ne > 3
Hew Delet espond Quick Staps '. Move
B Y Untitied - Message (HTML)
MESSAGE INSERT OPTIONS  FORMAT TEXT REVEW
i sz} &% ] [ Fallow Up =
! V@ == 1 1
! High Importance
Paste [ L Address Check  Attach Attach Signature
Book Names  File ltem~ 4 LowImportance
L} ard Basic Texd Indude
To
v
= ce
end

Ifg 3T Address Book 7 foee & UTcdshai3il & sTHT T T¥«T $TT dled & af  To, CC, BCC W
fFaew &Y, 3R 38& a1 sfeod AT W Fas H

Ife 3mye BCC sidd farmél w18l &ar § aF 3 fare gfshar 319 m-

BCC i & Yeid st & faT , Option W fFerer &Y, 31k T Show fields group & &, BCC W
Fereh Y|

Attach File SgeY & faIT Attach File R fFearesh &Y

Mames Include

aal ﬂ; [HJ U D}‘ ﬂ [* Follow Up ~
] = _ El
ve _ _ ' High Importance
Address Check Attach Attach Signature Assign
Book Names Filer Item ~ - Policy ~ ¥ Low Importance

Tags r

o Tip: I IR U7 AT HT Blec AT TS TG Igl g, al AT 3H d6of Tohd gl FAoel & Tgol

3k FeRr & 3T Ffelr H GUR o T Fhd g
o 39T T fo@s & 1€, Send W Fera Y|



