Indira Gandhi Computer College ,Semariya chowk Sangram Colony Satna (m.p.)

MS —Word Practical Assignment

. Creating and Formatting a Document (STHRIHE STAT 3T BN HTAT)

Objective (3297): Learn to create a document and apply basic formatting.

« Task (®T¥): Create a new document and apply formatting (3T STFIHe TATU ¥
HIH AT TIIT0).
« Instructions (fR<er):
1. Open MS Word 2007 (MS Word 2007 &Tt).

2. Create a new blank document (7T & S{FgHe FAT0).
3. Type the following text:
= "Welcome to Microsoft Word 2007. This is a demonstration of basic
formatting features."

«  "ITTRT TN & Microsoft Word 2007 H| g T ATl BIH e wi=e
=T TE9 21"
Bold the word "Microsoft" (75 "Microsoft" T Tieg F7).
Italicize the word "demonstration” (sTs% "demonstration” T Tefers 7).
Underline the word "features" (¢T3 "features” &I SETATST F7).
Change the font size to 14 pt and font style to Arial (%= TS T 14 pt 3T Five
TaTEe &l Arial § 55).
8. Change paragraph alignment to "Justify" (S<3TF &I TaTsAHe I "Justify” &
EE))
9. Set the line spacing to 1.5 lines (ATST TATEHT &l 1.5 AT U< T FiT).

S @ 0%

2. Inserting and Formatting a Table (T& 39 STAAT X HiHS FHEAT)

Objective (S297): Learn to insert and format tables (&<t ST 3f¥ HIHE LA T TLHRT H1E).

« Task (®): Create a table for students’ information (T #iT SITAFRTLT o 1T Taer
FATT).

« Instructions (fRer):

1. Insert a 4x3 table (4x3 Zae =TH).

2. Type the following headers in the first row:

= "Student Name," "Grade," "Marks" (Tg=t 9f<f # "Student Name,"
"Grade," "Marks" ford).
3. Fill the table with names, grades, and marks of 3 students (Zr<f & 3 ZT=1 & T,
U< 3T 3t ).
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Bold the headers (22 T e &7).

Change the cell borders to a thin line (A1 IS T TIAT ATST H T1A).

Color the header row with a light blue shade (=¥ 9T<F &I goeh A1l T § ).
Resize the columns to fit the content (Fée F STATT HIAT Tl [LEATSST F2).

No a s

3. Using Bullets and Numbering (9 i AT &1 STTRT FIAT)

oo

Objective (I299): Learn how to create bulleted and numbered lists (Feie= 3T qa< ATeAT foree
AT T TLHRT T,

« Task (®T¥): Create a bulleted and numbered list (Fee ¥ TG ATAT foree FAT).
« Instructions (fR<er):
1. Create a bulleted list of your favorite hobbies (STT=T THEIGT 91T il geice foree

q70).
2. Create a numbered list of steps to make tea (I ST 3 T T Fa ATAT foTee

FATT).
3. Change the bullet style to checkmark (e TeT5e &l AFHTH | T2).
4. Change the numbering format to Roman numerals (FaTT T LA $ihT § Ta).

4. Inserting and Formatting Images (FHST STAAT S hiHe FHLAT)

Obijective (S8¢H): Learn how to insert and format images (S8 ST 3T HIHE FHLd HT TR
).

o Task (®¥): Insert and format an image (T THST STof X FIAS 7).
« Instructions (fR=er):
1. Insert an image from your computer (M9« T & TH THT TA).
2. Resize the image by dragging its corners (SHST &l SH® HIFT § GIFHT [LATSH
F2).
3. Set the text wrapping to "Square" (s U T "Square” 9% HE F3).
Add a border to the image (THS & AT AT TIST AT,
5. Apply a 3D effect to the image (Z8ST 9% 3D THae TT).

&

5. Inserting Hyperlinks (Tsa<fis STAAT)
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Objective (3297): Learn how to insert hyperlinks (TU<eie ST T A IT HE).

« Task (F): Insert a hyperlink to a website (T# FETZ FT FrEULerd ST).
« Instructions (fA3er):
1. Type the text "Click here to visit OpenAl" (for& "Click here to visit OpenAl™).
2. Select the text and insert a hyperlink to https://www.openai.com (38 &< &l I+
e o =Tl hitps://www.openai.com).
3. Change the hyperlink color to blue and underline it (BTEH¥feies T 33T AT FY
AT I ASTATSA HY).

6. Page Layout and Formatting (ST S3(S< i< BIH )

Objective (3287): Learn to change page layout and formatting (IsT T3S 3T HIHTET T Faet
T TLHT H1E).

o Task (®®): Modify page layout (I 33 &l T5HA).
« Instructions (fRer):
1. Set the page orientation to landscape (I<T FT ST HEERT | Fa).
2. Set the margins to narrow (ATISIE T 93T 9T HE &),
3. Change the page size to A4 (IST AT I A4 IT HE FY).
4. Add a header with your name aligned to the right (8% | 39T 9TH &T% 3I¥ He
F2).
5. Add a footer with page numbers centered at the bottom (Fe¥ § U Fa< &l |
TT).

7. Creating a Citation and Reference List (AT 3T @ AT I4THT)

Objective (S&97): Learn how to add citations and references (STE29IT 3T T STTe FT TLHT
o).
« Task (®T¥): Add citations and create a bibliography (FTge9r =Tt 3% fafeaarmdr
FATT).
« Instructions (fRer):
1. Type a sentence with a citation (3aTg<T: "According to Smith (2019)...") (TF

AT ford e Jrsea gn).
2. Insert a citation using the "References" tab (References 2 & HTZ29IT TT).
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3. Add a bibliography at the end of the document (STFIHE & 3d | TafedzaTHhr
TTA).

8. Header and Footer (88X 3T %eX STAAT)

Objective (S3¢H): Learn to insert headers and footers (22X 3T He¥ ST T ALIHT H14).

« Task (FT¥): Add header and footer (=< 3T e SIT%).
« Instructions (fR<er):
1. Insert a header with your name and date aligned to the left (2% & 3T9AT ATH 3T
ARG a2 AT 7).
2. Add a footer with page number in the center (¥ & UST Fa< el § 7).

9. Using Styles for Formatting (SiHTET & forT TeTged ST SUAINT FH<AT)
Objective (IT9H): Apply styles for text formatting (25 RIHTET & o7 FeTeed AR 7).

o Task (F1): Apply different styles to the document (STFIHe § faf9H T=rzed A1 #7).
« Instructions (fRer):
1. Apply the "Heading 1" style to the document’s title (%'T?F{ﬁ? % aTZed U
"Heading 1" ¥eT2e AT #Y).
2. Apply the "Heading 2" style to subheadings (A2 =T 9% "Heading 2" ¥eTee @]
FY).
3. Apply the "Normal" style to body text (TSt 2& 9% "Normal" ¥T2d A1 HY).

10. Saving and Printing the Document (STaRIHE T ¥ 3T e wLAT)

Objective (3299): Learn how to save and print a document (STFIHe T &4 3% ¥z Fzd #7
TEFT ).

You said:

with solution
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ChatGPT said:
ChatGPT

Here’s an MS Word 2007 practical assignment with solutions, in a combination of Hindi and
English:

1. Creating and Formatting a Document (STHRIHE FATAT AT HiHE HTAT)
Objective (3299): Learn to create a document and apply basic formatting.

« Task (&T¥): Create a new document and apply formatting.
Instructions (fAZer):

1. Open MS Word 2007 (MS Word 2007 &Tt).
Create a new blank document (7T s SigHe aAT0).
3. Type the following text:
o "Welcome to Microsoft Word 2007. This is a demonstration of basic formatting
features."
o "HATIHT TNIT g Microsoft Word 2007 H| g T FAITET FIHTT FHI=rel T
TE9T gl
4. Solution (FHTHTA):
o Bold the word "Microsoft" (158 "Microsoft” T seg F<).
o ltalicize the word "demonstration" (¢T3 "demonstration" =T Sefere F<).
o Underline the word "features” (<153 "features” T SETATA Y.
o Change the font size to 14 pt and font style to Arial (®iv= HT=ST T 14 pt ST Five
TaTed &l Arial § 93).
o Change paragraph alignment to "Justify" (33T T TaTsAHE T "Justify” &
FaA).
o Set the line spacing to 1.5 lines (ATET TUTERT T 1.5 ATE I T F2).

i

2. Inserting and Formatting a Table (T& a&el STAAT ST HIAS FHLAT)
Objective (S297): Learn to insert and format tables.

« Task (FT¥): Create a table for students’ information.
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Instructions (R3er):

Insert a 4x3 table (4x3 Ta<T ETe).
2. Type the following headers in the first row:
o "Student Name," "Grade," "Marks"
3. Fill the table with names, grades, and marks of 3 students.

4. Solution (THTHTA):
o Bold the headers (22T FT aTeg #Y).
o Change the cell borders to a thin line (8T ATET FT TqeAT ATST | T2A).
o Color the header row with a light blue shade (=¥ <k &I goeh AT T § ).
o Resize the columns to fit the content (Fid< & FTHATT HIAH HI KETSST F¥).

=

3. Using Bullets and Numbering (i< $fiT F=TIT T ITRT HTAT)

Objective (S297): Learn how to create bulleted and numbered lists.
« Task (®): Create a bulleted and numbered list.

Instructions (FA<er):

1. Create a bulleted list of your favorite hobbies (M= THEIaT 91T il Joic< fofee aAT0).
o Reading (9=T)
o Traveling (ITAT FIAT)
o Cooking (@TAT T&TT)
2. Create a numbered list of steps to make tea (T T & T ST Fa< qTAT folee qT0);
o Boil water (4T 3aT)
o Add tea leaves (I TIT ET)
o Strain the tea (I 19 )
3. Solution (AHTYTA):
o Change the bullet style to checkmark (e FaT= &l 9FATH § T&).
o Change the numbering format to Roman numerals (FaI3T T THT 3T H Fa).

4. Inserting and Formatting Images (FHST ETAAT ST hiHC FHLAT)
Objective (3299): Learn how to insert and format images.

« Task (FT): Insert and format an image.
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Instructions (R3er):

Insert an image from your computer (9= Fe< & Tk THS 1),
Resize the image by dragging its corners (SHST &I TH HIAT T GiAHT AT F2).
Set the text wrapping to "Square" (s IO T "Square” 9% T2 F3).
Solution (AHTYT):
o Add a border to the image (SHST & AT AT A(SL T0).
o Apply a 3D effect to the image (ZHST 9% 3D THF< AT).

owbde

5. Inserting Hyperlinks (Ts9<fci® ST9T)

Objective (3287): Learn how to insert hyperlinks.
o Task (&T): Insert a hyperlink to a website.
Instructions (R3er):

1. Type the text "Click here to visit OpenAl" (for& "Click here to visit OpenAl™).
2. Select the text and insert a hyperlink to https://www.openai.com.
3. Solution (AHTHTA):
o Change the hyperlink color to blue and underline it (ETST<Teie T 3T AT Y

AT I FSTATSA FiX).

6. Page Layout and Formatting (I H3MSe $iT HiH{ET)

Objective (S&97): Learn to change page layout and formatting.
« Task (&®@): Modify page layout.
Instructions (FR3er):

Set the page orientation to landscape (<7 FT ST HSERT | Fa).
Set the margins to narrow (FTTSTH T 93T 9T & F2).
Change the page size to A4 (U< GT2H &1 Ad U< T2 7).
Solution (AHTYTA):
o Add a header with your name aligned to the right (< ¥ 9T ATH 3 qTEI4@

TS 3T TTA).

HAwbdE
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o Add a footer with page numbers centered at the bottom (Fe¥ & U< Fa< &Hex |
TTA).

7. Creating a Citation and Reference List (AT 3T & FAT FATHT)

Objective (3297): Learn how to add citations and references.

« Task (®1®): Add citations and create a bibliography.

Instructions (fA2er):

1. Type a sentence with a citation (IgTg<oT: "According to Smith (2019)...") (T T forg
S "z 2).
2. Insert a citation using the "References" tab (References & & AT TT).
3. Solution (AHTHTA):
o Add a bibliography at the end of the document (ST&IF<e & 3id | fafsaaRTh!
TTH).

8. Header and Footer (8% 3T %eX STAAT)

Objective (S297): Learn to insert headers and footers.

« Task (®1¥): Add header and footer.

Instructions (Fer):

1. Insert a header with your name and date aligned to the left (22T # 9T ATH < qTLI4@
TS AT 2Te).
2. Solution (AHTYTA):
o Add a footer with page number in the center (F2< & UsT 9 HeX § TT).

9. Using Styles for Formatting (¥ % forT TaTged &1 SYTIT HLAT)

Objective (3297): Apply styles for text formatting.
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Task (®1®): Apply different styles to the document.

Instructions (FAger):

1.

Apply the "Heading 1" style to the document’s title (STIHe & 2Tzee 9¥ "Heading 1"
TS AN ).
Apply the "Heading 2" style to subheadings (FagfS T 9% "Heading 2" T @] &¥).
Solution (AHTYT):

o Apply the "Normal" style to body text (FTET Zae 9% "Normal" TT=e AT 7).

10. Saving and Printing the Document (STagd< &I 949 3iiX fie M)

Objective (S299): Learn how to save and print a document.

Task (®1®): Save and print the document.

Instructions (fAgsr):

18

Save the document with an appropriate name (e.g., "MS Word 2007 Assignment™)
(STFTHE T TF ITIH ATH & T FY).

Save the document as both a Word file (.docx) and as a PDF (&< & .docx ¥ PDF
AT E 1 H T H).

Print the document (SfagH<e &1 fie #).

Ca
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