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Introduction to Windwos

Ho to shut down/turn off the computer
Used to turn off/Shut down the computer

e Start button-[Istart menu-[ Jpower option-[/list-[Ishut down-[lok
e Press ctrl+Alt+delete-[ | Dialogbox-[Ipower option-[shut down-[Jok
e Press Alt+F4 From keyboard-[ 1Dialogbox-[Ishut down-[ ok

How to restart the computer

Used to restart the computer for configuration
e Start button-[Istart menu-[Ipower option-[list-[Restart[ ok

o Press ctrl+Altt+delete-ODialogbox-[Ipower option-[|Restart( ok
e Press Alt+F4 From keyboard-[/Dialogbox-[1Restart-[ ok

e How to lock the computer

Used to lock the computer without closing programs
e Start button-[Istart menu-[Account option-[Ilist-[Lock [lok
e Press ctrlt+Alt+delete-1Dialogbox-[Ipower option-[Jlock [ lok
® Press Window key+L From keyboard-[/Dialogbox-[1Lock-[]ok

How to sleep/Hibernate the computer
Used to sleep the computer temporarily without closing programs

e  Start button-[Istart menu-[ Ipower option-[list-[ Isleep[ ok
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Used to turn off the account and also close the all program
e Start button-[ Istart menu-[ |power option-[ list-[ log off [ 1ok
e Press ctrl+Alt+delete-[ 'dilogbox-[power option-[/log oftl Jok
e Press Alt+F4 From ke yboard-[Idialogbox-[1log offl ok
How to switch user Account
Used to shift from one account to another accound without closing 1 programs
e Start button-[ Istart menu-[/power option-[Ilist-[/switch user [Jok
e Press ctrl+Alt+delete-[1Dialogbox-[Ipower option-[]Switch user[]ok
e Press Alt+F4 From keyboard-[1Dialogbox-[Iswitch user! Jok
How to create user Account
e Start button-[Istart menu-[control panel-Iidialogbox-[Tuser
account-[Manage another account-[Jwrite name/password[]ok
e Right click on desktop-[Ilist-[1Personalize--[lleft panel -[display-Ocontrol
panel--0 user account-[/Manage another account-[Iwrite
name/password( ok

e User/window interface

Desktop(First Screen)

Desktop icons(My computer, Recycle bin)
Start button(on Taskbar bottom left corner)
Taskbar(start button,icons,notification area)

Notification Area(date and time ,internet connection,speaker)
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e How to check computer Specification
e 1.Select my computer icon on desktop [Right click on my computer

icon-list-[Iproperties-[ Ishow details
e  2.Start button-[]Start Menu-[IRight click on my computer icon-[list-[Iproperties-[Ishow details
Window 7,window 10,window 8
Processor(CPU)Central Processing unit
RAM(Memory)(Random Access Memory)(Volitile memory,temporary Memory)
System Type(32 bit,64 bit)
Computer Name
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2.Select my computer icon on desktop[1Right click on my computer-[1list-[ /manage-[1Device Manager-[Iprocessor
3.Start button-[Istart Menu-[Isearch option[/-dxdiag-[lyes-[1Dialogbox

Date and time

Language

Manufacturing company

Processor with model

Memory(MB)

BIOS(Basic input output system)

Paging

Sound info

Video Information

Input output information

e How to check Hard Disk Capacity(40 .80.160.250.320,500,1000 GB)

e 1.0Open my computer-[Iright click on any drives(list-[/property-
. Used/Reserved space
. Free/available Space

®  Total Space

° 2.Right click on my computer-[list-[ ITmanage-[device Manager-[Iright panel -[Idisk drives
° 3.Right click on my computer-[list-[ JTmanage-[1Disk Management

e Reserved space
e Free Space
e Total Space

e Memory Units

e Unit memory example
e 1 Dbit loro0 Oyal
e 1 Nibble 4 bit 0000 1111 0011 1010
1 Byte 8 bit/ 2 Nibble 00001111 11111111 00110011
e 1Kilo 1 S By
e 1 Mekg#Byte(MB) 1 B
. a Byge(GB 024 MB
° Te e(TB) 1024 GB 24
° 1 penta Byte(PB) 1024 TB 2% Bytes
e 1 Zenta Byte(ZB) 1024 PB 2% Bytes
[ ]
e How to change Desktop backgroundow to set Screen Saver
e Right click on desktop(list-[Ipersonalize-[dialogbox-[1Screen SaverlIChoose
screen Save/3D text- IManage settingl Jok
e How to change windows color
e Right click on desktop[list-[personalize-[]dialogbox-windows color-[Ichoose color-[lok
e How to change/show/hide icons
e Right click on desktop(Jlist-[Ipersonalize-Idialogbox-[ICHANGE ICON(Jcheck/uncheck REQUIRED ICON to
show/.hide-[lapply-[1OK
e Right click on desktop(list-[1personalize-[Idialogbox-[ICHANGE ICONIISELECT REQUIRED ICON-[1CHOOSE
DIFFERENT ICON FROM LIST-0OK
e How to set Screen Saver
e Right click on desktopOlist-Cpersonalize-Cdialogbox-OScreen Saver[0Choose screen Save/3D text-L1Manage
setting[ok
e How to Mouse Pointer
e Right click on desktopOlist-Opersonalize-Cdialogbox-OOCHANGE Mouse pointer ICONOselect REQUIRED
pointer to show/.hide-Oapply-0OK
e How to Create User Account

Start button-Ostart menu-Ccontrol panel-Cuser account-Cladd remove account-C1Mange another account-COwrite
account name-apply-Ook

e Desktop Right click option
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e How to delete file/folder

e Select file/folder-[Iright click[Tlist-[Idelete-[1Dialogbox[Iconfirm(yes,No)
e Sclect file/folder-[ Ipress Delete key from keyboard-[Dialog box-[Iconfirm(yes,No)

e Recycle Bin
o Store deleted files/folder

e How to restore deleted files from recvcle bin

e Double click Open recycle bin-Oselect file-Oright click -Olist-Orestore-Oyes
e Double click Open recycle bin-Oselect file-Orestore-Cyes

e How to delete file permanently

e  Select file/folder-[1Press Shift+Delete from keyboard-[yes
e Right click on recycle bin-[1list[Jproperty-[Idialogbox-[Icheck option don’t move files to the recycle bin-[lapply -[lok

e Don’t show deletion dialog box

e Right click on recycle bin-[list[Iproperty-dialogbox-unchek Display Delete confirmation dialog box[apply -[Jok
e How to change icons size

e Right click on desktop-[list-[view-[Isublist-[]Small/large/medium

e How to arrange icons automaticall

Right click on desktop-[list-[lview-[Isublist-[lauto arrange

How to show /hide desktop icons

Right click on desktop-[list-{Iview-[Isublist-[Icheck show desktop icons

How to arrange/sort icons
e Right click on desktop-Olist-Osort by Osublist-Ciname/size/date/type

e  Right click on desktop-Ulist-IJNEW--[1Sub list-[]Folder-Jwrite name-[]ok/enter

e How to change screen resolution

e Right click on desktop-[list-[1Display Setting-[]Screen resolution-[Jdialog box-[change resolution and orientaion-[Japply
-[ok

e How to open file/folder

o  Select file/folder-Oright clickCopen
o Select file/folder-Odouble click
e Select file/folder-Center

°

« How to change name of folder/file(Rename)

e  Select file/folder-[Iright click-[Tlist-[Jrename-Jwrite new name-[]ok/enter
e  Select file./folder-[Ipress F2 from keyboard-[Iwrite new name-[Jok/etner

e How to make duplicate of file/transfer from computer to Flash(Send To) without opening
the flash

e  Select fil/folder-Oright click-Olist-Osend to-Osublist-OSelect flash(removeable disk)

e How to make duplicate of file/folder(copy)

o  Select file/folder-Oright click-Olist-COcopy-0 Select file/folder-(Flash)Oright click-Olist-CO0Paste
o Select file/folder-O0Press Ctrl+C-0 Select file/folder-OPress ctrl+V from keyboard
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How to move file/folder from one place to another place(cut)
Select file/folder-Oright click-Olist-Ocut-0O Select file/folder-Oright click-Olist-C1Paste
Select file/folder-CO0Press Ctrl+xO Select file/folder-C0Press ctrl+V from keyboard
Drag file from one location to another location

How to show /hide file/folder
Select file/folder-Oright click-Olist-Cproperties-Cdialog box-Ocheck hidden-Oapply-Ook(Hide)
Select file/folder-Oright click-Olist-COproperties-Cdialog box-Ouncheck hidden-Oapply-Ook(unhide)
How to show hidden files
Open my computer-Corganize-0 folder option-Cdialog box-COview tab-Ocheck show hidden files
option-OApplyUOok
Open my computer-Corganize- folder option-Cdialog box-Cview tab-Ocheck don’t Show hidden files option

How to make file readonly
Select file/folder-Oright click-Olist-Oproperties-Odialog box-Ocheck readonly-Oapply-Ook
Select file/folder-Oright click-Olist-Oproperties-Odialog box-Ocheck readonly-Oapply-Ook

How to check size of file
Select file/folder-Oright click-Olist-Oproperties-Odialog box-O
o Location
o Size
o Size on disk
Taskbar property:
How to show toolbar on task bar
Right click on task bar-Olist-Cltools bar-Osublist-Ocheck/uncheck any option

Desktop
deU J l \ Bl \ D
How check the task Manager functions

Address hth
Right click on task bar-Olist-0 task manager-Odialog box-Ocheck detail

Keyboard
Li
Press Alt+ctrl+Delete from keyboard-Odialogbox-Ocheck details

S
Cu$to
HoWm t ake windo
Right c

stacked/cascatilsi
r-Olist- /

How to show desktop directly from taskbar
Right click on task bar-Olist-0 show desktop

How to lock/unlock the taskbar
Right click on task bar-Olist-Olock/unlock taskbar
Right click on task bar-OlistOdialogbox-O lock/unlock taskbar apply-Ook

Taskbar Property

Right click on task bar-Olist-0 property

How to automatically show/hide taskbardialogbox-Oauto hide/show taskbar-Oapply-Cok
Right click on task bar-Olist-00 property-Odialogbox-Ocheck auto hide-Oapply-Ook

How to show small icons on taskbar
Right click on task bar-Olist-0 property-Odialogbox-Ocheck small icons-Oapply-Ook

How to change/set date and time
Double click on date/time icon on notification area-Cdialogbox-Clchange date/time-Oapply -Ook

Start Menu Property
Right click on task bar-Olist-00 property-Cdialogbox-Ostart menu tab-Oapply setting Dapply-Ook
Right click on start menu-Oproperty-0 dialogbox-Ostart menu tab-Oapply settingDapply-Ook
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e MS Office
Microsoft office

Package software(collection of different softwares)
MS Word
MS Excel
MS Power Point
MS Access
MS Front page

e MS Word 2007

MS Word is application software
MS Word is also called Word processor

Features of MS Word
e Provide graphical user interface
Used for composing text book/novel,newspaper/application/story
0o New document
Save document
Save As
Print
Table
Insert and format picture
Cut
Copy
Select all
Undo /redo
Find
Replace
Bullets

- daH UJABAD

Start button-Ostart menu-Oall programs-OMicr e-Lllist-CIMS office word 2007
Start button -Ostart Menu-Oclick on MS word 2007

Start button-Ostart menu-Osearch option-Owinword-Ook/enter

Right click on place(desktop)-Olist-Cinew-COWord document 2007-Cok/enter

e Interface/outlook of MS Word 2007

Office button
Drop down list
Quick Access Launcher/toolbar
Title bar(Show name of document)
Controls Button
o Minimize Button(window key+M)
0 Maximize/Restore button(Alt+F5.Alt+F10)
o Close button(Alt+F4)
e  Menu Bar/Ribbon Tab(Home,insert,paylayout)
e Standard Toolbar(Clipboard ,Font,Paragraph,Styles,Editing group)(ctrl+F1)
e Ruler
o Horizental
o Vertical
e Scroll bar
o Horizontal(Page width )
o Vertical(page Height)
e Status Bar(Page,Words)
e Views Button
o Print layout view(Normal)
o  Full screen view
o Web layout view
o Outline view



GOVT.High.School, HayatkKhanWala, Multan

o Draft view

e Zoom Slider

o +(Zoom In)

0 -(Zoom Out
Next page
Previous page
Page /Working Area
Cursor(Blinking Vertical Line)

e How to create new blank document

e  Office button
e  Office button-Odrop down list-CDNew-[ODialog box-Oblank-Ocreate
e  Press CtrlI+N from keyboard
® Quick access Launcher Toolbar -OClick on New icon

e How to Save document
Office button

e  Office button-Odrop down list-C0Save[dDialog box-[IChoose location(Desktop) (First time only) OTWrite
Name((First time only)Osave

e  Press Ctrl+S from keyboard Dialog box-OChoose location(Desktop) (First time only)

e [OWrite Name((First time only)Osave

o Quick access Launcher Toolbar -OClick on Save icon Dialog box-CChoose location(Desktop) (First time
only)OWrite Name((First time only)Osave

How to Open document

e  Office button

e  Office button-Odrop down list-C1OpenODialog box-CChoose location(Desktop) OSelect file Nameopen

o  Press Ctrl+O/Ctrl+F12 from keyboard Dialog box-[IChoose location(Desktop) OSelect file NameOpen

®  Quick access Launcher Toolbar -OClick on Open icon Dialog box-O Choose location(Desktop) OSelect file

Name[OOpen
° plicaite/Chang@nam®ch@inge type docliment(Save -
[ ]
] own list@lISavgJAsliSavefAs Bialogdoi [ 1Ghogse locqtio @l uplica

ave As

o Press F12 from keyboard Dialog box-0 duplicate/Change name/change type [0Save
[ ]
N

------------------------------

e How to close current document
e  Office button-Odrop down list-Cclose
o  Press ctrl+F4 From keyboard
o  Press Ctrl+W from keyboard

e How to open Recent documents
e  Office button-Odrop down list-Orecent documents-Cclick any one
e Clipboard Group
Cut
Copy
Past
Format Painter

° Cut :used to move text/object/picture/table from one place to another place
o Select text -0 Home tab Cclipboard group-Ocut
o  Select text -[JRight click-OlistCOcut
e  Select text-[Press Ctrl+X from keyboard

e Pakistani is our country

° COpy <used to copy/duplicate of text/object/picture/table from one place to another place
Select text -00 Home tab Ciclipboard group-OCopy

Select text -[0Right click-OlistO0Copy

Select text-[0Press Ctrl+C from keyboard

Pakistani is our country
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e Pakistani is our country
[
e Paste: used to place text of cut/copy on required place
o Move cursor required place-00 Home tab [iclipboard group-Opaste
o  Move cursor on required place-Oright click-Olist-C0Paste
e  Move cursor on required place -Upress Ctrl+V from keyboard

Format Painter: Used to make paragraph formatting similarly

e  Select First Paragraph-Clipboard group-Cformat painter- iMove cursor on other paragraph
Paklstan LIl 1S our coun t”'yPakistani is our country

Pakistani is our country

Pakistaniiii is veauiful country

o  Undo :used to apply last action
®  Quick access Toolbar/launcher-d0Undo
o  Press Ctrl+Z from keyboard

[ ]

®  Redo:Reverse the redo action
® Quick access Toolbar/launcher-C]Redo
e Press Ctrl+Y from keyboard

[ ]
e  Font Group

[ ]

o Font Style: Used to apply font/writing style

o  Select text-ClHome tabOFont group group-OFont option-Oselect any style

. lect P +D/Ct ift+F fromgke i i any s
° legfftext-MHomeitab-fo roupP laficher CiDi i
[ ]
i
PaKista ry

«  PAKISTANII IS OUR COUNTRY
Font Size: Used to change size of text(8-72)
e  Select text-IHome tabOFont group group-OFont size option-Oselect any size
o  Select text-COPress Ctrl+D/Ctrl+shift+P from keyboard-ODialog box-Ofont size optionOselect any size
o  Select text-ClHome tab-Ofont group launcherODialog box-Ofont size option Oselect any size

® Pakistaniii is our country

® Pakistanii is our country

® Pakistanii is Islamic country

Font Increase

Used to increase font size step by step (1-1638)
e  Select text-[/Home tab[IFont group group-[1Font Increase(A)
e  Seclect text-[1Press Ctrl+} from keyboard-
e  Seclect text-[1Press Ctrl+Shift+> from keyboard-

Pakistanii is our country

Font Decrease

Used to Decrease font size step by step
e Select text-I/Home tabllFont group group-[JFont Decrease(a)
e Select text-[1Press Ctrl+{ from keyboard-
e Select text-[/Press Ctrl+Shift+< from keyboard-

Pakistanii is our country
e  Clear Formating: used to clear formatting
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e  Select text/ Thome tab[ IFont Group [ clear Formating

Pakistanii is our country
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Bold: used to make text highlighted/bold
e  Select text-[Jhome tab-[Ifont group-[/B
e  Select text-[Press Ctrl+B from keyboard
e  Select text-[IPress Ctrl+D from keyboard-[Idialog box-[Ifont style option-[1Bold-[ok
e  Select text-[/Font group launcher-[Idialogbox-[] font style option -[Ibold-[ok

Pakistanii

Italic: used to make text italic
e  Select text-[Jhome tab-[lfont group-[1/
e Select text-[1Press Ctrl+I from keyboard
e Select text-[1Press Ctrl+D from keyboard-[Idialog box-[Ifont style option-[1Italic-[Tok
e  Select text-[Font group launcher-[dialogbox-[] font style option -[Italic-[ ok

Pakistanii

Regular(Normal): used to make text Normal
e  Select text-[Thome tab-[Ifont group-[/B
e  Select text-[IPress Ctrl+B again from keyboard
e Select text-[1Press Ctrl+D from keyboard-[Idialog box-[Ifont style option-[IRegular-[lok
e  Select text-[/Font group launcher-[ldialogbox-[] font style option -[/Regular[ ok
Pakistanii

Underline: used to give underline to the text
Select text-| \home tab-| \font group- 18}

Cirl+D fro eyb rd d1a1
launcher-

o Pakistanii IS our country

Double Underline: used to give Double underline to the text

Select text-[Thome tab-[Ifont group-[1U option-[list-[Jdouble underline

e Select text-[1Press Ctrl+Shift+D from keyboard

e Select text-[1Press Ctrl+D from keyboard-[dialog box-[! Underline option-[1list-[Idouble underline-[]ok
e Select text-[/Font group launcher-[ldialogbox-[]-[1 Underline option-[list-[Jdouble underline-[]ok

Pakistanii i

Strike through: used to make cross line in center of text
e Select text-[Thome tab-[Ifont group-[abe
e  Select text-[Press Ctrl+D from keyboard-[Idialog box-[]Check strike through-[Jok
e  Select text-[1Font group launcher-[Idialogbox-[] Check strike through-[lok

Pakictanit

Double Strike through: used to make Double cross line in center of text
e Select text-[1Press Ctrl+D from keyboard-[Idialog box-[1Check Double strike through-lok
e Select text-[1Font group launcher-[Idialogbox-[1 Check Double strike through-lok

Pk .t

Sub Script: used to make Base of text
e Sclect text-[ 'Thome tab-[ font group--x,
o Select text-[Ipress Ctrl+= from keyboard
e Select text-[1Press Ctrl+D from keyboard-[dialog box-[1Check Sub Script-
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e [lok
e Select text-[1Font group launcher-[Idialogbox-["| Check sub Seript-Ook

5

Super Script: used to make power of text
e  Select text-[Thome tab-[Ifont group--[1x*
Select text-[Ipress Ctrl+shift++ from keyboard
Select text-[Press Ctrl+D from keyboard-[Idialog box-[]Check Sub Script-Clok
Select text-[|Font group launcher-[dialogbox-[] Check sub Script-[Jok

X’

Change Cases(shift+F3):used to change sentence case of text
Sentence Case

Lower case

Upper case

Capital Each word

Toggle Case

Sentence Case(default):
Pakistani is our country
°

Lower case:

®  pakistani

o PAKISTANIT

ACT SHUJABAD

Pakistanii is our country

Pakistanii Is Our Country

Toggle Case:U Reverse the last case
pakistanil iS oUR cOUNTRY
Pakistanii is our country

Background Color:Used to apply background color of text

o  Select text-Llhome tab Diont Grour- LBackgroup color

°
o  Foreground/Text Color:Used to apply text color

e  Select text-[Thome tabl[Ifont Group-[IForeground color

e Seclect text-[1Press Ctrl+D from keyboard-[ldialog box-[1Font color option-[Iselect color-[lok

e  Seclect text-[1font launcher( Jdialog box-[1[dialog box-[Font color option-[Iselect color-[]ok
3 PAKISTANII IS OUR COUNTRY

Shadow
o Select text-1Press Ctrl+D from keyboard-[dialog box-[1 Shadow ok
e Select text-[Ifont launcher(Idialog box-[I]dialog box-[1Shadow [Iok

Pakistanii
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e  Qutline
o  Select text-[/Press Ctrl+D from keyboard-[Idialog box-[1 Outline ok
e  Select text-[Ifont launcher[ldialog box-[][Idialog box-[1Outline [lok

e Pakistanii

e Embose
e Select text-[1Press Ctrl+D from keyboard-[Idialog box-[1 Embose [ ok
e  Select text-[Ifont launcherdialog box-[[ldialog box-JEmbose[Jok

Engrave
o  Select text-[Press Ctrl+D from keyboard-[Idialog box-] Engrave ok
o  Select text-[ifont launcheridialog box- [ idialog box-/Engravelok
°

-1CT SHUJABA

e Select text-[IPress Ctrl+D from keyboard-[Idialog box-[1 Small Capliok
e Select text-I1font launcher(ldialog box-[1[dialog box-[1Small cap[lok
PAKISTANII

All cap
e  Select text-[/Press Ctrl+D from keyboard-[Idialog box-[1 4/l Cap[lok
e Seclect text-[1font launcher[Idialog box-[1[dialog box-[1All cap[lok
PAKISTANII IS OUR COUNTRY
e Hidden:
o  Select text-[/Press Ctrl+D from keyboard-[]dialog box-[1 Hidden! ok
o  Select text-[font launcher[ldialog box-[][]dialog box-[1Hidden[Jok
pakistani
Character Spacing :used to set spacing between characters
e Seclect text-[1Press Ctrl+D from keyboard-[Idialog box-[1 Character Space tab[Set spacing-[ok
e  Seclect text-[Ifont launcherIdialog box-[1[]dialog box-[1[] Character Space tab!]Set spacing-[]ok

Pakistanii is our country

Pakistanii is our country

Alignment(default): used to adjust text left,center,right and justify
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Left Alignment(Default alignment):Used to align text at left side
e Select text-r/THome tab-[paragraph group-[iLeft Alignment
e Select text-[ILeft Alignment(ctrl+L):

Pakistanii is our country dkf dksf kdsakjdf jkasfjk dasksfj asjkfkj asfkjsakj fskjas fkjdaskjafd kjadsfkjsadkjdaf
kjasfkjsdakjadfkj daskfj kajfsjk askfjkd dasfjdakf jasdkf jdaskf jdaskfj dakfj sdf dsfj dsf jsdjf sjfksj fksdaf jsdakfj
askfj askfj askfj sdakfsjdsk fjsdf sdf kdsf ksdkfsk sdfksk fkdsfk dskf ksdkf kdsfk skf ksdkfks fjdskfj dsfksf jsdkf
ksdfk ksdfj skdf jsjdkfs ksdkf ksdfk sdkfs ksdkfsksdfk sdkfj skdf ksdkfs ksdfks sdfk 35 gd45gdf 43 fdgdf gsdgdsf
gfdgdf gdfgdfgd sfgdsgd sgdgds gdgdgsfdg sdfgsdfg dfsgsg dsgd sgdsgsd dfgdg dfgdfs g dfg dfg dg fdg dfg dfg dfsg
dfg fg dfg dg fg

Pakistanii

Center Alignment: used to adjust text center

e  Seclect text-[THome tab-[paragraph group-[Icenter Alignment
e  Seclect text-[1Left Alignment(ctrl+E):
Pakistanii is our country dkf dksf kdsakjdf jkasfjk dasksfj asjkfkj asfkjsakj fskjas fkjdaskjafd kjadstkjsadkjdaf kjasfkjsdakjadfk;j
daskfj kajfsjk askfjkd dasfjdakf jasdkf jdaskf jdaskfj dakfj sdf dsfj dsf jsdjf sjfksj fksdaf jsdakfj askfj askfj askfj sdakfsjdsk
fjsdf sdf kdsf ksdkfsk sdfksk
fkdstk dskf ksdkf kdsfk skf ksdkfks fj
dskfj dsfksf jsdkf ksdfk ksdfj skdf jsjdkfs ksdkf ksdfk sdkfs ksdkfsksdfk sdkfj skdf ksdkfs ksdfks sdtk f35 gd45gdf 43 fdgdf
gsdgdsf gfdgdf gdfgdfed sfgdsgd sgdgds gdgdgsfdg sdfgsdfg dfsgsg dsgd sgdsgsd dfgdg dfgdfs g dfg dfg dg f
dg dfg dfg dfsg dfg fg dfg dg
fg

°
Pakistanii

Right Alignment
e  Select text-[/Home tab-[Iparagraph group-[Right Alignment
ksdkfs ksdfks

° lec i ment
akistanii is our gou dkf dksf kdsakjdf jka asksfilasi as il jas as jad) jda jS( K
askfijkd dasfjdakfasdkf jdaskf @askfj dakfj s 7 @&t jsd) B {68 jsdakij a a fsj fq ]
fkdsfk dskijks skf K§dkfks fjd st dkf kggifk df\igjlet's FSdkf k sgkfsksdiy s skd
sdfk

e SDFHFHGFH HFG HFGHFGHFG H FGH FGH FHFG HFG
- Justify Alignment

o  Pakistanii
used to align text at both side(left align,right align)

e Select text-[/Home tab-[Iparagraph group-Jjustification Alignment
e  Select text-[1Justification/Justify(ctrl+J)

Pakistanii is our country dkf dksf kdsakjdf jkasfjk dasksfj asjkfkj asfkjsakj fskjas fkjdaskjafd
kjadsfkjsadkjdaf kjasfkjsdakjadfkj daskfj kajfsjk askfijkd dasfjdakf jasdkf jdaskf jdaskfj
dakfj sdf dsfj dsf jsdjf sjfksj fksdaf jsdakfj askfj askfj askfj sdakfsjdsk fjsdf sdf kdsf
ksdkfsk sdfksk fkdsfk dskf ksdkf kdsfk skf ksdkfks fjdskfj dsfksf jsdkf ksdfk ksdfj skdf
jsjdkfs ksdkf ksdfk sdkfs ksdkfsksdfk sdkfj skdf ksdkfs ksdfks sdfk

Pakistanii

daskfj kajfsjk
sdkfsk sdfksk

Sp aClng : used to set space between lines and paragraphs

o  Select text-[/Home tab-[Iparagraph group-[ISpacing option-[list-[Iselect spacing/Option -[Iset spacing
e  Select text-[Ipress Ctrl+1(1.0),Ctrl+2(2.0),Ctrl+5(1.5)
Pakistanii is our country dkf dksf kdsakjdf jkasfjk dasksfj asjkfkj asfkjsakj fskjas fkjdaskjafd kjadsfkjsadkjdaf

kjasfkjsdakjadfkj daskfj kajfsjk askfjkd dasfjdakf jasdkf jdaskf jdaskfj dakfj sdf dsfj dsf jsdjf sjfksj fksdaf jsdakfj
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askfj askfj askfj sdakfsjdsk fjsdf sdf kdsf ksdkfsk sdfksk fkdsfk dskf ksdkf kdsfk skf ksdkfks fjdskfj dsfksf jsdkf ksdfk
ksdfj skdf jsjdkfs ksdkf ksdfk sdkfs ksdkfsksdfk sdkfj skdf ksdkfs ksdfks sdfk

Before Spacing :used to set space before paragraph
e  Select text-[/Home tab-[Iparagraph group-[!Spacing option-[]list-[Ibefore spacing/option set before spacing-[Iset
spacing-111.0,2.0,1.5,2.5,3.5
e  Space option-[1Dialogbox-[spacing
Single space

Double Space
Atleast

Exactly

multiple

Pakistanii is our country dkf dksf kdsakjdf jkasfjk dasksfj asjkfkj asfkjsakj fskjas fkjdaskjafd kjadsfkjsadkjdaf kjasfkjsdakjadfkj
daskfj kajfsjk askfjkd dasfjdakf jasdkf jdaskf jdaskfj dakfj sdf dsfj dsf jsdjf sjfksj fksdaf jsdakfj askfj askfj askfj sdakfsjdsk
fjsdf sdf kdsf ksdkfsk sdfksk fkdsfk dskf ksdkf kdstk skf ksdkfks fjdskfj dsfksf jsdkf ksdfk ksdfj skdf jsjdkfs ksdkf ksdtk
sdkfs ksdkfsksdfk sdkfj skdf ksdkfs ksdfks sdfk

Pakistanii is our country dkf dksf kdsakjdf jkasfjk dasksfj asjkfkj asfkjsakj fskjas fkjdaskjafd kjadsfkjsadkjdaf kjasfkjsdakjadfkj
daskfj kajfsjk askfjkd dasfjdakf jasdkf jdaskf jdaskfj dakfj sdf dsfj dsf jsdjf sjfksj fksdaf jsdakfj askfj askfj askfj sdakfsjdsk
fjsdf sdf kdsf ksdkfsk sdfksk fkdsfk dskf ksdkf kdsfk skf ksdkfks fjdskfj dsfksf jsdkf ksdfk ksdfj skdf jsjdkfs ksdkf ksdfk
sdkfs ksdkfsksdfk sdkfj skdf ksdkfs ksdfks sdfk

After Spacing :used to set space before paragraph
[

e Pakistanii is our country dkf dksf kdsakjdf jkasfjk dasksfj asjkfkj asfkjsakj fskjas fkjdaskjafd kjadsfkjsadkjdaf
kjasfkjsdakjadfkj daskfj kajfsjk askfjkd dasfjdakf jasdkf jdaskf jdaskfj dakfj sdf dsfj dsf jsdjf sjfksj fksdaf jsdakfj askfj askfj
askfj sdakfsjdsk fjsdf sdf kdsf ksdkfsk sdfksk fkdsfk dskf ksdkf kdsfk skf ksdkfks fjdskfj dsfksf jsdkf ksdfk ksdfj skdf
jsjdkfs ksdkf ksdfk sdkfs ksdkfsksdfk sdkfj skdf ksdkfs ksdtks sdfk

Indentation: used to set indent
e  Select text-[/Home tab-[Iparagraph group-[ISpacing option-[list-[Iline spacing option--[]dialogbox-[lindent-[Iset
indent-lok
Pakistanii is our country dkf dksf kdsakjdf jkasfjk dasksfj asjkfkj asfkjsakj fskjas fkjdaskjafd kjadsfkjsadkjdaf
kjasfkjsdakjadfkj daskfj kajfsjk askfjkd dasfjdakf jasdkf jdaskf jdaskfj dakfj sdf dsfj dsf jsdjf sjfksj fksdaf jsdakfj askfj askfj
askfj sdakfsjdsk fjsdf sdf kdsf ksdkfsk sdfksk fkdsfk dskf ksdkf kdsfk skf ksdkfks fjdskfj dsfksf jsdkf ksdfk ksdfj skdf jsjdkfs
ksdkf ksdfk sdkfs ksdkfsksdfk sdkfj skdf ksdkfs ksdfks sdfk

Hangmg Indentation: used to set First line/rest of paragraph indent
e  Select text-[L]Home tab-Clparagraph group-[]Spacing option-[Jlist-Clline spacing option--[Idialogbox-[Jindent-[Iset
indent/First Line Indent-[Jok

Pakistanii is our country dkf dksf kdsakjdf jkasfjk dasksfj asjkfkj asfkjsakj fskjas fkjdaskjafd
kjadsfkjsadkjdaf kjasfkjsdakjadfkj daskfj kajfsjk askfjkd dasfjdakf jasdkf jdaskf jdaskfj dakfj sdf dsfj dsf
jsdjf sjfksj fksdaf jsdakfj askfj askfj askfj sdakfsjdsk fjsdf sdf kdsf ksdkfsk sdfksk fkdstk dskf ksdkf kdsfk
skf ksdkfks fjdskfj dsfksf jsdkf ksdfk ksdfj skdf jsjdkfs ksdkf ksdfk sdkfs ksdkfsksdfk sdkfj skdf ksdkfs
ksdfks sdfk

Hanging Indenet:

Pakistanii is our country dkf dksf kdsakjdf jkasfjk dasksfj asjkfkj asfkjsakj fskjas fkjdaskjafd kjadsfkjsadkjdaf
kjasfkjsdakjadfkj daskfj kajfsjk askfjkd dasfjdakf jasdkf jdaskf jdaskfj dakfj sdf dsfj dsf jsdjf sjfksj
fksdaf jsdakfj askfj askfj askfj sdakfsjdsk fjsdf sdf kdsf ksdkfsk sdfksk fkdsfk dskf ksdkf kdstk skf
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ksdkfks fjdskfj dsfksf jsdkf ksdfk ksdfj skdf jsjdkfs ksdkf ksdfk sdkfs ksdkfsksdfk sdkfj skdf ksdkfs
ksdfks sdfk

Themes Color /Background shade of text
®  Select text/paragraph- LIHome tab-[jparagraph group-[iThemes-[Iselect themes

Pakistani is our country
Border: used to bound text/paragraph
®  Select text/paragraph- [Home tab- [ jparagraph group-!/Border option-|list- | Iselect border

Left Border

Pakistanii is our country dkf dksf kdsakjdf jkasfjk dasksfj asjkfkj asfkjsakj fskjas fkjdaskjafd kjadsfkjsadkjdaf kjastkjsdakjadfkj
daskfj kajfsjk askfjkd dasfjdakf jasdkf jdaskf jdaskfj dakfj sdf dsfj dsf jsdjf sjfksj fksdaf jsdakfj askfj askfj askfj sdakfsjdsk
fjsdf sdf kdsf ksdkfsk sdfksk fkdsfk dskf ksdkf kdsfk skf ksdkfks fjdskfj dsfksf jsdkf ksdfk ksdfj skdf jsjdkfs ksdkf ksdfk
sdkfs ksdkfsksdfk sdkfj skdf ksdkfs ksdfks sdtk

Right Border

Pakistanii is our country dkf dksf kdsakjdf jkasfjk dasksfj asjkfkj asfkjsak;j fskjas fkjdaskjafd kjadsfkjsadkjdaf kjastkjsdakjadfk;j
daskfj kajfsjk askfjkd dasfjdakf jasdkf jdaskf jdaskfj dakfj sdf dsfj dsf jsdjf sjfks;j fksdaf jsdakfj askfj askfj askfj sdakfsjdsk
fjsdf sdf kdsf ksdkfsk sdfksk fkdsfk dskf ksdkf kdsfk skf ksdkfks fjdskfj dsfksf jsdkf ksdfk ksdfj skdf jsjdkfs ksdkf ksdfk
sdkfs ksdkfsksdfk sdkfj skdf ksdkfs ksdfks sdfk

Top

Pakistanii is our country dkf dksf kdsakjdf jkasfjk dasksfj asjkfkj asfkjsakj fskjas fkjdaskjafd kjadsfkjsadkjdaf kjasfkjsdakjadfkj
daskfj kajfsjk askfjkd dasfjdakf jasdkf jdaskf jdaskfj dakfj sdf dsfj dsf jsdjf sjfksj fksdaf jsdakf] askfj askfj askfj sdakfsjdsk
fjsdf sdf kdsf ksdkfsk sdfksk fkdsfk dskf ksdkf kdsfk skf ksdkfks fjdskfj dsfksf jsdkf ksdfk ksdfj skdf jsjdkfs ksdkf ksdfk
sdkfs ksdkfsksdfk sdkfj skdf ksdkfs ksdfks sdfk

Bottom
e Pal@istaRl is ur c@intry dk@ dksfAkd8akjdf fkagik k ki astisa jdas
kjaStkjsda j dasK1j kajfsjk as dasfjdakf jdsdk f jdasKT) dak{j sdf dSfj jf Sjtksj fksdaljSdakt) askfj askf]

askf] sdakfsjdsk fjsdf sdf kdsf ksdkfsk sdfksk fkdsfk dskf ksdkf kdsfk skf ksdkfks fjdskfj dsfksf jsdkf ksdfk ksdfj skdf
jsjdkfs ksdkf ksdfk sdkfs ksdkfsksdfk sdkfj skdf ksdkfs ksdtks sdfk

e OQutside border

Pakistanii is our country dkf dksf kdsakjdf jkasfjk dasksfj asjkfkj asfkjsakj fskjas fkjdaskjafd kjadsfkjsadkjdaf kjasfkjsdakjadfkj
daskfj kajfsjk askfjkd dasfjdakf jasdkf jdaskf jdaskfj dakfj sdf dsfj dsf jsdjf sjfksj fksdaf jsdakf] askfj askfj askfj sdakfsjdsk
fjsdf sdf kdsf ksdkfsk sdfksk fkdsfk dskf ksdkf kdsfk skf ksdkfks fjdskfj dsfksf jsdkf ksdfk ksdfj skdf jsjdkfs ksdkf ksdfk
sdkfs ksdkfsksdfk sdkfj skdf ksdkfs ksdfks sdfk

All Border

Pakistanii is our country dkf dksf kdsakjdf jkasfjk dasksfj asjkfkj astkjsakj fskjas fkjdaskjafdgfdg fdgdfsgdfsgdsfgdfgdfsg dfgd
fsgdf gfdg dfg dfsg fdg dfsgdfsg dfgfdgdfg

Dfgdfg dfg sdfgdfs gdfg dfg dfsg

Dfgdfg

Dfgdfefdgdfsg jkdfkg dfkjgk dkfgkdfk

kjadsfkjsadkjdaf kjastkjsdakjadfkj daskfj kajfsjk askfjkd dasfjdakf jasdkf jdaskf jdaskfj dakfj

sdf dsfj dsf jsdjf sjfksj fksdaf jsdakfj askfj askfj askfj sdakfsjdsk fjsdf sdf kdsf ksdkfsk sdfksk fkdsfk dskf

ksdkf kdsfk skf ksdkfks fjdskfj dsfksf jsdkf ksdfk ksdfj

skdf jsjdkfs ksdkf ksdfk sdkfs ksdkfsksdfk sdkfj

skdf ksdkfs ksdfks sdfk

No Border

Pakistanii is our country dkf dksf kdsakjdf jkasfjk dasksfj asjkfkj asfkjsak;j fskjas fkjdaskjafd kjadsfkjsadkjdaf kjastkjsdakjadfk;j
daskfj kajfsjk askfjkd dasfjdakf jasdkf jdaskf jdaskfj dakfj sdf dsfj dsf jsdjf sjfks;j fksdaf jsdakfj askfj askfj askfj sdakfsjdsk
fjsdf sdf kdsf ksdkfsk sdfksk fkdsfk dskf ksdkf kdsfk skf ksdkfks fjdskfj dsfksf jsdkf ksdfk ksdfj skdf jsjdkfs

ksdfk sdkfs ksdkfsksdfk sdkfj skdf ksdkfs ksdfks sdf
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Inside Border
Pakistanii is our country dkf dksf kdsakjdf jkasfjk dasksfj asjkfkj asfkjsakj fskjas fkjdaskjafd

kjadsfkjsadkjdaf kjastkjsdakjadtkj daskfj kajfsjk askfjkd dasfjdakf jasdkf jdaskf jdaskfj dakfj sdf dsfj dsf jsdjf sjfksj fksdaf jsdakf]
askfj askfj askfj sdakfsjdsk fjsdf sdf kdsf ksdkfsk sdfksk fkdsfk dskf ksdkf kd

stk skf ksdkfks fjdskfj dstksf jsdkf ksdfk ksdfj skdf jsjdkfs ksdkf ksdtk
sdkfs ksdkfsksdfk sdkfj skdf
ksdkfs ksdfks sdfk

Inside horizontal border

Pakistanii is our country dkf dksf kdsakjdf jkasfjk d

asksfj asjkfkj asfkjsakj fskjas fkjdaskjafd kjadstkjsadkjdaf kjasfkjsdakjadfkj daskfj kajfsjk askfjkd dasfjdakf jasdkf jdaskf jdaskf]
dakfj sdf dsfj dsf

jsdjf sjfksj fksdaf jsdakfj askfj askfj askfj sdakfsjdsk fjsdf sdf kdsf ksdkfsk sdfksk fkdsfk dskf ksdkf

kdstk skf ksdkfks fjdskfj dsfksf jsdkf ksdfk ksdfj skdf jsjdkfs

ksdkf ksdfk sdkfs ksdkfsksdfk sdkfj skdf

ksdkfs ksdfks sdfk

Inside vertical Border(table) ?

e Horizontal Line: used to draw horizontal line

Grid line: used to show grid lines
View tab-Cishow hide group-Ccheck/uncheck Gridlines

Text Border:

®  Border(page border) And Shading: Used to apply text border,page border and page/text shading
e Select text/paragraph-C]Home tab-Oparagraph group-COBorder option-Olist-Oselect border and
shading--Odialogbox-Oapply border style and setting-Clok
e Select text/paragraph-CPage layout -[page background group-OPage border-Odialog box--C0Border/page border
tab-Oapply border style and setting-Clok
Pakistanii is our country dkf dksf kdsakjdf jkasfjk dasksfj asjkfkj asfkjsak;j fskjas fkjdaskjafd kjadsfkjsadkjdaf kjastkjsdakjadfk;j
daskfj kajfsjk askfjkd dasfjdakf jasdkf jdaskf jdaskfj dakfj sdf dsfj dsf jsdjf sjfks;j fksdaf jsdakfj askfj askfj askfj sdakfsjdsk
fjsdf sdf kdsf ksdkfsk sdfksk fkdsfk dskf ksdkf kdsfk skf ksdkfks fjdskfj dsfksf jsdkf ksdfk ksdfj skdf jsjdkfs ksdkf ksdfk
sdkfs ksdkfsksdfk sdkfj skdf ksdkfs ksdfks sdf

e Pakistanii is our country dkf dksf kdsakjdf jkasfjk dasksfj asjkfkj asfkjsakj fskjas fkjdaskjafd kjadsfkjsadkjdaf
kjasfkjsdakjadfkj daskfj kajfsjk askfjkd dasfjdakf jasdkf jdaskf jdaskfj dakfj sdf dsfj dsf jsdjf sjfksj fksdaf jsdakfj
askfj askfj askfj sdakfsjdsk fjsdf sdf kdsf ksdkfsk sdfksk fkdsfk dskf ksdkf kdsfk skf ksdkfks fjdskfj dsfksf jsdkf
ksdfk ksdfj skdf jsjdkfs ksdkf ksdfk sdkfs ksdkfsksdfk sdkfj skdf ksdkfs ksdfks sdf

e  Pakistanii is our country dkf dksf kdsakjdf jkasfjk dasksfj asjkfkj asfkjsakj fskjas fkjdaskjafd kjadsfkjsadkjdaf
kjasfkjsdakjadfkj daskfj kajfsjk askfjkd dasfjdakf jasdkf jdaskf jdaskfj dakfj sdf dsfj dsf jsdjf sjfksj fksdaf jsdakfj
askfj askfj askfj sdakfsjdsk fjsdf sdf kdsf ksdkfsk sdfksk fkdsfk dskf ksdkf kdsfk skf ksdkfks fjdskfj dsfksf jsdkf
ksdfk ksdfj skdf jsjdkfs ksdkf ksdfk sdkfs ksdkfsksdfk sdkfj skdf ksdkfs ksdfks sdf

o  ksdfks sdf
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e Pakistanii is our country dkf dksf kdsakjdf jkasfjk dasksfj asjkfkj asfkjsakj fskjas fkjdaskjafd kjadsfkjsadkjdaf
kjasfkjsdakjadfkj daskfj kajfsjk askfjkd dasfjdakf jasdkf jdaskf jdaskfj dakfj sdf dsfj dsf jsdjf sjfksj fksdaf jsdakfj
askfj askfj askfj sdakfsjdsk fjsdf sdf kdsf ksdkfsk sdfksk fkdsfk dskf ksdkf kdsfk skf ksdkfks fjdskfj dsfksf jsdkf
ksdfk ksdfj skdf jsjdkfs ksdkf ksdfk sdkfs ksdkfsksdfk sdkfj skdf ksdkfs

e  Pakistanii is our country dkf dksf kdsakjdf jkasfjk dasksfj asjkfkj asfkjsakj fskjas fkjdaskjafd kjadsfkjsadkjdaf
kjasfkjsdakjadfkj daskfj kajfsjk askfjkd dasfjdakf jasdkf jdaskf jdaskfj dakfj sdf dsfj dsf jsdjf sjfksj fksdaf jsdakfj
askfj askfj askfj sdakfsjdsk fjsdf sdf kdsf ksdkfsk sdfksk fkdsfk dskf ksdkf kdsfk skf ksdkfks fjdskfj dsfksf jsdkf
ksdfk kdsakjdf jkasfjk dasksfj asjkfkj asfkjsakj fskjas fkjdaskjafd kjadsfkjsadkjdaf kjasfkjsdakjadfkj daskfj ksdfj
skdf jsjdkfs ksdkf ksdfk sdkfs ksdkfsksdfk sdkfj skdf ksdkfs ksdfks sdf

e Pakistanii is our country dkf dksf kajfsjk askfjkd dasfjdakf jasdkf jdaskf jdaskfj dakfj sdf dsfj dsf jsdjf sjfksj fksdaf
jsdakfj askfj askfj askfj sdakfsjdsk fjsdf sdf kdsf ksdkfsk sdfksk fkdsfk dskf ksdkf kdsfk skf ksdkfks fjdskfj dsfksf
jsdkf ksdfk ksdfj skdf jsjdkfs ksdkf ksdfk sdkfs ksdkfsksdfk sdkfj skdf ksdkfs ksdfks sdf

Apply To
Paragraph

Pakistanii is our country dkf dksf kdsakjdf jkasfjk dasksfj asjkfkj asfkjsakj fskjas fkjdaskjafd kjadsfkjsadkjdaf
kjasfkjsdakjadfkj daskfj kajfsjk askfjkd dasfjdakf jasdkf jdaskf jdaskfj dakfj sdf dsfj dsf jsdjf sjfksj fksdaf jsdakfj
askfj askfj askfj sdakfsjdsk fjsdf sdf kdsf ksdkfsk sdfksk fkdsfk dskf ksdkf kdsfk skf ksdkfks fjdskfj dsfksf jsdkf ksdfk
ksdfj skdf jsjdkfs ksdkf ksdfk sdkfs ksdkfsksdfk sdkfj skdf ksdkfs ksdfks sdf

Apply to Text

Pakistanii is our country dkf dksf kdsakjdf jkasfjk dasksfj asjkfkj astkjsakj fskjas fkjdaskjafd kjadstkjsadkjdaf kjasfkjsdakjadfkj
daskfijgkajfsjkmask {iksedasfidak f jasdlgmeaskf gdask{] gakfy sdf dsfj dsf jsgif sjfhkei fksdadysdak (i askfjmask{] ashefimgdakfsjdsk
fisdf S8 1 ksd®sk sdliksk fkdst@ldskt sl kdsfidk flsdk il fjdsk .A £ kit KB sigflifsidk @ ksdkNksdfk
sdkfs MsdBifsksdfk sdkfj Bkdf ksdkfs KSHilgg sdli™ | [

o S A v |4 4
Border Option:Used to adjust space left,right,top,bottom from border

Pakistanii is our country dkf dksf kdsakjdf jkasfjk dasksfj asjkfkj asfkjsakj fskjas fkjdaskjafd kjadsfkjsadkjdaf
kjasfkjsdakjadfkj daskfj kajfsjk askfjkd dasfjdakf

jasdkf jdaskf jdaskfj dakfj sdf dsfj dsf jsdjf sjfksj fksdaf

jsdakfj askfj askfj askfj sdakfsjdsk fjsdf sdf kdsf ksdkfsk sdfksk fkdsfk dskf ksdkf kdsfk skf ksdkfks fjdskfj dsfksf jsdkf
ksdfk ksdfj skdf jsjdkfs ksdkf ksdfk sdkfs ksdkfsksdfk sdkfj skdf ksdkfs ksdfks sdfs fdsf asdf f dsafsdafdsafdaf

Sadfsdaf

Horizontal Line Setting:

] = = 5 o o 5 o i ] o g ] o o g o i o

RN A T A R T LA T A T A TR AT TR R, . S | i e T A TR A AT R T T AL AT AR

{65 ] 5 o 5 1 5 o 5 o 5 o 5 o 5 o 5 o 5 10 5 0 5 1 0 1 5 1 5 5 1 51 51 5 i 5 o 51 o 51 ) 51 ) 1 e 1
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LS

®  Page Border: used to apply border on page

e Home tab-OPragraph group-Oborder option-Olist-CIborder and shading -Odialogbox-OPage border tab-Ochange
setting of page border-Capply- [ok

e Page layout tab-Opage Background group-[JPage border option-0 change setting of page border-Capply- Lok

Select Text -C1Page layout tab-COpage Background group-[Page border option-C change setting of
shading-Capply- ok

NOn P rinting Character: used to check Tab spaces and Enter places

e Home tab-Oparagraph group-ONon printing character
Pakistanii is our country

Pakistan

Multan

Sortlng: used to arrange number/text in ascending or descending order

N A=A W

e Select text/number-CDdHome tab-Oparagraph group-0OAZ(Sorting)-Odialogbox-Oselect ascending or descending
order-Oapply-Ook

EWFDS

FSDF

DS

FSFSDFSD FSA FAS DFDS FSD FSDR FDSF SDF
DSFSD FSDAF SFSD
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Ascending

~NoN--Rg

]

e Descending

ICT SHUJABAD

1
8
7
6
5
4
3
2
1
0

HEHAOAOTS® >

Increase indent: used to increase indent
Select text/number-C0Home tab-Oparagraph group-OlIncrease indent
o Pakistanii is our country dkf dksf kdsakjdf jkasfjk dasksfj asjkfkj asfkjsakj fskjas fkjdaskjafd
kjadsfkjsadkjdaf kjasfkjsdakjadfkj daskfj kajfsjk askfjkd dasfjdakf jasdkf jdaskf jdaskfj dakfj
sdf dsfj dsf jsdjf sjfksj fksdaf jsdakfj askfj askfj askfj sdakfsjdsk fjsdf sdf kdsf ksdkfsk sdfksk
fkdsfk dskf ksdkf kdsfk skf ksdkfks fjdskfj dsfksf jsdkf ksdfk ksdfj skdf jsjdkfs ksdkf ksdfk sdkfs
ksdkfsksdfk sdkfj skdf ksdkfs ksdfks sdfsdf
°
e Decrease Indent:Used to decrease indent
e Pakistanii is our country dkf dksf kdsakjdf jkasfjk dasksfj asjkfkj asfkjsakj fskjas fkjdaskjafd kjadsfkjsadkjdaf
kjasfkjsdakjadfkj daskfj kajfsjk askfjkd dasfjdakf jasdkf jdaskf jdaskfj dakfj sdf dsfj dsf jsdjf sjfksj fksdaf jsdakfj
askfj askfj askfj sdakfsjdsk fjsdf sdf kdsf ksdkfsk sdfksk fkdsfk dskf ksdkf kdsfk skf ksdkfks fjdskfj dsfksf jsdkf
ksdfk ksdfj skdf jsjdkfs ksdkf ksdfk sdkfs ksdkfsksdfk sdkfj skdf ksdkfs ksdfks sdfsdf

Bullets: Bullets are symbols used to heilight specific heading

Select text-C0Paragrpah group-Obullet option-Olist-OSelect any bullets style-Clok
Select text-O0Press Ctrl+Shift+L From keyboard
Pakistanii
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Sowe

Multan
shujabad

Bullets Level(Tab):

Pakistanii
o Multan
= Shujabad
Define new bullets(Symbols,picture,fonts):
Select text-[OParagrpah group-Obullet option-Olist-C1Define new bullet-C1 Symbols-Cchange setting-Ook
Pakistanii
Multan
shujabad

Picture as Bullets:
Select text-CParagrpah group-Obullet option-Olist-C0Define new bullet-00 Picture-OSelect
picture(browse/Import)-Cok

Pakistanii
Multan
shujabad

L

Pakistanii
Multan
shujabad

€T SHUJABAD

L

Pakistanii
Shujabad
Sdf

Sdf

sf

multan

Numbering: used to apply sequence of number,alphabets,roman Number
Select text-[1Paragrpah group-[Number-[1list-[1Define new Number-[1 Select numbering style-[Ichange

[
[ ]
Pakistanii
Multan
Shujabad
Lahore
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E. Karachi
F. Qasoor
G. DSF

H. SDFS

I. DFSD

J. SDF

1. PakKistanii
2. Multan

3. Shujabad
4. Lahore

a. Karachi

b. Qasoor

1. Pakistanii
2. Multa
3. Shujabad
4. Lahore
5. Karachi
6. Qasoor
7.

10# Pakistanii

11# Multan

12#

a. Shujabad

i. Lahore
ij chi

14# Qasoor

154 Ad

16# Sad

17# as

5. Pakistanii

1. Multanzz
2. Shujabad
6. Lahore
7. Fgh
8.

Multi level Bullets and Numbering

Select text-O0Paragrpah group-ONumber-Olist-CODefine new Number-[ Select numbering style-Ochange
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e Pakistanii
a) Multan

i)  Shujabad

(1) Lahore
(2) Qasoor
) i. Pakistanii
ii. Multan
iii. Shujabad
iv. Lahore
v. Karachi
vi. Qasoor
vii. Ad
viii. Sad
ii) A
Styles(heading Styles) Group .
Used to apply sytles

Select text-Llhome tab-LStyles Group-Uselect any Style

Pakistanii is our country dkf dksf kdsakjdf jkasfik dasksfj asjkfkj asfkisakj fskjas fkidaskjafd
kjiadsfkjsadkjdaf kjasfkjsdakjadfkj daskfi kajfsjk askfikd dasfidakf jasdkf jdaskf jdaskfi dakfi sdf

salel SHUJABAD

Goto
Replace
Select All

: [ ]
Fllld e Used search text

e  Home tab-[lediting group-[Find-[Dialogbox-[Write text to find-[/Find next/Find in(selection)
e  Press Ctrl+F from keyboard Dialogbox-[Write text to find-[/Find next(all docoument)/Find in(selection)

Replace:Used to change the search text with other text
e Home tab-[]editing group-[1Replace-[Dialogbox-[1Write text to find(pakistani)-IReplace
with-(pakistanii) Idialogbox-write new text-[Ireplace/replace all
e Press Ctrl+H from keyboard-[ | Dialogbox Dialogbox-[1Write text to find-[1Replace-!dialogbox-[Iwrite new
text-(Ireplace/replace all

Goto:Used to move cursor on specific page/line/section
e  Home tab-[Jediting group-Find option-[Ifind list-[1gotol /Dialogbox-[ISelection page-[Iwrite page No.-[/Goto
e  Press Ctrl+G from keyboard-[] Dialogbox D Dialogbox-[1Selection page-[write page No.-[1Goto

object/All page

Select All

e Home tab-[lediting group-[1Select option-[Iselect all
e  Press Ctr|+A from keyboard

Select text with similar formating

Select:Used to select
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Keyboard keys Function:
Types of keys:

Alphabet keys(A-Z,a-z)
Numeric keys(0-9)
Alpha Numeric keys(A-Z,a-z,0-9,General Purpose keys)
General purpose keys(Enter,Backspace,Shift,Alt,Ctrl)
Function keys(F1-F12)
Arrow keys/Cursor control keys/Navigation keys(Left Arrow,Right
Arrow,Up Arrow , Down Arrow)
Special Purpose Keys(Home,End,Delete,Page up,Page down)
Extra Numeric keys

o Numeric (0-9)

o Arrow keys

- fbrirt JABAD

e Backspace:

Used to delete one character from left side of cursor
Delete all Selected text/object

Pakistanii 1s our country

Backslash keys:

AILAATILTE AT ARATARARARARARARARRAR AN
TN shife +backslash)|]]]]]]]]]]
Enter Key(ok/continue/Next/Finish Step):

Used to move cursor on start of new line
Move text from Right of cursor on start of new line

Pakistani

o Shift key(Left ,Right): Used with other keys to generate

symbols/Character

e Normal :
e Abcdefghijklmhjikjn
e abcsdddABCDRED
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o 12346789900- @#@$$% & **)
o 123456778900-=,./;’[]\
o 1234567890-=
o /[N
o

o With shift key:
e ABCDHKJOEFGHIJKL
o !@#S$% " &*()_+<>27H{ <>}
(]
e Control keys(Ctrl):Used with other keys(short keys)
e Example:
° CtrI+N:New document
° Ctrl+S:Save document
° Alt+ctrl+Delete :Shut down,Restart,Log off
e Cursor(pointer) keys:Used as alternate of mouse right click
e Function Keys(Fn):Used for different functions
e Volume(Fn+F9)

e Hibernate(Fn+F2)
o Alternate Key(Alt key):

o Wsoff fordiffefent fun@iion® /With athdr ke
o e curgor fllom pa ibfen d rifben
o Use ort €ut keys F# Alt-®la

e Space key:Used for single space
Pakistan is our country

Window key:
e  Used to display/hide start menu

e Used as short cut keys(window key+L:Lock, Window+R:Run)
e Caps Lock:
Used to generate small and capital letters
ABCDDdjfsjfjsdfj\

TaB KEYS:USED FOR LONG JUMP(5,7) SPACES
PAKISTANII IS our country
Tield sign:

““““““““““

I e e N e V] ! e e e N e

Normal

.
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Escape Key: used to cancel last action
e Window key
e Pointer key
e Function Keys(F1-F12):used for different function in different
software(short cut keys)
e F1:Help
e KF2(ctrl+F2):Print preview /Move text
pakistan
e F3(Shift+F3):used for change case
pakistanii
o F4:Heilight words/Repeat last action
Pakistan
Pakistan

Alt+F4: Close Any document(software)
Ctrl+F4:close current document

F5: Display Go to Dialog box

F6: Move cursor from page to status bar and menu/ribbon tab

F8: Used for continues selection/Whole selection

Pakistanii
F9(

F10 (Alt): Move cursor from page to ribbon tab and ribbon tab to
page

e Il (shift+F11): Select curly brackets

o F]2: Save AS

® Ctlr+FI12: open Dialog box

®_Alt key with Function keys (Short Cut keys):

e Ctlr+FI: Minimize ribben

® Alt+F4: close program

® Alt+F5: Restore mini size
® Alt+F7: Pointer key (Mouse Right click)
o Alt+F8: Display micro Dialogbox
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® Alt+F10: Restore and maximize
e Alt+F1l: Display visual basic code

e _Arrow keys/Cursor control key/Navigation keys

o Left Arrow

®  Right Arrow
o  Up Arrow

e  Down Arrow

® Left Arrow:

e  Move cursor left
e Select text From current position of cursor to left side of cursor with shift key(shift Left Arrow)
[ J

® Right Arrow:

e  Move cursor Right
e Seclect text From current position of cursor to Right side of cursor with shift key(shift Right Arrow)
[}

o Up Arrow:

e  Move cursor one line up from current position
e  Select Current text From UP side of cursor with shift key(shift Up Arrow)

® Down Arrow:
e Move cursor Down from current position
e Seclect Current text From Down side of cursor with shift key(shift Down Arrow)
[}

e Special Purpose keys:
e Delete key:

e  Used to delete one character from right side of cursor without moving cursor
e Delete all select text/object

[}
e Hoflhe o
° v@lcursor at starfof line
o  (Bhi eledfitext fromcurre ition il cusor to e startfof 13
o (Btrl ovgicursor at dgcument(F e)
e End Key:

e  Move cursor at End of line
e  (Shift+End) Select text from current position of cursor to the end of line
o (ctrl+End) Move cursor at End of document(Last page)

Page up:

Move cursor one page up

Page down:

Move cursor one page down

Print Screen:

Used to make screen shot

Open screen-[Ipress Print screen-[1Open MS Word --[THome tab-[Iclipboard group-[]
e Paste
e  Press (Ctrl+V) From Keyboard
e Right click-[list-[paste

[ ]
E;:'a\ -0 0= @ " D Lecture - Microsoft Word - =]
> . _ |
Home Insert Page Layout References Mailings Review View
= Calibri (Body) -lu - = s EE R A
= g ||B L U~ oabe x, xF||E |= = E||i= AaBt AaBt EANLNVA
Paste == A s _ Change Editing
- F[F- A~ Aa|A 47| | S - i -( (8] o7 F IcT M =) Soange | Ea
o | Clpboard ot i Faragraph w Styles =
[ ]
[ ]

e Extra Numeric Keys:
e If Num lock is on
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Number keys(0-9)

0123456789+-%*/
0.123456789+-*/

If Num lock 1s off
pakistanii
.(Dot): Delete key
1 End key
2 Down key
3 Page down
4 Left arrow
5 ctrl+5:Select All
6 Right Arrow
7 Home key
: ICT SHUJABAD
/*-+

MS Word Short cut keys(A-Z)
Ctrl+A :Select All

Ctrl+B :Bold text

Ctrl+C :Copy

Pakistan

Ctrl+D:Font Dialogbox

Ctrl+E : Center Align

Ctrl+F:Find Dialogbox

Ctrl+G:Goto Dialogbox

Ctrl+H:Replace Dialogbox
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Ctlr+I:1talic text
Ctlr+J:Justify
Ctrl+K:

Ctr+L: Left Align

Ctrl+M: Increase Indent

Ctrl+N: New Document

Ctrl+O: Open Document
Ctrl+P: Print Dialogbox
Ctrl+Q:Reset Indent
Ctrl+R:Right Align

Ctrl+S:Save Document

Ctrl el
cul(5ifSHUJABAD
Ctrl aste

Ctrl+W:Close current Document
Ctrl+X:Cut

Ctrl+Y:Redo

Ctrl+Z:Undo
Pakistanii is our country


http://fa.docx
http://../../Public/Libraries/RecordedTV.library-ms
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Insert Tab:

e Pages Group:
e Cover page
e  Blank page
e Page Break
[ ]

e Cover Page :used to insert First page of book
e Insert tab-[Ipage group-[Icover page option-[Iselect any cover page style

Blank page used to insert blank page on any place

e Insert tab-[/page group-1Blank

Page Break: Used to break the page any place
e Insert tab-[Ipage group-[1Page break

e Tables Group

Table: Collection of rows and columns
e Types of Tables

By Selecting Rows and column(Max 10 rows and 10 column)
Insert Table
Draw Table
Excel Sheet table
o  Quick Table
e By Selecting Rows and column
e Insert tab-[[Tables Group-[1List-[]Sglect No.of Rows and columns

e Insert Table
e Insert tab-[Tables Group-[1List-[Insert table-/Idialogbox-[ISelect No.of rows and columns

e Fixed column Width
e  Auto fit to contents
e Auto fit to winow

Roll Na Father C D
n Nam ]
(o) ®
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e Fixed column Width(default)

e Auto fit to contents

[ ]
e Roll e Name e Father e Cell e  Address e Remarks
No. Name No
[ ] [ ) [ ) [ ] [ ) [ )
[ ] [ ) [ ) [ ] [ ) [ )
. ° ° . ° °
[ ] [ ) [ ) [ ] [ ) [ )
. ° ° . ° °
[ )
[ ]

e Auto fit to winow
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Draw Table:(Manually)

e Insert tab-[Tables Group-[List-[1Draw table[] Draw border-[1Draw Rows and columns
e  Home tab-[JParagraph group-[IBorder option-[/List-C1Draw table[] Draw border-[]Draw Rows and columns

AEA

Spread sheet Table:

e Insert tab-[ITables Group-[IList-[]Shread sheetl IMS Excel Sheet open
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Name Marks
N1 n2 Add
4 6 10
5 8 13
7 6 13
6 7 13
7 8 15

®  Quick Tables:

Undergraduate

6 103 +7
223 214 +9
197 120 +77
134 121 +13
202 210 -8
Graduate

24 20 +4
43 53 -10
3 11 -8

9 4 +5
53 52 +1
998 908 90

Source: Fictitious data, for illustration purposes only
.
The Greek alphabet



GOVT.High.School, HayatKhanWala, Multan

Enroliment in local colleges, 2005

Undergraduate

544 df3 +7
223 214 +9
197 120 +77
134 121 +13
202 210 -8
Graduate
24 20 +4
43 53 -10
3 11 -8
9 4 +5
53 52 +1

“ICT SHUJABAD

Table Setting(Table Design Tools)
Select table-[1Table tools-[JApply Setting
e Table Styles
e First column
e Last Columns
e Shading
e Border
e Eraser
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Father Name

ICT SHUJABAD

Table Layout Setting
Select table-[] Table tools-[]Layout

Tables Group
e Scllect
o Select Cell:
o Select Row
o Select Column:
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o Select Table:
e Property
o Table Tab
= SIZE(Height and width)
= Alignment (Left,Center,Right)
= Text Wrapping(None,Arround)
= Positioning(Horizontal Center, Vertical Center,Inside,outside,Center)
o Row(Height) Tab
o Column(Width) Tab
o Cell(Width,Vertical Alignment) Tab

asjkdfffftf fjkasdf jsd fsd fasdf asdf asdfk asdfjsad kfjas dfjkasdjkfjk asdjklfjk
sadkfjlasdjklfjklasdfjkjklasdfjklasdjklfjkasjkfjkasdfjkjkas fjkasdkfjkasdf jksdakfk
asdfjasjkdf jksdafjkjkasdfjasdjfj jskdfjk sdajkf jksdktk sdafkkasdtkasdkfksadkfkasdfk
sakdfkskadfkaskfkasdkfkasffasdfasdfsd sdfdsdfsdfkasdfj sdaf hjsdf sdjf

Sdfds fsdafdasfsadfasfsafsafsafsdafsafsadfsadfsadfsad sdf sd fsdf ds dsf sdf sdf sdf sdf sdf
sfsafs dfsdafsaf safs fsa fs xvxafssdf afsaf safsxc vvxcvexvxcevx adf safsa sdfsdfsaf
xafsasdff s xva xcbv vx vxv xvxv xcvxcvxvxcvxv sf dfsd fsds ffsffdfdffsafs vad dsf sd
xvdf fs fsd fsd fsf sdf sdfsd fsd fsd fdf sdf sdf sdf sdf sdf sdf sdfdsfaf saf sadfs x
dfsdfsdffsfsdf sdf sdf sdfsdfs fsdfsd fsd f gfd gfdsg fdsg sdfg sgf dsgsf gst gsfg dsfg
dsgdsf gdsf gdsf gsdsf gdfs gdfsg dsgsfdg dfsg dsfgs dg sdg sfgdsf gds gdfs gds gdfs
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gdfs gdfsg fsdg dsfgd sf gdsfg dsgdsg fg sdfg dsg dsg dsgds gs fg fsdgsgf fg dsf gsdfg
fgfdsg ds gdsfg dsfgfsg dsfg dfgf dgsdf sf sf sdf dsf f sdf sf sdf sdf

Rows and columns Group:
Delete Option/Right click
Delete Table

Delete Cell

Delete Row

Delete Column

e Insert Row and Column option
Insert Above(Row)

Insert Below(Row)

Insert Left(Column)

Insert Right(Column)
Insert Cell

Roll Name Father Name
No.

1 Nasir gf

3 — B A D
4 fg

Merge Group
Merge cell /Right Click option
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Combine multiple cell into single cell
e Split cell /Right Click option

o Divide a single cell into multiple cell

e Split Table(Divide into two tables)

e Merge Cell
e Split cell
e Split Table
e Table height and width
Result Sheet
Roll No. Name
1 Ali
3 Nasir
4 Umer
e Auto fit

e Auto fit to contents
e Auto Fit to Window
e Auto fit to Column width

e Result Sheet

e Roll No. e Name e Father Name
o 1 o Ali o Gf

o 3 e Nasir e Dfg

o 4 e Umer o Fg

o C(ell Text Alignment
Top left

Top center

Top Right

Middle left

Middle Center

Father Name
Gf

Dfg

Fg

JABAD
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e Middle Right

e Bottom Left

e Bottom Center

e Bottom Right

Result Sheet

Roll No. Name Father Name
1 Ali gf
[ J
[ J
°
[ J
[ J
°
[ J
°
[ J
[ J
°
[ J
[ J
e Text Direction:

o Result Sheet

¢ E(Z)H e Student Name ® Father Name
o 1 o Ali * % ¢



GOVT.High.School, HayatKhanWala, Multan

Cell Margin:

Result Sheet

Roll No. Nanel Father Name

1 Al of

ICT SHUJABAD

Data Group
e Sort(Text,Number)
e Ascending
e Decending

°

Result Sheet
Roll No. Name Father Name
4 Akram
2 Ali Umer gf
1 Bashir

3 Nasir
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Illustrations Group:

e Picture
e Clip Art
e Shapes
e Smart Art
e Chart

Picture: Image

Insert tab--[Illustration Group-[/Picture-/Dialogbox-[IChoose (Browse) picture-[ok/Insert/Enter

- SHUJABAD

Picture Tools

Adjust Group

e Brightness
Contros
Recolor
Compress Picture
Change Picture
Reset Picture
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Picture Style/Frame Group
e Frame Style

&I SHUJABAD

e Picture Position
Top left

Top center
Top right
Middle left
Middle center
Middle Right
Bottom Left
Bottom Center
Bottom Right
o Text Wraping
Inline with text
Sqaure

Tight

Behind

Infront of text
Top and bottom text
Through
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e Edit Wrap point

Inline text

N i kds fkdask fdskasf jsd fdjssf
jdsj stksdf ksdkf kdsfs alklﬂ<ad fklda fjkakdsf klsdajkf
ksdafsjaskfj dsakfjdads fjdsajsf jdsjf sadjf dasf 1dsklf

kdlsfkdslfs kdskf sdlfk sldlkf ST = R ldasf;as klfsda; f;dsf klflsdf
sld;fk s;Idsfskl s;dfk;da flsdakd 1flsdfl ksdalfs lksdfkf lkdstksdl fsk sdlfs dsksf
kdsfkfsdksfk sdksf ksdfksfdskfk sdlfk slfk;asfklerelw;;s ;fsd;fs dsfksdk sflsds fsdkf sdlf
ksdtksdl sfkdlskf Isdfksdl kfsdlsfk sdlsfksdksfksdkfsd Ifkdslfkskdf

ICT SHUJABAD

Square
sdfsdfsdfSdfkds fkdask fdskasf jsd fsdf sdf sdf sdfsdfsdfsdf sdfsd fsdfsd fsdfdsfdjssf jds;j
sfksdf ksdkf kdsfs alkltkad fklda fjkakdsf klsdajkf ksdafsjaskfj dsakfjdads fjdsajsf jdsjf
sadjf dasf 1dsklf kdlIstkdslfs kdskf sdltk sldlkf Idasf;as klfsda; f;dsf kiflsdf sld;fk s;ldsfskl
s;dfk;da flsdakd 1flsdfl sdfds fads fsadsf sdfsdf sdf sdf sdfsdfsdksdalfs lksdfkf Ikdsfksdl
fsk sdlfs dsksf kdstkfsdksfk sdksf ksdfksfdskfk sdifk slfk;asfklerelw;;s ;fsd;fs dstksdk

» fddsfsadfsdafsdfsdfsdfsdfsdfsdf

sfsdfsdfsdfsdfsdf sdfs fsdfsdfsdfsdfsdfsdfsdflsds fsdkf sdlf
ksdfksdl sfkdlskf Isdfksdl kfsdlsfk sdlstksdkstksdkfsd
Tight:

sdfsdfsdfSdtkds § fkdask fdskasf jsd fsdf sdf sdf

sdfsdfsdfsdf sdfsd E— — . fsdfsd fsdfdsfdjssf jdsj sfksdf ksdkf

kdsfs alklfkad fklda fjkakdst klsdajkf ksdafsjaskfj
dsakfjdads fjdsajsf jdsjf sadjf dasf 1dsklf kdlstkdslfs kdskf
sdlfk sldlkf Idasf;as klfsda; f;dsf klflsdf sld;fk s;ldsfskl

s;dfk;da flsdakd 1flsdfl sdfds fads fsadsf sdfsdf sdf sdf
sdfsdfsdksdalfs lksdfkf -4 O lkdsfksdl fsk sdlfs dsksf
kdsfkfsdksfk sdksf S ~ ksdfksfdskfk sdlfk
slfk;asfklerelw;;s ;fsd;fs dsfksdk fddsfsadfsdafsdfsdfsdfsdfsdfsdf sfsdfsdfsdfsdfsdf sdfs
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fsdfsdfsdfsdfsdfsdfsdflsds fsdkf sdlf ksdfksdl sfkdlskf 1sdfksdl kfsdlstk
sdlstksdksfksdkfsd

Behind

sdfsdfsdfSdfkds ! ’ fdskasf jsd fsdf sdf sdf sdfsdfsdfsdf
sdfsd fsdfsd fsg¢ ]SS " [ N jdsj stksdf ksdkf kdsfs alklfkad fklda
fjkakdsf klsdafkf ) N N SR . ksdafsjaskfj dsakfjdads fjdsajsf jdsjf
sadjf dasf ldskie® - s kdlsfkdslfs kdskf sdlfk sldlkf 1dasf;as
klfsda; f;dsfkl _ f' AeKkls;dfk;da flsdakd 1flIsdfl sdfds fads fsadsf sdfsdf sdf sdf
sdfsdfsdksdalfS TREaRIMRASIRSANTS k sdlfs dsksf kdsfkfsdksfk sdksf ksdfksfdskfk sdifk

slfk;asfklerelw;;s ; fsd fs dsﬂ<sdk fddsfsadfsdafsdfsdfsdfsdfsdfsdf sfsdfsdfsdfsdfsdf sdfs
fsdfsdfsdfsdfsdfsdfsdflsds fsdkf sdlf ksdfksdl sfkdlskf Isdfksdl kfsdlsfk
sdlsfksdksfksdkfsd

Infront
sdfsdfsdedﬂ<ds fkdask fdglasficd fed€edf edfdfodfsdfsdf sdfsd fsdfsd fsdfdsfdjssf ]dS_]

1kl
sa asf 1dsklflkdlstk
akdllflsdfl W

fsk sdlfs dsksf kdsfkfsdks:_ __fk slfk; asﬂderelw,,s ;fsd;fs dsfksdk
fddsfsadfsdafsdfsdfsdfsdfi SR M dfs fsdfsdfsdfsdfsdfsdfsdflsds fsdkf
sdlf ksdfksdl sfkdlskf lsdﬂ<sdl kfsdlsﬂ< sdlsfksdksfksdkfsd

\

e Top and Bottom

sdfsdfsdfSdfkds fkdask fdskasf jsd fsdf sdf sdf sdfsdfsdfsdf sdfsd fsdfsd fsdfdsfdjssf jdsj
sfksdf ksdkf kdsfs alkltkad fklda fjkakdsf klsdajkf ksdafsjaskfj dsakfjdads fjdsajsf jdsjf
sadjf dasf 1dsklf kdlstkdslfs Y kdskf sdlfk sldlkf 1dasf:as kifsda;
f;dsf klflsdf sld;fk s;1dsfskl s;dfk;da flsdakd Iflsdfl sdfds fads
fsadsf sdfsdf sdf sdf sdfsdfsdksdalfs lksdfkf lkdstksdl
fsk sdlfs dskst kdsfkfsdkstk sdksf ksdfksfdskfk sdlfk
sltk;asfklerelw;;s ;fsd;fs dsfksdk
fddsfsadfsdafsdfsdfsdfsdfsdfsdf
sfsdfsdfsdfsdfsdf sdfs fsdfsdfsdfsdfsdfsdfsdﬂsds fsdkf sdlf ksdfksdl sfkdlskf 1sdfksdl
kfsdlsfk sdlstksdkstksdkfsd
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Through:
sdfsdfsdfSdtkds tkdask fdskasf jsd fsdf sdf sdf sdfsdfsdfsdf sdfsd fsdfsd fsdfdsfdjssf jdsj
sfksdf ksdkf kdsfs alkltkad fklda fjkakdsf klsdajkf ksdafsjaskfj dsakfjdads fjdsajsf jdsjf
sadjf dasf 1dsklf kdlstkdslfs = kdskf sdlfk sldlkf Idasf;as
klfsda; f;dsf klflsdf sld;tk s;1dsfskl s;dfk;da flsdakd 1flsdfl
sdfds fads fsadsf sdfsdf sdf sdf sdfsdfsdksdalfs lksdfkf
lkdsfksdl fsk sdlfs dsksf kdsfkfsdkstk sdksf ksdfksfdskfk
sdlfk slfk;asfklerelw;;s ;fsd;fs dstksdk
fddsfsadfsdafsdfsdfsdfsdfsdfsdf

sfsdfsdfsdfsdfsdf sdfs fsdfsdfsdfsdfsdfsdfsdflsds fsdkf
sdlf ksdfksdl sfkdlskf 1sdfksdl kfsdlsfk sdlsfksdkstksdkfsd
Edit Wrap point
ssdfsdfsdfSdfkds fkdask fdskeer ewrwereerasf _]Sd fsdf sdf sdf sdfsdfsdfsdf sdfsd fsdfsd
fs@fdgldjssBjds s tksdf Edk kalid dajkf
ks@af§jaskf} dsakfjdads @
kd¥sfk dsi& sdlfk #, #dsf k d;fk
s;ldsfskl s;dfk;da flsdakd Iflsdfl sdfds fads fsadsf sdfsdf sdf sdf
sdfsdfsdksdalfs Iksdfkf lkdsfksdl fsk sdlfs dsksf kdsfkfsdkstk sdksf
ksdfksfdsktk sdltk ALl erereslfk;asfklerelw;;s fsdf;fsd;fs
dsfksdk fddsfsadfsdafsdfsdfsdfsdfsdfsdfeereesdf sdfdfsdfsdr esdfsdfsderee
Rotation
Size:

e Height

e Widht

.
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Crop:

[
}4

e Shapes:
e Insert tab-[ /Illustration
group-[IShapes-[list-[1Draw any

1T SHUJABAD

Styles

Border color
Shadow effects
3D Effects
Positioning
Wrapping

Size

Crop
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Clip Art:Ready Made picture
Insert tab-[ lillustration group-[|Clip Art-[Iright panel-[1Organizel|Panel-[ Icopy any clip
art-[/Paste

Smart Art: Organization Chart
Insert tab-[lillustration group-[Smart Art-[1List[Select any smart art

Smart Art Design Tools
e  Create Grphic
e Layout
e  Smart Art Style
e Reset
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*Professor
NQ

*ds

*Assistant Professor
«Senior Clerk

1CL.SHUJABAD

Shapes

Shapes style
Word Art Style
Arrang e

Size

e Charts: Graphical Representation of data

e Insert tab-Ulllustration group-Uchart-UOchart dialog box-Uselect chart--UokOExcel
sheet-L1Change data-[lclose

[

[
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asad

EX Hy b7

L‘_r'gf.d A4

A
*
¥

AXis Title

[T T C & N s

5 2845 31835 44 25 224 43
o C B A

ICT SHUJABAD

Types:
Column charts
Bar Charts
Line charts
Pie charts
Area Charts
Stock

Bubble
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Category 4

Category 3
M Series 1
M Series 2
Category 2 M Series 3

Category 1

I T T I T 1
0% 20% 40% G60% 80% 100%

rF-SHUJABAD

Chart Data
Chart Layout
Chart Style
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L]
b=
[
n
<
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Chart Format Tools

Current Selection
Shapes Styles
Word Art
Arrange

Size
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ICT SHUJABAD

Chart Layout Tools

Current Selection
Insert

Labels

Axes
Background

Category 1 Category 2 Category 3 Category 4
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e Li nks Group
e Hyperlink
e Bookmark
e Cross-reference
e Hyperlink:link the text with other document/Page
e Sclect text-[Iinsert tab-[]Links
group- | Hyperlink-(ctrl+K)[/dialog box-[Iselect
documents-[ 1ok
°

e Bookmarks:Move cursor on specific text
e Sclect text-[linsert tab-[ |1BookMark-[Idialog box-[1Add
Bookmark-[]ok
ICT Shujabad

HGETSHUJABAD..

Bookmark-[Jinsert
ICT Shujabad  Father Name Address Cell No.
FA

Error! Not a valid
bookmark
self-reference.

e Header & Footer Group
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e Header : text/object on top of every page
e Insert tab-[ Theader&footer Group-[IHeader-[list-[Iselect header-[ | Write
text-[Iclose header and footer
e Double click on top of page-[Idote d lines appear-[ Jwrite text-[close
header and footer

°
e Header Setting

e Position

e Option

e Navigation

e Insert

e Header &footer
°

e Kooter : text/object on bottom of every page
e Insert tab-[Jheader&footer Group-[ |Footer[list-[Iselect Footer[ | Write
text-[Iclose header and footer
e Double click on Bottom of page-[Idote d lines appear-[ Iwrite text-[Iclose
header and footer

T SHUJABAD

p
Navigation

Insert
Header &footer

e Page Number:

Top of Page
Bottom of page
Page margin
Current Position
Format page no.
Remove page no.

e Text box group

e Text box

® Quick parts

e Wort Arts

e Drop cap

e Date and time
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| Tvpe sidebar content, A sidebar is a
standalone supplement to the main
document, It is often aligned on the left
or right of the page, or located at the top
or battom. Use the Text Box Tools tab to
change the farmatting of the sidebar
text box.

Type sidebar content. A sidebar is a ® Ob] ect
standalone supplement to the main

docurmnent. It is often aligned on the left

or right of the page, or located at the top

or bottom. Use the Text Box Tools tab to

change the formatting of the sidebar

text box,|

the summary of an interesting paint.
You can position the text box
anywhere in the document. Use the
Text Box Tools tab to change the

[
[
[Type a quote from the document or ® Text bOX
[
[
formatting of the pull quote text box.) °

UJABAD
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Quick Parts

Information Technology

L [Abstract]

e Muhammad Aqib

e 1/1/2020

e Tuesday, June 22, 2021

WO!d(;ﬂT SHUJABAD
O O LAXIDUIGT ek

Drop Cap
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e akistan is our country sdf ldsfl Isdfk sdif kdslf kslf sldfk
sldf sdlfk d;1f fldls 1fsdlflfl Isdfllsdfl sdlfsl f1fl dsfl
sldflsldfdl sflslf 1sdlfldslfslfl sdlflsdfld

[
o
e Microsoft Signature
o
FA
o BA
[
e Tuesday, June 22, 2021
o
e Insert Date and Time
A r-SHUJABAD
o 22- 21
e 6/22/2021 5:51:39 PM
® 6/22/2021
e Object:
Roll No. Days Months
1 Sunday March
2 Monday April
3 Tuesday May
4 Wednesday June
5 Thursday July
= 6 Friday August
hljl 7 Saturday September
Microsoft Office 8 Sunday October
° Excel 97-2003 Worksl 9 Monday November

Microsoft Office
® PowerPoint 97-2003 |
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e Symbols group
e Symbols

e ©0O<

o {CMHO®

Yy

o®
™WO),
e Equation

_ 1 Lo —
coscosa + coscosf = 2coscos —(a + B) coscos —(a — )
o Y cas cos s (aE n o () n—k
ICT - SHUJABA
sin sinNQ#t din si 2 T co +3)

1 2
X X X

y
e=1+1!+2!+3!+..., — oo < x < 00
2

A= 1r

2
o A= 1r

n
k n—k

e (x+a)=Y (%)x a

k=0
°

m mx m(m—l)y2

e (1+y) =1+—1+ T +...
°

e Insert Equation
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x4 dy55;v _
y—dx 2
[
e Fraction
4 dy T 3
3+4dxy 4-2
xI:dy_Tt
.y ~ dx 2
X dy i 5
._ —_— — — —_—
y+dx 2+4
L

|c‘@f81|ﬂi UJABAD

7" —_—
T 91nY

x° + 555467

4 2 —ti0
® X +54+e

6
e x + x3 —SZ—
[ )
e Radical
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\%%fx —ux5+-V77 +5—6
—x+\/ x —4xy \/

a +—bvx

e \x +y+z

Q&54 + 6y=55

ex +y+z
o

o-@x-+ 5 — 2x

CfféHUJABAD

o /4 + 65x
o
o
° —bi\/b2—4ac
2a
6
Yd+ u
6
o
o
° —bi\/b2—4ac
2a
o



GOVT.High.School, HayatKhanWala, Multan

e Integral
[

o [x +x —ya*+ b

ofd+y

1
o [x+y

o [[fod +5

IGLSHUJABAD

1
o [x+y+[[z+5
0

e Large Operator
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1
® > x + 5\
0

L
1

o [I1x + 7% — 689
0

L

e Brackets

® (x + 6y — 52)

° [r + y(\2/45 + 87]43 + 9xr + u) — {x + %y}] +]x + 67[rt}|7h

* ()
v }@F S EHIJ ABAD)
o]
*
o {x + 6{s + 6} —}
e Function
[
[
[
sinsin 0
e tantan@ = coscos 6
[
e x0 — T
o
® sinsin® + coscos B coscosa — csccescf
e tantan 6 = sinsin 0

coscos 0
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o+ 3

® sinsin® + coscosa + O
sinsin 0

e tantan 6 =
coscos 09

® Accent

ex+y—y+Zz
i oo
eXx + Yy

ABC — x®y — y = 6t

* [t SHUJABAD

X T+ Yy

n _2
6—(1+i) xe
n

(1)

oV + Yy

2

no—x
0(1+%) xe x+y
o
[
L
L

Operator
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+= x= + yo — ¥ + yields—
== « = =2 yjelds—> A5-
8 9— 8= T«

e Matrix

e 5687

e [6788]

°

o5 -7 i~ 18 . 5]
246878906

e [3144]

o[x -5 i6 - 7]

[87567]

ICT SHUJABAD

e Page Layout Tab
® Thesmes Group

e Page setup Group

e Page Background Group

e Paragraph Group

e Arrang Group

L
e Page Setup Group

e Margin
o Ruler-[Imargin(left,Right,top,bottom)
o Page layout--[/Margin

e Orientation

e Size(Paper)

e Columns
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e Break(Page break ,Section Break)

[
e Columns

[

o Sf dsf sdaf sa fsadf sadf
sdf sfsd fd sdf sadfas
fsdaf sdaf asdf sadfsdfa
sdfsadf dsf sdfsd fs df
sdfsdaf dsdsf dsf

dfsdf
o Dfdsf sdfs

ICT SHUJABAD
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d fsd fsdf o Fsd fsd

sdf sdfsdf dsaf
sadfsdfsdf sdfs df sdaf
sdfsdf asdf

sdfsd asdfasdfsadf
fasdfasf sdaf sdf

sdf sdfsdfs df
sadfasdfs °

adf °

sdfsadf

o

e Page Background Group:
e Watermark
e Page Color

SEr-SHUJABAD

e Right Indent
® Spacing

o

[

e Refernces Tab:

e Table of contents Group
e Footnotes Group
[}
[}
Table of contents Group
o Table of Contents
o Add text
o Update Table

Footnotes:
End Notes

Review Tab:
e Proofing Group
o Spelling(Red doted Line) and Grammar(Green doted Line)
0 Thesaurus(alternate words)
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Good

Nice
respect

Word Count.
No.of pages
No.of words
No.of character with spaces
No.of charater without spaces
No.of Paragraph
No.of Lines

e Languages

e Comments
e New comments
e Next Comments
e Previous Comments

e Delete Comments
[ )

1CT SHUJABAD

Protect Documents

[

e View Tab:

e Documents View Group
e Print layout(Normal)
e Full Screen
e Web layout
e Outline
e Draft

[

e Show hide group
e Ruler
e Gridlines
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® Message Bar
e Document Map

e Thumnails
e Zoom Group
Zoom In (+)
Zoom Out(-)
One page
Two Page
Page Width

Window Group
e New window
e Arrang All
e Split

| GefrmHHUJABAD

Wl

Print Documents
Print Priveiw:used to view document setting befor printing
Print Preview

e Print Group

e Page Setup

e Zoom

e Preview

e  Office button-Olist-Oprint -Osublist-O0Print Preview
e Press Ctrl+F2 From Keyboard
[ ]

Quick Print: Print all Pages/Document without any setting
[ J
e  Office button-Olist-Oprint -Osublist-C0Quick Print
°
°
e Print:Used to print document with specific setting

e Print
o  Office button-Olist-Oprint -Osublist-COPrint -Oapply setting-C0Ok
e  Press Ctrl+P From Keyboard-OApply Setting-Cok
)
e  Print Dailog box Setting
e  Add Printer
e Page Range Group
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o All Page
o  Current page
o Pages(Range,1-5)
o Selection

e  Copies Group:

o  Number of copies

e  Collates

Print Whatfff

e Documents

e Print
o Al
e Even
e Odd

e Zoom Group

e  Paper per sheet

e  Scal to paper size
Property:

e Paper

e  Orientation

® Multan

® shujabad

"ICT SHUJABAD
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