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MS-OFFICE &€& 9s®

Microsoft Office 2007

AMUEAT SHfeT Business W, Office WEd, HIATAATHED hed WIUTR  ShTH 37TAT
TIPS hel ATd. Computer I FATUR AT HIHTHATE! HeATIS HIATT STThAT Ad.
Computer R Tl HEfieT ShTH ATAT T THE SASHIA (Office Automation) I

TEUTATd.

Documentation,

Calculation, Presentation T fafaa  wmEE

Microsoft 3T U Teh Package IR Hel 3MME. AT MS-Office TEU

Microsoft 318

TEUTATd.

MS-Office =aT 3TFeAT

1)
2)
3)
4)
S)
6)

MS-Office 4.3
MS-Office 97
MS-Office 2000
MS-Office XP
MS-Office 2003
MS-Office 2007

MS-Office WefieT Application

MS-World
MS-Excel
MS-PowerPoint
MS-Access
MS-Outlook
MS-FrontPage
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Microsoft Word

MS-Word =t f3rsza

TS HoledT Hel ATEUd WISUT 0T, WATH a89 G TEHed T
3R S0

2) Ul ZTEY heToll Hex ThTgl o Shilaamet STEeaTd ot shidT ad.

3) ¥ SITUISIY TN O

4)  UHET TTEU helodT HeTeaT 3T+ Jid shiedT AdT.

5) HE WEeWEN Ueg HEd 3adl Jdl. AUhEA dl shegldl U= wed e
e
ad.

6)  3maygehd yaTO =, fafae seen, e 3. Wewwesd reRar Iama.

MS-Word

Start-> Programs -> Microsoft Office -> Microsoft Office Word 2007

MS-Word & TTCATER Wiefier et fermama.

1)

@

Title Bar - Microsoft Word =aT1 fagiemed @aid @ Documentl-
Microsoft word 38 2TTIed Tl &t uget feoa. I eed ar
TEUETE. U1 TEA  SAUUT RIVEAT WIEAHEd T HIUT  I(CTeRyE
(TUTFA3R)

HEA HTH I AT ATEGEA HITRd! Thepd . SASATR =1 FATavaet

I AT Minimeximize /Restore SATIUT Close ® I2UH  31@dTd.
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2)

3)

4)

S)

6)

7)

8)

Menu Bar - Ms -Word W& 3T9UT ST gi%r&n FTURAT &1 Options =T
TIEUTA ATUXAT. o STTEEl TAR AT ATHE THTAIT FHAUATASITEAT
AR, I4T. File, Edit, View, Insert, Format... S.

Standard Toolbar - Standard Toolbar @R File WAl & FaX Il
T ST AT ITTched FeUE AT AT AW o1 JTIAGHT gl
T AFAYA ATIOATE A A% ANTAl ql AT FFUA T gAAR SHavaTd
JATEAT 3TE .

Formatting Toolbar- Formatting Toolbar IT ITsqTaR WfeRAT SHIUTRT
TAGAR 3R W19 &l ITSEHT AeE, TETATREAIO, ATFIHT ST e
AU, IJTETAT AT TTEAHED UShIUl o g et HISH AT HISt 0T
<.

Ruler Line - &oR T34 UM U ThH! Whed  (HISTULE! ) 318, Ms-
World WeX Odeieat Left, Right, Top, Bottom i ferdt TemE=f 2
THe5d. T ST VT Tehell AR HUFA g T,

Scroll Bar - JTUATAT THTAG! UTHTAT AYUT WIT WhiAeR fodd T9ar.

3IM TS AT ATTTAT GTeAt S ISTe(lehe, STalhe TXhAUITATS! Scroll

bard
=T IUATT Bl

Cursor - THR fAHUM ISR U T (footer)omt soft tor fow
foen  wER o8 TeUEE. W ST STl oTR dYR gE 213U wE ehal
frardym  STem@Ig S vreRaT.

Drawing Toolbar - 137 AR R Insert Menu el SIS ITTHeH
JFEATE. T TR HEd STFgHe LA AThHeAT [FAd 31, Tehal IS

JTehdTd.
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Document A& TRTAT TAA, TGB, TR 3. HTHAHT T SUATHATST, STTTOT
3ID-3HFE SUITHTS & Ul TEATd.
9) Status Bar - &R Tatd @refl Ut se=dt uedt foma @ wedien

Status
Bar 319 TgUTATA. 3TTUT QAT k10T TISTIEAT HTH Hid ATEIA d AT T&A

TESA. THT ITTAT HE ALAT H 0T fEHT0f 3112 B & quid. 340
Page 3 ATE 379 X UM H. 3 S 3MMR. 3/%0 IT=m 319 TTogHe WA
TRUT S0 U ATed F TATHIA 3 =T UTHTER 3TTIUT hTH Hild ATE.

File Menu

1) New (Ctrl+N)- T T it WTSer SUSUIATATSIAT ATCITeT ITTNT gral.

2) Save (Ctrl + S) 3TTUUT TR heleA! WIS word Aol WIS Heg HIUATHATS!
Save & Option STUATd. SR ATTeAT HIEAT MR A1 fdeiel 38 @ e
FREAASS | I8 Ueg el AT, T BISAAT A1 foeiel T8 T save as =0
TAAT ST TR T8 T WIEer™l 919 2150 &6 a8 @lhyH 97 OK =0T
ECICH

3) Save as — WEAT TG FHATIAT WISAAT ATV TehT FEAT AT Heg e
STEEIT™ BT Option ATYLATA. TITEATST

1) File -> save as

2) Save in WHR ATIEIATAT ST Wiee@ed Document Heg il 3@ T
Tiestd A e wa.

3) File Name IT STeRT HEX File T ShIUTA AT 2= o ATS ST .

4) T F@R Save FUT AT,
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4) Open (Ctrl+0) 3TTEcaTd FITATIT WIScHUA! TETE BIEA IHSUITHTS!
Open T WA ATUATA.

1) File -> Open
2) Look in AT THR MUCATAT ST Folder WefteT File SUSTAAT= 318 @ Folder

T .
3) T Wieel e |d wise@e foree auR fode. e gt sraeelt wiga
foeTe =,

4) Open 92UT T4,

5) Close — SUSHH! TohaT TEAT A A ATA! WIS o HIUATATST Close B
AT FTUATd.

6) Page Setup - dT WA Tl TaH WIEAHED TN TEATA HIUATIST TUH
JATIEATAT TR T BET et AT ST ot W Page Setup BT MW@

qIIEA hidTd. Page setup ey @-‘eﬁ Margin, Papersize, Layout ey qrerelt S|

EﬁQT%GITﬁ GTIEQ%?FI& W@l@ Page setupﬂ%'am'aﬂﬁ.

Margins - HTNH FEUTS THTY. ITHS UST<AT 37T, STEAT, =T § @ieteal ad
Top - WWW%W%TOp Margin'&aﬁmaﬁ.

Bottom - UHT=AT Wl WATH fohd UTfest € Bottom Margin J¢H S¥&aT Ad.
Left - WWWW%W% Left Margin &a;-raa?naﬁ

Right - UTATEAT ST SATSAT WU fehefl TN ® Right Margin J¢H X@dT 3Id.

Gutter - T TWHER Binding ATSY Left Margin STl shTgl STa? AIgaT Ad.

3TIM @A Gutter 3T TZUTATA.
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Paper Size — A4, Legal, Letter, Envolope 3. TehT&=aT LLrd '{Tléx_rl Ms-word AEX
IUCTSY 3ATEd . T I ot A3 fHaegan a4,

Orientation — Orientation WY HETETe WISV I (Portrait) feham srresft

(Landscape ) 34T aq.

7) Print Preview -AT ®hHTSH grl IR %he™ Document Printing Wed ¥l

IgeTd gTEAT Ad.

8) Print - WogT reTeTl WhISeTe! S ShIETIel 3Te aegl ol WIgel ST+ e &t
HUTS ATITAT AT

9) Exist - T HATSTAT TERATM Ms - Word WA TR USAT Id. WY oATG] BIEeA
U heAet! TUIATH Teh Message Ial, Do you want to save the changes Yes

or No ? 31911 AB! qEcd Weg HTTY ITHATH Yes U T(ET Fe Uog wId

T No ¢ 9201 ST,

Edit Menu
1) Undo (Ctrl+ Z)- 3T 31l et SBTH Cancel HIUATHTS BT AT FATIATA .

1) Redo (Ctrl+ Y)- I1 31Meft shet ShTH Cancel SHUITATI! BT T STURATA.
Save & Option ATUATd. SR ATIEAT WIS MR A1 foeiel 3@ @ o0
FEAALT o I8cd Uog hel AT, T HEAAT AT ool 8T ™ save as ©T
SN dT TR 30 Td el 7Td 2130 &1 OK 9207 SaTd.

3) Save as — Tl ATE JTATIAT WITAAT ATUMEN Teht FEAT AT Aeg HI=A
STEEITE T Option SATURATA. TITEATS!

1) File -> save as
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2) Save in WHR ATIEITAT ST WieetHed Document Weg TRl 310 T
FIeet 19 faeee w1,

3) File Name IT STehT A File @1 ShIUTA AT 2TI= A AT 2159 .

4) Save SUT ETET.

4) Cut & Paste -

TSRS TETeT AR, for fRam Autoshape TehRT SRISER AT ATER Copy
TSN AHCITH WA LT TR

1) e @t wex fehan fomr Rrerere .

2) Edit -> Copy f&aT Ctrl+C sreut gra.

3) Copy el WeX I Paste ST 31T, 99 Cursor T,

4) Edit -> Paste f&haT Ctrl+V st gra.

5) Clear- fUdiee holell WeX whIgH ZTHUIATATS BN AT FTURAT.  cATHTST
TeraigaificT Delete shl AU ot =TeAd.

6) Select All (Ctrl+A) — =T Document Wfiel Td WoTgR e A@T Faiee

TSN Select All ATYLEAT.

7) Find (Ctrl+F) - T ST AERAN TFRTAT Document WEffe w@menm
TAEHENe UTES drer 9168 INLTIATT AHATH ab INerat Jar.

x

| Find | Replace | GoTo |

Find what: | |£

Replace with: | |g

| More == | Repiace Replace Al Find Mext Cancel _|
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8) Replace - AT ATWE=AT ATERATN Find heledl IsEUasl AT 9168 o&]
ITehal.

9) Go To - AT STWH=AT TG ATAUT Document WE HIVIATEl Page o,

Line =, Table N, Section T UeheH AT Iehal.

View Menu

1) Normal - 9T FHTSHER WEAHLA ASH 1 Normal View Wedt fog wmmat. SR
BT AT T degl Typing 9 Formatting o A 31fereR WY g, e JTaed
q¥RIAT Page Setting, (Ruler Line 9% Left, Right Margin [ HO 3.) &l
FUTR AT,

2) Web Layout View - AT HUTSER TSH A TETe ﬁagﬁz Web Browser el
O O 3 UgEe 1T A1 HHEHT ATuR .

3) Print Layout - I1 HHISER TrT TTe] WIEA WEeT ATeRreat UHTaKIe feeredt
rfereh 3Teh hag ITehd . HIUT T2 SIS AT HHTS HEA Vertical d Horizontal
T -8 Ruler Lines f&@a sr&am.

4) Outline View - IT FATSHR THE AT TITATLTA FSTATET ATLNUT Outline
JEAT A, ATEA AT AT FAHEL /A ATAUATEATS AT ST ITANT 7redl.

Insert Menu
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1) Break - el Je51 TETEN hicraded fhat domed @reft vae o, wiel,
TSIV TTRVATATS! HIehad! TRTT WISTST AN, T@= WehT Chapter =T WX UHT=AT
AT |UAl. STAT @MYEA T Chapter o HaTd T UHIER HIF
AT At Page fohal Column Break SRTaT @INTAl. wTETE! Insert -> Break

T ST AT,

2) Page Numbers — 3TTUcaT SgHETAT Ueeh UMTR Printing Sdaa@t Page
Number JTITHTS! AT STTCITHAT ITTNT HIST. T @Al TATT 79T

Position - Top of the Page (Header)
Bottom of the Page (Footer)

Alignment - Left / Rightﬁn‘fﬂ center
Inside T&aT Outside

3) Symbols - JT ATEHZAT W™ Document WeX Cursor Position =IT AR
Windows 9 Wﬁ 'Q'@'I% g foren Special Character Insert hidTl Id.
[RIEIC]]

a) IUH Cursor ™1 Position ®T.

b) Insert -> Symbol ot .

c) Dialogue Box ®W¥feT Font H&I Wingdings, Webdings IJTaehl wETet

fa=t

d) TTfEst e Rrraterert feetes ®&1 OK =I2uT era.

4) Picture - Insert HJWfiel IT HATSTAT HEdH MMUedAT Document WEA

ClipArts, Auto Shapes,Word Arts, Scanner Scan EXCCRTE 3. SThdl JdTa.
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Clip Art - BT MW foeTeh et @A SMUEATAT Ms-word e TR STHAAT
o=t At fole. e wiuraTer fEmer fFas &0 =oe @ = Document
LY ATAA 8.

: Clip Art v x

Search for:
compuker

Search in:

Selected collections v
Results should be:
Al media file bwpes -

From File - T STHZAT WA hITIeWed Uog AT RIEUTw fohat
fUeRR wIEe 3702 AT Id. @ETST Insert -> Picture -> From File -> WIge

INLT -> Insert TEUT .

Auto Shapes — TEHLY JTATAT ITFHIT THE (AT ) FHIAT AT

34T

Y. UETET Autoshape HEd WeX HAT 21T AT,

Il - 1) T Auto shape TR HISH UTE-R A3 WSS S20T T4,
2) THR I foree WeE Add Text BT ST faesh 1. TUS Cursor
FTETIT=AT HEA Th TH FLATHT (SO, TX AT HeX 18T 0.

9. TETe et fham Autoshape TehT ARIEEA SAAT ARIER A TATA?
3ea’ - 1) Tew e ferarer feeres w1,

2) Format -> Picture -> Layout a0 foeTer .

3) A
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Tkt Behind Text fRa Infront of Text &1 U=t Tofeteh T, SATfUT
OK U7 ralT.

4) FR foETeR AEE UigR Aem IEAT. @ (BR ¥ ) "
AT ST,

qt quTa ToFeTeh e S ShaaT.

Format Menu

Matter & Formatting TEUT W=l TN S0, TETET Wel S5k (Bold),
IUNRIT (Underline), ST STTAT ASUTET 0T, ST ATSTT T 3THT X
T HETAT A There 201 AT T ATHATAT BIHSHT W FZUTATd.

- WL STATSAHE ®hIft et ?
Iel - TE TYW ST W TATEAHE HUT=t 3R AT Fefleh hod HUl a2

yfgelt vea- 1) Format Menu dre Paragraph Option AR .
2) TR SEATT St Aefiet Alignment AT Combo-box WY
Left, Right, Centered feram Justified ATAehT T A1 AT ﬁl?:l'{vl
OK faFeter =T

3’9’& Yggd - Formatting Toolbar e @I HSUTTET FATIR AT,

Align
Center \

Align | / \___| Align

Left Right

Align
Justify

L
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faadt gega - Key Board Short Cut key aTa&a

Ctrl + L - Left Alignment

Ctrl + R - Right Alignment

Ctrl + E - Center Alignment

Ctrl +J - Justify Alignment
¥ G NBHEA TR T Ao ?

Iedl - T TAT U ferae w61 =maT Fa

afeet uega

1) Format Menu @ Paragraph Option FATh .

2) FUIAT AT 9ied A Line Spacing IT Combo-box AT
Single, 1.5 Line, Double, Multiple, At Least fepa Exactly
ATAHT T AT AT Tagd OK Toreres .

o UEgd - Key Board Cut key Ta&=

Ctrl + 1 Single
Ctrl + 2 Double
Ctrl + 5 1.5 Lines

9T - AU Size, Font, Font Style, Font 3. @ e ?

IR E

1) Size TS0

qfgelt 9¢aa - Format -> Font -> Size
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T
§'H'ﬁ Ytgd - Formatting Tool bar & Font Size e 2 T weuTeR e
ECH

faadt gega - Shortcut Keys amasa

Size ATEAUITATS Ctrl + |
Size HHT HATATATST Ctrl + |
2) Font Style E L))

‘Jﬁ?ﬁﬂm - Format -> Font -> Size
Regular - HTY TR FUITATS!
Bold - SEHh AR FHTATATS!
Ttalic - Toddt s1em svaTaTSt
Bold Italic - ek 9 Tordt 21enr wuaTETSt

o uggd - Formatting Tool bar a%e AT FEUMER Toereh a.
B I U

I Ty

Italic

foradt wzga - Key Board Short Cut key STa&

Bold - Ctrl + B
Italic - Ctrl +1
Underline - Ctrl+ U

3) Font ¥ge - Wi~ TgUIS ST TS50

Tt ysgq - Format -> Font -> Font

3ql. Times New Roman

Arial

Courier New
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Monotype Cursivle

Impact

Calibri (Body) 11 -
(B 7 U - abe x, x* Aa~
g'ﬂ'& gg&gd - Formatting Toolbar T o T HFET S X
ToFeter et 1T AT AT Whive =T fafae Jeuneg feudie @die ana fFasw

<hTdT.

ot 9gga - Ctrl + D & Jieahe hl ST 3T@aT Font ATSET ST dTad
Open‘tﬁ?ﬁ.

4) JAYIAT T JoqTETS
Format -> Font -> Font Color
Teran
Calibri (Body) - |_A‘ A'H@
(B 7 U - % Ae|P- A .
Formatting Toolbar & Font = T k¥l ST R
o e
5) STLAT T’ FHIE ThargH SUATATST
;. . Thae SeTEu
37) Strike Through Lux Rs. ? 12.00

317) Double Strike Through Lux Rs. ? 12.00

3) Super Script Coca-Colatm, 25=32, 21st

3) Sub Script H2S04, H20
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3) Shadow TMV

=) Outline W

T) Emboss TN

T) Engrave TRVIV4

3ﬁ) Small Caps tilak maharashtra vidyapeeth

3ﬁ) All Caps TILAK MAHARASHTRA VIDYAPEETH
6) T ALAL AT HH AT 0!

AT a2 %1 Format -> Font ® WM e, 9@ @uRr fewom=

SN S el Line Spacing 81 Tab faeter w1, @Tdiat.

e g |

| oo
Scale:  |100% v
|-~ =——=
e et [§]

| ] Kerming for fonts: 2] pants and sbove
|

|

1! +Body

“This s the body theme font. The current document theme defines which font wil be used.

|‘gdmjt. o | [ Cocel |

Spacing @U@ Expanded ¥ WM Fascama sterimeftel iav amee stfor
Condensed ? 3w FHageama srerimefter i &t giga.

Scale Wefie Percentage +, - AT he T TR STt +, - 2.
Position HHIIET Raised ¥ WM Haseama fadae shoel 318 TR SlhdTa
JATIUT Lowered B AT FHaseama faeae shatel 31eR TTeft Tlehdie

7) Animation Effects

-rco] ﬁ'@'vé?ﬁ S IBC NI EY @WW‘IBCT TITAT Animation Effect & AT IdTd.

TS HeX feiae &T Format -> Font -> Text -> Effects griaﬁmsam.
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Fonk Character Spacing

Animations :

{rione)
Elinking Background
Las Wegas Lights
Marching Black Ants
Marching Red Ants
Shimmer

Sparkle Text

8) Bullets And Numbering -

E:I'T:lﬂ'ﬁ? Tefiet ATHET Bullets Tora Sardin Svamamet

ar) verm ot list Rretee &,

31) @ Format -> Bullets and Numbering BT 3T Toreter .

T) TR fGHum=a St Stem qyd T e fHaet

-] (][] IE;Q“\_AM

Al
Current List

N

. gt uef

14—
11—

9) Border and Shading - USeTT feham WUTH, 29 3. &1 AT UATEATST AT

JTTCITA=IT ATUR HIATd . HTHTS

Format -> Border and Shading -> Page Border

Setting - None
Box

Shadow

3D

Teerett STet sh1g ZTeRvaTaTe
Page et St A,
Border @1 Shadow 34

3 Dimensional Effect

Border Style - Tafay = ated
Color - TS el TSATATATS!
Width - ST STEt SHHT-TTEq HUATHATS!

MS-OFFICE Manual
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Art - WfTeT QTS AT ATUEA T UTHhARE | 3TTehteh T8 TehdT 3d.

Review View Acrobat

(=== %= =B [ nannoend] nssboe
| ot

Al =
_l — | Current List

!

— i

List Library

ap—— | | 14—

None

i) — T —

10) Columns - ®wIRHEALT Columns ZTHIATATS!

T - 37) GAUYH WeX Ueh TN 15U H&A STl

T) TR SMYCIATAT N HeX hicTH HIHSHEN TIATIT 31TR al. Select HITET.

g) Format -> Columns foerer =,

Presets - ATHE TUTATAT HeX One, Two, Three, Left, Right 3T
Tehl THITTCAT TehRTd STHSTI=AT o ST I,

No. of Columns — TAAAT AT H1cTHA T THATA dogl AU,
Spacing - S hicTH el 3TaT THHT ATEd HIUATATS!

Width - shteraen STt ffvaa wwoamars

Line Between — &I shicTraed 3¢t Fﬂé‘vf Tl STHEATE AT R
ek ST Ul | | foreren wa.
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11) Drop Cap - %Fl'a'q'{ fhan et med GEEmYRUTIN Wed=AT  STTE
W 318 T Characters Y& THRRT TS HIS F hiUeeAHED 310,

Position

= W W

Mone Dropped In roargin

2) Format -> Drop Cap

12) BackGround - SiFgHed Uy 3TN BIUATATES! Back ground
AT A
37) Format -> Backgraound -> &dT ql e et

3M) Format -> Backgraound -> SATUTET e RagwamaEdt More

Colors Option
3) Format -> Background -> Fill Effects -> TR Rmum=n e

Fill Effects

Colors

© one color
© Two colors
O Preset

Transparency
From: | Lo |

To: lo=e |

Shading styles Variants

SEE T —

) wertical
O sienis
e !—
- — rom center | —
ATFTHL WTATA IR o feadrer, || O rene

O Diagonal up

13) Change Case - 22U shoiell WX A Wiedl Small ford= Capital
fordimea feRan Capital foTd=r Small e FuTar sHwAT@ETE Change
Case BT T IUATH USdl. MWD QAT UATT 3R,
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Change Case ﬁl

() Sentence case,
() lowercase

() Title Case
() FOGGLE cASE

I OK 1 [ Cancel ]

a) Sentence case — oz Feea demdie Ue g ulRd 31er
Capital 7iEd & 3R 31&R Small ToTdta sgetet ATaTa.
b) Lower case - Trcige Shoicat Wewmeiel @d 38R Small fordta seeret

HTATd.
c) UPPER CASE - firetee Shetean Hewmefiel @1 318 Capital fordia sgerett

SIGIGR

d) Title Case- Tedeh JTeqTl Uiget 3T@R Capital F IR 31&R Small We TEeT

EIGIGH
e) tOGGLE cASE — Tcieh IeaT™ Uiget 318 Small @ 3T 318N Capital Al
TEAA AT

MS-EXCEL
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Microsoft Office Excel 2007

Excel At = -

TENIA AhEHed o=, *Tel Wifgedt € Tabular Format (ser=at
TaeuTd) forga 3aeft @ <t wasten fohan e mifgdmed gaat sEen |9 S .
3gT. AT ATl fawammeiie wred, shuAidiel ShiTRa TR - 99 (Salary
Sheet), Sales Report, Income Statement, Expense Report g. urfgdt. 3T
AT Spreadsheet TRt Worksheet 318 FgurdTa.

Excel TTe] F04TH 923a

Start -> Programs -> Microsoft Office -> Microsoft Office Excel 2007

Excel =a1 famur= et -

MSOFFICE THTOl Excel mﬁ?r Title Bar, Menubar, Standard,
Toolbar, Formatting, toolbar g. W‘I’@ fewama. Formatting Toolbar =T
@Teft Formula Bar 3191, 91 SRaR Wﬁﬁw Name box 3/al. IT Name Box

[LA Current Cell =T Address fe@at. &1 Fa@ = = 20T ﬁ'{qﬁ, Formula Bar
=T QT 3W 3T ThA 3T Ueh TR Worksheet fo@a.

Worksheet 1%'01% w !

Toolbar Format W& TEUTHT el =T TI&HUT HIfed! WRUITHATS! AT gire=
IYANT FAATd. AT IeHed I F IMET THME JTATd. ATdiel I¥AT TRT=ATT
Columns & 3T THIATT Rows 38 FgUTATd. Work Sheet Wed THUT 256

Columns 3T 65536 Rows AT, IATHEN Teleh Column T UH Column
Name f&aT Column Heading . 34 A B, C,D,E, ......... I8 AT
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Column & T8 IV 31¥ 378 TETHTN Y% Row ©T Uk Row number Dmla.
341, 1,2,3..... T THION AT Row T 65536 AT No. 3/@dl. AT FIrwend
T& Row & Ueh Column TH&H Ueh TTehIF TR ST STHATA. AT FIhATET Cell
(UT) 37 TEUTATA. Tk TSt Uk Tooiel 318d. IqT. HIaMT Tedeh Jeb! UTeediat
ToremTa et AT 9 Ja) 321, Aren g "t Formula Bar =91 Wl 39 e
THT TT Teh NehTH Worksheet Teord.

4) TETET YUl Column A HWATME - Mouse Pointer @1 Column
AT ATATER agd Mouse A foetes .

5) T@ET €YUl Row firetae auam@mét - Mouse Pointer ®T Row number
T AT Mouse  foreTs a.

6) UYUl Worksheet firdiae va@Edt - ufeedm Row number T &
‘T%WT Column Name <IT ETHhe THATAT & I=T TlRIATR Mouse Pointer o
Tt .

TehT Cell WEfie WeX GH=AT U WEA Copy THUIATHTS

1) 9| ST Aerrefier WeX shidt s a1 firetee w1,
2)  Edit -> Copy fham Ctrl + C & 31t faer.

3) T U WA T el U hird= a1 fraiare .

2)  Edit -> Paste f&at Ctrl + v &1 s1fwm faet.
Excel W& ITact ATOTHY fAfrer Tt Predifined Functions

1)  Sum - AT function @ JATUT Wge Cells specify Hel A & wd
ATt SIS Shefl AT,

34T, :- = sum (1st Cell : Last Cell )
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= sum (D5 : D15 ) WU D54 D15 AT Acaueiiet G sfie sheft
HAEA.

2)  Average - I1 function @ JMTYUT e Cells specify Hel IrEATA T /A
Tt T e S,
3ql. :- = Average (1st Cell : Last Cell )

= Average (D5 : D15 ) WUl D5 @ D15 a1 Beaueiter Teame e
HeAl ATSA.

3) Max - a1 function & 3ITUUT WaR Cells specify whet AT @1 Td
UCTH WA TATd WIS TCAT FIeAT 3T T SICATAT (e .
3qT. :- = Max (1t Cell : Last Cell )

= Max (D5 : D15 ) ¥Uril D5 4 D15 IT Aeausiiel Taia 7idt dEam
St e ot fure.

4) Min - 91 function & ATIUT FTE Cells specify A FTATA &1 TS
U W T WISt TR T Faeit 3718 dt AMueATe fesd.
3ET. :- = Min (15t Cell : Last Cell )

= Min (D5 : D15 ) WUl D5 @ D15 3T Geauefiel gata og™ &t
St 3R ot fraar.

Format Menu

1) Cells - Trcige et Cells wefier Arfd=h R‘I’éﬁ (Font, font style,
Font Colour ) 3. SIgcl SUITATS! BT 3T ATURAT. THEA WAl THT00

JTTCYTT ITILAT AdTd.
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Number Formats (a) Number - foerae AT Cells wefier T i
WA HOGEE TAR gd d9¢ 2RY d 34l g "It

Format Cells E| k&

Murnber | alignment | Fone || Border || Patterns || Frotection |

Category: “Sample

CUFFEncy Decimal places: |z =
Accounking

Drate

Time [] Use 1000 Separator )
Percentans e o '

ITfUT 2,355,345 319N T@HATA AR Fa¥ Comma ( , ) TOFg TE&R HEITE

Use 1000 Separator a1 JATCIT T e 7ed |/ | e,

Date Format 31¥aae FaiedT Cell Hefiet ariia fafrer wawuta Sr@aar a4,

Format Cells

Sample

day, March 14, 2001

314
3f14/01

03/14/01

14-Mar

14-Mar-01 =
Locale (location):
|Enalish ¢Uniked states) -~

Text Format — T2 hoiedT Cells Aefier AT 312 @™ W& fod@a o/
ot TETE AT 3. 38T, SR TETET derned 0.00 € UEAT STeheaTd o Werd 0
fe@er. @@= 0002 Fsft Gt Srehea™™® @t e 2 fole. @mEEt gam a9«

Rretee & iUt Format -> Cells -> Number AYT Text BN Format IESED

Format Cells

Eext ewven when a number is in the
cell. The cell is displayed ssxcackly as
enkered.

Allignment —Cells Wefter A= srafeyra Arsuit ssuamETdt aruar.

AT AL YR ST AT,
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Format Cells

| Mumber [__:_f_\_\_i_gp_l_-ryg_q_;j Font | Border || Patterns || Protection |
Tesct alianment Crientation
Horizonkal: -
= T
wertical: | 4 :
— .
|Battom ~ 5 [
t
.
Teset control ko
] wrap bext
W T =
[ shrinlk ta it [0 5] pearees
[ Merge cells
Right-to-left
Texk direction:
[cantext v

31) TR TETEN S ATTd! o1 HerHed WYUidul S 9e, T8 ST 1 ShicTHe
AT oTeg ot Wifgdl w1 AeTHed WYUIvul sI&e] ITehal. Ui YUl shioraei aTss
TSI ATequamuast ot ATfget, T HhicTHe! TS R daeia 337 Hed
THTUEIT ATEA ATSAHED TdadT ad.

) IT TAHLD TR TETET AAREfer Hex e Aeiied 99 T8 @ Hel ol arsd
AT ATHES T IThel TG helt AT

%) Teh TR TenTaen I Sty THoH T e Uohdl et STaaTaT ST8e @ at

SATCIM=T TR SheAT ATl

Tomefter weX fawert foran 3w saanedea™® at 9 Reide e wefter o

O
s
T A
e &,
% h
3 .
.‘
.-
Tl 5 | Degress

Border - a7 4% fociae thetedn Aol fafael Ieh=at Border STeRdT JdTd.
?)Column =t Width FH! JTEq FUATATS! - Tod R foerer & foctee =,

FAR T ATWE ST, TR STRA 90 ga.
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Column width: i8.43| |

L CIK J [ Cancel ]

3) Row =it Height S ST HUATHTE - T o) foreTeh oA firetere &1

T BT T et Jax 2T 52 g,

Row Height
R bieighit: i_lé_?_5|_ |
[ P .] [ Zancel ]

4) Active Sheet & T qEAVITETS! -

Format -> Sheet -> Rename Sheet TAT aaR HEY TEATHAR TTCATEAT %'a

I A9 22T & Enter STET.

s
=i
e
= Insert... ]
SR Delete |
= | Bename |
18 S -
E PAOwE OF Co ... -
19 _—
>0 a1 Wrieww Code I
= =g | Protect sheet... i
e Tab Color v B
=t Hide |
24_ EIrmhiiage.. |
) Select Al Shests
a4 > ml Sheat e - == e —

5) Auto Format - Excel A IATICIATAT HTE Readymade Formats 3Ucie¥l shad
e . =T "ediH el Automatic Formating (Font, Fontstyle,
Bold, Italic, Borders, Background 3.) Hell JATd. &1 &8 Format ﬁ'{cﬁ?'l
Autoformat 1 3T foerer wrar. FaX g fegom=n fafay yermem o=
TR fEet 3 OK Toeres &,
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AutoFormat

= ~
Jan _Feb Mar Total | Jan Feh Mar Total | i
|East 7 7 5 19| East 7 7 &5 19
fwest 5 4 7 AT |west| & 4 7 a7
|Soth 8 7 9 | |souh| B 7 8 24
{Total 21 18 21 &0 Total| 21 18 =1 =
L — d ——
Simpls
South & 7 8 24
Total 21 18 2 B0
Classic 2 Classic 3
dan Feb  Mar Total Jan  Feb Mar Total
jEsst § 7% 73 5% 19 /Fast § 73 7% 5§ 19
| West 1 4 T 17 | |yvest 3 4 7 17
South =1 3 a 24 ||South ) ¥ 9 24
Tolad § 21 % 189 21 § B0 | | Total § 215 16§ 21 § &0
Accounting 1 Accounting 2. v

6) Conditional Formating - TEUTH SUTTereh Vel |Tdt TETEl Condition 20T, &
@t Condition Elﬁ AT @%@ Excel w1 Cell A8t S@AET Format Assign Shie.
34T, Cell AT WTR 40 U1 STCATE o O werwed, q 40 foram 40 Gemamea
AT o o1 T TR STAEATH WA el THTUT hefl HATa1 -

1) T AAHED W 3TTEd o Td Hod fHeide .

2) Format->Conditional formatting & ST e,

3) TR guR e Dialogue Box e WieeraHTor feRmdt sRreama

4) OK <I2U Tl

Conditional Formatting

Condition 1
“all Yalue Is | | |1ess than | [«o

Prewviews of Format Fo use AaBbCcrwZe
when condition is brue: i i s

Condition 2
Cell walus Is |~ | [areater than or equal ke~ | [=0

Prewiei CIFVF’:IrrnVat Lo use AaBbhCocYyZz
wahen condition is true:

[ add == ] [ oelete... ] [ ik T Cancel ]

Insert Menu
1) Cells- IT FHHISER TUeae HeledT Cell =T WR{T 1 Blank Cell/Blank
Row/ Blank Colum Insert <hIdl Ial. Cells Insert HIATET =T AR AT
% Cells Hefid WeX Ue Shellgal hi @Il gher ™l o Shift Cells

Right/Down T Option  Sferar a4,
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2) Row - SR UETE! 989 Bank Row Insert ShiUaTATS! IUH ST Row TAT I
T Row &l 311%, T Row <A1 R foeieh & @t Row feiae &1, A
Insert ﬁa?ﬁﬂ Row BT 31TwT+ TebeTeh .

3) Columns - R TETEt A Bank Column Insert ShUITETS! TeW ST
Column =T 3R T Column BT 311%, IAT Column =AT ATATR ot
HEA 1 Column Toretere &1, AR Insert ﬁa?ﬁﬁ Column T 31T foretere =,
4) Worksheet - SR TETEl 969 Bank Worksheet Insert SUIT@TST 20 ST
Worksheet =T 3TTER T4 Worksheet ga GTI%, T Worksheet =T ATATA
focter &% @ Worksheet Toretere &1 AaR Insert ﬁa'rﬁﬂ Worksheet T 3T
oot 1.

5) Chart - Active Sheet WieT HTEMIGR MUMA Chart (TTH) TIAR
TFIOITHTS! & HATS ATIXATI. 34T,

A) Column Chart - =R WEAIRE AOdE S9auIl ST SRIIuATATS
wreftet T et .

1) 9" AT THTO Ueh e IR ShITa,

City Min Max
Mumbai 17 25
New Delhi 12 20
Chennai 21 29
Kolkatta 19 28

2) Table a2 %A Insert ﬁa'c[-l Insert ﬁ'v@? Chart BT 3TWE et gar

K ere] Dialogue Box RYA Colums B Chart type ﬁlﬂ'&fl Next Button <14,
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Chart Wizard - Step 1 of 4 - Chart Type

Standard Types I_cUstom Types |

Chart bype: Chart sub-type:
o ST |
E Ear

gt Line

Q@ Fie

o, W (Srakher)
‘ Hrea

[ Doughnut
@ Radar

@ Surface

83 Fubble

il
il

=

£

Clustered Column, Compares values across
categories,

[ Press and Hold ko Wiew Sample ]

[ mext> ][ Ensh |

3) -8l Next 2UT 14T,

4) g-3T Uehal Next EUT QT4
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| Chart Wizard - Step 3 of 4 - Chart Options

Tlt | dxes aridines | Legend | Datalabels | Daka Table
Chart titles
Temperature OF City Temperature OF City
Cateqgary (8) axis: 35
Ciky 50

Yalue {Y) axis: 0 ]
Temp & 45 4
T
04
Blumbeai Mew Delhi Chennai Kalkatta
Ciky

[ Cancel H < Back ]I Nexk = ][ Firish l

5) AR fREUT= S St Wed Chart title — Temperature of City,
Category (x) axix —City, TUT Value (Y) axix- Temp I Z'I?‘IW Next JTfOT
T Finish 907 @4,

TTAIHTO 3TTYUT Line Chart, Pie Chart s. Y& Chart IR &&
TRl

6) Function - worksheet &Y HITE TR AT TUTA TThaT AT SHuATATS
Excel WY 3MUTATAT 99 9TaT&l  Functions TSeieit 3T@d. 34T. Sum,
Average, Max, Min Uppe, lower, Count, if. S.

7) Comment - TERN Aol ATfediaerer  erferes wifgdt Juamardt wn
VAT Comment <dT Id. 34T, T Column - 5) 'FIT%Fﬁ WIUIT AT T
TereR foFeTer HedTafis IMAeATAT TTATATHTO Message Tl @M ETE! Cell =t
& e &0, 9 Insert ﬁ';FI;—I Comment ¥IT. 9% Comment Type <R, JaTfor
ToreeR gawa foeTer et =,
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8) Picture - IT HATSAT U AMUUT I THTA  ClipArt, WordArt,

Autoshapes 3. TR Graphics 2Teh ITehal.

Microsoft Office 2007- Powerpoint

Powerpoint T packages TIT ATATdA ATAT a1 MR, “The package which
gives power to the debating point”. 3Td{T AT UeharalT 319} TEUTAT ‘a'éT-l goadl
JATERTA =T & STaaTdieh g, Tk f3RTuft I business T, Managerial
Authority T, Salesman T, T faemmoft Debating S AT (Eﬁﬂﬁ
@A), RO AT Debating ¥&® SMUEAT Project &, Idea = Scheme =T
TETAT UNUMTH ATEehRT=AT 9 Tl WATeR il o &1 Uiege o1 @9 Iierel grat
3TIUT U IaETE AETIell Hed Bid. g 9T Debating = &M WRTA
qTEr. TS W AR Presentation Material 3&T. Slids, Handouts etc. @it
goetl QX Hell STl T Marketing campaign feram Office Meeting e
Debating &XdMT 3191 Computerized Slideshow =t Waa 7. Powerpoint It

package YA T Slideshow TICATAT TAR HIAT Al

Powerpoint
A) Start -> Programs -> Microsoft Office -> Microsoft Office 2007

Powerpoint.

B) H@ Blank Presentation &1 YR feiee A OK 92UT 2ra.

Slide = formating
1) Font : He= Font, Format Menu Hefier Font, Command TUE Teha

Formatting toolbar W&t Option =R qSeAdT A,
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Font <]
Fank styis: slze
= r
= .
T arial Rounded MT Bold
B Blackadder ITC > |
Effects Colar:
[l underline [ superscrint
[ ] shadows FFsek: (O _— =
CJemboss [ subscripe Eefault For mevs objsces
This is a TruseTvpe Fonk.
This same Fonk will be used on both your printer and wour screen.

2) Bullets and Numbering — word : THTO e shetean fee @1 bullets
numbering JUATHTS! AT HATIHAT ITANT Bral.

3) Line Spacing : T M5 iHefter 37aX SUAUITATE AT ATDH=T STTNT gral.
4) Replace Font : Format 'E@T-ﬁﬂ Replace Font & Command JTU&A Heftet
TErEn fafdme Font AEd 3A® @YUl Text GH-AT TETEN T3 Font Wedt

TSt .

Slide Layout : Insert 3Tl Slide =T Layout (YehR), SR Change eI
A T AT HHATSEAT ToFeTeh HITa.

6) Slide Design : a1 Command 1 f#Teh Hheaa Td TATESH AT AT

HAT design apply HIAT A,

Other Layouts )
Apply a design template: : plp

Al

= |

Co |

M Show when inserting new slides
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7) Background : Format Menu Weftel AT STWHAT HERAT €T, TATZSAT

Insert Menu

1) New Slide ( Ctrl + M ) : TeH TAES Insert HIUATATS! AT HUTSAT foFeTeh
.
2) Duplicate Slide (Ctrl + D) : HIEHBT I FATSSHATA WX o Zax e
FATAIN AREAT FHATd. o TETE GOl SNBHET Ige1 wal. 191 JBt
JATquT e W’Ié's’ Duplicate Copy dIR & ITehal, ToW gelt ot Wﬁg e
A AT Edit ﬁa?ﬁﬁ Duplicate & &HTe foctae waEt, Tgurs LS TS
Teh iU ATETAT TR EIEe.
3) Symbol - Keyboard : TS FoFg Insert SHUITATE AT JATPH=T ITAT
.
4) Picture - Slide ey Clipart, WordArt, Autoshapes : ZTehdT JdTd.
5) Movies and Sounds - W‘I‘é@qsﬁ &®Tat - Pre —recorded sounds, video
clips ZTRUATATS! AT STTCITHT ST HIATd

View Option
1) Normal View : mm, TETat ‘{-Tvl'l'é's' TAR HedTaR IHEd W zrécr
FIUATETST AT view o1 STANT BT, IT view HEA Teht ABT Uehdl TATSS 4 IThd.
T‘fiw ‘!-T-l'lé‘s‘ih'-‘?'ﬁ &8 ¥ slide show WeR UTiRd W4,
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2) Slide sorter view : AT view Wed T@T TIGAT BIEAT AMhRNE Thumbnail
Slides T@@™a. a1 view HeF slides =T A TgeTal Adl. WFLWI?F{TI%'& ?lT:l?,!\'SIT
TATESH IR ST STEATA. dagaTa TAT5ed a1 view WA fawarm.

3) Slide show view : 3TTUUT IR HeledT W@mm T ThHIATR
UTEUaTETdt Slide show view AT AT SUTNT gral.

4) Notespages view - Slideshow TS Footnote WTYUT 3TAT ZT=I0T Z'Ié'q
FOITETS! AT view T ITART @ﬁ

5) Master slide - Background, logo, font — S. M q@=  date, page
number & FAX TG med, ar presentation file Weftel " slides ®TE
common &A1 JHEATH Master slide =T SUIRT grat.  Master slide SR et
A Ad  TATSSaR URUTH SHidTd.,

6) Header and Footer - T Ah WI?‘&"ER HTET e 34T, date, footer, fixed

text TSAT ITHATA HTHT THRUATHATS! BT AT ATUAT.

Header and Footer rﬁ'
Slide | Mokes and Handouts |
Inchude on slide appls Eo All
Date and kime : ;
() Update automatically &pply
Largi =4 Calendar bype:
|Era-=:!=.‘.=h s | |'-.-‘J.~';::teri1 |
&) Fixed Prewview

|Om5ai Zorpter Education |
[#] slide number T
[+] Eooter PrmosanaTan

| Application Software |

[ Don't show on title slide

Slide Show - (F5) 3MUUI IR Hholedl TATESH URIITSIUTE Teh ThIAERK
TeuaTETdt Slide Show - =T SUHNT gral,
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Slide Show - % T animation effect fRea™MaR 3MTAEAT Slide Show BRG]
WHTE Options SMUTATAT Setup HEA 3ATA ANTATA. TS Slide Show AT
AW AT HHTSEAT Toeten orat

Reherse Timing - 3TUTATAT Slide TS timing fix FUATEATET powerpoint

A& rmuTEt Th facility ettt eme.

Hide Slide - Slide show © d&! U@l Slide JATAATAT Show I THA

@t Slide select T&A Slide show T A hide slide T foreTeh .

Custom Animation

[Er addEffect v| (%o Remove |

. Diarnond

. Dissaolve In

[
. Expand :I
[

|§* Entrance » | 0
‘ﬂkf Ernphasis (K

¥ Exit |
ﬁ; MMation Paths » ﬁ'

s

. Flash Once

. Floak

e
_{/_’I//////// ,Grow & Turn

. Magnify
- Strekch

St
= [=]
o7 R o Y e I [ NN s SR S L R [ |

. Z0am

Mare Effects. ..

¢. wavem S Text o1 fhat Object @ Animation Effect wmeamen sz af
Torerere .

2. Slide Show =t AgAgA Command &1 feeteh shearat Window =T
3ot gratet Add Effect ® srzor fo@@. o SeummeRr foaes .

3. @A Entrance, Emphasis, Exit féfat Motion Path Ut awa TR
IEEE

¥. Entrance, Emphasis, Exit fehat Motion Path @ geersw < gan
it TR .
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