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Abstract

This chapter provides an in-depth exploration of advanced features of Microsoft Word, focusing on tools that
enhance productivity, automation, and document quality. It begins by introducing advanced functionalities such as
styles, tables, bookmarks, watermarks, hyperlinks, templates, and document conversion into formats like PDF.
These features enable users to create structured and professional documents efficiently. The chapter further explains
powerful tools such as Find and Replace, which facilitates quick navigation and modification within large
documents, and the Thesaurus, which assists in improving vocabulary and writing quality. It also covers automation
features including AutoText, AutoCorrect, and AutoFormat, which streamline repetitive tasks and improve
consistency.

A significant portion of the chapter is dedicated to Mail Merge, explaining its process and applications in generating
personalized documents such as letters, labels, and emails. Additionally, the chapter discusses working with tables,
graphics, charts, and macros, highlighting their role in organizing data and automating complex tasks.

Finally, the chapter covers document conversion techniques and file format compatibility, enabling users to adapt
documents across different platforms. Overall, this chapter equips users with advanced skills required for efficient
document creation, automation, and professional communication.

Keywords: Advanced Microsoft Word, Mail Merge, Find and Replace, AutoText, AutoCorrect, AutoFormat,
Templates, Macros, Tables, Charts, Document Conversion, Hyperlinks, Word Processing Automation, Office
Productivity Tools

Advanced Microsoft Word Features:- Some of the advanced features of Microsoft Word 2010 are listed below:
e Using Styles

Using Tables

Creating a Table of Contents

Creating and Using Bookmarks

Inserting Watermarks
e Creating Hyperlinked Text
e Importing Files in Other Formats

Creating Symbol Shortcuts
Using Document Templates
Saving as PDF

Using Comments and Changes

Find and Replace:-
Microsoft Word's Find feature, search through lengthy documents for a particular word, phrase, or character
string. We can choose to selectively or automatically replace the searched text with a different word, phrase, or
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character string. To access the "Find" and "Find and Replace" feature following steps are used.
1.Go to the "Home" tab menu on the Ribbon of Microsoft Word 2007/2010/2013, at the furthest right of the
group is the "Editing" options. Click the Editing item, a popup menu will appear and now you can see the "Find"

and "Replace" items at the top of the box. It seems not obvious to find out Find and Replace on the Ribbon.
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2.A dialog Box will be open. To locate a word or phrase in a Word document, Find. Enter the word or phrase
into the Find what: field and select Find Next. To replace a word or phrase, select the Replace tab and enter the text

to be found and the text to be replaced. Select Replace for one instance at a time or Replace All to change all at
once.

Find and Replace |

Find Replace I Go To I

Find what: IGeDrge LI Find Naxt
Options:  Match Case Cancel |
Replace with: IJames ;I Replace |
Replace all |
Search:  [all = Vi Less # |
[ Find whole words only
[ Use wildcards
[ Sounds like
[ Find all word Forms
Replace
Mo Formatting | Formak = Special *

Where to Search

Find and Find and Replace can be applied to an entire document or to just a portion of it. That choice is made
from the Search drop-down menu, which is viewed on the left side of the dialog box about half way down. If this
option is not shown, click the More button to display the bottom half of the dialog with more options.

Davan u

o

Up
Al

Search Direction
If this feature is not visible, click the more buttons on the Find & Replace dialog box to make the options visible.
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Using Thesaurus:- A thesaurus is a software tool included with some word processors that provides synonyms for
selected words on command. Users using Microsoft Word can open a thesaurus by highlighting the word one want
to look up and pressing the shortcut key Shift+F7.

There are a couple of ways to find synonyms in Word 2013.

1.To go straight to the thesaurus, click Review > Thesaurus.

HOME IMSERT DESIGM PAGE LA
ABC

A EIREY

Spelling & Define] Thesaurus | Word  Translate Language
Grammar Count - -

E

Proofing Language

The Thesaurus list opens with a list of synonyms for any selected word. To insert or copy a word from the
Thesaurus, pause over the word so you can click the dropdown arrow, and then click Insert or Copy. To keep
looking, click any word in the Thesaurus list to switch to synonyms for that word.

2. The other way to find synonyms is to simply right-click any word in your document and click Synonyms. This
opens a short list. If you see a word you like, click it to replace the original word.

Thesaurus B

(&) | choose =

4 select (v.)
select
pick
take
indicate
elect
cherry-pick
pick cut (Dicticnarny Form)
decide on (Dicticnary Form)
go for (Dicticnary Form)

point out (Dicticnary Form)

3.If none of the words is quite right, click Thesaurus at the bottom of the list to see more possibilities.
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choice
Paste Options:
A Font..
=x Paragraph...
Define
Synonyms g excellent
E“g Translate high-quality
".fa Search with Bing optimal
% Hyperlink... special
¢ Mew Comment prime
best
select
Click Thesaurus for superior
e Synenme EE Thesaurus..

Using Auto (Automatically insert/Formatting text):- There’s more than one way to automatically enter text in

Word.

1.Auto Text:-we can insert blocks of preformatted text using AutoText from our AutoText gallery. This is
useful, for example, when we need to repeatedly enter the same large block of text and the text contains a lot of
formatting. we create AutoText entries by adding selected text to the AutoText gallery.

2.Auto Correct:-Word can also automatically complete a word, phrase, or sentence after we’ve typed only a few
characters. To do this, we first add the text entries in the AutoCorrect dialog box.

3. Auto format:- Word also have AutoFormat settings, such as automatic formatting of hyphens and dashes,
fractions, hyperlinks, quotation marks, and bulleted or numbered lists.
1.Auto Text:-

1. Add text to the AutoText gallery

e AutoText entries are stored as building blocks. To create a new entry, use the Create New Building
Block dialog box.

e In your document, select the text that you want to add to your gallery of AutoText entries.

e On the Insert tab, in the Text group, click Quick Parts, point to AutoText, and then click Save Selection
to AutoText Gallery.

e Till out the information in the Create New Building Block dialog box. Most of the default values are
fine, but including a unique name and description makes the AutoText easier to use.
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Mew AutoText

Mame:

Gallery: AutoText

Category: General

Description:

Save in: Mormal.dotm

Options: Insert content only

oK

Name:
Gallery:  Select the AutoText gallery.

Type a unique name for the AutoText building block.

Category:  Select the General category, or create a new category.
Type a description of the building block.
Click the name of the template in the drop-down list. For example, click Normal.

Description:
Save in:
A template must be open to be displayed in the drop-down list of template names.
Options:  Choose one of the following:

Select Insert content in its own page to place the building block on a separate page, set off from the rest
of your content with page breaks.

Select Insert content in its own paragraph to make the content into its own paragraph, even if the uset's
cursor is in the middle of a paragraph.

Select Insert content only for all other content.

2.Enter text using AutoText

On the Insert tab, click Quick Parts, and then point to AutoText.
Click the entry that you want to add.

2.Auto Correct:-
1.Add text to the AutoCorrect list

Foundations of Computer Science and Information Technology, Edited By: Dr. Sunita Chaudhary

To add text entries that are inserted automatically when you type a specific set of characters, use the
AutoCorrect list in the AutoCorrect dialog box.

Select the text you want to automatically insert.

Click the File tab.

Click Options.

Click Proofing.

Click AutoCorrect Options, and then click the AutoCorrect tab.
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| AutoFormat
AutoCorrect hath AutoCorrect

Show AutoCorrect Options buttons

Correct TWao IMitial Capitals

Capitalize first letter of sentences
Capitalize first letter of table cells
Capitalize names of days

Correct accidental usage of caPs LOCK key

Replace text as you type
Replace: With: (@) plain text Fort

(e]

(r)
(trm)

i@ |m

00

Automatically use suggestions from the spelli

e Select the Replace text as you type check box, if it is not already selected.

e Under Replace, type the characters that you want to use for your automatic text. The text that you
selected in your document should appear under With.

e The AutoCorrect list is global across the Office programs that support this feature. When you add or
delete a word from the list in one program, the other Office programs are also affected.

2.Enter text using AutoCorrect
As you type in your document, the text in the left column of the AutoCorrect list, under Replace, is automatically
replaced with the text in the right column, under With.

3.AutoFormat :- AutoFormat feature is used to quickly apply or change automatic formatting such as hyphens and
dashes, fractions, hyperlinks, quotation marks, and bulleted or numbered lists. To turn off automatic formatting,
simply clear each option you want to turn off on the AutoFormat As You Type tab.

a. The AutoFormat As You Type options are global options that apply to all files for a program.

b.The AutoFormat As You Type options can’t be applied to previously written text in Outlook, PowerPoint,
Excel, Publisher, and Visio.
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AutoCorrect ?

AutoFormat Actions
AutoCorrect Math AutoCorrect AutoFormat As You Type

Replace as you type
“Straight quotes” with “smart quotes” Crdinals [1st) with superscript
Fractions (1,2} with fraction character [¥3) Hyphens [--) with dash [—)
|:| *Bold* and _italic_ with real formatting
Internet and network paths with hyperlinks

Apply as you type
Automatic bulleted lists |:| Automatic numbered lists
Eorder lines Tables
[ Built-in Heading styles

Automatically as you type
Format beginning of list item like the one before it
Set left- and first-indent with tabs and backspaces
|:| Define styles based on your formatting

Mail Merge:-

Mail Merge is a powerful tool for writing and sending a personalized letter or e-mail to many different people at
the same time. You can also use it to create envelopes or labels with each recipient' information. Mail Merge imports
data from another source such as Excel and then uses that data to replace placeholders throughout your message
with the relevant information for each individual you are messaging. You can use it to quickly create personalized
messages for hundreds of people at once.

Mail merge process

The mail merge process has three documents involved in creating and printing letters and emails, or labels and
envelopes.

main document

This document contains text and graphics (a logo or an image, for example) that are identical for each version of
the merged document. An example of identical content is the return address on the envelope or in the body of a
letter or an email message.

mailing list

This document contains the data that is used to fill in information in your main document. For example, your
mailing list contains the addresses to be printed on the labels or envelopes.

merged document

This document is a combination of the main document and the mailing list. Information is pulled from your
mailing list and inserted in your main document, resulting in the merged document—the letter, email, labels, or
envelopes—personalized for different people on the mailing list.

Mail Merge

Use the Mail Merge Wizard to create form letters, mailing labels, envelopes, directories, and mass e-mail and fax
distributions. To complete the basic process, you:

[l Open or create a main document.

[} Open or create a data source with individual recipient information.

[J Add or customize merge fields in the main document.

[] Merge data from the data source into the main document to create a new, merged

document.
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(a) Writing the form letter

Write the form letter then

1. On the Tools menu, point to Letters and Mailings, and then click Mail Merge Wizard.
2. Under Select document type, click Letters.

3. The active document becomes the main document.

4. Click Next: Starting document.

5. Click on Use the current document

6. Click Next: Select recipients.

(b) Working with mailing list and data source (creating new list)

7. Under Select recipients, click Type a new list.

8. Click Create.

9. In the New Address List dialog box, type the information you want to include for the first entry under Enter
Address information; for example, title, names, and address information. You do not have to fill in every field.

10. To complete the first entry and move on to a new entry, click New Entry.

11. Repeat steps 9 and 10 until you've added all the address entries you want, and then click Close.

12. In the Save Address List dialog box, type a name for the address list in the File name box, and select a folder

to save the list in.
13. Click Save.

(b) Selecting merge records
14. Place tick mark in front of the records you want to include in mail merge.

(c) Merging form document
15. Click on Next: Write you letter.
16. click on More items and when dialog box appears, select the merge field and click on Insert.

(d) Printing merge document or sending to new document
17. Click on Next: Complete the merge
18. Click on Print to print the merge document or click on Edit individual letters to merge to new document.

To use Mail Merge:
e Open an existing Word document, or create a new one.

e TFrom the Mailings tab, click the Start Mail Merge command and select Step by Step Mail Merge
Wizard from the drop-down menu.

FILE HOME IMSERT DESIGM PAGE LAYOUT REFEREMCES MAILINGS

= E s =

Af

Mormal Word Document

Envelopes Labels Start Mail  Select Edit Highlight Address Greeting Insert Merge
Merge = | Recipients = Recipient List | Merge Fields Blocl Line Field
Create |__"| Letters Write & Insert Fields
L £ E-mail Messages ; 2 3
- E] Envelopes.
'-_'D Labels...
E Directory

Step-by-Step Mail Merge Wizard... lb
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The Mail Merge pane appears and will guide you through the six main steps to complete a merge. The following
example demonstrates how to create a form letter and merge the letter with a recipient list.

Step 1:
Choose the type of document you want to create. In our example, we'll select Letters. Then click Next:
Starting document to move to Step 2.

Mail Merge MRS

Select document type

What type of document are
you working on?

" E-mail messages
Envelopes
Labels
Directory

Letters

Send letters to a group of
people. You can personalize
the letter that each person
receives.

Click Mext to continue.

Step1ofb

=» Mext: Starting documﬁnt

Step 2:
Select Use the current document, then click Next: Select recipients to move to Step 3.

Mail Merge Tx

Select starting document

How do you want to set up
your letters?

I # Use the current document I

() Start from a template

Start from existing document

Use the current document

Start from the document
shown here and use the Mail
Merge wizard to add
recipient information.

Step 2 of b

= Next: Select rE:cil:JiE:rﬂqﬂ_’.2

€ Previous: Select doculfent ty

Step 3:
Now you'll need an address list so Word can automatically place each address into the document. The list can be
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Mail Merge A S

Select recipients

Il’i‘ Use an existing list I

() Select from Outlook contacts
(1 Type a new list
Use an existing list

Use names and addresses
from a file or a database.

Browse..

E- Edit reciptent list

Step 3 of 6
= Mext: Write your letter

# Previous: Starting document

Locate your file and click Open.

= 4 .. » Libraries » Documents » AdWorks

Organize « Mew folder

- Mame

|4 Libraries = Last Name
Add List
[ Documents = . Albertson

&' Music Letter . Brennan

[&5] Pictures - Davis

‘ Videos . Forest
Jones

Post

Lol Computer

First Mame
Kathy
Michael
William
Eliza

Dan
Melissa

E, 05 (C:) 2 |

| MNew Source...

K1

File name: |Address List v | |AII Data Sources

Tools - | Open [ﬁ |

If the address list is in an Excel workbook, select the worksheet that contains the list and click OK.
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in an existing file, such as an Excel workbook, or you can type a new address list from within the Mail Merge

Wizard.
From the Mail Merge task pane, select Use an existing list, then click Browse... to select the file.
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=

L4

Description  Modified

Type

S/82013 211 PM 5/%/2013 2:11:11 PM TABLE

First row of data contains column headers

In the Mail Merge Recipients dialog box, you can check or uncheck each box to control which recipients are
included in the merge. By default, all recipients should be selected. When you're done, click OK.

This is the list of recipients that will be used in your merge. Use the options below to add to or change your list.
Use the checkboxes to add aor remove recipients from the merge. When your list is ready, click OK.

Address List.xlsx
Address List.xlsx
Address List.xlsx Davis
Address List.xlsx Forest
Address List.xlsx Jones
Address List.xlsx Post
Address List.xlsx

Address List.xlsx Walters

£

Brennan

Thoempson

Albertson

Michael
Williamn
Eliza
Dan
Melissa
Shannon
Chris

| 1024 Lakeview Cir
1123 Main 5t
540 W 4th St, Apt 121
PO Box 4551
PO Box 805
3202 Maplewood Ave
500 Acme Ln, Apt 3C
436 Church 5t

| Peacht
Wilmin
Mew
Reno

Raleigh
Richm
Spring)
Colurm

>

Data Source

Address List.xdsx

Refresh

Refine recipient list
2] sort..
T Filter...

Find duplicates...

L
L_,D Find recipient...

Validate addresses...

From the Mail Merge task pane, click Next: Write your letter to move to Step 4.
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Mail Merge it

Select recipients

®) Use an existing list
Select from Cutlook contacts

Type a new list

Use an existing list

Currently, your recipients are
selected from:

[Sheet15] in "Address Listadsx
[0 select a different list..,

C# Edit recipient list...

Step3 of 6
=3 Mext: Write your lette
€ Previous: Starting do}ﬂ;jment

If you don't have an existing address list, you can click the Type a new list button and click Create. You can
then type your address list.

Step 4:

Now you're ready to write your letter. When it's printed, each copy of the letter will basically be the same; only
the recipient data (such as the name and address) will be different. You'll need to add placeholders for the
recipient data so Mail Merge knows exactly where to add the data.

To insert recipient data:
Place the insertion point in the document where you want the information to appeatr.

L E 1 2 3 4 - )
Mail Merge ML

‘Write your letter

If you have not already done
s, write your letter now,

To add recipient information
to your letter, click a location
inthe document, and then

click one of the items below.

B Address block...

B Greeting line...

d Electronic postage...
| I El more items...

When you have finished
writing your letter, click Mext.

As you may know, 2013 marks our 12th year of doing business. Over T (T raT = 2mT

grown from a tiny startup into a robust company with over 200 emplc Ipet;mﬂﬂ”le each recipient’s
erLer.
~ Our growth would not have been possible without loyal customers lik
extend to you a 20% discount on your next order. It's our way of sayi Step4 of 6

business. We'll keep working hard to provide the best possible custon
products, just as we've always done. Thanks again for choosing AdwWc

=> MNext: Preview your letters

- € Previous: Select recipients

a4 3

Choose one of the four placeholder options: Address block, Greeting line, Electronic postage, or More
items.
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Mail Merge Sl

Write your letter

If you have not already done
so, write your letter now.

To add recipient information
to your letter, click a location
in the document, and then

click one of the items below.

Address block..
|;_|* Electronic postage...
BB More items...

When you have finished
writing your letter, click Mext.
Then you can preview and
personalize each recipient’s
letter.

Step 4 of b
=2 Mext: Preview your letters

€ Previous: Select recipients

Depending on your selection, a dialog box may appear with various options. Select the desired options and click
OK.

Specify address elements Preview

Insert recipient’s name in this format: Here is a preview from your recipient list:

Joshua 1 M

Joshua Randall Ir.

Joshua Q. Randall Jr, Ms, Kathy Albertson

M, Josh Randall Jr, .
Mr, Josh Q. Randall Jr, 1024 Lakeview Cir

Mr. Joshua Randall Jr. b Peachtree City, GA

] Insert company name

Insert postal address:
() Mewer include the country/region in the address
Always include the country/region in the address
® Only include the country/region if different than:

Correct Problems

If tems in your address block are missing or out of order, use
|Lin'rted States v Match Fields to identify the correct address elements from
your mailing list,

Format address according to the destination country/region Miakch Fields..

A placeholder will appear in your document (for example, «AddressBlock»).
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wAddressBlocks

As you may know, 2013 marks our 12th year of doing business. Cver
grown from a tiny startup into a robust company with over 200 emplc
” Our growth would not have been possible without loyal customers lik
extend to you a 20% discount on your next order. It's our way of sayi
business. We'll keep working hard to provide the best possible custon
products, just as we've always done. Thanks again for choosing Adwe

4 »

-

Mail Merge

Write your letter

If you have not already done
5o, write your letter now.

To add recipient information
to your letter, click a location
in the document, and then

click one of the items below.

D Address block...

B Greeting line...

|—_|+ Electronic postage...
ER maore items...

When you have finished
wiriting your letter, click Next.
Then you can preview and
personalize each recipient's
letter,

Step 4 of 6

=3 MNext: Preview your letters

€ Previous: Select recipients

- X

Repeat these steps each time you need to enter information from your data record. In our example, we'll add a

Greeting line.

wAddressBlock»

wGreetingline»

As you may know, 2013 marks our 12th year of doing business. Over
grown from a tiny startup into a robust company with over 200 emplc
~ Cur growth would not have been possible without loyal customers lik
extend to you a 20% discount on your next order. It's our way of sayi
business. We'll keep working hard to provide the best possible custon

products, just as we've always done. Thanks again for choosing AdWe _

4 b

When you're done, click Next: Preview your letters to move to Step 5.

Mail Merge LS

Write your letter

If you have not already done
sa, write your letter now.

To add recipient information
to your letter, click a location
in the document, and then

click one of the items below,

E Address block...

B Greeting line...

|—_|'-" Electronic postage...
Bl More items...

When you have finished
writing your letter, click Mext.
Then you can preview and
personalize each recipient's
letter.

Step4ofb
=3 Mext: Preview your letters

€ Previous: Select recipients
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Mail Merge S

Write your letter

If you have not already done
50, write your letter now,

To add recipient information
to your letter, click a location
inthe document, and then

click one of the items below.

Address block...
Greeting line...

|;_'|!’ Electronic postage...
Bl More items...

‘When you have finished
writing your letter, click Mext,
Then you can preview and
personalize each recipient's
letter.

Step 4 of 6
=> Mext: Preview your Ietters;
€ Previous: Select recipient

For some letters, you'll only need to add an Address block and Greeting line. Sometimes, however, you may
want to place recipient data within the body of the letter to personalize it even further.

Step 5:
Preview the letters to make sure the information from the recipient list appears correctly in the letter. You can
use the left and right scroll arrows to view each document.

L E 1 2 3 4
-

Mail Merge

Preview your letters

One of the merged letters is
previewed here, To preview
another letter, click one of
the following:

Ms. Kathy Albertson Use the arrows to  [EEEN Recipient: 1 | .

1024 Lakeview Cir preview each letter R LTER Er
Ind a recipient...

peachtree City, GA o ?

Make changes

You can also change your

recipient list:
The preview allows you to Edit recipient list...
see how remplent data ‘ Exclude this recipient

will appear in each letter

When you have finished
previewing your letters, click
MNext. Then you can print the

Dear Ms. Albertson,

i As you may know, 2013 marks our 12th year of doing business. Over merged |etters or edit
individual letters to add
grown from a tiny startup into a robust company with over 200 emple personal comments.
Our growth would not have been possible without loyal customers lik Step 5 of 6
extend to you a 20% discount on your next order. It's our way of sayi 3 Mext Complete the merge

[ - T - ' [ - ' . a1

[ - |

Click Next: Complete the merge to move to Step 6.
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Step 6:

Click Print... to print the letters.

https.//ibseries.com/index.php/IMBS/

Mail Merge heiad

Preview your letters

One of the merged letters is
previewed here. To preview
another letter, click one of
the following:

Recipient: 1
173 Find a recipient...

Make changes

You can also change your
recipient list:

Edit recipient list...

| Exclude this recipient

When you have finished
previewing your letters, click
Mext. Then you can print the
merged letters or edit
individual letters to add
personal comments.

Step 5 of 6

= MNext: Complete the merge

€ Previous: Write your lette)

Mail Merge M

Complete the merge

Mail Merge is ready to
produce your letters.

To personalize your letters,
click "Edit Individual Letters,”
This will open a new
document with your merged
letters. To make changes to
all the letters, switch back to
the original document.

Merge
E=:g, Frint. .
By Editﬁdi\ridual letters...

Stepbof b

& Previous: Preview your letter:

A dialog box will appear. Click All, then click OK.

Print records

O Current record
D From: | | To:

oK ﬂ| Cancel |
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The Print dialog box will appear. Adjust the print settings if needed, then click OK. The letters will be printed.

Printer

Hame: Lexmark X422 [MS) | Properties |
Status: Idle

Type: Lexmark X422 [M5])
Where: 10.1.10. [ Print to file

Comment: [ manual duplex

| Find Printer... |

Page range Copies

(@) All Mumber of copies:

Current page Selection

() Pages: ! g Collate
Type page numbers and/or page ranges

separated by commas counting from
the start of the document or the
section, For example, type 1, 3, 5-12 or
plsl, pls2, pl1s3—p8s3

Print what: |Documer‘|t | Zoom
Print: |AII pages in range IEI Pages per sheet: |-I page

Scale to paper size: |No Scaling

|

Working with tables:-

A table is made up of rows and columns of cells that you can fill with text and graphics. Tables
are often used to organize and present information.

(a) Inserting table:

Use this procedure to make choices about the table dimensions and format before the table is inserted into a
document.

1. Click where you want to create a table.

2. On the Table menu, point to Insert, and then click Table.

3. Under Table size, select the number of columns and rows.

4. Under AutoFit behavior, choose options to adjust table size.

5. To use a built-in table format, click AutoFormat,

Select the options you want.

(b)Selection in table: to select

(a) A cell: Click the left edge of the cell.

(b) A row: Click to the left of the row.

(c) A column: Click the column's top gridline or border.

(d) Multiple cells, rows, or columns: Drag across the cell, row, or column.

(e) Multiple items that are not necessarily in order: Click the first cell, row, or column you want, press CTRL, and
then click the next cells, rows, or columns you want.

Note You can also select rows, columns, or the entire table by clicking in the table and then using the Select
commands on the Table menu.

(¢) Inserting row, column or cell:
1. Select the same number of cells, rows, or columns as the number of rows or columns you want to insert.
2. On the Table menu, point to Insert, and then click an option.

(d) Deleting row, column or cell:
1. Select the cells, rows, or columns you want to delete.

2. On the Table menu, point to Delete, and then click either Columns, Rows, or Cells.
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3. If you are deleting cells, click the option you want.

(e) Merging Cells
You can combine two or more cells in the same row or column into a single cell. For example, you can merge
several cells horizontally to create a table heading that spans several columns.

1. Select the cells you want to merge.
2. On the Table menu, click Merge Cells

(f) Splitting cell

1. Click in a cell, or select multiple cells that you want to split.

2. On the Table menu, click Split Cells.

3. Select the number of columns or rows you want to split the selected cells into.

(g) Auto-formatting table: You can quickly give your table a professional design by using any of the built-in table
formats.

1. Click the table.

2. On the Table menu, click Table AutoFormat.

3. In the Table styles box, click the format you want.

4. Select the options you want.

5. Click Apply.

(h) Repeating Heading row: if table spans over multiple pages, position the insertion point on heading row and
click on Repeating Heading row on Table menu the heading row automatically repeats on following pages and
does not require typing of heading row on top of every page.

Spell checking and grammar:-
By default, Microsoft Word checks spelling and grammar automatically as you type, using wavy red underlines to
indicate possible spelling problems and wavy green underlines to indicate possible grammatical problems.

You can also check spelling and grammar all at once.

1. On the Standard toolbar, click Spelling and Grammar.

2. When Word finds a possible spelling or grammatical problem, make your changes in the Spelling and
Grammar dialog box.

Finding Synonyms:-
You can use the thesaurus to check synonyms. The thesaurus provides a list of synonyms for the
text you look up, and highlights the one that is closest to what you have typed.
1. Select the word whose synonym is required.
2. Click on Tools, point to Language then click on Thesaurus.
3. Select the word and click on Replace.

Working with Graphics:-

There are two basic types of graphics that you can use to enhance your Microsoft Word documents: drawing
objects and pictures. Drawing objects include AutoShapes, diagrams, curves, lines, and WordArt drawing objects.
These objects are part of your Word document. Use the Drawing toolbar to change and enhance these objects with
colors, patterns, borders, and other effects.

(a) Inserting picture:

1. Click where you want to insert the picture.

To insert the picture on a drawing canvas, select the canvas.

2. On the Insert menu, point to Picture, and then click From File.

3. Locate the picture you want to insert.

4. Double-click the picture you want to insert

(b) Inserting Clipart

1. On the Insert menu, point to Picture, and then click Clip Art.
2. In the Insert Clip Art task pane, in the Search text box, type a word or phrase that describes the clip you want
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or type in all or some of the file name of the clip.

3. To narrow your search, do one or both of the following:

a.To limit search results to a specific collection of clips, in the Search in box, click the arrow and select the
collections you want to search.

b. To limit search results to a specific type of media file, in the Results should be box, click the arrow and select
the check box next to the types of clips you want to find.

4. Click Search.

(c) Inserting WordArt

1. click Insert menu, point to Picture, then click on WordArt

2. Click the WordArt effect you want, and then click OK.

3. In the Edit WordArt Text dialog box, type the text you want.
4. Do any of the following:

o To change the font type, in the Font list, select a font.

o To change the font size, in the Size list, select a size.

o To make text bold, click the Bold button.

o To make text italic, click the Italic button.

Macro:-

If you perform a task repeatedly in Microsoft Word, you can automate the task by using a macro. A macro is a
series of Word commands and instructions that you group together as a single command to accomplish a task
automatically.

Here are some typical uses for macros:

1. To speed up routine editing and formatting

2. To combine multiple commands; for example, inserting a table with a specific size and borders, and with a
specific number of rows and columns

3. To make an option in a dialog box more accessible

4. To automate a complex series of tasks

(a) Creating macro

1. On the Tools menu, point to Macro, and then click Record New Macro.

2. In the Macro name box, type a name for the macro.

3. In the Store macro in box, click the template or document in which you want to store the macro.

4. In the Description box, type a description for the macro.

5. If you don't want to assign the macro to a toolbar, a menu or shortcut keys, click OK to begin recording the
macro.

(b) Playing macro
1. On the Tools menu, point to Macro, and then click Macros.
2. select the macro from list and click on Run.

(c) Deleting macro
1 On the Tools menu, point to Macro, and then click Macros.
2 select the macro from list and click on Delete and click on Close.

Working with Templates:-

Every Microsoft Word document is based on a template. A template determines the basic structure for a
document and contains document settings such as AutoText entries, fonts, key assignments, macros, menus, page
layout, special formatting, and styles.

(a) Creating template

1. Do one of the following:

a.To base a template on an existing document

1. On the File menu, click Open.
2. Open the document you want.
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b.To base a new template on an existing template

3. On the File menu, click New.

4. In the New Document task pane, under New from template, click General Templates.

5. Click a template that is similar to the one you want to create, click Template under Create New, and then click
OK.

4. On the File menu, click Save As.

5. In the Save as type box, click Document Template. This file type will already be selected if you are saving a file
that you created as a template.

6. The default folder is the Templates folder in the Save in box. To save the template so that it will appear on a
tab other than General, switch to the corresponding subfolder within the Templates folder.

7. In the File name box, type a name for the new template, and then click Save.

8. In the new template, add the text and graphics you want to appear in all new documents that you base on the
template, and delete any items you don't want to appeat.

9. Make the changes you want to the margin settings, page size and orientation, styles, and other formats.

10. On the Standard toolbar, click Save icon, and then click Close on the File menu.

Charts:- A chart is a graphic representation of data. Charts allow users to see what the results of data to better
understand and predict current and future data.

Types of charts:-There are a wide vatiety of charts available to display data, below are the most popular types of
charts supported in most programs.

Bar chart:- Alternatively referred to as a bar graph. A bar chart is a graphic representation of data. Bar charts show
horizontal or vertical bars going across the chart horizontally, with the values displayed on the bottom of the chart.
Below is a sample picture of a bar chart of unique views Computer Hope received between the years of 2005 and
2013. In this chart all important parts that make up the chart are also labeled.

Bar Chart Overview

) - Chart title
Y-Axis Computer Hope Views «—

Data series

-+ Gridline

100,000,000

90,000,000
Plot area

80,000,000
70,000,000

60,000,000 Legend

50,000,000

H Total
40,000,000
30,000,000
20,000,000

10,000,000

o]

2005 1200\5 2007 2008 2009 2010 2011 2012 2013 =X -AXis
]

Tick mark

Column chart:- A column chart is a graphic representation of data. Column charts display vertical bars going
across the chart horizontally, with the values axis being displayed on the left side of the chart. In the picture below,
is an example picture of a column chart of unique visitors Computer Hope has received between the years of 2000
and 2006. As can be seen in this example, you can immediately see a gentle increase of users without reading any
data.
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Column Chart
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3.Flow chart:- A flowchart is a graphical representation of decisions and their results mapped out in individual
shapes that were first developed by Herman Goldstine and John von Neumann in the 1940's. Flowcharts can
provide a step-by-step diagram for mapping out complex situations, such as programming code or troubleshooting
problems with a computer. The picture to the right shows an image from Microsoft Visio, a popular program used
to design and create flowcharts and diagrams.

Below is an example of a basic flowchart created in Visio that gives a good representation of their layout. As can
be seen, you have several steps that may be followed systematically to help determine the cause of computer
problem. Of course, this is just an example and not the full set of steps required to troubleshoot computer issues.

Flowchart Example

Does the
computer turn
on?

Are there any Is the computer
error messages?. power light on?

Turn the
computer

Perform a J
search for the UCRENEOI Check the

error Co'mputer computer
message is fine power cord
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Basic Flowchart Shapes

Cross-Functional Flowchart Shapes

- Process ’ Decision

[| | subprocess @ Start/End

[_—“ Document AW Data

U Database - External Data

- Custom 1 ' Custom 2

- Custom 3 . Custom 4

. On-page . Off-page
reference reference

4.Graph:- Not to be confused with a chart, a graph is a visual representation of values over grids (horizontal
and vertical lines) that give the user an easy to view representation of all the values. Below is a picture and an
example of a basic graph.

100,009,000

20,000 800

£0.008,800

70,008 000

£0.000.200

%0.000.900

40,000,000

30008000

20,000,000

10,009 800

L T €

. 2
http./Avww.computerhope.com

5.Line chart:- alternatively referred to as a line graph, a line chart is a graphic representation of data that is
plotted using a series of lines. Line charts display lines going across the chart horizontally, with the values axis being
displayed on the left side of the chart. In the picture below, is an example of a line chart showing unique visitors to
Computer Hope.
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1000000
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As can be seen in this example, you can easily see the increases and decreases each year over different years.
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6.Pie chart:- Circular chart that is sliced into sections (similar to slicing a pie you would eat), each section
represents a percentage. The picture shows a pie chart of Computer Hope visitors from the years 2000 to 2002.
With pie charts, users can see that the visits to Computer Hope increased significantly in 2002 when compared to
2000.

Com puter Hope
harith of January

@ 2000
m2om
ooz

7.Point chart:- A point chart is a graphic chart comprised of various points (or dots) that commonly represent a
large quantity of data and can be used to locate trends or averages.

Creating Charts in Microsoft Word :- In Microsoft Word, you can insert many kinds of data charts and graphs,
such as column charts, line graphs, pie charts, bar charts, area graphs, scatter graphs, stock charts, surface charts,
doughnut charts, bubble graphs, and radar graphs.

1.0pen your Word document and click on the Insert > Illustrations > Charts:
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2.Word will open a menu titled Insert Chart. Select the type of chart you'd like to create and then choose the desired
template:
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Click on OK to insert the selected chart into the document. By default, the chart will insert at your current cursor
position.

3.Word will also create a data sheet (Excel table) for the chart. Any modifications made to the data sheet will be
automatically carried over to the new chart:

4.Customizing Your Microsoft Word Chart:- Open your Word document, select the desired chart and then go to
Chart Tools > Design tab. Here, you will be able to edit the chart to your liking:

gt et Ao ~——

200 0

You'll find additional customization options under the Layout and Format tabs.

Converting a word document into various Formats:- There are three primary ways to convert word files to files
compatible with Microsoft Word, such as .doc, .docx,.xls,.ppt, .pdf or rich text(.rtf) formats:
1. Manually open and save the document as a new file type,
2. Use an online conversion setvice, or
3.Download one of many available conversion programs. Free conversion programs atre available online.

1. Open the file with Word

There are two ways to open the file with Word. First, you can locate the .rtf file in its folder, right-click on it, and
then select Open With from the menu that pops up. Here, you can choose to open the file with Word. You may
have to select Browse if Word does not come up as an option. In this case, you have to locate the folder with the
Word launch icon, which is usually under Microsoft Word or Microsoft Office. The other method is to launch
Word, then click Open under the File menu. Find the folder where the .rtf file is saved, then double-click to open it
in Word.

Save it as a Word file

Once your files is open in Word, click on the File menu again and select Save As. Depending on your version of
Word, you may have to select a destination folder before a save window appears. When the save window comes up,
look under the line where the file name appears, and click the Save as Type drop menu. From here, you can select
Word Document to save it in either a .docx format or .doc, .docx,.xls,.ppt, .pdf ,.rtf format for Word Document.

2. Use an online service

If manual conversion is beyond your comfort level with Word, try one of several online conversion services. The
methods vary by website, but they are generally easy to follow. Use a search engine to find a service that works for
you.

3. Download conversion software

There are many free or inexpensive converter software programs that can be downloaded from websites, and
they typically work the same way as the online services, except you can access them offline.
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