’ Very Short Answer Type Qu&ﬂiﬂﬂ

What is Network ?
2 What is elient / Node 7

i What is Router ?

it What is web browser 7

5. What is opera browser 7

6. What is E-mail ?
’ Short Answer Type Question
Write the brief introduction of Network ?
What is Local Area Network (LAN) ?
What is network interface card ?
Write the disadvantages of Netwark ?
Write advantages qfhwqphd.: o




software. Microsoft Word is used to create dﬁ:' edit prof _
documents such as applications, forms, templatﬂs, 1S10t
reports, and booklets by using Mmmﬂnfb Word.

nrd Pmcesmng Tuuls - The Fﬂm

saving, pnntmg, edl_t_mg, and fomatﬁl_ﬂﬂ .ﬁhﬁ DEUTN -
ete.

Some common Word Pmcasstng Softwai
(i) Word Pad (i
(i) Word Star (iv) Note
Usage of M.S. Word
MmmsoftWarﬂm be used for foll
















PR ‘LIP ART AND PICTURE, _ 1o
’ 3.4 INSERTING WORD ART, CLI E (i Tt sk o ot ol
3.4.1 Word Art document..

Word Art changes the text into a Dﬂw'iﬂi Items. Word Ar

designs to write Text. These designs are present in Word Art Gallery. The
steps are as follows :

1. Click on 4 ("WG!'&M) option from Text ri




A= c]ickthaMarmmmmmdAmof e oot 8
(i) Double-click the picture that you want to ingert and it will appea, Ty upésfna will appear. Normal is selected by M .' W o~ S
your document, dofault: .. v .
’3.5 PAGE SETTING, SUPER SCRIPT AND SUB SCRIPT (iii) Click the predefined margin size m
want.
3.56.1 Page setting th!lmipﬂlﬂ Layout —

'I"
Nl

Page layout tab have a variety d?‘l‘Wmﬂf e s
affect the appearance of conte :




(i) Adjust the margin sizes for each side of the Page: e (Columns & nphﬂnsphts the text into two or more co

2, Orientation :
(}nantnuon de :.daa the Landscape or




(i) Do one of the following :
(@) Click a predesigned watermark, such as U
the gallery of wat rks.
B NN @ On the Page Toypotta i aen

ark and then select or type




2 Super Seript and Sub Script

e

superscript and subseript
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Do the following steps :

@ggtn the Home tab, in the Pmﬂﬂph roup, ‘click Billets or Nainber-




’ 3.7 BORDER AND SHADING ik Shading
Borders and shading is a good feature of M8 Word. You can

3.7.1 Borders
shai . or both around n'singlem‘ el i

Page Borders are used to put borders around the page. When you click My o4
Page Borders in Page Background group of Page Layout tab, a dialog, of ¥




1.8 FORMAT PAINTER, FIND AND REPLACE,
INSERTING TABLE

3.8.1 Format Painter

ing steps : }

that we want to ¢,




(i) If the text is found in the document, it will be highlighted in yelloy,
and a preview Will appear in the navigation pane.
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4. Mention the number of columns and rows in the Insert Table dialog,,
box and click QK button.

wo new tabs (Design and Layout) will 5
'-.&;gp}gy-van 3 Tahle tools. You cap g




you can also make changes in the table after creating and entering dag, ;.
"¢ You can insert rows, columns or cells to enter new data. You can also delety,
she unwanted columns or cells in a table.

3.10.1 Inserting eolumns in a table

eft of the aximnzwlumn Perform tp,

-
Akl




on the Layout Tab, perform one o \
the

nder Rows and Columns Group,
following steps {o insert the rows in a table :
. b X vt the row above the current row then click on Ing

@




. You can insert a cell in a table by ri

Inserting a cell in a Table
button.
Perform the following steps to insert a cell in a Taﬁlg_

1. Right click the mouse button click on Insert — Inser




3.10.4 Deleting Rows in a Table

Perform the following steps to Delete Row in a Table:
1. Select the Row which you want to delete.

‘2. Click on Delete button — Select Delete |
Columns group.




4. Select Shift cells left or Shift cells up option.
5. Click OK button.
You can also delete a cell by Right click on that cell.

2. Then click OK button.
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