Footnotes..............

(a) Insert Footnote: $3D SII=I 31U 3IUol Current Document 3 Footnote Insert @2 bl & | 'Footnote
Current Document 31 Current Page & A fora 3 31 aiear & Sl fepl Particular Word & dI3 3
JAdSTIol DI DI DIAI B |

(b) Insert Endnote: 331 SIIRI 3T 3[Uol Current Document 31 Endnote Insert @2 b & | Endnote’
Current Document & 621 foIcIct Page 31 £321e1 Il & SiI fb2it Particular Word & a2 31 JdISIIol DI
DI DIATS |

(c) Next or previous Footnote & Endnote: 331D SI3=I 3IU Insert fdbI a1 Footnote 312 Endnote @I
Next 2T Previous @3 G A 3 3112 3MPI-Ules ST Abd B..........

(d) Show Notes: 2 3IMUDI Footnote 3IIT Footnote @I fGARBI

Citations & Bibliography....................

(a) Insert Citation & Bibliography: 3AD T — =

SRl 3IU dollC o0 Book 35 GH\E gﬂ ol Type of Source | ET N ¥ | Language | Default

Bibliography Fields for APA Fifth Edition

NN
ADPA S|

[ Corporate Authaor

SIL: Author Dlol &7 D DI Title ORI &7 Tite

Year

Year, City, Publisher SceIIfc; disil @I Fill -
m E g Publisher

[ show all Bibliography Fields
Tag name
Placeholder 1

sol A3l <fISil ol Fill Dol D dIG Ok D2
J1 31U &I G fb Ok @3 &l 3MUDb ATl 8D Short Details Show &l SIRISH | 3612 31U U3t
Information @I Insert 3ol AIS & Al Bibliography dIci 3iitolel U2 SIIb2 fdreid D2

(b) Manage Source: $3Idb SITIRI 31U Insert {521 310 Citation DI Manage @3 Al 3 SI3: Citation @I
Delete @301l New Citation Add @61l SIS
(c) Style: $3D Sl 31 Insert fcbel 91Q Citation b Style dgel ADA S

! This is a footnote
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Captions.......cccceeeeeeennnenn.

(a) Insert Caption: $1 3iftlel &b SI¥I 3U fabdt Image AT Shape @I Caption Name & bl & 3reIid

fcpt 8ff Image T Shape @I Insert 3ol D dIG 3ADI UD Particular Name & el S

1 |
—
) o
— =)

Figure 4 Figure 3 Figure 1 Figure 2

319fl 31Uol 35U 4 SlI G-I Figure 1, Figure 2, Figure 3IR Figure 4. $3 (38 ® Name I GOIloll
Insert Caption DBAIAI & | 3T 33D Name 3 IGcIId D2 AD B.........

N N
3 Default Name 81 &
Options
Label: Figure |E|
Position: | Below selected item |E|

53U eI BB Name DI d6el
ADA S

[ Exdude label from ggption

MNew Label...

[ﬁutoCapticn... ] [ Ok ] [ Cancel l

(b) Insert Table of Figures: $3Ic SII¥2I MU Insert fabel 318 Caption @I UMD Table of Figures <12 B
ADA 8

FIGUIE 2ottt ettt et e e e e e bttt e e e e e e e e e bttt e e e e e e e aas b et e e e e e e e e anbb e e e e e e e e e e anbbeeeeeeeee e e nbreeeeeeeeeeannrneees 43
T~ U] = I PP PPPP PP 43
[ T=4U ] = ST T PP T PP UPPTPT PP 43
FIGUIE 4 ..ottt ettt et e e e e bttt e e e e e e e aa b et e e e e e e e e s aa b e e e e e e e e e e sb b e e e eeeae e e nnbbbeteeeeees e nntrbeeeeeeeeeannrrnees 43
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(c) Update Table: 35U2 & Sl 3ol “Table of Figures” @I deI? foperr e a1 3A Update @30l P 10
8l “Update Table” @I $311Ic] fdb=II SIIAT & | cifdbol ¥ Ad DI DB SId MU DI 312 3[6<T
Caption @I Insert DIL.........

(d) Cross-reference: $1 3iftolel & SV & fbdt 8ff Bookmark, Paragraph, Table, Caption, Heading
SCRII{S; I UMD Short Link d6ll ADel & fSRAUR Direct Click ®D3el 8l 8H Direct Move M2 ADdl &

(a) Mark Entry & Indexing: $3Idb G131 31U fdbdl 8ff Selected Text DI Mark @3 Abd & 3T 3AD
dIG 3ADI UD Index AR D2 AD & | A IGIBT D 18 P& Text DI type DAL & 312 IAdH A
fb3fl Text DI Select DI _é: 3 3ADI UD Index RIIR DID

Mark Index Entry

Iam _é‘: | Index
Main entry: |[T-5e1't
forret:- usel feptt off Text DI Select D2 fSRADI MU Index ARAR || vt |
ANENY AN N\ a ~ ~ Options
@20l dIad &, 32D dIG Mark Entry @2 | Sl 128 2 3ol AR ©) Crossweference: [see
Text @I GRI-GRT A Select BID Mark Entry ¥ 50T 3ma fi © o=
(") Page range
index (I°TIR DI AMBA 3 | Bookmark:
Page number format
. . . . [T Bold
On the Insert tab, the galleries include items that are designed to co- Dlenc

Thizs dialog box stays open so that you can mark multiple

ordinate with the overall look of your document. You can use these index entries,
galleries to insert tables, headers, footers, lists, cover pages, and other Ce)Ceta ) o

document building blocks. When you create pictures, charts, or dia-

grams, they also coordinate with your current document look.

building, 42

Index | Table of Contents | Table of Figures | Table of Authorities |

Print Preview

~  Type: @ Indented () Run-n

Aristotle, 2 1 Columns: |1 EI

Asteroid belt. See Jupiter Language: |Hindi IZ|

Atmosphere
Earth

exospher:

coordinate, 42

diagrams, 42

galleries, 42
t align page numbers
b Tab leader: | IZ|
< Indexin, lumn BIAI
include, 42 < de g C\O u N Formats: |Simple -
Insert. 42 38, 31U fdbdol Column Fan -
4 . Bulleted
Index DIl ATBA S ] Fomi E
Simple &
overall, 42
— [ MarkEntry... | [AutoMark... | [ modify.. |

A Index Style 3, ORI
31U 3[Uol 3[0[AR
Choose @2 ADd 3

[ OK ][ Cancel ]
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(b) Update Table: dIG 31 fepeI o1u uf¥dciol @l 331 SIf¥RA &9 Update B2 Add 3 3reIid dIG A =1
o1u Is 8if Mark Entry Indexing @I Update @30l b 10 3 3iitolel I URIIST B 3 |

Table of Authorities..........cccccevveeeivrenreennnen.

(a) Mark Citation: 331D SIfe=I 3MU fdbfl Selected Text @I Mark Citation @2 Dbl & 3L 3MBICT
3iftorel b GIRI 53U Index DI IR B2 AD &

(b) Insert Table of Authorities: $3 SII¥I Mark Citation fcbeI a1 Text @I “Table” Create @2 el 3

I 38 “Table of Contents”(1=IZ OB SITAT ©I..........oeovveee

forcl 31 3muapt DY Text I Select DD, Mark Citation D30l D dIG “Table of Authorities” I=IIZ

On the Insert tab, the galleries include items that are designed to coordinate with the overall look of your
document. You can use these galleries to insert tables, headers, footers, lists, cover pages, and other doc-
ument building blocks. When you create pictures, charts, or diagrams, they also coordinate with your cur-

rent document look.

Cases

DUILAING - evieerneete ettt ettt et et et et et et e e e e e e e e e s eansenasenasennsennsennsennsennsennannsennennsennnnn 43
CRATES ettt et ette e ettt e e e et e ettt e e et e e eet e e e tau e e e eau e eetaa s eeeaa e eeaaa e eansaa e eaenaneeeenaneaernnneaeenanns 43
R e 1T PP 43
DAEES, +evueruernretnersneeneeseeaneenesue e eeaetu et taeta ettt ettt etaetaaeenatentanetaneaaneeaneeaneernaes 43

(¢) Update Table: dIG 31 fobel o10 uf¥dciol @l 33 ST Update B2 ADd &
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(Using Mailings Menu)

W H9-0+

Home Insert Page Layout References Mailings Review View

E 2 | B B B B e | S| an
@ - = "j Match Fields ' vj Find Recipient ed
Envelopes Labels | Start Mail Select Edit Highlight Address Greeting Insert Merge 5 Preview S Finish &
Merge » Recipients » Recipient List | Merge Fields Block  Line Field~ (2] Update labels | Resyts | S Auto Checkfor Errors. | Merge -

Create Start Mail Merge Write & Insert Fields Preview Results Finish

Envelopes: 33 SIf¥RI 3T Envelopes (IRl 2 Addbd & 32 fdbdl b urI 91 Add 3 | 53udI
$3AJICT SAIGIAR E-Commerce dlcl dFUforRIl @ & delifcd 3oldl 3ol A9Isfl Pl U SeIs A

nvelopes and Labels

Envelopes | Labels

Delivery address:

DK Verma Dehli, India 3 Delivery Address BIdI & SI&1
AIO COMPUTER ZONE D &4 31Uol A1l DI FsToln
BIAr 3 3reIid ¥ Customer T
Add electronic postage | Address 8l E\;}_
Return address: Omit
Preview

DK Verma ,Patna, India
AIO COMPUTER ZONE

2 Return Address BIAI 8 SI&T A
fep2tt sft Jm19tTGT P 15T ST &
3reIid 3 MU Office AT Company
@I Address 3 Dl &

Verify that an envelope is*ded before printing.

Print ] ’ Add to Document ] ’ Options... ] ’E—poslﬁge Properties. .. ]

Cancel

Envelope Cptions

Printing Options

Envelope size:
|size 14 (5% 111/2in) [~]
Delivery address

From left: |Auto

From top: |Auto

I 3IIY I8 <l 337 3] fUic oft 2 ADA & I

Return address

From left: |Auto

From top:  |Auto

Option dIcl U2 fdfcTad @53 311U 31Uot Previen
Envelope Page f&b Size @I Choose @2 i

3 A Setting B2 clol P dIG 3ifePT I Add to Document
U2 f&FcTab @3 3MUT Envelope GRII2 31 SRS
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3IIA9RID Al !

Mail Merge” 3 [SRATSRITS............

31012 3IIU Start Mail Merge dIcl 3iftorel UR foreiad @b3dl 3 Al 3udb Ametol al sl sifverel f&a
SIRIeI Sl féb Mailing Tab 31 fSRIT oRIT 8 37eIf Mailing Tab b 31662 3loldIc] 12 3iftorel “Start

wid®E 0 A=

e Home Insert Page Layout References
=

Envelopes Labels | |Start Mail Edit Hi

Merge v |Recipients v Recipient List | Men

Create

] =

Letters

E-mail Messages
Envelopes...

Labels...

Directory

Normal Word Document

= OD E

Step by Step Mail Merge Wizard...

3P 3loc2 dl st sifveret 3w s 3 o
Mailing Tab b q182 {SRIT oRIT &I | €A 32
3 fob 331D SR 3 step-by-step DIH DI
3R 3R &I UD-UD 36T DI choose
D01l USdI, 3D dIG 3H DIH DA |

Gllc: BICIIOL step-by-step DIH D ISL

ail Merge v X

Select document type

What type of document are you

Al=

Insert

ocumentl [Compatibility Mode] - Micros o

Page Layout References Mailings | Review View

working on? ~
@ Letters 3MUol gxr fb
() E-mail messages :
a = step-by-step-mail-
» () Envelopes
© Labels merge-wizard U2
() Directory N
[dcld a1 D
Letters

Send letters to a group of people. dIg a'ﬁ Letters, E-
You can personalize the letter

that each person receives. mail

e [ Rules ~
= o

tart Mail Select

Highlight Address Greeting Insert Merge

Line Field ~
Write & Insert Fields

@{:
Preview
[2] Update Labels | Resuits

=74

B4

Edit

erge > Recipients  Recipient List | Merge Fields Block
Start Mail Merge

9% Match Fields | 4] Find Recipient

Mailings Tab & 3l6c2 fSiciol 8l 3iitoret 3rsft
31u] f&3ar$ S 2381 & dI Ad 3IUDI step-by-
step work @30l U fGIs Sor | SIA: Select
Recipients, Edit Recipient List, Preview Results,
Finish Merge, Insert Merge Field, Highlight
Merge Field ScRIIf |

Microsoft Word 2010

H 4 [

messages,
Click Next to continue.

Envelopes, Lebels
scafc; ot 3iftorer
oIol? 3IRI Sl fb
Mailling Tab 3
SWR A 8t A AW
3JUcToeT 2l...

Step1of6

L % Next: Starting document J
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afcTe 31 BHcISI Step-By-Step “Mail Merge” I $3IdIcI DI &

Mail Merge I STAHICT IS-TS DFUIORIT DIclt 8 TRAIID $AD SR & UD AR 3 I8 AR cTol-
3ictol Ifbell DI Letters, E-mail meggages, Envelopes SIS (IRIIZ B2 A & 312 3GIcT-3IcTol

531l ftiic formIct ADdA 3 | 9 3UD] Sl G [P 6 Step 3 Mail Merge Complete Bl SIIAI &

Step (1) Select document type
AGA USCl MU 3Uol
SidRIdIc DI cIsU ...

A 95 AR APl DI
Letters IR oIl

N\

dsdl g, sAfee
Letters dIcl U2 check
outwgc?[[

Microsoft Word 2010

ail Merge A

Select document type

What type of document are you
working on?
@) Letters

(T) E-mail messages
IJ_

I Directory

Letters

You can personalize the letter
that each person receives.

Click Mext to continue.

Step1of 6

Send letters to a group of people.

& MNext: Starting document
|

=

Step (2) Select

Starting Document

311U 3Uol Letters I
DA Set Up oIl
arsd 3?

(1) Use the current
document: 3re1tel 1t
A N a\i
(Y

(2) Start from a
template: 3T
Template Insert
DID
(3) Start from exiting
document: 3reIfd
Ugcl A Jollu 9[8

AV ) c\\' ﬁ
Silc: 3 “Use the

current document”

DT SCIHICT Dol

=

N

Mail Merge v X

Select starting document

How do you want to set up your
letters?

(@) Use the current document
() Start from & 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 2of 6

% Mext: Select recpients

4 Previous: Select document type )
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Step (3) Select recipients

=1

EMEE[ Merge v X
fORIP féT8 3MU Letter (kIR D2 -
< - o o Select recipients
26 & 320Dl &4l List dolloll &lall | () Use an existing list
3id 2\1 fc1ee 3mu dior a2a ﬁ (a1} () Select from Outlook contacts
ADA 3 | (@ Type a new list )
Type a new list
(1) Use an exiting list: Type the names and addresses of
recipients.
3PIR 3ITUPH URI Uacl doft 33 List Create...
N AN N\ A
& dI 31U Insert M2 ADA & |
(2) Select form Outlook contacts:
Outlook, Microsoft Office DI BdD
91191 3 BT 2 9ft 31U List I Insert
@2 ADA 3
(3) Type a new list:
SAD SR MU A BD New
List ¢IoIIR @2 ADI 3 |
GlIc: BICIISI Type a new list (IRIIZ Step3 of 6
DI 3R R 8P List Create % Next: Write your letter
ﬁ[ 4 Previous: Starting document
L Jl
Mew Address List — — EE ‘
Type redpient information in the table. To add more entries, dick Mew Entry.
Title w | First Name w | Last Name w | Compary Name I Address Line 1 vI
=
4 i | b
|| [ mewentry | | Find... |
M [ Delete Entry ] [ Customize Columns... l [ oK ] [ Cancel ]
31 BaIcilol 33 fe13e 3 New Entry, Find, Delete Entry, Customize Columns
scNfc DA AT B..........
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. JGA UBcI SIS 5 Address List @I Customize Column 2ol RA6I aRlifcs 331 841 3IUol

3IoJ2IR Field Name & ADcl 3 Sl Name, Address, Mobile Number, State, Pin Code, Email sceIfcs &1
Ad 841 AG A Add D2 ADA 3

Mew Address List
Type redpient information in the table. To add more entries, dick Mew Entry.
Title w | First Name w | Last Name + | Compary Name I Address Line 1 vI
i
|« [ i 3
| [ ewentry | Find...
| l Delete Entry ] Customize Columns. .. 0K ] [ Cancel

Customize Address List

Field Mames

I —— | 2t 31 309 O Field Name BT Add -
Last Mame P
Company Mame -
Address Line 1 [N .

Address Line 2 | | g8t 3y {3t st Field name @I
Stace f&cflc w3 IBaA 3
ZIF Code

Country or Region

Home Phone BT A 31y {2t oft Field name @I
Work Phone

N X
E-mail Address Move Up Rename @3 ADd &

Mowe Down

$31h ST 31y fabl 8ff Field name @I
Move up T Move down @2 3 &

eI NN NN NN NN NN NN NN NN NN NN NN NN NS NN NN NN EENEEEEEEEEEEEEEEE

4
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEE®

Mew Address List
N ey w O J Type redpient information in the table. To add more entries, didk New 3
31@ m m ?ﬁ SHCQIH m! = T‘rll:I : i First Na:e : w | Last Namtre vNCcn?::n‘; Name + | Address Line 1 vI
2]
$3131 311U fbeI 318 Entry
I Find ©2 ADd 3
D New Entry D2 ADd &
|
| | 3
fdpE S18 Entry &1 34T N
ry < < > (| Delete Entry Customize Columns...
fScflc 2 ADdA 3 '
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314 BHCISl New Entry a3l

Jlol Customize @30l b dig B1b
AR Field Name I BISI 3 | Name,

State, Phone 3R Email. 3T 33
31Uol 3[ORAR B2 AD &

ol cftol clloli fob Entry 2 cfi 8
31d, 31 Ok dIcl dcol U= forera

(O

[ssm2X31}

New Address List

Type redpient information in the table. To add more entries, didk Mew Entry.

Name w | State vI Phone vI Email vl
||
[ Mewenmy | | Eind... ]
’gelete Entry ] [Custcmi;e Columns. .. ] 0K ] ’ Cancel

Mew Address List

Type redpient information in the table. To add meore entries, dids New Entry.

Name - I State w | Phone v| Email

|| Gopal Jharkhand 12345 Gopal@gmail.com
|| Madan Bihar 67892
2 Rina@grnail.com

Madan@yahoo.com

[ NewEntry | | Find... |

[ Delete Entry ] [ Customize Columns... ]

3ol 2131 <lisii ) BIol D dic 3Id SII TUD] 3eIct UsT 3 SR SIRIeH 320 UMD

Microsoft Word 2010
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