Step (4):----

3[d 3IUdI 3MUol
USI H UD Letter
IR BIal el
Sl 3IU Letter a1
forgon asa 3

3 3MUdl More
Items 31 SITGIL & Sil
fcb goret 9 uDI
fexazard|

Write your letter

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

To add redpient information to
your letter, dick a location in the
document, and then dick one of
the items below.

5] Address block...
E Greetingline...

|=_f| Electronic postage. ..

E@ More items...

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

Step 4 of 6

& Mext: Preview your letters

4 Previous: Select recipients

IF
Insert Merge Field
.Insert:
() Address Fields @ Database Fields
Fields:
Mame = | Y
«Name » State
- Phone
«Staten»
«Phone»
«Email»
l Match Fields. .. ] | nsert i l Close
=

alic: 3Udl dRI-a3t A J8fl Field @I Insert
DIl 3 | &R0l I8 UD Field DI Insert Dol D
dIG 3IUDI Enter U B2 Goll 3, maiﬁﬂ_dgﬁ[:
UD Field Insert Il & 3AD dIG Uol: Enter
Gdloll 3 | 32ft A8 A ARI Filed DI 3MUDI
Insert @2 cloll & |

2 31U Letter < A U3 91101 3 b3 |

31d 3MUDI Next I UIAd Step 91 SIloll &
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Step (6):----
A Mail merge DI AGA 3ifeEr aur
BIAI3 |

3Id 3MMUDI Mail merge Clg[?ﬁﬂfﬂ_grl
U Aol &l 3iftorel f&xarm sir
3BI3 |

(i) Print: 30U AI8 Al $A 3 flic 2
ADA & | 3 3MUD! gl G fob 3ot
SIol RIfep=Il @I List (a2 fobear e
3ol A2 c=AfepeIl @I 31U {tic fordret
Abddlsiopar |

(ii) Edit indivisual letters: $3ID ST
31U Individual 218t c1Ioll DI 3IcTol-
3ICT9] Tl IRIR B2 ADA & | 5A
3iftorel fefeTas d3ol &b dIG VAT
f&der |

Step (5):----
Step (5) 3 82 <ol
Complete Bl SIIcit & | &1

33091 3IMUDI 3Tl Letter DI
Preview DRI SIIAI & AIfcD

IS SIcidl 3l dl 33 31U
Edit 2 D |

3[R 2Ad P& Complete al

SIIO Al 3T Next D

F =
Merge to Mew Document ?

=

Mail Merge v X

Preview your letters

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

Redpient: 1

J"' Find a recipient...

Make changes

You can also change your
recipient list:

@ Editredpient list...

[ Exclude this recipient

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

Step 5of 6

& Mext: Complete the merge
4 Previous: Write your letter

=

Merge records

() Current record

) Erom: | | To: |

Mail Merge - )q

Complete the merge

Mail Merge is ready to produce
your letters.

To personalize your letters, dick
"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

B Print...
0y Editindividual letters...

Step6ofe

4@ Previous: Preview your letters
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(Using Review Menu)

W EH9- 0=

Home Insert Page Layout References Mailings Review View

v ﬁd EE A;;c a% 4 Ij * & » Ne 2% Final: Show Markup - ) Previous = @] B
L_I 1 AG i)l A L - N E

123] < =74 2 show Markup ~ 93 Next R |

| Spelling & Research Thesaurus Word | Translate Language New  Delete Previous Next Accept Reject Compare Block  Restrict

Track o
Grammar Count Comment - Changes E Reviewing Pane ~ - Authors - Editing
Proofing Language Comments Tracking Changes Compare Protect

= Research: 320 oitel 30U {2t ot cfist b a1 9 Research B2 ADI &
*= Thesaurus: ¥ Select fdbel 818 Word @ Similar Word @I Suggest D3I &

= Word Count: X\fo}f &8 Document a Pages, Words, Line Sl
dISii @I Count BIAT3.....

Statistics:
Pages
Words 8,621
Characters {no spaces) 34,906
Characters (with spaces) 43,537

Paragraphs 676
Lines 1,673

Indude textboxes, footnotes and endnotes

= Translate: $3 SI1¥RA 3MMU feb3dl Language @I 3163 Language # Translate @2 Jdd &
» Language: $3R1 31U Language Options @I Choose M2 Al 2

= New Comment: 331 oifeel 31U fop2it oft Word, Line =T Sentence @I Select DID 3AUT Comment
D2 AD 8 31 A Selection P W12 3 P el AD &

= Delete: $I0 ST 3T Selected Comment @I Delete B2 Al &

*=. Previous: $3I SIf¥RI 3MU Previous Comment 3 SII JDd &

= Next: $I Sl MU Next Comment 3 ST D &

». Tracking: $3RI Document 3 fabel 910 Changes @I Track @3 Al 3 3R 3A Manage @2 Dl 3
¥ Accept: dddIol AT 3, Document 3 fdbI ST8 Changes @I 31U Accept DI ADd &

= Reject: dcidIol JA9TRI 4, Document 3 fcbel ORI Changes @I Reject DI ADd &

= Previous: S‘iﬁ’?lg\l_d ® 31662 Previous 3 fdbe o1 Changes @I Accept I Reject D2 ADd &

= Next: S‘iﬁ’?lcjl—d @ 316G Next 4 fcpel o10 Changes @I Accept AT Reject DI ADd &
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»=. Compare: 331D SII¥A 3T Multiple Document @I Compare I Combine @3 Jdd 3 | SIA 8l 3T
Compare dIcl 3i{trol U2 fdretdd 23] Al 3MUD Aleol P& 33 (138 DI HTT9l6l ATCID2 3RS |

Compare Documents

Qriginal document Revised document

Browse. .. Label changes with
ADCA Career Plggs

Corel Draw X7 (Hindi & English)

Compare Documents

Original document Revised document

Label changes with Browse...
ADCA Career Plagg

= raw X7

ol S\iﬁ?l‘gl\l?f DI Choose Dol D dIG 3A Compare DI
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(Using View Menu)

S Menu O 3[662 dl AR Options &8 318 8 SRR 311U At Document P View 3 U¥dciol eIl el
3| Sl

w||H 9~ 0=

Home Insert Page Layout References Mailings Review | View

i mﬂ V! Ruler Q i [[J) one Page @ E 1) View Side by Side %
! s |

Two Pages
Print |Full Screen Web Outline Draft s Zoom 100% : New Arrange Split Switch Macros
layout | Reading Layout "l Navigation Pane =] Page Width | window Al 214 Reset Window Position | windows ~ v

Document Views Show Zoom Window Macros

| Gridlines 4] synchronous Scrolling

(i) Document View: $3Id SIf3RI 31U 3[Uol Document Page @I 3[cI91-3IcIl Format 3 View @2 JAddl
2 SIA: Print Layout, Full Screen Reading, Web Layout, Outline 3fI2 Draft Mode 3

(i) Show: 33141 3 Options &V 318 & 5B USol U $3I 31U Tick Out BIPD Enable AT Un-Tick Out

DI Disable DI ADA B.........

(iil) Zoom: $AD 31662 91t DS A2 Options &T 318 & [SIFDI SIAAICT MU Page View D GlIol DI

ADAS...........
= Zoom Option: foreIcd 2 31U 3MUol fdora . .
oom Option: $AU2 K &9 — — -
A Page @I Zoom D2 ADA &
() Page width () Many pages:
() Text width =5
0 75% (0 Whole page ,
~ Percent:
= 100%: $AUR frcId BID 31U Direct Page DI 100% || wevew
Zoom U2 oAl ADd & AaBbCcDdEeXxYyzZz
AaBbCcDdEeXxYyZz
= One Page: $AUR fdreldd D 8l 3u U2I Page ;i AaBbCcDdEeXxYyZz
Window 3 férl croem | reescomeuy
i
[ OK ] ’ Cancel

= Two Pages: $UR forcTad 3 8l 3MUDI Page Gl
911011 31 dcd2 Glall Usl Full Window 3 3Udb Febiol U2 {30l ciolell..........

. Page Width: $3I SIf3RI 3IUDI Page DIBI Zoom Bl SIRISH 3reIid fSIcIell Windows 3IUD ATHol
{2 281 & I g1 4 ol ol ............
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(iv) Windows: 331 31662 8ff @3 12 Options U o180 8 SiI bl BbIbI 3BT AT SIIAT & SI:

= New Windows: $AUR fdreTdd @2 &l 3u! Siaddic B New Document 3 Tcel SIRISI 3112
Uscl dIell Document SII DI (AT 81 39IL............

= Arrange All: 3BR 3MUol New Window UR fdrelcdd B3 a8 AR New Document TolRII & AT 31U
S8 AR ASDRITUC TS bl WIsel DI Aleld2 A 3 Al U Arrange All UR fdreldd B3 IrR3t-a3t
2 33A Arrange DID Side-By-Side Fcblol UT A ADl 3

= Split: $AD SIFA bl v Siaudic ol &l Al 3 AlST Sl ADdI & | 31U $A 3iitolel U2 fdeid
DD HAISA DI DA SI8I UR TISIID: GARIBI d8l A 8l dl SIaRIC ¢ SIRILL...........

= View slide by slide: 3012 3T G& A2 SIARIJC UL DIH D2 3G & dl BA 3 31U A 3i{torel U2
foretp 3D 218t Staadic @I slide by slide S 3112 3313 DI 8l D2 ADA &

= Switch Windows: 3PR 3IU HABDRIUC ds A dad A
Siargic 3iuel [ gu 38sT Al 53 sifterol b IR 3y fapit 58
oft Starpgic 3 Jump B2 A 3 3112 3AFH DA BT ADAS AT [Jwindows<|

mg\iﬁﬂﬁ?ﬁgﬂfﬂﬁ@CutﬂTCOpy m@g@—d | 1 Document? [Compatibility Mode]
3t Paste T ADA 2 ‘ 2 Document3 [Compatibility Mode]

I
' 3 Word 2010 [Hindi)
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*=. Macros: ®I @IbI Amazing 312 Useful 3it9Iel 3 | I UMD b9l 3

N

SIlel SIcl ADdl 8 difcd $3Ad! AGG A 31U 3Ual Keyboard DI
Record @2 ADd & 3reIid O30 disr @) 3 dR-dR féad 3 3ma

$AD SI¥A 3A Shortcut Folldd2 BD dR H Open DI AdDd
N Wiew Macros

Becord Macro..,

foIRIaT: - TG UBcl 31U Record AT 3itolol U2 fafcTdd b3 3AD dIG @ Pause Recording

3MUDI Recording Start 31 SIRISIT

ustomize Keyboard

Specify a command

Categories: Commands:

Macros Mormal . NewMacros.Macro4 -

Spedify keyboard sequence
Current keys: Press new shortout key:

[ Documents ormal.dotr)

Description:

Save changes in:

Description

Assign | | Remove | | Reset all...

SId 31U Record Macros U2 fareTdd @391 dl e Udcl B Dialog Box w Sil bt usel drct
Screenshot 91 fGIARIT SRIT 8 | 3MUMDI Keyboard dIcT 3iftolol U fdfcldd ool 3 | Sil 8l 3ia
Record dIcl 3iftorel U3 fdreiad @ 3el dd 8l v 31T Dialog Box @9?\[5[[ il bt agi‘z Screenshot 3
f&3arIr sRIT 8 | 34 fSRT Shortcut Key @I AT @381 3A Shortcut Key DI Gald al dl Text

Automatic Type 81 SIRISI |

alIc: A Photo, Audio, Video $coIIfc; ISl @I Record olal @3all A 316 Keyboard @I Record @3l

3 Sl 31U Type DAL
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8 SHORTCUT KEYS

(' FILEMENU )
S.N. Shortcut Action
1 Ctrl + S Save
2 F12 Save As
3 Ctrl + O Open
4 Ctrl+ W Close Document
5 Ctrl + N New Page
6 Ctrl +P Print
7 F1 Help
8 Alt + F, Then Press “I” Info
9 Alt + F, Then Press “R” Recent
10 Alt + F, Then Press “D” Save & Send
11 Alt + F, Then Press “T” Options
12 Alt + A4 Exit
( HOME MENU )
S.N. Shortcut Action
1 Ctrl + X Cut
2 Ctrl +C Copy
3 Ctrl+V Paste
4 Ctrl + Shift + C Format Painter
5 Ctrl + B Bold
6 Ctrl +1 Italic
7 Ctrl + U Underline
8 Ctrl + Shift + D Double Underline
9 Ctrl + D, Then Alt+ K Strikethrough
10 Ctl+= Subscript
11 Ctrl + Shift + + Superscript
12 Ctrl + Shift + F Font
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S.N. Shortcut Action
13 Ctrl + Shift + P Font Size
14 Ctrl + Shift + > Shrink Font
15 Ctrl + Shift + < Grow Font
16 Shift + F3 Change Case
17 Ctrl + Shift + N Clear Formatting
18 Ctrl + Alt+ H Text Highlight Color
19 Alt+H+H Font Color
20 Alt+ H+FT Text Effects
21 Ctrl + Shift + L Align Text Left
22 Cul+E Center
23 Ctrl + R Align Text Right
24 Ctrl +1J Justify
25 Alt+H+U Bullets
26 Alt+H+N Numbering
27 Alt+H+M Multilevel List
28 Ctrl + M Increase Indent
29 Ctrl + Shift + M Decrease Indent
30 Ctrl + 1 Single Spacing
31 Ctrl +5 1.5 Spacing
32 Ctrl + 2 Double Spacing
33 Ctrl + 0 Zero Spacing
34 Alt+H+O Shoe & Hide Paragraph Marks
35 Cul+H+H Shading
36 Alt+H+B Border Options
37 Ctrl + Shift + N Apply the normal style
38 Alt+ Ctrl + 1 Apply the heading 1 style
39 Alt+ Ctrl +2 Apply the heading 2 style
40 Alt+ Ctrl + 3 Apply the heading 3 style
41 Ctrl + Shift+ L Apply the list style
42 Alt+H+G Change Style
43 Ctrl + F Find
44 Ctrl + H Replace
45 Ctrl + G Go to
46 Ctrl + A Select All
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( INSERT MENU )

S.N. Shortcut Action
1 Alt+N+V Insert Cover Page
2 Ctrl + Enter Blanks Page
3 Alt+N+B Page Break
4 Alt+N+T Table
5 Alt+N+P Insert Picture
6 Alt+N+F Clip Art
7 Alt+ N+ SH Shapes
8 Alt+N+M SmartArt
9 Alt+N+C Chart
10 Alt+ N+ SC Screenshot
11 Ctrl + K Hyperlink
12 Alt+N+K Bookmark
13 Alt+ N +RF Cross-reference
14 Alt+N+H Header
15 Alt+ N+ O Footer
16 Alt+ N+ NU Page Number
17 Alt+ N+ X Text Box
18 Alt+N+Q Quick Part
19 Alt+N+W WordArt
20 Alt+ N+ RC Drop Cap
21 Alt+N+G Signature Line
22 Alt+N+D Date & Time
23 Alt+N+7J Object
24 Alt+N+E Equation
25 Alt+= Equation Mode
26 Alt+N+U Symbol
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