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C Introductions & More )

What 1s MS Word?

Microsoft Word is a part of "Microsoft Office" that works for writing, editing or creating any Text /
Alphabet related to Word.

X Microsoft Word, also known as "Word", was created by Microsoft Company in 1983, which has

become the world's largest Word Processor software today.

. There are many versions of Microsoft Word available such as: Microsoft Word 2003, Microsoft Word
2007, Microsoft Word 2010, Microsoft Word 2013, Microsoft Word 2016 or Microsoft Word 2019. Now

it is up to you which version you use.

Confusion

What is Version?

When a change is made to any software, a new version is named. Suppose, | have created a software
and after a few days I feel that there should have been some other things in this software or update
some other things, then after completing all the things again, I will give it a will give a new version.

= | told you that "Microsoft Word has many versions" but some of these versions are such that they are
World Wide Famous and people use them in large quantities. All versions from Microsoft Word 2007 to
Microsoft 2019 are similar; there is a difference of just a few options and Tab so that you will not have
any problem...

Note: If you install a latest version of Microsoft Word like Microsoft Word 2019 on a slow working
computer or laptop, then your computer will become more slow and Microsoft Word will not work well
either. Your computer will start hanging up ...,
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Which Version of Microsoft Word should install in your computer?

This is a big question, "Which version of Microsoft Word to use" because the version that will be taught
in your institution, you will also use the same version. But which version should we install in our
computer or laptop to do good work? So the only answer would be to install one of Microsoft Word 2007
or Microsoft Word 2010. If possible, install the same as Microsoft Word 2010 as it has the option to save

any document in PDF format.

= Let me tell you that the size of 2007 or 2010 is very small and works well in almost all computers and
the version of Microsoft Word 2016 or Microsoft Word 2019 version is very large which is good in high
power computers only. Works with a processor whose capacity and RAM capacity are good ..................
only if you have good quality of your computer, then you install in latest version.......... otherwise no.........

Features of Microsoft Word

= With this help, we can prepare any type of book and publish it in the market place.
= With this help, we can prepare any type of letter.

. Through this, any type of typing or its format related to Math can be easily prepared.
= With this help, we can create a mail merge or resume.

= We can create an invoice or hand bill with the help of Microsoft Word.

. There are many other things that can be created with the help of Microsoft Word.

How to be fast in Microsoft Word?

If you want to be very fast in Microsoft Word, today I am going to tell you all those things.

(1) Learn all things related to page setup in advanced way.

(i1) Learn all the options in all tabs in Microsoft Word (Ex: File, Insert, Page Layout, Reference,
Mailing, Review, View). Do not leave any option...............

(ii1) Completely remember all common and advance shortcut keys in Microsoft Word and only use
shortcut keys if necessary................

(iv) In Microsoft Word 2007, 2010, 2013, 2016 or 2019, the option to customize Microsoft Word will
appear in the File Menu, you must read it.
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(v) If you want to be faster in the case of Microsoft Word, then you can enable the Developer Tab and
read about. It which will be found in the "Word Option:" under the File Menu.

Let me tell you that many options are given in it, so that you can customize Microsoft Word yourself and
add or delete extra Tabs........

(vi) There are some such code/commands inside Microsoft Word, through which we can do things in
Direct Math typing and other things like fetching a Symbol, inserting Direct Picture, typing of Direct

(vii) Never forget to leave Mailings and Reference Tab in Microsoft Word, read it
(viii) Microsoft Word also has some tricks which you can use to become a little advanced.

Note!

If you install Microsoft Office, it will have many more software installed, such as:

Microsoft Word, Microsoft Excel, Microsoft Power Point, Microsoft Publisher, Microsoft Outlook,
Microsoft OneNote Etc........... Customize what you need and don't install when installing, but you'll
need to install Microsoft Office for this.
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How does Microsoft Word open in a computer?

There are several ways to open Microsoft Word:
(a) This is the easiest way to open a computer with all types of operating systems. For this, first you press

“Windows + R” on the keyboard, then a Dialog Box will appear in front of you, in which you have to
enter or Ok by writing the "winword”

Type the name of a program, folder
resource, and Windows will openg

winword - |

Cancel

o J (s ] [oowe. ]

(b) If you use the Windows 7 operating system,
Follow Step: Start Button-All Programs-Accessories-Microsoft Office- Microsoft Word
(¢) You can also open "Microsoft Word" by searching the Start Menu.

Our Suggestion!

If you are learning Microsoft Word, then you should learn it well and carefully understand all the

tabs given in it.
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Home Screen

When you open Microsoft Word 2010, its Home Screen will be something like this
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Menu/Tab Bar: Menu Bar is also known as Tab Bar. Number of menus such as: File, Home, Insert, Page
Layout, References, Mailings, Review & View Menu.

Home Insert Page Layout References Mailings Review View

Ribbon Menu: When you click on any menu like: Home, Insert, Page Layout etc., The menu that opens in
front of you is called Ribbon Menu...

References  Mailings  Review  View

@ ﬁ‘i @4 @ — = ; s = A= [ signature Line - ﬁ Q

[} Date & Time
Cover Blank Page Picture Clip Shapes SmartArt Chart Screenshot | Hyperlink Bookmark Cross-reference | Header Footer Page Text Droj Equation Symbol
- At - - - B -

P -
Page~ Page Break Number+ | Box~ Patsw ~  Cap~ '9dObject~
Pages Iiustrations Links Header & Footer Text Symbols

Title Bar: The Title Bar is located above the Menu Bar. In which the document's File Name Show is
done. If you are working in any document of Microsoft Word and if you have not yet saved that
document, then "Document1" will be written there ... and as soon as save that document with another file

name If given, the name changes.

Before Save

Documentl [Compatibility Mode] -
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Note: The Just Right side of the Title bar has three buttons... |-c| (@ |[seZmm|

Close Button With this you can close Microsoft Word.
Maximize Button It is used to maximize Microsoft Word.
Minimize Button It is used to Minimize Microsoft Word.
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Vertical Scroll Bar: This option is used for vertical scrolling of the page,

that is, when you work on many pages, you can use this option to move .| o O
it up and down using the mouse. P st <] e | Iy st

| Editing

Horizontal Scroll Bar: This option is used for Horizontal Scrolling the page, but this option will be seen

when your page is more Zoom ...
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Zoom Slider: Through this you can Zoom in and Zoom out the page. You can either click on the + or -
symbol to zoom in and out or you can do this by direct sliding.
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