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

(a) Insert Footnote: Through this you can insert Footnote in your Current Document. Footnote is
located at the bottom of the Current Page in the Current Document, which serves to explain about a
Particular Word.

(b) Insert Endnote: Through this you can insert Endnote in your Current Document. Endnote is
located at the bottom page of the Current Document which serves to explain about a Particular
Word.

(c) Next or previous Footnote & Endnote: Through this you can see the inserted Footnote and
Endnote by next or previous and go back and forth ..........

(d) Show Notes: It will show you Footnote and Footnote

Citations & Bibliography....................
(a) Insert Citation & Bibliography: By this,

Create Source —_ T-;
you can tell something about the book Type of Source [T~ | Lenguage | Defaut
Bibliography Fields for APA Fifth Edition
created. Author
[ Corporate Authaor
Such as: Who is the author? What is the title Title

Year

of book? You can fill things like Year, City, ity

Publisher

Publisheretc. ...ooovvveeeee ..

[ show all Bibliography Fields
Tag name
Placeholder1

Ok after filling all these things

Let me tell you that there will be a Short Details Show in front of you. If you want to insert the entire
information, then go to the option with Bibliography and click

(b) Manage Source: Through this you can manage the inserted Citation such as: Delete Citation, Add

New Citation etc.

(c) Style: Through this you can change the style of the inserted Citation
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Captions.......cccceeeeeeennnenn.

(a) Insert Caption: Through this option, you can give the Caption Name of an Image or Shape, that is,

|
l

—
|

after inserting any Image or Shape, you can give a Particular Name of'it ..........

“TX L

Figure 4 Figure 3 Figure 1 Figure 2

Now what you saw in the above Figure 1, Figure 2, Figure and Figure 4. Displaying such a name is

called Insert Caption. You can change its name.........

This is the default name

Options

Label: Figure

Position: | Below selected item |E|
Y an change the nam
[ Exdude label from ggption ouc Y ge the S by

clete Labe CliCkil’lg on it

[ﬂutoCapticn... ] [ Ok ] [ Cancel l

(b) Insert Table of Figures: Through this, you can create a table of figures of inserted caption.

Examples:

14U T PU PP PPTPPPT 2
T~ 40 ] = I O PU PP PTTPPPT 2
e T=4U ] = ST PO P TP UPPT O PPTPPPTO 2
T4 U ] I PP SPPTPPPT 2
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(c) Update Table: The "Table of Figures" which you prepared in the above, then the "Update Table" is

used to update it. But it will work when you insert another caption...............

(d) Cross-reference: Through this option, we can create a short link of any Bookmark, Paragraph, Table,

Caption, Heading etc. On which we can do Direct Move as soon as Direct Click.

(a) Mark Entry & Indexing: Through this you can mark any selected text and after that you can prepare an
index of it. For example, I type some text and select any text from it

and prepare an index to show it. J Mart index Exieg

Index

Rule: First select any text that you want to prepare the index, and Main entry: |10t
Subentry: |

then mark entry. In the same way, select all the text by turn and mark | ;..

() Cross—reference: |SEE

entry, whose index you want to prepare. On the Insert tab, the

@ Current page
galleries include items that are designed to coordinate with the ©) Page range

Bookmark:

overall look of your document. You can use these galleries to insert

Page number format

tables, headers, footers, lists, cover pages, and other document S%‘:?c
building blocks. When you create pictures, charts, or diagrams, they [ | T diog bex stays open so that you can mark mitple

also coordinate with your current document look. [ ek | [ merkd | [ Conce

building, 42

coordinate, 42

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

Print Preview

~  Type: @ Indented () Run-n

Aristotle, 2 1 Columns: |1 EI

Astercid belt. See Jupiter Language: |Hindi El

Atmosphere
Earth

exospher:

diagrams, 42

galleries, 42

include, 42
t align page numbers

Insert, 42 ~ i Tab leader:

2 Indexing Column BIAI | : H

Formats: |S|mp|e -

3, 34 fdbetol Column 3t e =

overall, 42 ) e g
\_/ Index oIl Eﬂaﬁ g / E_orn':al
imple %

[MarkEntry... | [ Autoark... | [ wodify... |

A Index Style 3, ORI
3IIU 3[Uol 3[0R1R
Choose @2 ADd &

[ OK ][ Cancel ]
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(b) Update Table: We can update the changes made later, that is, we use this option to update any
subsequent Mark Entry Indexing.

Table of Authorities.......coovuuueeeeeeeeeeeeeeeen,

(a) Mark Citation: Through this, you can mark Citation to a selected text and prepare its index by the next

option.

(b) Insert Table of Authorities: Through this, Mark Citation can create a text table as “Table of Contents”

was prepared.
The table of authorities is being prepared after mark marking by selecting some text in the following ......

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
document building blocks. When you create pictures, charts, or diagrams, they also coordinate with your

current 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
Sy OO 43
R e 1T PP 43
DAEES, +evueruernsennersneenneeseenneenesueaueea et et ettt ettt ettt eeaetaaeanatenaeaneeanataneeaneeaneeanaes 43

(c) Update Table: You can update the changes made later
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(Using Mailings Menu)

W[ = - 0|+
Home Insert Page Layout References Mailings Review View

@] e ;;T_J; j j j j =2 Rules ~ %{ 4

9% Match Fields 4] Find Recipient

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: Through this you can prepare Envelopes and send them to anyone. It is mostly used by

companies with E-commerce because they have to send their goods from one place to another.............

nvelopes and Labels

Envelopes | Labels

Delivery address:

DK Verma Dehli, India This is the delivery address as
AIO COMPUTER ZONE far as we have to send our
T —— material, i.e. it is the address of
Return address: Omit the customer.
Preview

DK Verma ,Patna, India
AIO COMPUTER ZONE

This is the Return Address

from where any goods are sent,

Verify that an envelope is*ded before printing. 1 e lt can be the address Of

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

your Office or Company.

Envelope Cptions

Printing Options

Envelope size:

|5ize 14 (5% 11 1/2in)
Delivery address
From left:
I You can also print it immediately if you want I From top:
Return address
Font... From left:
From top:
By clicking on the option, you select the preview

size of your envelope page.

After setting all these, click on Add to Document

in the end, your Envelope will be ready.

Microsoft Word 2010 Page 45




Required Information!

If you click on the option with Start Mail Merge, then you will see all the options that are given in
Mailing Tab, that is, all the options under Mailing Tab are given in "Start Mail Merge". ......

wiH"® E 0 A=

e Home Insert Page Layout References
= ([ 57
Envelopes Labels | [Start Mail Edit Hi
Merge v |Recipients v Recipient List | Men
Create @ Letters
E‘ [_51 E-mail Messages
=1 Envelopes...
S Labels...
E Directory
@ Normal Word Document
@ Step by Step Mail Merge Wizard...

In it, all the options that have been given
outside the Mailing Tab are given. The
only difference is that through this we
will work step-by-step and from that we
have to choose one option, after that we
will work.

Note: We will work step-by-step

= ocumentl [Compatibility Mode] - Micros

Page Layout References | Mailings | Review View

[ Rules ~ H 4

Insert
\r@:{:
£27Find Recipient

Preview
[2] Update Labels | Resuits

Highlight Address Greeting Insert Merge

Line Field ~
Write & Insert Fields

8%

9% Match Fields

All the options you are currently seeing under
the Mailings Tab will be visible to you step-by-
step. Such as: Select Recipients, Edit Recipient
List, Preview Results, Finish Merge, Insert

Merge Field, Highlight Merge Field etc.

3, Auto Check for Errors Merge ~

ﬁatl Merge - X ﬂ
Select document type You saw that
What type of document are you
CHLLRID even after
@) Letters . .
© E-mail messages clicking on step-
> () Envelopes .
© Labels by-step-mail-
MR merge-wizard,
Letters
Send letters to a group of people. there was an
You can personalize the letter .
that each person receives, Optlon of
) clekext fo continue, Letters, E-mail
Finish &
messages,
Envelopes,
Lebels etc.

which were all
available at the
top in Mailing
Tab...

Step1of6

E % Next: Starting document
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Let us now use Step-By-Step "Mail Merge"

Mail Merge is used by big companies because through this we can prepare Letters, E-mail merges,

Envelopes etc. of many different people at once and can print it out separately. Let me tell you that Mail

Merge Complete is completed in 6 steps.

Step (1) Select document type

ail Merge v

First you choose the type Select document type

What type of document are you
of your document... working an?
@ Letters
() E-mail messages
() Envelopes
() Labels

I want to prepare Letters © Directory

Letters

for a lot of people, so I

the You can personalize the letter
that each person receives.

will check out

Letters Click Mext to continue.

Steplofé

Send letters to a group of people,

& MNext: Starting document
=

L=

Step (2) Select

Starting Document

How do you want
to set up your

Letters?

(1) Use the current
document:
meaning in this

document

(2) Start from a
template: meaning
by inserting the

template

(3) Start from
exiting document:
ie. from a
document already

created.

Note: 1 will use
"Use the current

document"

=

Mail Merge * X

Select starting document

How do you want to set up your
letters?

@ Use the current document
{7 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,

Step2of 6
& Mext: Select recipients

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

For which you are preparing the
letter, we will have to make a list of
it. Now you can get this list in three

ways.
(1) Use an existing list:

If you have a previously created

List, you can insert it.
(2) Select form Outlook contacts:

Outlook is a part of Microsoft
Office; from here you can insert the

list.
(3) Type a new list:

Through this, you can create a new

list immediately.

Note: We will create Type a new

list and create a List immediately.

Mew Address List

|rMail Merge

Select recipients

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

Type a new list

Type the names and addresses of
recipients.

Create...

A

=1

Step 3 of 6

& MNext: Write your letter

4 Previous: Starting document

L

=

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

L

Now we are going to do New Entry, Find, Delete Entry, Customize Columns etc. in

this list...........
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= First of all, we will learn to customize this address list, because from this we can give field names

according to us like: Name, Address, Mobile Number, State, Pin Code, Email etc.

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
|« [ ( ) 3
| ([ new Entry ]‘1_@,_1'

-

| Igelebe Entry ] [C mize Columns... ] 0K ] [ Cancel

Field Mames

-
First Name

Company 1 <
Company Marme

iﬂgiii Eﬂi é | | From here you can delete any field name
City

State

ZIP Code

Country or Region

Home Phone From here you can rename any field name
Work Phone

E-mail Address

4 | From here you can add a field name

Mowe Down

Through this you can move up or move

down any field name.

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

EEEEEEEEEE NS EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEE®

Mew Address List

Type redpient information in the table. To add more entries, dick New Entry.

Now we will learn the remaining e < [Pt
L

w | Last Name w | Company Name | Address Line 1 vI

From this you can find

the entry made

You can do a new entry

from here. )
| | v
. New Enfry
You can delete the entry > 'L Delete Entry I Customize Columns. ..
made '
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Now we will do new entry

New Address List

Type redpient information in the table. To add more entries, didk Mew Entry.
Name w | State vI Phone vI Email vl
]
I have left only four field
names  after  customizing.
Name, State, Phone and Email.
You can do it yourself
[ Mewenmy | | Find... ]
’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 | Phone v| Email

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

I have entered three people.
Now, I will click on the Ok

button

[ NewEntry | | Find... |

[ Delete Entry ] [ Customize Columns... ]

After doing all these things, now you have to follow what will be told in the

next page.
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