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1. INSERT THE FOLLOWING TABLE AND DESIGN AS GIVEN BELOW:

DATE OF BIRTH GENDER QUALIFICATION SALARY LOCATION
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2. INSERT A TABLE AND APPLY AUTO DESIGN:

NAME DEPARTMENT AGE PHONE ADDRESS

3. INSERT A PICTURE, CLIP ART, SHAPE, CHART, WORD ART:

On the Insert tab, the galleries include items that are designed to coordinate with the overall look of your

document. You can use these
headers, footers, lists, cover
building blocks. When you
diagrams, they also
document look.

You can easily change the

in the document text by
selected text from the Quick
tab. You can also format text

galleries to insert tables,
pages, and other document
create pictures, charts, or
coordinate with your current

formatting of selected text
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directly by using the other
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controls on the Home tab. Most controls offer a choice of using the look from the current theme or using a

format that you specify directly.

To change the overall look of your document, choose new Theme elements on the Page Layout tab. To
change the looks available in the Quick Style gallery, use the Change Current Quick Style Set command. Both
the Themes gallery and the Quick Styles gallery provide reset commands so that you can always restore the
look of your document to the original contained in your current template.

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 WELCOME TO also
coordinate NATIONAL with
our current
you ! INSTITUTE
document look.
You can easily chd
formatting of
text in PREsteom - the document te look

for the selected text from the Quick Styles gallery on the
using the other controls on the Home tab. Most controls offer a choice of using the look from the current

theme or using a format that you specify directly.

120

98 97
100 9 92 91

B TAMIL
m ENGLISH
MATHS
m SOCIAL
m SCIENCE

Gopal Gopi Raghu Ramya

4. INSERT SCREEN SHOTS:
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To change the overall look of your document, choose
new Theme elements on the Page Layout tab. To change
the looks available in the Quick Style gallery, use the
Change Current Quick Style Set command. Both the
Themes gallery and the Quick Styles gallery provide reset

commands so that you can always restore the look of

your document to the original contained in your current template.

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,

AutoCorrect: English (U5.) L2 [@5l| headers, footers, lists, cover pages, and other
AutoFormat factions document building blocks. When you create pictures,
AutoCorrect Math AutoCorrect AutoFormat As You Type

7] Show AutoCorrect Optons buttons charts, or diagrams, they also coordinate with your

7] Carrect TWo INitial CApitals [ Exceptions... | current document look.
/| Capitalize first letter of sentences
| Capitalize first letter of table cells

7] Capitalize names of days You can easily change the formatting of selected text in

M C t accdental f CAPS LOCK ke a
crrecsciETE R e TR the document text by choosing a look for the selected

/| Replace text as you type text from the Quick Styles gallery on the Home tab. You
Replace: With: @) Plain text Formatted text . .
| can also format text directly by using the other controls

on the Home tab. Most controls offer a choice of using

® £ the look from the current theme or using a format that
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To change the overall look of your document, choose
V| Automatically use suggestions from the speling checker new Theme elements on the Page LayOUt tab. To
change the looks available in the Quick Style gallery,

|. oK | | Cancel |

use the Change Current Quick Style Set command. Both
the Themes gallery and the Quick Styles gallery provide reset commands so that you can always restore the
look of your document to the original contained in your current template.

n 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.

5. INSERT DATE, FRACTION, SYMBOL

Tuesday, April 18, 2017
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You can easily change the formatting of selected text in the document text by choosing a look for the
selected text from the Quick Styles gallery on the Home tab. You can also format text directly by using the
other controls on the Home tab. Most controls offer a choice of using the look from the current theme or
using a format that you specify directly.

To change the overall look of your document, choose new Theme elements on the Page Layout tab. To
change the looks available in the Quick Style gallery, use the Change Current Quick Style Set command. Both
the Themes gallery and the Quick Styles gallery provide reset commands so that you can always restore the
look of your document to the original contained in your current template.
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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.

HYPERLINK:
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6. INSERT HYPERLINKS

FIRST PAGE

SOME OTHER FILE

7. INSERT WORD COUNT

Word Count |. # &J
Statistics:

Pages 5]

Words 1,191

Characters (no spaces) 5,795
Characters (with spaces) 6,942
Paragraphs a6
Lines 218

| Indude textboxes, footnotes and endnotes

You can easily change the formatting of selected text in the
document text by choosing a look for the selected text from the
Quick Styles gallery on the Home tab. You can also format text
directly by using the other controls on the Home tab. Most
controls offer a choice of using the look from the current theme
or using a format that you specify directly.

To change the overall look of your document, choose new Theme
elements on the Page Layout tab. To change the looks available in
the Quick Style gallery, use the Change Current Quick Style Set

command. Both the Themes gallery and the Quick Styles gallery provide reset commands so that you can

always restore the look of your document to the original contained in your current template.

8. PROTECT THE DOCUMENT

9. TABLE OF CONTENTS
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