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Microsoft Word is an essential tool for the creation 0!;1
the most widely used word processing applications curr;t -
come familiar with the various facets of this software, s n lo progr
puters as well as collaborative features. Word is a fairly simp
However, it may be more difficult to learn how to exp

of use has made Word one qf

’ tant to h i

. Therefore, it's impor : .

tly on the n}s::l?:mpatibﬂity across multiple com-

e to use for completing simple tasks
e ibilities of Word.

documents, Its easc

0SS .
lore the more advanced "I:’rogramy' >> “Microsoft Office"

. " t'l >> _ . -
Opening Microsoft Word : To run Word on your computer: Stgr vailable on your desktop (shaped ke
5> “Microsoft Office Word 2003." If there is an icon of Microsoft Word &

a square with a “W" in the middle), you can open up the program by

!
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| IL,.; Documents P () Macromedia I i, ‘
| T Microsoft Office’ " . "> 4F) Microsoft Office Taols I
Settings 'lfl Netwark Associates » Microsoft Office Access 2003 3“:
search » F) Startup »i[%] Microsoft OFfice Excel 2003 :
T Utilties » Micrasoft Office InfoPath 2003 |
Help and Support @) WordPerfect Office 2000 » Microsoft Office PowerPoint 2003 .
Rum... Acrobat Distiller 5.0 @ Microsoft Office Publisher 2003
oo - .. |f#} Adobe Acrobat 5.0 [#¥] Micrasoft OFfice Word 2003 »
ShLt DowWn... £ Internet Explorer g SRR s
) ; l@ Netscape 7.0

double-clicking it, as ngl. . ‘
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Making a New Blank Document : When Word

is Opening a Document :

e

opened, a new blank
document should auto-
matically open. If not,

T DR B T e ]
[@ tutorial. doc = Mici |

To open to view, edit, or print
a document, you must first

¥ tutorial.i

then you can begin a
new blank document in

a variety of ways. 5 el
First, find the *“New .{ __ ﬁ @
Blank Document” icon, | E
which looks like a blank N
sheet of paper, located | PEIRERY:

underneath the menu bar in Word in what is called
the icon to bring up

the “standard toolbar.” Click on
a new blank document.

Also, you can go to the m
>> New... (shortcut: Ctrl4+N).

To begin typing, just click the
within the new blank document,
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ew Blank Document |1

enu bar and select File

cursor anywhere

' 0pen up that file in Word,

You can open a file by
clicking on the “Open" folder
i_ Jicon (with a pPicture of a
folder) located in the standard
toolbar. Or, you can use the RN Sl
menu bar and navigate to File oS iEEEE
. >> Open... (shorteut: Ctrl+Q), |
‘Saving a Document .

When you are working wity, RE IS
| 8uy sort of media in any software, you should be sur¢
| to save your work often. In Word, there are numer-
| ous options for saving documents in a variety of fil¢

types.

To save a new
on the Save icon,

» Unsaved document, you can chck
shaped like a disk located on U
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her of options. To save the document in the desired
location on your computer, locate and select the folder

Microsoft_Office 2003_: Word . [ciE-155]
_gtandard toolbar. Or, you can go to the menu bar and | on your compute e ‘
gtan 7 g I puter. Give your doc t in

select File >> Save... (shortcut: Ctrl+S). file name text box. Whﬂg you canugifg ygu?-ég;ggﬁ

long names, make sure
) you save it with a name
,can remember, you

7 Please note that it's good practice not to use
spaces or special characters in file names. For ex-
ample, a long file name may look like this:

expos_sample_paperl.doc

Ctrl+0 To save a completely new document using previ-
| | ously existing (and opened) text, you use the Save As
optiomn.

Open the document that you wish to save as an

& Ctri+s |t | entirely new file, go to the menu bar, and click on File

' ' >> Save as. In the flle name text box, give your docu-

ment a new name. Using this option allows you to

save muiltiple versions (with different file names) of a
documernt based on one criginal file.

A dialogue box should appear, offering you a num-
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Save int I (&3 peskeop I*_f_} @&~ 2|8y X Oy EH < Tools ;
i a My Computer |
: iB My Documents :
My Recent WMy Network Places
Documents )
=2 |
Deskkop ' !
- |
My Documents |
‘ My Computer
& " = )
b File pame: [expos_sample_paper1 .dad] v, ____Save _
My Metwork - | f :
vpl aces Save as type! |word Document (*.doc) _H________,_____..__-_L:] Sancel 1
R e e e

Toolbars : In a word processing program such as Word, there are nu-
ur text. This part of the tutorial will guide you through several of the
and display text {and non-text) components.

g ST i

Formatting Text/l’a.;f'agraphs ’itlising
merous$ options available for presenting yo _
imporl;aml;;l features in Word that will allow you to edit, moify,

G| e smaEER Ty g,d, 5 s R

| Twp2 & question for help

Y

iz pyB | 7 EE]

i -
e e e h” .

ey CA s EEAATRICE RAIE At X
' “.-lhfaolbars to be customized, so you may not find all options listed

it BT N B R ST

he Standard Toolbar : Word allows ‘ ‘ ‘

hereTh’fhsere are several buttons that may or may not appear immediately in your version of Word. - Use the
. a guide to the Standard Toolbar.

e 0 @ % BB

'élick on the New Blank Document icon, shaped like

¢t 884 8
1. New Blank Decument : To begin a new document,
a blank sheet of paper.
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~Clicking on this icon opens up a previ-

*. " ously saved document on your computer. oo

3.. Save : Clicking on the Save icon saves the Z: u-

" mentyou are currently working on. If you arecm:k
ing a document for the first time, you can

on this button. However, if you want to save a |

new file from a preexisting document, thern you

must go to the menu bar and select “File” >> "Save

As" and give the file a new name. When working

on any document, you should be sure to save fre-

.quently, so that you don't lose any work. .

4. Permission : Microsoft has enabled Information

. Rights Management (IRM) within the new ver-

- sion of Word, which can help protect sensitive

documents from being copied or forwarded. Click
this for more information and options. _

6. Print : Clicking on the Print icon automatically
prints the document currently active in Word. If
you wish to explore more print options, then go
to the menu bar and select “File” >> “Print.”

8. Print Preview : To get an idea of the appearance
of your document in print before you actually
print it out, you can click on this icon to. view
your document from a zoom-out distance,

7. Spelling and Grammar : Clicking begins a re-
view of your document in search of spelling and
grammatical errors that may need to be corrected.

8. Copy : Copy the current selection to the clipboard,
which can then be pasted elsewhere in the docu-
ment, or into a completely separate program/docu-
ment.

9. Cut : Cutis a command that allows you to "cut
out" a selection of text or other data and save it
to the clipboard. It is similar to the Copy com-
mand, but instead of just copying the data to the

clipboard, it removes the selected data at the same
time, For example, if you highlight a sentence in
a word processing program and select "Cut," the
sentence is removed from the document and is
added to the clipboard, Therefore, selecting "Cut"

is an simple way to both copy and delete a selec-
- tion in a single step.

10. Clipboard : A special file or memory

11. Paste : Clicking on the

data is stored temporarily before being coxt_gied io
another location. Many word processors, for ex-
ample, use a clipboard for cutting and pasting,
When you cut a block of text, the word processor
copies the block to the clipboard; when yg.u paste
the block, the word processor (;opies it from the
clipboard to its final destination. In Microsoft
windows and the Apple Macintosh operating sys-
tem, the Clipboard cant‘r;]e used to copy data from
o another. ,
o Paste button inserts the
as been most recently added to the
:Ji;{;bt:::dlllthe text would have been added there
by Cutting or Copying). With Paste, you can ei-
ther insert the copied text into a document or
replace selected text.

12. Undo Typing : The Undo Typing button goes hack

and removes the last addition or change made
to your document.

18. Insert Hyperlink : You may find that you want

to make links to a particular web site, web page,
or some other kind of online file in your Word
document. Using the Insert Hyperlink button, you
can turn selected text into hyperlinks. When the
icon is clicked, a window will appear that will al-
low you to insert the URL (web address) of the web
page you want to link to. You can type in the URL
yourself or insert a preexisting bookmark. Once
the link is inserted, the link in your Word docu-
ment can be clicked and the web page will open
up in a web browser.

14. Insert Table : When this icon is clicked, a small

window will appear in the form of a grid of squares.
Use this window as a guide to indicate how many
rows and colummns you would like your table to
contain. Once selected, a table will automatically
appear in Word. Clicking the Tables and Borders
button will allow you to modify the table. To
modify an aspect of the table, select, or place the

cursor in, the area and app} i
ders and colours., Pply changes such as bor

. The Formatting Toolbar : Word allows all to
listed here. There are several buttons that may or

mﬂerdana, 10pt g, Verdana
9

© 1, Style : Styles in Word are used to qui
mat portions of text; For o s
use the “Normal” or “Default Para aph Font"
forthe body text in a document. mg;rgn are glnsto

three preset styles made for headings,
Z. Font t Font is a simple but Important factor

ents,
style of the text itszl The choice of font (the

- others view docum

olbars to be customized, so

. . N ma not' a e .
the following graphic as a guide to the Formatting Too?bar. ppear fmmed

a ) 9 =

example, you could |

2lf) can influence the way |
ents, either on the scree!l': |
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you may not find all options
ately in your version of Word. Use

‘ ?::.ru:: print. For €Xample, Arial font looks bet- 4
N Screen, while Times New Roman is

fll:j‘}f.ﬁg T Print. To apply a font to text, select
font from 1 It your cursor, and choose 2

3 Fc‘m tmm the font drop down menu.
) y:: nggfﬁ * You may encounter times in which |
than oth © display some text larger or smaller
cursor aggt;’%osillegcﬁ?g desired text with the |

Sing a font size from the d
down menu changes the size of text. wp !

Y
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-~ 4,, Bold : Places the text in bold.
© g, Ralic : Places the text in italics,
8 Underline : Underlines the text.
7. Align Left : Aligns the selection to the left of
the screen/paper.

8. Center : Aligns the selection to the center of
the screen/paper.

9. Align Right : Aligns the selection to the right
of the screen/paper. ..

10. Justify : Aligns the selection to both the left
and right of the screen/ paper.

11. Line Spacing : Adjust the line s -
spaced, double-sﬁiaced. ete.) © spacing (single

12, Numbering : Create a numbered list.

13. Bullets : Create an unordered, bulleted list,

14. Decrease Indent : Decreases the indentation
of the current selection. (to the left). *

16. Increase Indent : Increases the indentation
of the current selection (to the right).

16. Outside Border : Places a border around the
current selection; click the drop-down for a
wide selection of bordering options.

17. Highlight : Highlight the current selection;
default colour is yellow.

18. Foat Colour : Change the font colour; the de-
fault/automatic colour is black.

More Formatting : Besides the toolbars, Word pro-

your text and documents.

Paragraph Spacing : To access the Paragraph for-
matting options, navigate to the menu bar, and select
‘Format” >> “Paragraph,” or right-click within a para-
graph. .

=q Paragraph...

Buiflets and Numbering...

well as edit the margins for the document.
Headers/Footers : Headers and footers are im-
Portant aspects of a Word document if you wish to

Ings on every page. To access the header and footer
tions, go to the menu bar and select “View” >> “Header

nd Footer.”

| simply click the cursor in- |

vides a great deal of ways to customize and format |

A window will appear With options for modifying |
| Spacing and indenting. Here, ySu can choose to make |
the text in your document single or double spaced, as

| Iclude information such as page numbers and head- |

| Other options include “Au

Kiran's Computer Literacy and Knuw!cdge

... ‘Adotted-line box called Eﬁ" R A i
Header"” will automatically * d

WiCrosoft Word: "
appear, as well as a sub- | yew Fgrmat  Tool
menu for formatting header - -
and footer properties. The
cursor will already be placed
in the Header box. If you
scroll down on your current
page opened in Word, you
will see a dotted-line box §,
called “Footer.” To add text h 4

=
Q
E
[72

]
@r Print Lavout

Toclbars »

in the Header or the Footer,

A
side either one of the boxes, 3 Zoom
and type the text you want | 4 )
B OSSP

nser beader herd

To add.page numbers to your document, click your

| cursor inside of the footer box. Then. click on the icon
' shaped like a sheet of paper with a “#" inside. The page

number will then be inserted and applied to all of the
pages in your document.

Inserting an Image : In Word, it’s possible to add
clipart or other images to a document. Click the cursor
in your document where you wish to place an image.
Then go to the menu bar and select “Insert” >> “Picture.”

AT e e B e e b K P e O P RO T T e e
NBcrosoftWord: - - - _ ;

JiInserk:f Format  Tools Table window Help
i I':‘ arééf;:r.. j5i
g Pags Numbers.,. . Lot >
| Date and Time ' :
Symbol. ..
Picture v | @l cinart...
Hypgrﬁnk... Crl+Kk I ‘ Ernm File...
.’;-‘ & From Scanner or Camera...
Fodue]
dotteqsi New Drawing
the cy 48 Autoshapes
. -E{qﬁ ‘ .<,". ] E&_ﬂfdmt.u
:Blsert 4l QOrganization Chart
[l e .
; B Chart ]

to

there, you will find a number of options
chog‘;gn}rom. “}E:Iipart" searches Ehrough your
computer's Clipart library. “From File" will allow you

L a aved elsewhere on your mmputi-.n
to e A et toShapes” and “WordArt.

[cir157]




‘Microsoft‘ Office 20&3_,_}5@@ ¥

g
N

- [ciE1ss]

OBJECTIV I

SUESTIONS

ave as - (4) New file

1. The quickest and easiest way in
Word, to locate a particular
word or phrase in a document

is to use the — command.
(1) Replace Find
(3)Lookup  (4) Search

(5) None of these
2, Editing a document consists of
reading through the document
you've created, then—
Correcting your errors
(2) Printing it (3) Saving it
(4) deleting it
(5) None of these
3. Text and graphics that have
been cut or copied are stored in
an area called the—
{1) Pasteboard (2) Copyboard
81 Clipboard
{4) Cuttingboard
(5) None of these

- 4, What is the default file exten-
sion for all Word documents?

{1)WRD {2) TXT
DOC {4) FIL
(5} None of these

i Bank of Bareda Clerk
: Exam, 30.11.2008

\ 5. A word processor would most

likely be used to do which of

the following ?

(1) keep an account to money

; spent

, {2) maintain an inventory

a biography

B \ media centre

(5) None of these

SBI PO TierI Exam, 13.10.2008
6. If you type a word that is not

R WP IS L L

i in Word's dictionary, a wavy
:. \ underline appears below
lt:%word. '

é T} red (2) green

4 (B} blue (4) black

§ - {B) None of these

Allehabad Bank Cler
Exam, 31.08.2008

(4) do a computer search in the |

7.The __
Quick Access Tollbar allows

you to cancel your recent com-
mands or actions.

(1) Search (2) Cut S

(3) Document Undq

(5) None of these

Allahabad Bank Clerk
Exam, 31.08.2008

asa____.

le {2) word
(3) folder (4) project
(5) None of these

Alighabad Bank Clerk
Exam, 31,08.2008
9. To print a document, press __,
then press ENTER.
(1) SHIFT + P
A CTRL + P
(3}ALT +P
(4 ESC+P
(5) None of these
Allahabad Bank Clerk

10. Which of the following are
valid Min. & Max. zoom sizes

in MSOffice
(1) 10, 100 {2) 20, 250
G, 500 (4) 10, 1000

(5) None of these
Allahabad Bank Clerik
Exam, 31.08.2008
11. Word processing, spreadsheet,
a?d photo-editing are examples
o .
Mpplication software
(2) system software
(3) operating system software
(4) platform software
(5) None of thege

SBI PO TierJ Exam, 27.07.2008

| 12.To save an existing file with a

NIEW name or to a new 1,

. ocation,
you should use the
mand, —

(1) Save

com-

(2) Save and replace

Kiran's Computer Literacy ang Knowledge , o

button on the |

8. A saved document is referred to |

Exam, 31.08.2008 |

(5) None of these

SBI Clerk Exam, Secong
sitting, 13.07.2008

18. What menu is selected to print

(1) Edit (2) Special
igftile (4) Tools
(5) None of these

SBI Clerk Exam, Second
Sitting, 06.07.2008 | |
14, The name a user assigns to a
document is called a(n) —
#7File name (2) Program
(3) Record (4) Data
(5) None of these
SBI Clerk Exam, Second
Sitting, 06.07.2008
15. When creating a word-pro-
cessed document, this step in-
volves the user changing how
words on the page appear, both
on the screen and in printed
-formn.
(1) Editing text
(2) Inserting tables and indexes
(3} Formatting text
(4) Proofing documents
_ ﬁ Print Preview 4
SBI Clerk Exam, Second
] Sitting, 06.07.2008
16. Changing an existing docu-

=

ment is called the docu-
mient,

(1) creating  42f editing

(3) modifying  (4) adjusting | 2

{5) None of these
SBI Clerk Exam, 06.07.2008

17. Which groupings do you work |

with when formatting text in
Word ?

/k}"l‘ables, paragraphs and in-
~  dexes i
(2) Paragraphs. indexes and

sections
(3) Characters, sections and
pParagraphs i

(4) Indexes, characters and
tables

(5) None of these i

SBI Clerk Exam, 06.07.3008 |

~
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48, In order to save a World docu-

. .ment as a2 web page you need to |

" {1) put the appropriate graph-
ics and links on the docu- |
ment :,

(2) save the document in |
simple text format

(3} use your web browser as an
editor and save as URL

JFBhve as HTML

(8} None of these

SBI PO Tier-I Exam, 27.07.2008 |

18. The eopy command saves to

(1) the desktop

‘ /@—ﬂ'ré clipboard

° (3) Microsoft Word

(4) Paste

(5) None of these

SBI PO Tier-I Exam, 27.07.2008

{ 20. Which of the following displays

style, alignment and size ?

(1) Standard toolbar

(2) Status bar

(3) Drawing toolbar

MMatung toolbar

{5) None of these

SBI PO TierI Exam, 27.07.2008
21, The word processing task asso-
ciated with changing the ap-
pearance of documents is |
(1) Writing J{2F°Formatting
(3) Editing (4) Storing
(5) Nene of these
SBI PO TierI Exain, 27.07.2008
22.In order to save an existing
document with a different
name you need to
(1) retype the document apd

‘give it a different name

{3) copy and paste the original
document to a new docu-
ment and then save

{4) use Windows Explorer to

 copy the docurnent to a dif-
ferent location.and then re-
name it

(5) None of these

the buttons for changing text |

_42Ffise the Save as... command |

23. Microsoft Office is
(1) Shareware
{2) Public-domain software
{3) Open-source software
(4} A vertical market applica-
tion
’yn application suite
SBI Clerk Exam, 06.01.2008
24. A program which helps to cre-
ate written document and lets
you go back and make correc-
tions as necessary
(1) Home row keys
(2} Tool bar
(3) Folder

—44Word processor
{5) None of these
28. Graphics for word processor
(1) Peripheral
_A2¥ Clip art

(3) Highlight

(4) Execute

(5} None of these

26. What type of software is used
for creating letters papers and
other documents?

(1) Database

@ Word Processor
(3} Spreadsheet
{(4) Operating Program
(5) None of these
| 27. What does the Ctrl + I short-
cut key accomplish in Ms-

Word? -

(1) It converts selected text
into the next larger size of
the same font

(2) 1t adds a line break to the
document

_{3¥it makes the selected text
bold

4) It applies Italic formatting t
the selected text

(5) None of these

28. What is the AutoSummarize

feature used for in Word 2000

{1 creates a 260 word. 500
word or 1000 word sum-
mary of the document

SBI'PO. Tier-I Exam, 27.07.2008

Kiran's Computer Literacy and Knowledge

(2) It adds Automatic headw-
ers, bold and italic charac-
ters as well as automatic
formatting of the document
to give the look of a well
summarized document

(3) it summarizes the statistics
of the document into a re-
pert such as total words, to-
tal characters, total pages,
total paragraphs, file size
ecs

(4) It identifies the key points in
a document for your to
share with others or quickly
scan

(5) None of these

' 28. In H,0 the figure 2 is appeared

lowered. Which effect has been

.

applied?
(1) Superscript (2} Lowered
ﬂ Subscript  {4) Laid down

(5) None of these
30. Why are headers and footers
used in document?

{1) To enhance the overall ap-
pearance of the document

{2) To mark the starting and
ending of a page

(3) To make large document
more readable
To allow page headers and

#~ footers to appear on docu-
ment when it is printed

(5) None of these

81. Which of the following shortcut
key is used to check spelling?

(1) F1 2) F2

~=%3) F7 (4) F9
(5) None of these

32, What does Ctr]l + B shortcut
accomplish in Ms-Word?

(1) It converts selected text
into the next larger size of
the same font

{2) It adds a line break to the
document

t makes the selected text
bold

{4) It applies Ralic formatting t
the selected text.

{5) None of these
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- ICIE-16€ - : S ' tiffes a file. Every y, ,
" gg. What is the minimum number | = EXPLANATIONS == that {dentifies ery file

stored on a computer's harg
of rows and columns that a

is isk has a filename that helpg
, find command dis
Wﬂrd table can have?‘ 1. {2] Igst;”‘:;redarch the tGXt oT | identify the ﬁ.le Within a
use ‘ t iven folder.
(1) Zero rase in a document. give
(2) 2 rows and 1 column pI Editing means correcting | 35 (5) Print Preview command is t,
{ 2. 1ging words in a et an idea of appearance qf
{3) 2 rows and 2 column errors or changing ngur document in print before
1 colurnn ment.
AT row a?tiese ' 3 Ié_»f]j(jal:_e,lznecial file or memory area you actually print it 0.l:l‘t. _
by mbol on the |  where data is stored temporarily | 1. (2) Editing means cor;eerng
34, The blinking SY. alled the before being copied to another errors or changing words in g
computer screen is ¢ p ‘ location. Many word proces- document.
(1) mouse ()b sors, for example, use a clip- 19. (2) A special file or memory area
(3) light cursor board for cutting and pasting. | where data is stored temporarily
(5) None of these 4. (3) File extension depends on before being copied t_oﬁ gnuther
SBI PO TierI Exam, 13.10.2008 |- the version of Word you're us- location is called clipboard,

: ions’' ; in clipboard
ing. The older applications Coping data saves in :
% ANSWERS E (Word 97-2003) default exten- 20. (4) Formatting toolbar in-

- — sion was .doc; the newer exten- cludes text style, alignment
Le) | 20| 38| 48 sion (Word 2007 and later) and size.

s o [ 7in| om]| i Sooxecauet Word no | g G s command et
9.2 | 100 | 110 | 120)]|| 7.@ Undo command is undoes | {Lr 0 ey Tocation,
100 | 1w [ 186 | 160 0TRE acke a step | 25 () Clip Axt including graphics
17.0)| 180 | 192 | 2008|| L’;tt;ﬁirt‘fﬁg‘lgaﬁl‘;“ command into the document.

. cript create small let-
2142 | 222 | 238) | 244)}| 8.(1) File is a collection of data | 29 igi’ssl?;cs)wntllie AT
| ‘ which save the document &

25.2) | 26.2) | 27.(4) | 28.1) Folder is a collection of file. :nlmrgfsi{ﬁi ot create small letters
2009 | 3044 | 519 | s2(a) | 12.(9) Save éﬁs‘m?%g use to above the line of text example
33.(4) H 34.4) : ‘ * name or a new location. X2 7 m w )

SUCCESS OR FAILURE : TP'S IN YOUR HAND)| | |SUGCESS OR FAILURE : IT'S IN YOUR HAND
HAVE YOU EVER TRIED TO KNOW HOW WE ARE HAVE YOU EVER TRIED TO KN'OW HOW WE ARE

DETERMINERS OF OUR. SUCCESS OR FAILURE ? DETERMINERS OF OUR SUCCESS OR FAILURE ?

Many factors can be made responsible for failure, | | [ Many factors can be made responsible for failure, | |

but for success the only factor is ; . but for success the only factor is :

Preparation for exams with standard books and | | |Preparation for exams with standard books and| .

magazines, following the right path. : magazines, following the right path. I

Lo ¥4 The final selection for the Wi Lm»..i:ujlm'%‘. ] © OBJECTIVE QUEST'ONS i
Bank Probationary Officer, KRENS P & Solved Papers of 2007, ‘
Bank Specialist Officer, In- o 2008, 2009 & 2010 L

= surance Officer, Manage-
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