
(Working with Documents) 
JÈRT (Objectives) 

Unoeropes 

CNIIT 

qte str aftT (Bullets and Numbering) HIA BÌ THSIT| 

CRE a 0e orI (Formatting Text) 

13 
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" Rugs (Standard) 
" fT(Formatting) 
" a (Web) 

1. View fas | 
2. Toolbars faooy qR faeE I 

Rodiwpnibho 

zÍuz qGeI (Changing the Font) 

13.1) | 
Bs Edt Yew Insert Fomat Tools Table Wndow delp 

4 Norml -fioss New Ronse12 B IE 
1 Arial 

Times New Roman 

T Albrtas Extra Bold 
Albertus Medlum 
ALGERIAN 

Antlque Ollve 
TArial 
TArial Bluck 

Arial Narrow 
Arlal Rounded MT Bold 
Arlal Uncode MS 

faa 13.1: Font $14-S3T fO a 



oUE FEI^CH (Font Styles) 

Bold 

GNIT 

1. Format yr hqe Font faney r farcs p}| Font 34GiT 

ltalic 

Underline 

B Font Style 

Font Style 

Font Style 

<Ctrb +B 

<Ctrl> + I 

<Ctrl> +U 

otile9ferTOR) 

Bive oT T ZGI (Changing the Font Colour) 
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41Red 

Atimt 

More Cckas 

fr 13.2: Font Color gr-34 fae 

ove I IOR 4GGI (Changing the Font Size) 

otÄe tr (Format Painter) 
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2. Formatting AR YR HgC Font Size Ss-SGT fR H 34 ¢ he 

Times New Roman 12 

2. Formating R 4R he Format Painter 4e qe fs Ì (� faa 13.4) | 

-Font Size 

faa 13.4: Fomat -R 

CNKT 



RE YeIT GYI (Aligning Text) 

ITGIINE BT AeR À (centred), s 3Ìr (right aligned), 3r (left aligned) 

2. Format 

Align Left-+ 
Center 

qe str TaT (Bullets and Numbering) 

y facs aò I 

4. Bulleted ta y frctcs hI 

6. OK cT R facE hI 

GNIIT 

faa 13.5: yeigTte qeH 

Justify 

3. Bullets and Numbering tch4 yR ftacs | Bullets and Numbering SIUÍT 

-Align Right 
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2. Format 

Bullets 

Butets ánd Numbering 

BletedNmbered oyhe anber ed yles 
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None 

e facs | 

faa 13.6: Bullets ånd Numbering SUG0T fH H gfes tu 

4. Numbered ta R RGE H 

6. OK �eA VR faE HÀI 

t 

3. Bullets and Numbering fahcy qR faoi6 I Bullets and Numbering SLGÍT 

Cerce 

CNIT 



2. Customize T R faTGE 

3. Specty the number in the Start at: fr at R à AftTT 0 (}T ta 
13.7) 1 

4. OK EA R fAT# T}I 

stemize 

ter fym 

rcer fe 

L23 

CHT 

Nuter pshr 

etpcsbon 

2. Format fas | 

Sat att 

3. Columns faocq yr feco ¦I 

lgrec at 4z 

het t 047 

faa 13.7: Customize sIuciT H 

c HI IH YI (Working with Columns) 

Cancel 

Columns SIUGÍT 4iH fGI GTrT f faa 13.8 faI TT1 
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columns 
Presets 

One Two Ihree 
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Number of columns: 

Width and spacing 

Col #: 
1: 

Width: 

Apply to: 

2.75" 

2.75" 

DEqual colunn width 

Left 

Spacing: 
0.5" 

Right 

Whole document 

OkK 

Cancel 

Line between 

Preview 

fra 13.8: Columns SIUG0T IH 

Start nev coui. 

5. yf& 3TYcoT 3 TUGT olRA yONT Number of columns fte H À 

6. Width and Spacing tT Width fryR ÍH À 34 0G4 sg 

7. Width and Spacing tRT Spacing fYR a0RI À oiqH g T 

CNHT 



qat fy (To Discuss) 
Rat eT (Fill in the blanks) | 
1. CE 
2. Columns faoeyR 

H T JAT (State Whether True or False) 

2. Bullets and numbering fancs T T0HTGA F0ve + NOR TGTt fery fbar 

Hq 314 ulHG � (Now You Know)n os mienga 

q` HIYOT Bullets and Numbering froey ^THTT ERI yGI TOR 

hUÀ fy (To Do) 
Early to bed, Early to rise. 
Make a man, healthy, wealthy and wise. 
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6. Bullets and Numbering fahoY aT EHTA HRh 3J4ft qÍtaT fabad à TÈ 

Magnetism 

Natural magnet occurs as an ore called Magnetite. Magnet and a few substances 
like iron attract each other. 

Attraction will be maximum at the ends of the magnet. Magnets have North and 
South poles. Like poles repel each other. North pole of one magnet when brought 
near the North Pole of another magnet will repel each other. Unlike poles attract 
each other. 

Magnetism is lost if magnet is heated or dropped from a height. To retain 
magnetism, two magnets are kept with a woodern piece between them so that 
their opposite poles point to each other. 
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