Lecture- 02

= E Microsoft”
P g e

Word 2016
Only for CYBERTECH Use
¢ TABLE:
. —— [ Pictures =) Sn
Microsoft Word 2016 JjR5MIRICns SRowrs 8 4F SRS (1 Feig @ | | E@ Ovline Pictures sl CH
Table
Gl ST (R 3 =S (O T35 &y Table WP 799 541 (I ACH| 25 | DShapest  ausc
Insert Table
(] ([ [ [ [ [ i
e Insert Tab = Tables Group = Table = Insert Table = ATAG SGAICE | 2 2 09 10 (0 [0 ) 1 1 1
Column g2 Row {445 Fco 73 = Ok = Click. %%%%%EE%%%
(] [ [ [ S
(] [ [ ) o
(] [ ([ 1
(] [ [ [ [ [ [ [ e
t“] Draw Table
== nvert T Tak
=5 Spre et
= kTa >
€ INSERT ROWS: T '
CORPO BRI AT TP (1T Row FeI& FI &7 Insert Rows i oo
BISEEB TGRS -

e Row Select = Mouse Right Button = Insert = Insert Rows Above or L —
Insert Rows Below = Click. — e :

€ DELETE ROWS: =
(OfRPO GRTETT I (I Row (R (<17 &y Delete Rows s (e

JIF A A AP

e Row Select = Mouse Right Button => Delete Rows = Click.

@ INSERT COLUMNS: % o
(o0 BREeH WA A9 (I Column TS F1F &7 Insert Columns [ rees
RSRERE R el Az

e Column Select = Mouse Right Button = Insert = Insert Columns to the s B lscoing
Left or Insert Columns to the Right = Click. o T

€ DELETE COLUMNS: e
Cofpo (BRTeT R (31 Column (& (el &1y Delete Columns -

T I T LI 1.-“7 = .
e Column Select = Mouse Right Button = Delete Columns => Click. 5 NS - -

Prepared by: Mohammad Ali Page 1of4



Lecture- 02

DI SAfs o

ST O PIFIAE SRS S8
IS 2 200032

Only for CYBERTECH Use
€ MARGE CELLS:

GHIEP TP a0 IF TG ©iF G0 G FARET &) I T

|

e Cell Select = Mouse Right Button =>Merge Cells = Click.

@ SPLITCELLS:

G0 TP TP CIce TG ©IF FHABET &y JIYT T M

e Cell Select = Mouse Right Button = Split Cells = Click.

Microsoft”

Word 2016

E® Cop
‘', Paste Options:
hleg oafhna el ein

=" S Llaa A

@ TABLE STYLES:
Table Styles 9= 41t =

Table Styles

e Table Select = Design Tab = Click = Table Style = siczie wcot Style « Click.

€ CONVERT TO TEXT:
GRETR OIBET (Pl (14 FrelfRP @4 Jro! FoA®T F9F a7
Convert to Text 7317 I =

e Table Select = Layer Tab = Data = Convert to Text = Click.

€ CONVERT TABLE TO TEXT:
FreliRFP (& @4IF CRER WoreE{ T8 31K &qy Convert
Text to Table 937 I L=

e Text Select = Insert Tab = Table = Convert Text to Table = Click.

Prepared by: Mohammad Ali

Layout

>
—
—
-

Text

Q Tell me 9,, Share @

i

Cell

Direction Margins

ignment
f

2l

Sort

<3

14

Data

30 QNEEEEER

, » HHNREEEN
; INNEREEN

Quick Tables >

3 Pictures ?1“\: Sry
[& Online Pictures 5’8 CH

Shapes ~ e SC

-
]
g0
"

¢ INEEEEEN 5
- JUENEEER
00000000
]
0 O
0
foR0EC0O

Page 2 of 4



Lecture- 02

g "E 1' \1@ ! Microsoft”
ST 0 PIFIE SEAAS b Word 2016
BIPS 2 200032

Only for CYBERTECH Use
€ WORD COUNT: ABC Word Count 7=
— - ¢ E Thesaurus Statistics:

TP FFIE Fpe] T Ao 910 8T Ty S i

BISEG Spelligg B ASC \wod Count Word 820

Word Count Q : ®-| Gramnma il i Choarasders {no spaces) 3477

. Characters {with spaces) 4,276

PrOOfmg Paragraphs 94

Lines 196
e Review Tab = Proofing Group = Word Count = Click => Close = Click. | * ndudetexoores footnotes and endnates

Close

€ AUTO CORRECT: :
I AR 3 I ST OGS el TG (I o AT gl <F
o4 Auto Correct 43 FILTE O BfoF o JIE ©ICT O 41 I

Adtions

Exceptions...

e File Tab = Options = Proofing = Auto Correct Options = Replace :
and With  SICIIeTaI *19 5137 $9c0 29 = Add = Ok = Click. B

€ PROTECT:
ST (I CHCBCP FICed I JReed @GF MM, | ol proteet ok

T TG @ATEFO THET & e I IR0 9 (6 T& CHCTS : "
I T GG 1 RS 919 oS AF A, G (R@ o IRF oy | -
Ta TP (T AFAO AN '
Restrict
« Review Tab = Protect = Restrict Editing = Task Pane = Yes Start Editing
Protect

Enforcing Protection => Click => Optional and Confirm Password = Ok.

Restrict Editi.. ~ %
‘ STOP PROTECTION: Your permissions

EITFTO (A CFEIBCP 0 FCO! TP @03 TS THAT 70! FI Sntetanaeating
. You may only view this region.
&y Stop Protection 3317 *(T AT J

Find Next Region I Can Edit

e Review Tab = Protect = Restrict Editing => Stop Protection = = Click Show All Regions [ Can Edit
= Password Type = Ok. Highlight the regions I can edit

Stop Protection

¢ ENVELOPES: | =
ZAceCEl It A8 BT FF S 7 T 0492
Envelopes 35329 (T AT

Envelopes fabels

Create s R il ol

e Mailings Tab = Create Group = Envelopes = Delivery Address 43
B[ AFA A 93 Return Address 3 Bd @[ 51 B3t
<550 20 = Add to Document = Click. ==

Prepared by: Mohammad Ali Page 3 0of 4



m Microsoft”
T O PIFIS SRS A8 Word 2016
BIPS 2 200032

Only for CYBERTECH Use
€ SHOW:

. . v/| Rul
Microsoft Word &id Reeis 3ice e S8 AR 311 Sy A3 FPiceticpa e
&S =1 Show Command Group g3 Ji&rea Ruler @2 Gridlines Faiced Gridlines

T 5 Bl (I IS A FI AR e 71 591 J7) R
Navigation Pane
e VView Tab = Show Command Group = Ruler or Gridlines Check box @

5 o2 o E = ORI RIS TPIICH Felisl AR TG AR

Show

T IO A

€ IMPORTANT SHORTCUT:
Microsoft Word 2016 ¢2fiaficas g et ifowrs 75ig 419 &y Ry B0 I IR (%P0 FICH B
ORI Ty I IR0 [ G 57 X S e e

Ctrl+ A All Select TPCACTT S (@130 Gp3 3 Bieeig 7 &y
Ctrl +B Bold 1A AT @4 @I FF &)
Ctrl+C Copy HESAR @ ST 1.5 1 Ty
N Ctrl+D Font Font fSfo< SHICeE 1A &0 T BRI I A &)
O Ctrl + E Center TPCCO (T4 O (IS FR! BARES S|
Ctrl + | ltalic SCIGART @21 I it <51 <19 Ty
| Ctrl +J Justify TPCACHS (141 (ISd 72T SR I &)
N Ctrl + L Align Left GPCCTS (T TS CITSd I FACES G|
C Ctrl +N Blank Document 9 THAD (ORI S|
: Ctrl+0 Open CToP0 TS AT AT T |
*_ Ctrl+R Align-Right THCACHS (T TFO (IS Tt BARET &)
U Ctrl +$S Save CORRPO GPCEATC BRI T SRIFC I S|
Ctrl + U Underline ATEIF @417 A AR 13F 3 Al (ST T
N Ctrl+V Paste 3 1 FIOFO @I @I TS B BT 919 S|
- Ctrl + X Cut A @I BT T o K G|
Ctrl +Y Redo TIECT TS (@I IS A= 9B I
Ctrl +2Z Undo TIECT TG (@I IS 2 S I
Ctrl + Home | Go to Document Home | w6 GG AICT I TAC ISR )|
Ctrl + End | Go to Document End O TPEACHT I IR T I3 &)
Home Go to Line Home O AR 2T I AT IsT| &y
End Go to Line End O FRAE I PR 90T 3s3ie &y
Page Up Go to Page Up O CItSd SAER e SR & |
Page Down | Go to Page Down 7O (S b M ISR &)
Backspace | Remove Word Back Side | TP 141 ¢¢1rd W< (I = &FF S|
Delete Remove Word Front Side | TFCCTS (@31t STacAs i (IS (R T &)
Ctrl +[ Decrease Font Size TIACT] PICciggo (T &6 (=fF F<I9 &7
Ctrl +] Increase Font Size TIEACHT P Po 141 70 6 F9I9 S|

Prepared by: Mohammad Ali Page 4 of 4



