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Text Basics: Typing the text, Alignment of text , Editing Text: Cut, Copy, Paste, Select All, Clear, Find &
Replace

Saving Documents : New, Open, Close, Save, Save As ,Formatting Text: Font Size, Font Style, Font Color,
Use the Bold, Italic, and Underline, Change the Text Case

Printing: Page Setup, Setting margins Print Preview, Print, working with Tabs and Intends

Working with Objects: Shapes, Clipart and Picture, Word Art, Columns and Orderings - To Add Columns to
a Document, To Change the Order of Objects, Page Number, Date & Time

Header & Footers: Inserting custom Header and Footer, Add section break to a document
Working with bullets and numbered lists: Multilevel numbering and Bulleting
Tables: Working with Tables, Tabele Formatting, Table Styles

Styles and Content: Using Build- in Styles, Modifying Styles, Creating Styles, Creating a list style ,Table of
contents and references, Adding internal references, Adding a Footnote

Mail Merge , Proofing the documentShortcut Keys

Operating in: Mexico, Qatar, India, Dubai, Singapore, Kuwait, Srilanka, Iran



