IT System: Office Tools & MS Word
IT fOeH: 3ifthd g 3R MS Word

Unit 3 - Polytechnic 2nd Semester
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31T g T &2 (What are Office Tools?)

3iif%W o Uas Application Software Y31 g 311 I3 Pl SIRTAC &1 3R HAST @3 A

Heg Bid ¢l

E4

Create (d4141)

=

Manage (WdeM)

Documents (G&d31) « Spreadsheets (W32fie)

Presentations (S¥fd)

[IN

Edit (HuTfed &)

Bl

Organize (Tafd

q

Pl

Databases (ScTa¥)
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g-epl Hged i g? (Why are they Important?)
3111 & fefSieet o | ag Uah Essential Skill (31HaTd ahigred) gl

Business (ATUR) Education (f2ram) Personal (aaf<wd)

=

BT Repisy, Ratda ReTer AR =, AT aiE, RgH (Resume), oed, 3R
3R ST TATei ey & forgl 3R fohare (Books/Notes) 3TSHE I o [T
fora+ & fera|

STt Retee 3muen! fAerdr @ a1 Sit fohdTe 311U Ugd 8, d 3781 ¢od T IUINT hich 13 SiTd! 8|
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& Mthd & &t g1 (Comparison of Major
Office Suites)

"Sid WhatsApp 3R Signal SieriT-31eiT QW & cifdi b1H §ab 81 &, dd &1 & SieTT-31er’T god 81"

Premium / Paid. Industry Standard.

Free & Open Source.

(o 3R opls it ST R HehelT B)

2 | Open Office

Free & Open Source.
(Cross-platform support)

3 Libre Office

Takeaway: Professional Work = MS Office | Personal/Budget = Libra/0naon
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Is W9ER ot 993141 (Understanding Word Processors)

UHT QIR STt TeRe- 3T Sle’gHE (Text-based Documents) sHM,
Uiee e 3R Ui e oh hrd ST &

MS Office MS Word
Open Office
Libre Office

Primary Functions

B Text Composition |22 Editing & Formatting D] Printing
ﬁ (ferem) =) (QURAT 3R HST) - (foie &)

Writer

L
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MS Word & g[= &e? (How to start MS Word?)

1. Start Button: shidls 93 Windows

Key &&TU g1 ©hi- U= Start Button
R fareTeh e

2. Search: I IR d 'MS Word' 218U
Gy

3. Launch: TGHhRM 3TShid U
fereTen 9

4. New File: 'Blank Document'

(@At SEATAST) Al T |

B ® ®

ﬂﬂﬂﬂﬂ
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MS Word ge3thy & "eeh (Components of MS Word Interface)

1 Title Bar
(BISc BT ATH)
=0 | P | - 0O X
File Home | Insert Design  Layoul References Mallings Review  View  Help E
=n X T = [ L Find = z
Y| A K[ ra- [ | == = | =4 W W Bl Ribbon
H PR Y - EEEEArY:: I .y ‘ (A 3/R e - Home,
2 e e Insert)
Quick Access Toolbar 3 :
(Shortcuts like Save, :
Undo) -
I
i
-
| 4 Document Area
p (Working Area)
&
|-
I
| : . Status Bar
Page1of5 Wordcount [B i B ———+ 1005 5

(Page No, Word Count)
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ThIS I-T-T 31R Hgoi-T (Creating & Saving Files)

New File (% ®Igd) Saving File (w181 Od 1)

Menu: File > New > N\ Menu: File > Save As .1]
Blank Document —I— > Browse Location
Shortcut: Shortcut: -

Note: MS Word &t fSthice hisd e .docx gidl i
(.pdf oft G4 B8)




BhISH TdAT 3R §¢ &hedT (Opening & Closing Documents)

Opening a File

:: Menu: File > Open > BTsdl 4
Shortcut:

Closing vs Exiting

Close (Document) Exit (Application)
fath ada tIgd &g gidt 8| X1 MS Word UteilcheH &g gl SirdT gl

Action: File > Close OR Action: File >




Modern Digital Handbook

1Ot 3R f3efie &t (Typing & Deleting)

ety < T EXT | TEXT — ®ighteiete

Backspace thdR o arif 3R fAerar g |
Delete &R o grIT 31k Aerdr &
Undo / Redo Undo / Redo
Undo (TTefdl GERAT): Undo (Tefal GERAT):

Redo (amag &1-): Redo (amag &1):




Modern Digital Handbook

¢RE 99 3R §d T (Text Selection &

Selection Methods (T4 & a<ih) Moving Text (Move vs Duplicate)
723\ . // | Cut & Paste (Move) ->
@ Double Click = Select Word (27e2) G\E) i
723\ Triple Click = Select Paragraph ~ Copy & Paste (Duplicate) ->
(SRTITR) G then
=_—{},§J Keyboard: = Select Al
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whIss 3R Rwd (Find and Replace)

Example: '3 Idiots' Movie (FH@hR -> ScllhiR)

A~
Q\ B

Find (¢&): fordt 2rec opt @it Replace (si&er): QTeg i TR UG
< feg § 95 & forg
Shortcut: Shortcut:

gg thitR R SIRIAC H Teh 1Y sGelTd i b felg IuTiT gl




¢aRe BhidfeT (Text Formatting)

Location: Home Tab

Font Style (Handwriting)
Serif Font —— Sans Serif Font
Serif (e.g., Times New Roman) Sans Serif (e.g., Inter)
Emphasis

Bold . [talic — Underline

Alignment

Left Align Center Align Right Align
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Tfei T 3R R deh (Spell Check & Grammar)

Red Underline = _
g Teh J&BRUT 51 —> Spelling Mistake How to Fix (& guR):
(e Y TTereh) e
1. Right Click for

suggestions (4
(g=m)

: Blue/Green Underline 2.Press
dg 31T d8ehl A6l 81 ——> = Grammar Mistake
(TR h! TTeidl)
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Ayl hials 2T (Essential Keyboard Shortcuts)

Action Shortcut
'3 New File |01 w13« Ctrl+ Ctrl+N
= Open File |®rsd @i Ctrl+ Ctrl+0
=) Save File |1gd 99 &< Ctrl+ Ctrl+S
(=) Print |fSic & Ctrl+ Ctrl+P
Cut / Copy / Paste |ehe / ahidt / U Ctri+X/C/V
) Undo/Redo |3ig /g Ctrl+Z]Y
@) Find / Replace |¢é / @&t Ctrl+F/H
595  Select All [g& g4 Ctrl + A
) Close Document |&&dTdwt &g & Ctrl + W
Y Spell Check |e @@ F7
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3MThY fATeH: MS Word 3R MS Excel

=

UifeidferTeh BT oh folg U 31eg= Mse 3R Yferdehel AlcH

BASED ON LECTURE 8 - POLYTECHNIC PATHSHALA (=R 8 - dUifciefameh UTaSITal UR SmemRd)
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31TST <hT TGiST: S&TdT 3R dlehdT

m MS Word (TSAEs

g IS ATChed: AISH &l Iud1T
hH AT 3R hTH H oY’
(Rhythm) <.

g I R 3 & e

o fifdar Sk forey; Garet
(chTITST/&Ta!) <hl &<d.

MS Excel (uf=ra
X £ e

I Sissfic Y o A, BieH 3R

ThIHelT 3R ThaRT; OIS
5 3ifafe & (Automating

Calculations).
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hldls AMcahed: '’ (Rhythm) I91Q 3@

"SR-TR ATSY Al IUANT e | h1H hl &1 favTs SIrelt 81 e gua qad 81"

S 7

File Operations

ctrl !|+ l : 747 SiegHe (New)
[ctri ] + ; . [T @il (Open)

ctrl !| + E . 9q & (Save)

ctri || +| P | : fife (Print)

ctri | + E - §¢ o (Close)

Ctrl

Ctrl

Ctrl

Editing

Ctrl || +

)

E

S 7

Copy/Paste

i

S
—

V
==

- 1t (Copy)
: U (Paste)
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Afarter R fAarM: |89 & faar ga#e

—e unn Ctrl + Arrow (Left/Right) L n Ctrl + A

R Uoh IR H ORI Uah 2eg; R TR Yol hzAT
(Word) Hd &=dT g. (Select All).

~* g Home / End —— o gy Ctrl + Shift + Arrow
TS T 3T AT 3fcf A [T -ER- UK, I
ST & ferg., Helde el

—-““ Ctrl + Home / End
SIRTAT chl F3Td AT 3d
¥ S & forg.

m B Ctrl + B (a) I ctri+l (3w f ctri+1(Rfee) U Ctrl + U (sizwersA)
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Left Align (Ctrl + L)

.

doRE §T8 3R (Left) Tap
e H giar &.

Center Align (Ctrl + E)

QL

e UST h g A glaT 8
(Headings & foi).

Justify (Ctrl +))

&

¢oRE 218 3R (Right)
Teh dier # T 8.

AgqUf - Tg AT 3R
(ST A1 AT hi Tha’
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SicrgHe M. |ige hidt | g18 ahrdl

g1s Bl

(TR IR fife - g12 # IS Thd &)

Settings Panel

B

wfcra Y T
(Number of Copies)
(e.gs5"T, 2..3")

431 33t
(Page Range)
(e.g., '1-5, 8, All')

A4

Aa

R 1Sl

(A4, A3, Letter)

Pl

=

(Portrait / Landscape)

"y
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fie g (Print Preview): 914 Y sara

4 N

Why Use It? Margins: o+

oh fohR T e
) Ffe Aaror (Avoid Errors):
(V] &9d (Savings): TSt (Paper), i ' &Nk

@l (Ink), 3R THY <h! Faic) s N
ORHTNT: T8
E@m%ﬁsiﬁz ﬂqslff
maaqﬁz
Zoom In/Out:
\ A
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MS Word < ar&afa<s 39aiT (Real-world Use Cases)

4 : 5 ) )

Professional Use Personal Use

(ST 3Ta0T) (Sfdrd 3ug)
o Rivre: Ruléy, ded, woteret o QoI SrTEEC, Hiolae ROl
o IR RSGH (Resume) 3R Hidt (CV) o fohufed: SR, ShfadTy/ehgIi=ai
o JoRIIM: fohdTe 37 A1 o 3dcy: gAfaes R WfdT Frs




SeMte ulR=a: 21 1 uddg=

| gRYTYT: TiEsfic Teh GItediR & STt 321 ol ¢ae hiHe (I 3R &) |
HIfAd ddl 6. g T (Calculation), fasawor (Analysis) 3R seT
A & foru Iy glar 8.

S,
LSS

gq

MS Excel: a9 dlhiia, LibreOffice Calc: 3iiud Google Sheets: 315,

Ug 9rgeadar (Microsoft) g 31k thi fdaney ROd-e18H Spietaike (Cloud)
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MS Excel $cXthH: Tchdch chl G-I

Title Bar
CIEGEIGIG)
Ribbon

B | (EEEeRAY

~ =" Formula Bar

4 B o s e sl (et ok wien oRRe)

i = |

4 | 200

; = Worksheet Area

; | 250 (ﬁjg)

9 |

7

12

ShEEt TabS (—114 » Sheetl | Sheet2 [ () Lo (T e »
(Sheetl, Sheet2...) \(ready B e @m-——-+ 0% > Status Bar
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[ File Extension: fSthice Bhigd wiHC .XIsX &. ]
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s¢T Udl 3iR A-siHe (Data Management)

Data Formatting: ¢eR< oAl

A-Z Sorting (H1f&m): 221 Sl oA
100 H o T (W9 A to 2).

seT Ul fordt off T | faeras o< 3R
2180 &9, Enter @™ TR Sk Al ST €.

Filtering (fheefRam): a8 a1
4 9 O fafre SRt e
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tFI'liFITGﬂ?tﬁFQH t:a'-é?raﬂwng

rom.~% = SUM ( A1 : A5 )

SUM: 4“4 AVERAGE: TJ, MAX/MIN:
O S (Total) ]_I_l]_ 3fad e a @ T SE/BK GE=m

4 ™

3 . =A1+81 1)  Drag Handle (+): Ueh 9c1 H HIHaT Y 3R bl
RITiienoy T1p +§\ T Uchga A1t Wi, Wi 3 Mg it gt Sme.

N J/
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ST faggeretTssie: =reH ok aro

Pie Chart: ufdsrd 4
feder! fc@™ & fou.

/\/I I Bar Chart: qcT-T

A &R,

1ES Pivot Table (fUge a9e1): 9gd /g ScT ot H&lu (Summarize) | \
> U¥d A 3R TATCIS ST hi <l TSdIEs &el.

' J/
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fARaR 319419 (Practice) gt 3iTdehl 31 ¢ H YaRTU¢ TG
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3T 31T fRAeH: M1 3

MS Excel, PowerPoint, 37k Google Workspace @1 Iquf 183

Qifelcfdid fgdid TaLes - 3ifdd ¥t
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HHTEAIG: Iie 39 MS Word ST &,
dt sy gg Wi SiAd 8

, | Ctrl+S
T faiwrdd (Common i — _ —
Features) e S e
* File Operations: New, Open e lBru-ex A §===/14 > | | ’D
(Ctrl+Q), Save (Ctrl+S), Print. = — : ‘E’tl} : |
 Interface: Ribbon, Quick Access f_Fné e iansy L ’k Ribbon Interface

Toolbar, Status Bar.

e Shortcuts: 3R TS QATche I ®
(SI9 Cut, Copy, Paste) I91 TEd 8 |
[ Status Bar 1

% Zoom I?_EIIIE B - i

_ MS Word diaq & a@1¢, Excel 3R PowerPoint & geXthd ol 9H3HT 50% SITE gt SIIdT 8|
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MS Excel: aehqen 3R aehafie dhl @3-

[ Workbook

A | (The Book)

Worksheet: Ua &1t ©issfie (Single e — -
Spreadsheet) STgi 3T &t fehdT SITdT 81 T8 T T [y
3 (Row) 3R e (Column) &1 ST &1 Y im e seann 10 S B 57
Workbook: 75 % adhsica a1 ¥us , E—
(Collection) g1 _— e |

Ul Elements:
» Name Box: addTH Tl &l UdT (S19 F6)|
 Formula Bar: I & ardfdes 9t ar

ThIHCT|

[ Worksheet
| (The Page)
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deh-itch! fafAdar: A MR SictH & HATd

MS Excel 2003 (Old) MS Excel 2010+ (New)
Rows (dfwhdn): 65,536 Rows (tfwhan): 1,048,576
Columns (&¥): 256 (IV d<h) Columns (¥%): 16,384 (XFD d<h)

Columns (37&R)
|B | S T@e | e CAAR ] AB
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=cl UhR 3R A Tdfaar

Trap

A\ anfAe e (Scientific Notation) dht TH3m M s b o ‘ :
A 12 3iepi T S1fdah (1T TR AEFe -
1 [453212345678912 chfse dh18) g1 UR Excel .
> 4.53E+11 e =9 E+ ¥ g¢o 341 21 | [ 453212345678912
Before | —
Date Formats Q- FHEIYF: FSR &St e F Uge A
dRIg &1 UReT (Date Format) %! Text Hc A gl |
A\ darat: Excel fSthiee 0 & American
Format (MM/DD/YYYY) & IUGNT T 8| 10/25/2023 ]
Month First
(American)
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GIHAT 3R har= (Formulas and Funct|ons)

AJ

Basic Rules: m ™ fx =MOD(17,3)
&R BHAT '=" (§R1eR) o AR 8 F giar 8| A 3 c
The MOD Function (3wthe): “ C; (17‘ 3)

T 37 & 91 a1 g AW (Remainder)l | © .

Syntax:

=MOD(Number, Divisor) | ﬁ)
Example: Fill Handle

=MOD(17, 3) @1 gfRomH 2' ghmi

Auto-Fill (Drag)



ﬂﬁ +131T3¢ 3R UST sieh (Page Layout & Page Break)

A e e o e r e v = page Break: I8 ad &l
g foh fiie d T9g o9 el
GH gl

— = Automatic: Excel gRT
Manual B
4[ (Uas';':gefggg) ]— fAerffkd (Dashed Lines)|

3 ! Manual: ToR gRT fReiRka

19 |

" eSS S T : (Solid Blue Lines)|

Ww o~ & n B W =

1 21]
25
27 |
3[] -------------------------

Automatic Break

X (System Defined) |- Lo s @ How to Insert: Page
el - S | ™ s —» Layout Tab > Breaks >

| 33

- P R R SR NS [ — d Insert Page Break.

|35
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9H | 3k Sorting &
LT A5 Filtering
gfd | 72
o= 58
fdeerg | 31
CH| 89
Y Sorting: Sl hi STRis!
" (A-Z) T1 37eRipt (Z-A) HH A
FqeAd AT

Sorted Data (A-2)

a¥ 3<h Insert
fag 79 Chart
EH) 89
o 58
SUSEL 45
| e | 31
Y Filtering: chaol fafere
ST hl ST

HHY

= & fT

Ll/fl Charts: Pie, Bar, Line
graphs AT IUANT 8T hl

o B NotebooklM



MS PowerPoint: U¥fd <kl et

Extension: .pptx

|
| File Home Insert Detign  Transitions  Aniisations  Aniimabions  Review  View  Help & Cammens m »
: _ ;- ™ : ™~ DO L‘;J .I'DFIHI:' | :'|
F _ = o = & 5 -
Pade ™ I._ N Back i. |. &k ...l Srangs & Explacg Potisnt
- h Bhide = |1 Sartian = b - - & Sovagt =
& =2 i i =

| Fme g 39 ¥4
) ) U Slide (ViSUEﬂ Way) ﬁ'
Project ?ropoial e AT

+ Overview [ S irst ™ 7
+ Timeline e | mﬂ:
« Goals | 3 ;
! Business meetings,
:

Education, Public
Speaking.

Click to add notes

Notes Panel
(Only visible to speaker)

o Al NotebookLM



4. Slide Show (F5) (t1gdt Uside™)|

3. Reading View (Reg &<+ o {10 |




et13s $9feT (Cloud Computing): 7% &Y (Benefits): (

TTFCAR $eRC TR IAdT &, DR R gl | @ No Installation (T3S I & Tel)

@ Web-Based (S35 W IedT &)

_ i
1l @ Auto-Save (32T 319 379 Frfa) Hi

< A NotebookLM



' ® Google Docs (Word &1 3TATSH *9):
® UP J1Y B AP P B Jbd ¢l

@ Voice Typing 3iR Version History
bl gfde
® Google Slides (PPT &I 3{HeII3H ¥Y):
- @ SI35R H UsiceM §9HT
® Sharing Permissions:

® Viewer (dde gd), Commenter
(feuoft 39), Editor (8GcTTd &9

" Google Docs 3f¥ Google Slides

| ~

s ® 7|

v|m-|BZITUAZ|[oD|IE]-

b
l'lilzlii'rbrlblllIIIIIII|IIIIIIII

|Ill#lll|_l

s

A

hhis IS a collaborative document.

hCimit

kPrya

e

[~ . .
_ Real-time Collaboration [
& =




B Google Form

Google Form

3BT YeidieT 37 &R &2

(What is your favorite color?)

@ ollel
O Hiem
O &I

‘(" Google Forms: IdefuT (Surveys)
. 3R ferast & fag)

=
i

Key Point: Excel & It BIHel Google Sheets H & & %I_ |

Timestamp  oflel

Google Sheets: ST WaTfeid ®U
T T ST (Store) BT &1

o A NotebookLM



. Google Drive: 3Muat fafded®@Rer -~ |

—

< % 15 GB Free

® Storage: & 0ol ABRC Bl
15@B®m¥mﬁm§|

® Function: BTSdll Bl YRfed ¥R
YT 3R el 4 Ui T B

® Compatibility: gg MS Office

v

.-/___.-""___.-':

LI L2
¥}

" &) NotebookLM




| fr=pd iR q@I aTd (Conclusion)
e = | A == | [®m=]

= _1

|
Bl 734 91d (Key Points)
Excel: ST 37 31U (Calculation) o feiu|

| €@ PowerPoint: faaRI &I Visual
ﬁog% 1%13] ¥ (Visuals)

ne j@ e |-

& Google Workspace: 31THclIS+ JgaPT e
g __(cq||aboration)$1'?m| o <
b YA A BT T TP SR oid J S

g% §¢ &1 3% (Practice) &9

&1 NotebookLM



