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Bangladesh is resounding with the target of achieving digital Bangladesh. Broadly speaking, a
digital society ensures an ICT driven knowledge-based society where information will be readily|
available on-line and where all possible tasks of the government, semi-government and private
spheres will be processed using the modern technology. So, a digital 8angladesh must
guarantee efficient and effective use of modern ICTIn all spheres of the society with a view to
establishing good governance.

Inother word, making Bangladesh a digital one, we have to establish technology driven

® e-governance
* e-commerce
e e-production
e e-agriculture
e e-health etc

Bullets

in the society emphasizing the overall development of the common people. Building

In d ents strong ICTinfrastructure is the pre-requisite for making Bangladesh a digital one. For
this, we need to focus on the following relevant issues assessing the harsh reality that
hinders our development in this context. Latest statistics show that Bangladesh faces a
power deficit of up to 200 MW against a demand of 5000 MW daily.

It may be noted that for proper ICT development an uninterrupted power supply Is a3 must. For
the ICT development Internet users of the country must be increased.

Left Align

In this case our place is the worst one among the South Asian countries. From different

sources, it has been learnt that, English literacy rate in Bangladesh is less than one percent.
Whereas, English literacy rates in India and Pakistan are 60% and 20% respectively.

Right Align

Center Align

There is a strong correlation between English literacy and ICT development in the present
context of globalization. In the arena of ICT English has become the Lingua-Franca.
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Digital Bangladesh

Bangladesh is resounding with the target of achieving digital Bangladesh. Broadly speaking, a
digital society ensures an ICT driven knowledge-based society where information will be readily
available on-line and where all possible tasks of the government, semi-government and private
spheres will be processed using the modern technology. So, a digital Bangladesh must
guarantee efficient and effective use of modern ICT in all spheres of the society with a view to
establishing good governance.
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Bangladesh is resounding with the target of achieving digital Bangladesh. Broadly speaking, a
digital society ensures an ICT driven knowledge-based society where information will be readily
available on-line and where all possible tasks of the government, semi-government and private
spheres will be processed using the modern technology. So, a digital Bangladesh must
guarantee efficient and effective use of modern ICT in all spheres of the society with a view to
establishing good governance.

Bangladesh is resounding with the target of achieving digital Bangladesh. Broadly speaking, a
digital society ensures an ICT driven knowledge-based society where information will be readily
available on-line and where all possible tasks of the government, semi-government and private
spheres will be processed using the modern technology. So, a digital Bangladesh must
guarantee efficient and effective use of modern ICT in all spheres of the society with a view to

establishing good governance.
-1

WEB: http://hiractg.blogspot.com Email: hira.ctg@gmail.com



HIR@ 01917822808

Paste > @B M@ Cut/Copy T4 (9 @14l (&I [WE BT Paste A< I 1 G
PR FAS Ctrl+V | (TFEF:; QAT @ 2T TFF P 267 (g8 U [FETE IS
&8 Ctrl+P T FRA Ctrl+P (S Print TNE YH2 AT FET IFAG WA AR |
@4 FEC @7 X, C 9T T THA6I2 V| 96 qd AT MSATe AT [Feare
(TP ST A1 AL YF TRCq 8 W0! execute FACS 17 | @Bl A Ctrl+p (S
T QI AN TS B weeie et re zrel | f$ 35t 1 - awe Fitg
58 (@B ARG Y72 Ol A3 1 A2 (A @RI I FRACHE BT A7
I3 NG I, AN (BB I 1 O {171 1)

."E!p )5 New Micros
- Home Insert Page Layout References Mailings Review
3 ‘* s Calibri (Body) ~ {16~ || |Ell =
e o B I U -abe x, X Aa||¥- A~ |= =
+ | ¥ Format Painter | &S 2 - (==
Clipboard L Font F

__| Format Painter (Ctrl=Shift+=C)

Copy formatting from one place
and apply it to another.

Double-click this button to apply
the same formatting to multiple
places in the document,

@ Press F1 for more help.

Digital Bangladesh

Bangladesh is resounding with the
digital society ensures an ICT driven
available on-line and where all pos:
spheres will be processed using

guarantee efficient and effective us
establishing good governance.

Format Painter > @b ¥ @ @19 @14 Style ¥F fFF2 copy T I @F 7R
T e |

WEB: http://hiractg.blogspot.com Email: hira.ctg@gmail.com



HIR@ 01917822808

New Micros
Page Layout References Mailings Review
= Cut [ i TS| ;~-
L] oL Calibri (Body) MR I ESS
it =3 Copy ‘ : 0
aste 3 2 - - = =
| ¥ Format Painter | B 1 U e x X Aa II A- ' .= e
Clipboard E ‘ Font 4 “7
_| Format Painter (Ctrl+Shift+C)
Copy formatting from one place
and apply it to another

Double-click this button to apply
the same formatting to multiple
places in the document

Press F1 for more help

Digital Bangladesh

Bangladesh is resounding with the
digital society ensures an ICT driver

available on-line and where all pos:

spheres will be processed using
guarantee efficient and effective us

establishing good govlernance

Editing tools
Editing tools 518 33 TGN |

éﬁ Find ~

Replace

H |
“ L Select ~

WEB: http://hiractg.blogspot.com

Email: hira.ctg@gmail.com



HIR@ 01917822808

@Bt e S 49 T2E2 @RIF W (@ desired word B 4t& oite ifa 1w
302 AT AF0! W9 AT F@ Fey * I ee i Gl s | @7 e
IS Ctrl+F.

\BIH‘G&GX,X’A@HEI_V' == ===t == | <y
Replace

er

I3 Font

Find | Replace | GoTo |

Findwhat:  [Bangladesh ¥

Word highlighted 7 items. To clear highlighting, click Reading Highlight and then click Clear Highlighting.

Digital Bangladesh Eesangtignire -] [[endin + ] [[endtiet ] [ cose ]

Bangladesh is resounding with the target of achieving digital Bangladesh. Broadly speaking, a
digital society ensures an ICT driven knowledge-based society where information will be readily
available on-line and where all possible tasks of the government, semi-government and private
spheres will be processed using the modern technology. So, a digital Bangladesh must
guarantee efficient and effective use of modern ICT in all spheres of the society with a view to
establishing good governance.

Bangladesh is resounding with the target of achieving digital Bangladesh. Broadly speaking, a
digital society ensures an ICT driven knowledge-based society where information will be readily
available on-line and where all possible tasks of the government, semi-government and private
spheres will be processed using the modern technology. So, a digital Bangladesh must
guarantee efficient and effective use of modern ICT in all spheres of the society with a view to

establishing good governance.
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Dhaka is resounding with the target of achieving digital Dhaka. Broadly speaking, a digital
society ensures an ICT driven knowledge-based society where information will be readily
available on-line and where all possible tasks of the government, semi-government and private
spheres will be processed using the modern technology. So, a digital Dhaka must guarantee
efficient and effective use of modern ICT in all spheres of the society with a view to establishing
good governance.
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available on-line and where all possible tasks of the government, semi-government and private
spheres will be processed using the modern technology. So, a digital Dhaka must guarantee
efficient and effective use of modern ICT in all spheres of the society with a view to establishing
good governance.

GBIEF T FEF O 2T 4 W | B TR (@ T |

Styles Tool
SR QAT Styles WP Beroibl i @iTR 1 BT ©CE Y92 GIET | S @ (@ (Tl

g o1, SIsoE @1 1018 T Styles Q@ T MR, AT (7K T AW,
PR Tofiv change B ¢1CR |

’AaBchD(‘ AaBbCcDc AaBbCi AaBbCc Aa]j ' %
T Normal |7 No Spaci.. Headingl Heading?2 Title &?y

Styles

WEB: http://hiractg.blogspot.com Email: hira.ctg@gmail.com



HIR@ 01917822808

AaBbCeDd AaBb(
T Caption T Heading1

AaBbCc] AaBbCcl AaBbCeDd AaBbCcD¢ A4aBbCcDc
fHeading3 T Heading4 T Heading5 T Heading6é T Heading7

AaBbCcDc AaBbCcDc Aa Bb( AaBbCc]l AaBbCcD¢ AaBbCcD¢ AaBbCceD¢
T Heading8 1 Heading9 | T Normal T Subtitle T Title fTOC1 f1T0C2 f70C3

i
|
{
AaBbCcD¢ AaBbCcD¢ AaBbCcD¢ AaBbCcD¢ AaBbCcD¢ AaBbCcDé AaBbCcDE  4aB5CcDe
1T0C4 fTOCS TOC6E fiTOC? 1T0C8 TOC9 T NoSpaci.. Subtle Em...

AaBbCcDc AABBCDL AaBbCcDd A4aBbCcDc AaBbCeDe ASBBCODI ASBECADI A4BBCADND
Emphasis Intense E... Strong Quote Intense Q... Subtlie Ref... IntenseR.. BookTitle

AaBbCcD¢
1 List Para... v ‘

Save Selection as a New Quick Style...
Clear Formatting

Apply Styles...

ey

QL SIS AR & GF61 practice file MR 1 &% (AF Q4 @ 7 AW ©rFT
FCA Practice FCEW, S OB AN FARICTT FHCS ARG | W 2T @ file 97
IR Sl Ol FACO A, OIREET AT A STl JATR | A I FACO
AT OIMF S AT practice WA |

223 Q9 (ATF Exercise fi_les B download ¢ 1

WEB: http://hiractg.blogspot.com Email: hira.ctg@gmail.com


http://www.mediafire.com/?fc17oz6ud1n0jjz

HIR@ 01917822808

November 15, 2012

The lrX
Mr.X Company Agress

Subject: An application for
Dear Sir/Madam

SN L & \ rinll ; ; Mon
mcuam@mmm ummmmmmmmmm nisi 3
sommedo agipissing, &3t libare vehisyla 129, nes agmpar lorem livare ut maurs. Ronss.sw libsravelis.
Maecenas gf mEtus Dule. Vastibulum lacus mi, yolutoat in seelarisqus DES hengrers vel arsy. Nulam
gictum faugibis. purus, vel faksibus risus swssinis non. Nullam in valis 189 Yt faucinus srat suakeys.
lohortis ullamearess., NUDC IS 8r95 A MEtua LUrLn. RRsuars. b A valit,

Curriculum Vitae

¢ Name = Your name Here

o Father'sName 3 Your Egthers Name

o Mother'sName o Your methersname

e PresentAddress 2 Your mailing address

o PermanentAddress 2 Your permanentaddress
Old-Address New Address

Write: Log:550

Fill in the Blanks by using Replace cption:

..is my homeland. | |gye .. . | am proudtobe g ..

2q e % T4 | 998 GIFT MATS word @ GF0! file (A1 26 | T AT 1
2T, S @ A AR 393 O word S|

O IE QI T 0RO Q2 R0 (AATS A | Q¥ et e, AT (I
T 7 Al

WEB: http://hiractg.blogspot.com Email: hira.ctg@gmail.com



HIR@ 01917822808

November 19, 2012

The g,
Mr.X Company Agress

Subject: An application for . g make the text Bold
Dear Sir/Madam

Larem insum delersit ames. sonsesterr adipiscing elis- Broin quis leg neg auam fermentum bibensum.
et vl ipsum. QrRs.500a185. 8005, oMz Jeshus. ascumsan. fringila, RrTEier. Gram. sendimentum, Mayris
pllsnsssqus cuam g mayrs tristisue mellis- Nulla.aliguss.dignissimganibus. Euses soandimentum, nisi a
sommede agipissing, g3k likere vabiswa leg, g6 semRer lorem. likere 4 mayrs- Renss.sulibero.velis.
Maecenas g5 ety Della- Vessibulym lacus mi, yoluteat in scelerisqus 0es. Dendreris vel arsy. Nullam
gictum faysibus. Qurus, vel fasibus fisus sussipis non. Nullam in yalis leg. Ut faucibus.eratsu.aueys.
lohorsis ullamearpsr., NUNG i3 815 3 MEtus LU RRSHErS A5 A Vals.

make the text center Aligned and red color

Curriculum Vitae
(ivun Ihnttnen hnrﬁlnr
NATY O ULV VT AO

Give bullet ponnt

e Name S Your name Here

o Father'sName : Your Egthers Name

* Mother'sName o Your pethersname

¢ PresentAddress 2 Your mailing address

e PermaznentAddress : Your permanentaddress

oldaddressNewaddress  Strike through effect

Write:Lo2::50 Sbscri pt

Highlight text

Fillin the Blanks by using Replace option:

..is my homeland. | ]gye .. . | am proud tobe g .

M BN Replace WHIBT T 3001 27 ©r2ee1 ORI €2 2RGI (Mt TS #A1ea |

WEB: http://hiractg.blogspot.com Email: hira.ctg@gmail.com



HIR@ 01917822808

_Fﬂg_l Replace | GoTo | €55
Find what: i v‘
Replace with: iBangIadesh vJ
[ Replace ] [ Replace all ] [ Find Next ] [ Close ]

Fillin the Blanks by using Replace option:

Bangladesh is my homeland. | love Bangladesh . | am proud to be a Bangladeshi.

2P AR (P19 TC GFO! o1 o108 20T Ot 27 wo A9 Bangladesh word B
IR, 3R T2 WHANEI Jfa A Q2T Replace IR FACS A | 2T©
SR @R TN “bd” 1T, RS0 bd, replace @ Bangladesh 3¢ fte |
GOIF AR FAHF AN ABICO A& | aF8 TR FACS AR I, SIig ! @
practice NEFIF | O] AP |

I (P A RO, TR SIS G |

Page | yowt Tab

o B SR SATHR practise B ©IC FACS (AR OIRE G WIS Page
Layout Tab/Menubar €3 tools & FI& (W71 €2 BIF U Margin, Page size
printing @3 T 482 @FGS 2 ETFHTO! OISR @RI (B8 FIE | 93 G
AR 97 FIez oD 2w, 9 FfE @I AFHA FAER W @] & Columns
tofa B! GB; O I (MR I 3 food @Ff wibers! =0z | I Cofdd

WEB: http://hiractg.blogspot.com Email: hira.ctg@gmail.com



HIR@ 01917822808

FTE0! S} Table WM AR FCH YT T2CG2 I AR | ©(F 3 HEHAGT w1
J9 Insert (NS I T O (A | A A<= Page layout @ HK A7
AT, I 6y Tl (of SieeIms e A1Kee 209 1 WIbe R[5T 7% e | SAT
AT FACETR AR @I \ACS AT |

‘dy 920 5 Mew Marosaft Office Word Docement doce - Maaseft Word - 27X

Home e Mge Lapaudt Reterencet Madngr L View L
‘.n ‘ 0308 * ——J L TTORR __J _] !mw i Ay Fong te Frome - LD Agn -
[A]peots 3 bine Numiers « -ﬁ mm dem C ,. Setore Op1 8 154
tnmn laum Onrdron h.n Cs h.-m Watermarx Page  Page ~ A
[© l("mJ ¥ Myphematon - Cotor s Beeaers  BERgHe Ocm S leame 0 .
\ ’?-mn '»;c Setup ! Pape Batrgrousa Pacagraon ’
- = — = — — -
\ £

Lorem ipsum dolor sit amet, consectetur adipiscing elit. Vestibulum eleifend imperdiet nisl, eu convallis :
urna solicitudin eu, Nunc posuere vestibulum ante eget tempor, Maecenas nec rhoncus magna, Ut

dictum, justo in dignissim convallis, dolor dui volutpat turpis, et blandit nunc nisi a nunc. Quisque eget

erat orcl, ut scelerisque ipsum. Quisque sit amet magna vitae mauris dictum bibendum. Etlam ac

pretium tortor, Pellentesque habitant morbl tristique senectus et netus et malesuada fames ac turpis

egestas. Sed iaculis molestie eros, eget sagittis magna bibendum quis. Suspendisse potenti, Etlam quis

fefis id ipsum sagittis tincidunt in dictum metus, Donec eleifend, massa id sollicitudin scelerisque, diam

mi bibendum orci, porta sagittis risus augue sed odio. Nam sodales lectus vel augue dignissim tempus

tincidunt fels cursus,

2fce Rfeq Gemete el e Sieml S8 (M1t *0AC2 | @9 T Themes, Page
setup, Page background, Paragraph €<R Arrange IN<F section IR | AN G

qF AR PTG (2T 1 @ AN e S S 91 7 GTet1 T8
FE AR 9Fp @ [E |

j n Colors »

LL L L F t o

Themes . S
. Effects ~

Themes

[
L

Themes Option

WEB: http://hiractg.blogspot.com Email: hira.ctg@gmail.com




HIR@ 01917822808

A2 ANA Themes TIF T[0T (A2 |

GBI qPTE FINE OF IS 0T MR |

QBICP ST SCTR6! Template G AN Qo= FACO AT | SN LG FIA,
6 QT 9 (A A9 define F¢1 MTe ARG, ©IT® Document I S#IK tofF
Fize 47 food Styles, fonts 7AFg R Harmony tof F4¢3 |

d9-0 - New Microsoft Office Word Documi
Home Insert | Page Layout References Mailings Review View
| n Colors ~ __] B ]'j‘ u %= Breaks = .—j @ j
""" . |A|Fonts ~ - — £ Line Numbers ~ = - |

Themes! Margins Orientation Size

v - -

Columns

Watermark Page Page

be Hyphenation ~ Color ~ Borders

-

Page Background

Reset to Theme from Template
More Themes on Microsoft Office Online...
Browse for Themes..,

Save Current Theme...

Aa Il |Aa_} _
smmmms L L2 b
Aspect Civic
Aa Aa Aa
: EmomEn | L L L L L L L L - 1
‘] Concourse Equity Flow Foundry
f | : W | olor sit amet, consectetur adipisci
Aa Aa Aa Aa e - DREci:y
e A I I a sollicitudin eu. Nunc posuere ve:
'-1ed|an Metro Module Opulent s Ut dict‘.lm’ justo in digrlissim cony
| Aa y Aa 1 ne. Quisque eget erat orci, ut scel
mncmnf | |anasnn ] |acanen ictum bibendum. Etiam ac preti
igi P Sols
_onan O Ml us et netus et malesuada fames ac
Aa 1IIA H Aa 1 gna bibendum qus. Suspendisse |
S PN Seees | | || Sem—" ictum metus. Donec eleifend. ma:
Technic Trek Urban Verve v

porta sagittis risus augue sed odio
nt felis cursus.

TPTECBST SST TATT

ns Q];nllﬁf 1?9] mgﬂ"iq near IY\A]];Q na

GIIF SAMTC @ (P T @10 OF4F 2[R0 @A e WA AHR ex T+ &g
(e oI S (F199 style change 23X AR | (A6T e B (161 P18 2o |

WEB: http://hiractg.blogspot.com Email: hira.ctg@gmail.com



HIR@ 01917822808

Page <ctup

fe] 3 7t tools BIZ 24 page setup €2 BT ST Tl UF (Fr@ 333 w@goydf
YINFT oMeT S |

H I Da ]j %= Breaks ~
- = 2] Line Numbers ~
Margins Orientation Size Columns i
3 = be~ Hyphenation ~

v v

Page Setup 7

Margin

A% BoTT OF AN WIA0T 28T margin| SN WS AIGHTS A € SRR @A
e e, o ol 2o [WE feg e Sl @LF ST FoSE AW 8 TAE T
1R, TS 0 AW FRIGT AT T (AL | O S FToICE T4 Wfer
M2 |, O YO B (AF Box margin M2 1

WEB: http://hiractg.blogspot.com Email: hira.ctg@gmail.com



HIR@ 01917822808

Top Margin

lor sit amet, consectetur adip

ioremipsumd sin. Veastoulumeladend imoercetnisl sy con

urna solficitudin eu. Nunc posuem westbulum ante eget tempor. Mascenz nec rhoncus magna. U

Fictum, justs in dignissim convallis, dolar dui vwolutpat tumpis, et blandit nunc ngi 3 nunc. Quegue ege

=rat orci, ut scelersque ipsum. Quegque sit amet magna vitas ma dictum bibendum. Etiam ac
pretiom rtor. Pelentesgue habitant morbi tristque senectus ot netus et malesuads fa
=sestas. Sed |

mes st turpis
nti. &t

regque, Cam;

uls moleste arcs, ezt sagittis magna bbendum qus. Susgendsse pot

m qui

Falis id ipsum sagittis tncidunt n dictum metus. Donec eleifend, masa d scliicitudin s
um orci, porta sagittis rsus 3
nt felis cursus.

gue sed odic. Nam scdales ectus vai ugue dignasim tempu

nec, malis nec nulla amus id nslipsum. Proin sed molls r'n'ah‘m\ i

gictum, nufla condimentum placerat sagittis, brem nunc suscipit quam, id juctus ©

iest at metus
Shassllus utrum eros 3 0

bh hendrerit nec convallis diam euismod. Vestbulum ant= ipsum grimas ir

Faucibus orci Lictus et ultrices posvere cubilia Curae; Morbi condimentum wvestiulum odic in pharetra

Lras sad &5t juste, st convallis dul. Duis lacus matus, tampus qus vulputate in, thoncus ey massa. Proir
n

dictum vulputate volutpat & f ort

med ;rau:a urna, ::-»'.‘m'-
nisl tort

tum scelerisqu
t sodales turpd

w ulﬁ!u

itae consectetur. Nam &

Starcuw

hac habitasse plates dictumst. Ut nec oxi at dui volutpat auctor. Phasallus pelentesgue justs vitae nulld

J
lam vehiculs tampor turps

placerat velin mauris. N

2ristique iaculis.Pro

vitae pretiumpurus a2psc

purus. Etiam bibendumeros bbarts ipsum wolutpat

Left Margin

U|I5.|e

Aliguam sapien lectus, ultrices id tretigue non, molkeste i@ arcu, Nunc 2apibus lacinia nisi, eu ultrice

=2z lac 3. Vivamus lorem velit, malasuada ve

H utpat ezt magna. Nunc vel
ut mauris tincdunt aliguam. Marbieget nunc
s olicitodin
-ra = n

it. Phasellus ut valit ante. Nullar:

flam sclicitudin telus n ek

lla quis cdic thoncus tristh am sed tncidunt mi. A

erdiet enim sagittis. Maurs

Nuncsed erat rr'-aum.?us’.! porta susmMoS conseguat

................................................. B.ot.t.om...M.ar.g.i.n.............

Wife @A oy Wifew @ {56 I ©k°[ custom margin @ T |

WEB: http://hiractg.blogspot.com Email: hira.ctg@gmail.com



HIR@ 01917822808

’ Page Layout l References

Mailings

New Microsoft Office \

Review

View

- -

'L_=I

> bes

—, Breaks ~
¥ Line Numbers ~ |

phenation ~

i

Normal

Top: 2.54cm

Left: 254 ¢cm

Narrow

Tap: 1.27 cm

Left: 1.27 ¢m
T Moderate

Top: 2.54cm

Left: 1.91 em

Wide

Top: 2.54cm

Left: 5.08 cm

Mirnrored

Top: 254 cm
Insice: 3,13 cm

Top: 2,54 cm
Left: 3.18 ¢m

Custom Margins...

2L Office 2003 Default

Bottom: 2.54 cm
Right: 2.54cm

Bottom: 1.27 cm
Right: 1.27 cm

Bottom: 2.54 cm
Right: 1.91¢cm

Bottom: 2.54 cm
Right: 5.08 cm

Bottam: 2.54 cm
Outsicde:2.54 cm

Bottom: 2.54 cm
Right: 3.18 cm

ristigue iaculis.?
itae pretiumpur
ralesuads cursus a0 tartor.

Custom Margins f

|[pisi tortor, at sodales turps. I
haz nactasis £ istma 2 TtTEL Ufomc om 3f.) volipatactoc Phazalspelenimszue Uzt vitse mulld
tas placerat velin mauris. Nullam vehicula tamper turps

&t jac purus. Etiam bibandumeros bborts ipsum volumat

WEB: http://hiractg.blogspot.com

1 Watermark Pi
B |

|

Co

_ PageBad

End impardet nisl, eu convalis
Eenx nac rhoncus magna. U
Runc n&i 3 nunc. Quegue ege
dictum bibendum. Etiam 3¢k
=t malmsuzds fames 3 turpié
is:en:im potenti. Etiam gquig
B sofiicitudin scelersque, diam:
B vel 3ugue dignesim tempu

psum. Proin sed molis nibh. I
T2 ustus ool est gt metus
stbulum ante ipsum primis i
I vestbulum odic in pharatra;
= in, rhoncus 2u massa. Prois
it smet guam rhoncus lobartis;

ia ez=t turpE at dobr fringilld
It sligust gravida, just arcd
s, condimantum sceersgug

Email: hira.ctg@gmail.com



HIR@ 01917822808

| Page Setup @

Margins | Paper | Layout |

Margins
J
Top: 2.54 cm ‘Z | Bottom: 2.54 cm;F &
Left: 2.54cm o~ Right: |2.54 cm ! Zv“f
Gutter: 0cm Gutter position: iLeft v ‘

Orientation
\__Portrait l Landscape

Pages

<>

<>

<>

Multiple pages: [Normal v

Preview

Apply to: |[Whole document v‘

¥ 4

[ OK / J [ Cancel J

QiR femd SRTe Wit Wee 59 ©F 2Ree MR 963, TeE sfiaed S
7 932 A ok e | S B W=l Mg & 932 97 F& & ©f Rite
CoITATRA |

Page Orientation

WEB: http://hiractg.blogspot.com Email: hira.ctg@gmail.com



HIR@ 01917822808

me Inset | Page Layout I References Mailings Review View

Zolors ¥ 1 [3 »= Breaks ~

‘onts ~ pe=r | z

s Margins [Orientation| Size Columns __ Watermark Page
:ffects s - - - - be Hyphenation ¥ | - Colorv E
s Ip | Page Backgrout

Portrait

4

Landscape

iorem ipsum dolor sit amet, consectetur adipiscing elit. Vestbulumeledend imperdet nisl, eu convaliis
urna soliicitudin eu. Nunc posuem westbulum ante eget tempor. Mascena nec rhoncus magna. U
dictum, justa in dignissim convallis, dolar dui volutpat tuspis, et Blandit nunc nsi anunc. Quegque eze

=rat orci, ut scelersque ipsum. Qusgque sit amet magns vitae mauris dictum bibendum. Etiam ac:

-

Sretium ortor.

lentesgque habitant morbi tristque senectus ot netus et malesuada fames ac wrpd
pzastas. Sed iaculs moleste ercs, ag=t sagittis magna tbendum qus. Suspendsse potenti. Etiam gqui
Falis id ipsum sagittis tnc t n dctum metus, Donaceed ma&sa d sollicitudin scelersque, diam:

ni bibendum orci, porta sagittis rgus augue sed odic. Nam sodales ectus wvei sugue dignasim tempu

2incidunt felis cursus.

Shasallus mitrum ercs 3 nibh hendrerit nec convallis diam stbulum ante ipsum primis in

Faucibus orci bictus at ultrices posuvers cubilia Curae; M condimentum westbulum ade in pharetra

Tras sed est justo, ot convallis dui. Duis lacus metus, tempus qui

n urna nan lectus dictum vulputate volutpat eget orci. Phasellus in 2ras sit amet guam rhoncus lobartis

Ahguam arat wolutpat. Cras ullameorper nisi st oroisagitis vestibulum. Nulla ag=t turps at dobr fringilld

Buctar a su usts. Suspendisse potenti. Phasellus conseguat, dolor ut aligu

=t grawvida, Just arcy

sommade nisi, etsoliicitudin nulla just sed =fit. Donecevismed gravida umna, condimentum scelerisqus

pros pretium vel As congue placerat Srou witae conse r.Nam id nisl tortar, st sodales turps. in

hac habitasse plates dictumst. Ut nec omistduiw
2ristique iaculis.Proin nec nth non ne

utpat suctor. Phasalius pelentesgue just vitse nulld
plac=rat velin mauris. Nullam vehicula tampor turps

Vitae pretium purus sdipscing at. Vestiulumet leo purus. Etiam bibendumeros cborts ipsum volutpat

malesuads cursus ac tortor.

Afguam sapien lectus, ultrices id trstique non, molkeste id arcu. Nunc dapibus lacinia nisi, au uitrice

mal=suas

pdio facinia id. Vivamus Jaream v

tibubim nec, volutpat gt magna. Nunc veldiam;

am. Morbk taunc . vitae § 3 velit. Phasefius ut velfit ante. Nullam:

ut mauris tinccunt

nt mi. Nullam solfcitudn telus n ek
etra mauris vitae fels wolutpat in tincdunt massd

tudin nulla quis odic rthoncus tristique. Afiquam sed tne

=Zravida in impe

enim sagittis. Maurs ph

pccumsan, Marbiconsagust blandit consectetur. Nuncsad erat mauris. Fuses porta suismaod conseguatt

page orientation & T T (G AFA ©CF, BRC® T el | A6 F1N 2 portrait
T[T, €2 (T AFE AT AN @O &% T Erens f&4s 2@

WEB: http://hiractg.blogspot.com Email: hira.ctg@gmail.com



HIR@ 01917822808

919 Landscape 0T TS e width (A @2 height 3 e, Foa =fw
RIS

Landscape

U SRR R R

meor Macenas oass mages Utdenm jats ne
t scelesisqee ipsam. Quiscue sit smet magrs vitse mauns &

ns3im ssavalis

debe dui veivtpas mieply

tum bidendum, Siam a2 pretem

e pa

5 3 nune. Quicue eget er

t malesuada fames ac turps etz Sed iacufis moleste ems, et sag
mm metus. Sonez eleifens, masss 2

Slammi®

SO SN PONI IS B Ul e WS vel Sogue Sgnias i tey

gy

Vivamas ic nsl ipsum. Poin sed mols nbkh. i= dictum, aulfa

mercs 3nith head

tegerest teius, aliguetvel matts rec, Mois nec 0

Bgatis. lomm nUAS 30820 R quam, i@ hetus orei et 33 metus, Praselus
Ate ipsam 2omE i f30etes oot hctus etutttces pascerecutEa Curoe: h

nvalis dui Duis laces metus, tempus qus vulsuta® in, rhoncus eu massa. Proin = umms non lecus diemem welpet

Y e

haselios in er2s sz amet Sam MONZLS ISoOmS.

gy

srci sagttis vestdubm Nulla

gy

nas=ils
nSimenrtum scelerague €003 pretiam wl, Aeneae Soague SIacesat 3sy withe Sonewtur. Nam i agl tamas azsocaes tugpis, Is hachat2asse

J9SE STy commecsc N3, o

105 demat, Ut fec 300 RS0 wlutpat suttar, Phase s Selenmtque jiats vitie Aulls sristque VNS, Fron cec fith 000 e

mpor tuTes, vitae

v ppests
scrtd

Ve maers. Nulem vehicu stbulem

tes puns. S3am Sibercum e

e

alesustscursasaT o

o

T

Vivarus lorem veltt

......,,.
y
E "

SuiE viase Gong veln:

SUSCS vel vesthibolum rec. ¥

¢ vel 2iem ut Mauns tacaunt 3i
.

s utwein ante. Nulam soll SACSS rAtQLe. ANQUAM S8 TNl eiLs el gt

mperdet enen $agttd. Macrs Shatetrd Mmauds vaae fels vOluDat In SincCunt Massa ascumsan, MoSicorsesuatdisndie sorsecmtur. Nuss 208
23t mauris. Fosce porta eusmad consesuat

L LTSl L L LT LTI T T T T TP TP PRSPPI

Paper

QR (@O margin S Fafzes f5F @$2©Id margin tab @ I, A9 paper
tab @ TF5F TP 1 QAT AT FoE Vot Moo 2@ 1 Qe Fleesa 9 A3 e
@13 T FCEd Told oea RISt 45 291

WEB: http://hiractg.blogspot.com Email: hira.ctg@gmail.com



HIR@ 01917822808

Page Setup

iorem ipsum dolor sit amet, consactetur adipiscmng it
cestibulum ante eget temrpor. Mazcanas nec rhoncus mag

Que emt erat oroy, Ut scelerisgue ipsum

Felentesgue habitant morbi tretique senactus ot netus o

dum 5. Susp sse potenti. £tiam quis fels id
scelerisgue, diam mi bibendum orci, porta sagittis risus au

, 13 Juctus orci ast 3t me

Bnte ipsum prims in faucbus orci luctus etuitrices posuery
zonvallis dui.

Phasellus in eres sit amet guam thoncus lobortis.

Duis lacus metus, tempus qus vulputats in

Default. ..

Paper size:

Letter 7

width: |27.94 cm

Height: |21 .59 cm

Paper source
First page:

BEEkEE &
Default tray (Main Paper Tray)

Main Paper Tray

Other pages:

ault tray (Main Paper Tray)

Main Paper Tray

Preview

& ol
Apply to: &hole document v

Print Options...

[ ok | cancel |

RS ANET A4 NZCGE Flore 77 F1& 301 @iy 3 Froeer [t ¢ b3 A2
o3l oIF feBia am v3fe A2 v3fed qBfb Fle Ma o7 FRITSS AR ¢ 2(J,
¢ O 2@ 067 (A0F 330 IM 2t I |1 ©iF FPE fADIE @ IR Foe AFE
QAT (TR @3 W7 M | ot (07 TP 20 Scale IIQT T4 |

Columns

QI AN columns R F1er $9<, @B FoBT STENF WK G2 SA*T0! GFp S0 |
QT AN @A AW ANerd R[Sy 709 WaAfeag T Q SN A © Fa @R

WEB: http://hiractg.blogspot.com

Email: hira.ctg@gmail.com



HIR@ 01917822808

ATAE #TT | (GTTHCE AN Q23 AoF0! IRF FAco A | TN FAK &) R0
QI BIC T |

WEB: http://hiractg.blogspot.com Email: hira.ctg@gmail.com



HIR@ 01917822808

New Micrasoft Office Word Document.docx - Microsoft Word
| Psgelsyout | References  Mailings  Review  View

e ] "H e T W T e &l

'uumnmm

Ao SR PO Myphienation ~ ’\ O ot~ Borgers || B Rght: Ocm = || S Aer: [10pt = || o fagTes
Page S = PageBackground || Patagraph I}

e One

Ll Twe

Lad] Three
Lorem ipsu T t, consectetu usto arcu commodo nisi, et sollicitudin nulla
dipiscing & _,1 Left fend imperdie usto sed elit. Donec euismod gravida urna[
isl, eu co ) din eu. Nu ondimentum scelerisque eros pretium vel
posuere v ;Jl Right eget  tempor. nean congue placerat arcu vitae consectetun
'Maecenas n | Ut dictum, jus am id nisl tortor, at sodales turpis. In ha
n dignissim pat turpis abitasse platea dictumst. Ut nec orci at du

‘prci, ut scelerisque ipsum. Quisque sit ame
magna vitae mauris dictum bibendum. Etiam
retium tortor. Pellentesque habitant morb
:zristique senectus et netus et malesuada fame
ac turpis egestas. Sed iaculis molestie eros, ege
sagittis magna bibendum quis. Suspendiss

tenti, Etiam quis felis id ipsum sagitti
l&incidunt in dictum metus. Donec eleifend
massa id sollicitudin scelerisque, diam m
bibendum orci, porta sagittis risus augue se
]odio. Nam sodales lectus vel augue dignissi
tempus tincidunt felis cursus.

WEB: http://hiractg.blogspot.com

olutpat awuctor. Phasellus pellentesque just
itae nulla tristique iaculis. Proin nec nibh no

eque egestas placerat vel in mauris. Nulla

hicula tempor turpis, vitae pretium puru
dipiscing at. Vestibulum et leo purus. Etiam
ibendum eros lobortis  ipsum  volutpat
alesuada cursus ac tortor.

iquam sapien lectus, ultrices id tristique non,
olestie id arcu. Nunc dapibus lacinia nisi, eu
Itrices odio lacinia id. Vivamus lorem velit,
alesuada vel vestibulum nec, volutpat eget
agna. Nunc vel diam ut mauris tincidun‘

Email: hira.ctg@gmail.com



| Pagelsjout | References  Maiings  Review

HIR@ 01917822808

New Microsoft Office Word Document.docx - Microsoft Word

N T PR — p—
B e £ Line Numbers ~ et et et om o JEBeforwopt | G
O o 2 ] 43 Myphenation ~ Iy - somu] BiRight Ocm - AmAmen 109t 5 - gie
Pages{ — | PageBackground || Patagraph o
;‘J Ot
;‘i' Two
J Thiae
Lorem |psu - t, consectetu usto arcu commodo nisi, et sollicitudin nultd
hdap:scmg e | en fend imperdie usto sed elit. Donec euismod gravida urna!
.3
isl, eu co ) din eu. Nu ondimentum scelerisque eros pretium vel
posuere v J Right eget tempor. nean congue placerat arcu vitae consectetun
;Maecenas B More commnze 1 t dictum, jus am id nisl tortor, at sodales turpis. In ha
n dignissim y g t turpis abitasse platea dictumst. Ut nec orci at du
. 2 Col A
et blandit nunc nisi a nunc. s eget era olutpat auctor. Phasellus pellentesque just

forci, ut scelerisque ipsum. Quisque sit ame
fmagna vitae mauris dictum bibendum. Etiam
bretium tortor. Pellentesque habitant morb|
:zristique senectus et netus et malesuada fame
ac turpis egestas. Sed iaculis molestie eros, ege
sagittis magna bibendum quis. Suspendiss

tenti, Etiam quis felis id ipsum sagitti
,iincidunt in dictum metus. Donec eleifend
fmassa id sollicitudin scelerisque, diam m
bibendum orci, porta sagittis risus augue se
]lodio. Nam sodales lectus vel augue dignissi
tempus tincidunt felis cursus.

IR O (MO AN |

WEB: http://hiractg.blogspot.com

itae nulla tristique iaculis. Proin nec nibh no
eque egestas placerat vel in mauris. Nulla
hicula tempor turpis, vitae pretium puru
dipiscing at. Vestibulum et leo purus. Etia
ibendum eros lobortis  ipsum volutpa
alesuada cursus ac tortor.

iquam sapien lectus, ultrices id tristique non
olestie id arcu. Nunc dapibus lacinia nisi, e
Itrices odio lacinia id. Vivamus lorem veli
alesuada vel vestibulum nec, volutpat ege
agna. Nunc vel diam ut mauris tincidun

Email: hira.ctg@gmail.com




HIR@ 01917822808

Lorem ipsum dolor sit amet, consecteturg‘
adipiscing elit. Vestibulum eleifend imperdiet

nisl, eu convallis urna sollicitudin eu. Nuncé

posuere vestibulum ante eget temporé

Maecenas nec rhoncus Columns

n dignissim convallis, dd

Presets

usto arcu commodo nisi, et sollicitudin nulla
usto sed elit. Donec euismod gravida urna
condimentum scelerisque eros pretium vel
Aenean congue placerat arcu vitae consectetur
@ sodales turpis. In hac
st. Ut nec orci at du

et blandit nunc nisi a n
orci, ut scelerisque ips

[

lus pellentesque justc
lis. Proin nec nibh non

10
=
@

magna vitae mauris dict

Left vel in mauris. Nullam

pretium tortor. Pellent] tumber of columns: 2 [line between vitae pretium purus
- Width and spacing Preview .
tristique senectus et ne M et leo purus. Etiam:
) } Col #:  Width: Spacing: ) y
ac turpis egestas. Sed ia | [75m 3] [1em = == rtis  ipsum volutpat
sagittis magna bibend s om \ or.

B
=i

potenti. Etiam quis f
tincidunt in dictum m 7] Edual column width
massa id sollicitudin

to: i ‘Whole document v ]

bibendum orci, porta s
odio. Nam sodales lect

iltrices id tristique non
dapibus lacinia nisi, eL

I OK \/J/ L Cancel ]

Vivamus lorem velit,

tempus tincidunt felis cugsus.

QR (A S0 ([T B T CofF 511 ®02 1 S4TI9 AT A W TS

éfmalesuada vel vestibulum nec, volutpat eget
irnagna. Nunc vel diam ut mauris tincidunt
jsaliquam. Morbi eget nunc ligula, vitae lacinia

6 FCF, OREA @ (FF QF0] PET3 I QU Gey GF oI T2 A2 FFoe |
QANE T 8 FACNF WaFIE 28 ©I2C Number of columns 963 8 AfG F<4 |

AT TMCA P! G FACA AR &) spacing 7 M S S e 1 =i
T ofSB! e @F (A @2 T 519 (0@ Equal column width @t 5 51 Sfow

o

QLT IREE =R @A BT R ST R (T cursor AT SIF24

Break > continuous € |

WEB: http://hiractg.blogspot.com

Email: hira.ctg@gmail.com



HIR@ 01917822808

New Microsoft Office Word Document.docx - Microsoft W

A PagT Layout [_ References Mailings Review View
l"j == E‘r‘—,::" Breaks '-] B IEL [ | Indent
— Page Breaks Left: 0 m

1s Orientation Size Columns

-
v
-
v v v v

Page Right: |0 cm ‘
Mark the point at which one page ends l B
and the next page begins, fag!

Qolumn ;

Indicate that the text following the column
break will begin in the next column.

Page Setup

Text Wrapping
Separate text around objects on web
pages, such as caption text from body text,

Lorem ipsum dolor| Section Breaks ibulum eleifenc
& a 3 — Next Page
urna sollicitudin e p——  Insert a section break and start the new ~ FMPOT. Maecer

section on the next pages.

dictum, justo in dig , et blandit nur

erat orci, ut scelel Continuous Witae mauris d
G Insert a section break and start the new

pl’etlum tortor. Pel section on the same page, LUS et netus et

egestas. Sed iaculis dum quis. Susg

= I Even Page
felis id ipsum sagitt — Insert a section break and start the new and, massa id s
»:-l:ﬁ section on the next even-numbered page.
| com——

mi bibendum orci, sodales lectus

tincidunt felis cursu| | ——| 0ddPace I_

e Insert a section break and start the new
bziiiH section on the next odd-numbered page.

Integer est tellus, a amus id nisl ipst

dictum, nulla condimentum placerat sagittis, lorem nunc suscipit quam, i

Phasellus rutrum eros a nibh hendrerit nec convallis diam euismod. Vestil
faucibus orci luctus et ultrices posuere cubilia Curae; Morbi condimentum v
Cras sed est justo, at convallis dui. Duis lacus metus, tempus quis vulputate
in urna non lectus dictum vulputate volutpat eget orci. Phasellus in eros sit ai

WEB: http://hiractg.blogspot.com Email: hira.ctg@gmail.com



HIR@ 01917822808

Lorem ipsum dolor sit amet, consectetur adipiscing elit. Vestibulum eleifend imperdiet nisl, eu convallis
urna sollicitudin eu. Nunc posuere vestibulum ante eget tempor. Maecenas nec rhoncus magna. Ut
ﬁictum, justo in dignissim convallis, dolor dui volutpat turpis, et blandit nunc nisi a nunc. Quisque eget
erat orci, ut scelerisque ipsum. Quisque sit amet magna vitae mauris dictum bibendum. Etiam ag
pretium tortor. Pellentesque habitant morbi tristique senectus et netus et malesuada fames ac turpis
égesta& Sed iaculis molestie eros, eget sagittis magna bibendum quis. Suspendisse potenti. Etiam quis
felis id ipsum sagittis tincidunt in dictum metus. Donec eleifend, massa id sollicitudin scelerisque, dian
mi bibendum orci, porta sagittis risus augue sed odio. Nam sodales lectus vel augue dignissim tempus
tincidunt felis cursus.

Integer est tellus, aliquet vel mattis nec, mollis nec nulla. Vivamus id nisl ipsum. Proin sed mollis nibh. In

jdictum, nulla condimentum placerat sagittis, lorem nunc suscipit quam, id luctus orci est at metus

Phasellus rutrum eros a nibh hendrerit nec convallis diam euismod. Vestibulum ante ipsum primis in
faucibus orci luctus et ultrices posuere cubilia Curae; Morbi condimentum vestibulum odio in pharetra
:Cras sed est justo, at convallis dui. Duis lacus metus, tempus quis vulputate in, rhoncus eu massa. Proin
inurna non lectus dictum vulputate volutpat eget orci. Phasellus in eros sit amet quam rhoncus lobortis.

ORE GIFY GF0! A9 (ACS 2@, @2 W9 (@ Mew, aFp “tq2 Face 2A[ET |
©J, 92 dotted Wil &t @ {5 @ T @I A1 9B e R A @RI
AR 92 wieb M @ IR RS THs 9RgR bt ACEA | AW @3 A
Mts B9 w1 Wva =f9 51 o e |

WEB: http://hiractg.blogspot.com Email: hira.ctg@gmail.com



HIR@ 01917822808

@". LRI New |
Recent Documents
New
1 New Microsoft Office Word Document.docx 4=
ey 2 ms-word-exercise-from-1-3.doc 1=
/ Open
3 New Microsoft Office Word Document.docx 1=
l I e 4 make webbutton using microsoft word.docx =
- 5 make webbutton using microsoft word.htm 1=
— 6 Docl.htm =l
ﬁ Save As ) |
7 rp-polypack-14-11-12-1.png.docx 44
— ' 8 rp-microfibre-14-11-12-1,png.docx 4=
- .
@,g Print ¥ 9 rp-squeegee-card-14.11.12-1.png.docx 4=
v rp-Instruction Card-front-14-11-12-1-1.png.docx 14
% Prepare  » rp-packet-back-14-11-12-1.png.docx 1=
rp-packet-front-14-11-12-1.png.docx 4=
Send » rp-packet-20-10-12-16.pna.docx 4=
B ws instruction card-front-1.png.doc 4=
&;_;7 Publish » wow-shield-microfibre-1.png.doc 2=
ws-squeegee-card-1.png.doc 4=
[:j Clase ws-polypack-1.png.doc 4=
{2} Word Options- | | XX Exit Word

WEB: http://hiractg.blogspot.com Email: hira.ctg@gmail.com



Word Options

Popular

Display

Proofing

Save |
Customize

Adddng

Trust Center

Resources

HIR@ 01917822808

¥ Useseguence thecking
[¥) Type and replace

[] automaticalty switch keyboard to match language of surmounding text

Cut, copy. and paste

Pasting within the same document

Pasting between documents:

Pasting between documents when style definitions conflict
Pasting {roe other programs:

Insert/paste pictures as:

Keep Source Formatting (Default] v
Keep Source Formatting [Default) ¥ |
Use Destination Styles {Default) v

Keep Source Formatting (Defaulty v

Inliné withtext

Keep bullets and numbers when pasting text with Keep Text Only option

[] yYse the Insert key for pasts
Show Paste Options buttons

Usa gmsrt cut and pasts

Show document content

[ snow background colors and images in Pring Layout view
Show text ywrapped within the document window

Show picture placeholders

[¥] Show grawings and text boxes on screen

Show test animation

[[J shaw cgntrol eharacters

[[] snow bookmarks

Show Sman Tags /
Show text boundanes

] show ¢zop marks

[7] Show tield codes instead of their values

Field shading: | When selacted Vv
[[] Use gratt font in Draft and Outline views

Pt =
[ OKJI[ Cancel ]

SI?F QR columns (AF two P18 Fa4 |

WEB: http://hiractg.blogspot.com

Email: hira.ctg@gmail.com



HIR@ 01917822808

Fs New Microsoft Office Word Document docx - Microsoft Word
ot | Page layout I R.dmmn-k ~ Maliings RMM View

U E [-j g::::;m- Lj @ u CER Lt 0em gs:?::omom i fj :::::.

i omm s ' 'bd" Hyphenation ~ | e C:T,‘,’,' B:rders ﬂmwwn_:— 13 After 100t s s ] Ter Wi
Page Sd | - *||  PageBackground || Paragraph ) ar
Lorem ipsu J = e tetur adipiscing elit. Vestibulum eleifend imperdiet nisl, eu convalli
hrna sollicitfs re vestibulum ante eget tempor. Maecenas nec rhoncus magna. U
dnctum, justd | Theee lis, dolor dui volutpat turpis, et blandit nunc nisi @ nunc. Quisque ege
erat orci, Quisque sit amet magna vitae mauris dictum bibendum. Etiam a
pretium to A Left bitant morbi tristique senectus et netus et malesuada fames ac turpi
egestas. Se s, eget sagittis magna bibendum quis. Suspendisse potenti. Etiam qui
7felis id ipsu J s ) dictum metus. Donec eleifend, massa id sollicitudin scelerisque, dia
mi bibendu:l More Columns.., risus augue sed odio, Nam sodales lectus vel augue dignissim tempu

tincidunt felis cursus,

integer est tellus, aliquet vel mattis nec, mollis nec nulla. Vivamus id nisl ipsum. Proin sed mollis nibh. In
dictum, nulla condimentum placerat sagittis, lorem nunc suscipit quam, id luctus orci est at metus
Phasellus rutrum eros a nibh hendrerit nec convallis diam euismod. Vestibulum ante ipsum primis in
faucibus orci luctus et ultrices posuere cubilia Curae; Morbi condimentum vestibulum odio in pharetra
Cras sed est justo, at convallis dui. Duis lacus metus, tempus quis vulputate in, rhoncus eu massa. Proin
inurna non lectus dictum vulputate volutpat eget orci. Phasellus in eros sit amet quam rhoncus lobortis.

IR B T O @TRISTE 30T AT | AU (FFEN 8 O (TS S TG |

WEB: http://hiractg.blogspot.com Email: hira.ctg@gmail.com



HIR@ 01917822808

orem ipsum dolor sit amet, consectetur adipisdipg elit. Vestibulum eleifend imperdiet nisl, eu convallig
icitudm eu. Nunc posuere vestibulum ante eget tempor. Maecenas nec rhoncus rmgm-u.\
ictum, justo in dignissim convallis, dolor dui volutpat turpis, et blandit nunc nisi a nunc. Quisque eget:

rat orci, ut scelerisque ipsum. Quisque sit amet magna vitae mauris dictum bibendum. Etiam ac?
retium tortor. Pellentesque habitant morbi tristique senectus et netus et malesuada fames ac turpis::
gestas. Sed iaculis molestie eros, eget sagittis magna bibendum quis. Suspendisse potenti. Etiam quis_l
elis id ipsum sagittis tincidunt in dictum metus. Donec eleifend, massa id sollicitudin scelerisque, diarﬁ
i bibendum orci, porta sagittis risus augue sed odio. Nam sodales lectus vel augue dignissim tempusi
incidunt felis cursus. ‘

nteger est tellus, aliquet vel mattis nec, mollis purus, Etiam bibendum eros lobortis ipsum:
ec nulla. Vivamus id nisl ipsum. Proin se volutpat malesuada cursus ac tortor., i
ollis nibh. In dictum, nulla condimentu l

rem nunc suscipit quam, :J

i
|

Aliquam sapien lectus, ultrices 1d tristique non,

molestie id arcu. Nunc dapibus lacinia nisi, eu
ultrices odio lacinia id. Vivamus lorem velit,

uctus orci est at

ibh hendrerit ne€ convallis diam euismod

estibulum ante ipsum primis in faucibus orc

uctus et ultrices posuere cubilia Curae; Morb malesuada vel vestibulum nec, volutpat egej

magna. Nunc vel diam ut mauris tincidunt
liquam. Morbi eget nunc ligula, vitae laciniai
elit. Phasellus ut velit ante. Nullam sollicitudin
nulla quis odio rhoncus tristique. Aliquam sed

ondimentum vestibulum odio in pharetra. Cras

ed est justo, at convallis dui. Duis lacus metus,
empus quis vulputate in, rhoncus eu massa
roin in urna non lectus dictum vulputatﬁ

067 =fRCS MR 76 J06T 1 93 JIe IR AL | OF2=F

Break > continuous |

WEB: http://hiractg.blogspot.com Email: hira.ctg@gmail.com



HIR@ 01917822808

t | Pocloout | Refeences  Maings  Remew  View

LI e ) o= B -
Page Breaks =
m Omnmton Sce Colu-ns H e
—-I '!EJ?: the point at which one page end : e
I 3 age 5 1
_ Pepeseun |’ 5 andthe et page begins. - Patagtaph o] !
felis id ipsum sagitt Tl 2nd, massa id sollicitudin scelerisque, diam

;mi bibendum orci,
rincidunt felis cursu

Indicate that the text following the column
break will begin in the next column,

isodales lectus vel augue dignissim tempus

, i TextWrapping

| = Separate text around objects on web 2 2 . A
nteger est tellus, a = pages, such a3 caption text from body text 3. Etiam bibendum eros lobortis ipsum

¢ nulla. Vivamu — pat malesuada cursus ac tortor. I

| R Section Breaks

mollis nibh. In d ~

| L. 1‘ | Next Page

placerat sagittis, Io y—  Insent a section break and stan the new ‘

i t i estat -:::-_1 section on the next page. |

Iuc MRS P ALy < m sapien lectus, ultrices id tristique non,
ibh hendrerit ne Insert 8 section bresk and start the new | Sti€ id arcu. Nunc dapibus lacinia nisi, ey
estibulum ante " LN les odio lacinia id. Vivamus lorem velit,

[luctus et ultrices p
condimentum vesti
sed est justo, at co
empus quis vul

Proin in urna no
volutpat eget orci.

ven Page
Insert a section break and start the new
section an the next even-numbered page,

Ogd Page
Insert a section break and start the new
section on the next odd-numbered page,

uada vel vestibulum nec, wolutpat egetI
. Nunc vel diam ut mauris tincidunt
m. Morbi eget nunc ligula, vitae IaciniéA
Phasellus ut velit ante. Nullam sollicitudin:
quis odio rhoncus tristique. Aliquam sed

incidunt mi. Nullam sollicitudin tellus in elig;
ravida in imperdiet enim sagittis. Mauris
haretra mauris vitae felis volutpat in tincidunt

quam rhoncus lobortis.

Aliquam erat volutpat. Cras ullamcorper nisi at
brci sagittis vestibulum. Nulla eget turpis at

WEB: http://hiractg.blogspot.com

2 N
ssa accumsan. Morbi consequat blandit
'Eonsectetur. Nunc sed erat mauris. Fusce pond;

uismod consequat. |

SR ARIE 2 FAET 5 @6 dotted line Mt |

Email: hira.ctg@gmail.com



Page Layout l

1s Orientation

HIR@ 01917822808

New Microsoft Office Word Document.docx - Microsoft Word

References Mailings Review View

=l -
¥=, Breaks

£ Line Numbers ~

Size Columns __ . Watermark Page
- - - be™ Hyphenation ~ - Color~ Borders
Page Setup | Page Background

Al @0

Page

Indent | Spacing 5|
35 left: 0cm 5 :: Before: 0 pt 7
L5 =1 = — ||| Position
=% Right; 0.cm > || 4= After |10 pt 5

Paragraph i

5B
45t

._l_x
el

tincidunt felis cursus.

felis id ipsum sagittis tincidunt in dictum metus. Donec eleifend, massa id sollicitudin scelerisque, diarn
mi bibendum orci, porta sagittis risus augue sed odio. Nam sodales lectus vel augue dignissim tempus

nteger est tellus, aliquet vel mattis nec, mollis
nec nulla. Vivamus id nisl ipsum. Proin sed
mollis nibh. In dictum, nulla condimentum
placerat sagittis, lorem nunc suscipit quam, ic
uctus orci est at metus. Phasellus rutrum eros a
nibh hendrerit nec convallis diam euismod
Vestibulum ante ipsum primis in faucibus orc
uctus et ultrices posuere cubilia Curae; Morb
condimentum vestibulum odio in pharetra. Cras
sed est justo, at convallis dui. Duis lacus metus,
tempus quis vulputate in, rhoncus eu massa
Proin in urna non lectus dictum vulputate
volutpat eget orci. Phasellus in eros sit amet
quam rhoncus lobortis.

Aliqguam erat volutpat. Cras ullamcorper nisi at
orci sagittis vestibulum. Nulla eget turpis at
dolor fringilla auctor a eu justo. Suspendisse
potenti. Phasellus consequat, dolor ut aliquet
gravida, justo arcu commodo nisi, et sollicitudin
nulla justo sed elit. Donec euismod gravida
urna, condimentum scelerisque eros pretium
vel. Aenean congue placerat arcu vitae
consectetur. Nam id nisl tortor, at sodales
turpis. In hac habitasse platea dictumst. Ut nec
at  dui

pellentesque justo vitae nulla tristique iaculis

orci volutpat auctor. Phasellus
Proin nec nibh non neque egestas placerat ve
n mauris. Nullam vehicula tempor turpis, vitae
pretium purus adipiscing at. Vestibulum et lec

nurus. Etiam bibendum eros lobortis ipsum

Aliquam sapien lectus, ultrices id tristique non

molestie id arcu. Nunc dapibus lacinia nisi, eu

©IR?F columns @ @ one T8 T+ |

WEB: http://hiractg.blogspot.com

volutpat  malesuada cursus ac  tortor
\ / e o ), P - ot A - \HI - . ‘—'/
e — massg accumsan. Morbi~consequat blandit

consectetur. Nunc sed erat mauris. Fusce porta
euismod consequat.

Email: hira.ctg@gmail.com



HIR@ 01917822808

New Microsoft Office Word Document.docx - Microsoft Word

\ Page Layout \ References

Mailings Review View
E}n I'E ¥=! Breaks ~ j & ‘"j‘ Indent | Spacing &| T Brir
= : = 3 I o =
j £ Line Numbers ~ = lefti Ocm % :; Before; 0 pt & — i 5en
as Orientation  Size - . Watermark Page Page N gl —1|| Pasition
- - be” Hyphenation ~ - Color» Borders || =% Right: |0 cm v || p= After |10 pt 3 : ETM
Page S¢ - ft Page Background Paragraph I

= [t| =] One ‘
felis id ipsun '

mi bibendun
tincidunt feli

risus augue sed odio. Nam sodales lectus vel augue dignissim tempus

1 dictum metus. Donec eleifend, massa id sollicitudin scelerisque, diam

nteger est t attis nec, mollis

nec nulla. um. Proin sed
mollis nibh condimentum

scipit quam, ic

placerat sag| |=:

uctus orci e s rutrum eros &

£ More Columns...
nibh hendrermr—rec—convams

fiam euismod
Vestibulum ante ipsum primis in faucibus orc
uctus et ultrices posuere cubilia Curae; Morb
condimentum vestibulum odio in pharetra. Cras
sed est justo, at convallis dui. Duis lacus metus
tempus quis vulputate in, rhoncus eu massa
Proin in urna non lectus dictum vulputate
volutpat eget orci. Phasellus in eros sit amet
quam rhoncus lobortis.

Aliquam erat volutpat. Cras ullamcorper nisi at
orci sagittis vestibulum. Nulla eget turpis at
dolor fringilla auctor a eu justo. Suspendisse
potenti. Phasellus consequat, dolor ut aliquet
gravida, justo arcu commodo nisi, et sollicitudin
nulla justo sed elit. Donec euismod gravida
urna, condimentum scelerisque eros pretium
vel. Aenean congue placerat arcu vitae
consectetur. Nam id nisl tortor, at sodales
turpis. In hac habitasse platea dictumst. Ut nec
orci at dui wvolutpat auctor. Phasellus
pellentesque justo vitae nulla tristique iaculis
Prcin nec nibh non neque egestas placerat ve
n mauris. Nullam vehicula tempor turpis, vitae
pretium purus adipiscing at. Vestibulum et lec
purus. Etiam bibendum eros lobortis ipsum
volutpat  malesuada

cursus ac tortor.

Morbi
consectetur. Nunc sed erat mauris. Fusce porta

massa accumsan. consequat blandit

Attiermnnd ~rAncamniat

TS 069 T© 7e Ot Al wfeed 9T | @ 4999 (T GReT 929 I
easily T4 IR, A NG TSI AT

WEB: http://hiractg.blogspot.com Email: hira.ctg@gmail.com



HIR@ 01917822808

Lorem ipsum

LorEm DIum COlOr 31t 3met, conssctstur 30ipiECing &/t Vastioulum eleifend impsrcist nisl, s convall
aurna sollicitudin su. Nunc pos*re vEstioulum 3nts szst tempor. MESCEN3s nEC rhoncus Magna. U'é
gdictum, justo in dignissim convallis, dolor dui volutpat turpis, et blandit nunc nisi 3 nunc. Quisque egeé
Erat org, ut scelerizous ipsum, QuUisgus 3t oEmet MaEZnE vitaE mauris Cictum oibsncum. Etiam 3 :
oretium tortor. Pellentssgus REDtant mordl tristigus 3Ensctus et netus 2t malssuacs fames scturpis
Szestas. 520 3culE moEstis Sros, SZSt S3IMLE MIZNS DDENTUM QUE SuspEndiEis potsntl Etiam guis
F=lis id ipsum sagittis tincidunt in dictum metus. Donec eleifend, massa id sollicitudin scelerisque, diam
mi pibsncum orgl, ports s3Zittis rizus 3ugus 3=C odio. Nam socsles lsctus vel sugus dignissim tempus

Yincidunt felis cursus.

nteger est tellus, aliquet vel mattis nec, molli aAliguam erat volutpat. Cras ullamcorper nisi 3t
nec nulla. Vivamus id nisl ipsum. Proin ss:é iz:rci s3gittis vestioulum. Nulls eget turpis 3t
mollis nibh. In dictum, nulla condimentumé :nolor fringillz 3uctor 2 =u justo. Suspencisss
placsrat sagittis, lorem nunc suscipt guam, 'z fbotc-nti. Fhaszsllus conssouat, color ot 3ligust
uctus orcisstat metus. Phasellus rutrum 2ros 3 :gravi:a,. justo arcu commooo nisi, et sofiicitudin
nibh hendrerit nec convallis diam euismod. fnulia justo z=d &lit. Donsc suismod zravids
/estibulum ants ipsum primis in faucibus orc ia.;ma. condimentum scelsrisque eros pretium
uctus et ultrices poszuere cubilia Curas; Morb :yel. AsnsEn COngus  placerat arcu vitas
zondimentum vestibulum odio in pharetra. Cras ::oﬁsectetw. Nam id nisi tortor, at sodale
=0 23t justo, 3t convalls dul Duis lcus metus, f;.:rp':s. Inn3c nabitzsie plates Jictumst Ut ned
fempus quis vulputate in, rhoncus eu massa. é:r:i at cdui volutpat auctor. Phasellus
Proin in urna non lectus dictum vulputats: :e?!ent-:-s:,us justo vitas nullz tristigus faculsl
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vt mauris tincidunt ahiquam. Morbi eget nunc figula, vitse lacinia veifit. Phasellus ut velt ante. Nuliam
soficitedin nulla qus odic honcus tristique. Aiguam sed tincidunt mi. Nullam sofficitudin lius n eft
gravida in imperdiet enim sagittis. Mauris gharetra mauris vitse felis wolutpat in tincidunt massa

Marbi blandit Nunc sed erat mauris. Fusce porta suismad conseguat.

Page Bacl.ground

Q¥ S5 Page Layout Menu € Page Background =< SIo[*/«[61 (74|

WEB: http://hiractg.blogspot.com Email: hira.ctg@gmail.com



HIR@ 01917822808

3 @0

Watermark Page Page
Y Color~ Borders

Page Background
Watermark

TS =S (MY B! =M @it® Watermark, Page Color '@ Page Borders| @3
WK ST AT watermark option BT (A2d 1 @BIE it SR sl 7113 #ifafow |
@ S @2 735 @B Watermark MATS ARTR | AqRES @5 (& afevE
1 ST el (@IS A (T O G T (@Y FACO AR G0 I T A
@ S (edfR W@ (Fifoe GToE A ffes T (b feeta @7 ites M
QA (DL GTOIE TN ATCE ACS A (FC GBI feyeera ey wiferear fes =1 siea
YIS watermark 251 Background @ (&I [0 (BB A =< SerRis
transparent ©Itd (M1 | SETRIA (AAF &« AT S Watermark menu (0P
Custom Watermark click <

WEB: http://hiractg.blogspot.com Email: hira.ctg@gmail.com



Page Layout

as Orientation

-

HIR@ 01917822808

New Microsoft Office Word Document.docx - Microsoft Word

References Mailings Review View

- —_— - = = ) =3 A B
| B3 1 »—=, Breaks ~ | o) Indent Spacing i 4; Bric
‘—J [j J YETT EE M| s= = J= = g
;:J Line Numbers ~ 2= Lefti Ocm v || = Before: Auto P 4 Sen
Size Columns . Watermark| Page Page . =1l 4= —|| Positio -
- - be~ Hyphenation ~ - |Color~ Borders || =% Right: 0 cm v || p= After: |Auto = i Te
Page Setup “ || confidential -1
|
Class Aptent
Class aptent taciti sociosqu
Praesent pulvinar nunc 2 dia
§ectus malesuada ornare faud CONFIDENTIAL 1 CONFIDENTIAL 2 DO NOTCOPY 1

;Varius in magna. Donec sem 1
vitae consectetur tincidunt, a
venenatis urna.

éSuspendisse

;Suspendisse non egestas just
purus, nec egestas sem odio
Eauctor nec. Nulla facilisi. Duig
f;)retium aliquet purus ut lobg
malesuada at vel diam. Etia

DO NOT COPY 2
] Custom Watermark...
A% Remove Watermark

-
=

LCustom Watermark '

Aliquam nec lacus ante. Nullam sapien mauris, commeodo lacinia porttitor eu, consectetur eu
tortor. Proin lacus diam, pretium sit amet eleifend quis, lobortis non libero. Nam sollicitudin
urna id porttitor mollis, mauris nisl rutrum enim, quis porttitor tortor velit ac quam. Nullam ve

imauris ut urna facilisis elementum.

SRR R TS (A0S AT | QU (0P AN W77 B1ee3 I apply FR ok
e | T (I BRCP watermark fRETA AWIT FACS BIF OIRCE T N ARIL
e 8 Select picture (A0 2RG @R W 1| &K (&9 120 A text (F watermark
AT BT, Text I QTR AT @1 e 1 @2t @ifst Do not copy e
wiwif Siof i T e 2t | Diagonal select 9 RIS (PG w2l el T
R 99 Horizontal select FIC1 qaIfe] @&l (@eId fo1fd (712 ©IF 2@ T8 @) I©

TCO |

WEB: http://hiractg.blogspot.com

Email: hira.ctg@gmail.com



HIR@ 01917822808

Printed Watermark

O No watermark
() Picture watermark

select Picture,,

nostrz, per inc2ptos himanzsos
zmcorpar. Suspandisss et purus =
orci, tincidunt luctus pretium vel

Language: |English (U.S. w | |sosuzre in purus. In pretium, odic

hzus odio purus 2c |20, Fusce vitas

Text: DO NOT COPY v

Font: ICaIibri v ]

Size: IAuto v |

Coor: | NN | (7] Seritransparent N N
erdum dictum, elit turpis facilisig

Layout: (¥ Diagonal () Horizontal in sleifend 2uzus, quis luctus fzlis

Erdum lacus rhoncus vitze. Nullame
Apply Ok h=3n vitzs purus s=d justo semps

orest sit amst, sodsles id ligulz
Aliquam nec lacus ant2. Nullam s3pien mauns, commodo Iacinis porttitor eu, consactatur au
tortor. Proin lzcus dizam, pretium sit 2met slsifend quis, lobortis non libero. Nam scliicitudin
jurns id porttitor mollis, mauris nisl rutrum anim, quis porttitor tortor velit ac quam. Nullam ve
f;'nauris ut urnz facilisis elementum.

Duis ornare

:Duis ornare fisus gon erat fermentum sliquet. In hac habitasse platez dictumst. Integer
:éwendreri(, lorem =u faucibus condimentum, =3t ligulz posusrs walit, id pellentesqus 2ros orc
:;quis valit. Vivamus viverrs, massa =t izculis condimsntum, ipsum dolor fringllz urns, in
;tin:idunt odio enim =cligulz. Nuncelemantum wvehiculz dolor, quis venanstis nunc lsorest quis
:?\'am pharatra fringillz imperdizt. Nullam tellus|2ctus, tempor sit amet tincidunt ut, pratium sit
%met sem. Donac 2t n=que non falis scelerisque fringllz 2u 2t sem. Vivamus 2g2t l2ctus enim,
}.c pellentesque nibh. Phaselius adipiscing massz quis orcl suismod =it amat sgsstas nis
%c-:-:erisque. Donec tincidunt malesusdz =zrcu, molestiz interdum 2rat tempus s2d. Mauris
:hendrerit suctor odio nec scelerisque. Nullz lorem odio, vehiculz quis suscipit vitze, rutrum nor
fzlis.

Page Border

Page border (M¥F &« G2 (ATF page border d T T |

D iVl B
Watermark Page Page

v Color~ Borders
Page Background

SR e 7RG Y QLI AIemR 7 Qo A |

WEB: http://hiractg.blogspot.com Email: hira.ctg@gmail.com



HIR@ 01917822808

|

:: Class Aptent ::
:: Borders and Shading @ |
B | Borders | PageBorder | shadng |
o | Setting: Style: Preview
o — A Click on diagram below or use
) | | = | lone " buttons to apply borders
; = |[|=—=
3 j P
|
|

[

]
i
Il

5 Color: i
A e Automatic v |
il e |
= i
- —
o =l | Custom wopt 2 J
- — Applyto:
]
v Art: whole document v
I. ‘
\
. : m ) Options
:l ‘ — — —— -
o B
o 4 | Horizontal Line... [ OK ] [ Cancel ]
. 3
] :
:- amet sem, Donec at neque non feiis scalerisque fringiia eu et sem, Vivamus eget lectus enim] o
-: B¢ pelentzsque nibh. Phaszllus adigiscing massa quis orcl suwsmod sit amat egestas n s -:
g Scelerisque. Donsc tincddumt malesuada arcu, molestis interdum erat tempus sed. Mauris i
- H a » 4 4 3 L}
o ]i«endve' tauctor odio necscelerisque. Nullalorem odio, vehicula quis suscipit vitae, nitrum nen o
o fzlis, : o
o' o

(TS BRI border TS BIZCT Box select %+ | O border 2013 #13w fute
BIZ style (A select $4 | color 8 width ARG RS FACS AT | 7 W
PR O KA border W OIRGE Art 3 OO SFF WA WL I A, (61
TN B CTBICS (5T FACIE 0 | K ©F 2T preview (MATS AR | AIACH ICIF
T DI G (AT SO TS A, ©iF &) 2[0S MR BT {56 6w | Ao
Ok <P |

Page Layout €% raph Section

WEB: http://hiractg.blogspot.com Email: hira.ctg@gmail.com



HIR@ 01917822808

Indent Spacing

= left: Ocm > | 1= Before: 0 pt 2

£ Right: 0 cm 3| ¥= Afterr 10pt 3
Paragraph E

IS SN (2 TOISs (F paragraph setion (X, Q&TEl QPIE 482 GG | 48

A SR WIS Y T8 B e I Wee 2031 (69 =f4cs 7% T2 | ol 7
JATS AR |

WEB: http://hiractg.blogspot.com Email: hira.ctg@gmail.com



HIR@ 01917822808

New Microsoft Office Word Document.docx - Microsoft Word

‘eferences Mailings Review View

'a", Breaks ~ Indent ‘ Spadng
(e ’ “ = &
5] Line Numbers ~ iEL 3 m Auto

= ; Watermark Page Page ~———:— p :
b&" Hyphenation ~ | - Color~ Borders Right: 0em % Auto - |
$:tun_ | PageBackground Qng_ 5

Class Aptent

Class aptent taciti seciosqu ad litoratorquent
nimenasos. Prassent pulvinar nunt 2
L eft n d en t ullamcorpar. Suspendisse et purus 2 le

risuz. Donec augue orti, tincidunt |
@m neque, volutpatin semper
consactatur tincdunt, arcu
Fusce vitze venenatisurn

rconubia nostrd perincgfproy
m ullamcorper 24 lad ns 'I.
s malssuads ornare faulioyyffaciiisiz
us pretium vel, varius in magffa, Doned
t, posuere in purus. In preti odio vitas
52 s2gittis dui, vitz2 conzus odi us 3¢ 20

Suspendisse

Paragraph Before Spacing

Suspendisse non egestas justo, Donec aliquet, odio eget intarddm dictum, &lit
turpis facilisis purus, nec =z=stas sem odio ornars enm. zque sollicitudin
=leifend augue, quis luctus felis auctor n=c. Nulla faciyfsi. Duis tincidunt \
uitricies ligula, 8 interdum lacus rhoncus vitae, Nullam ggtium aliquet purus x
ut lobortis. Donsc in magnzs velt. Asnsan vitas pugls sed justo sempsr nght In dent
mzlezuzdz 3t valdizm. Etizm velit dam, faucibussed forest sitamet, sodzles
d ligda. Aliquam nec lacus ante. Nullam sapien ghauris, commodo ladinia
DOrtttor 2u, consactatur 2u tortar. Proin |acus dizgf, pratium sitamet elaifand
Quis, lobortis non libero. Nam soliicitudin, urna iff porttitor molfs, mauris nisl
rutrum enim, quis porttitor tortor velit ac quf. Nullam vel mauris ut urna
faciliziselemantum,

Duis ornare Paragraph After Spacing

Duls ornzre nsus non arat farmentum zligquet. In nac habitasse platez dictumst. Intszard
nendracit, lorem 2y fzucious condimentum, 23t ligulz posusre weliit, id pellentesque 2ros ord
Huis velit, Vivamus viverra, massa at iaculis condimentum, ipsum dolor fringlla urna, in
tincidunt odio enim =3¢ ligda. Nunc elementum wvehiculz dolor, quis venenatis nunc ioreet quis
Nam pharatrs fringillz imperdist. Nullam telluslectus, tempor sit amat tincidunt ut, pratium sig
amet sem. Donec at neque non fefis scelerisque fringlla eu et sem, Vivamus eget lectus enim
gc pelentesque nibh. Phasellus adipiscing massa quis orcl euismod sit amet egestas nis
scelerzque. Donsc tincdunt malssusds =rcu, molsstis intsrdum 2rat tampus s=d. Maurs
hendrerit auctor odio necscelerisque. Nullalorem odio, vehicula quis suscigit vitae, rutrum non
falis.

e Left Indent @3 SKGTH ST A 2 (ATF [ME #AfTNT @R QOCS AT |
« Right Indent @& S+ A TF Al (AF WS S @Rl 2ecs 2itaw |

WEB: http://hiractg.blogspot.com Email: hira.ctg@gmail.com



HIR@ 01917822808

« Before spacing @l Qo G *FAIF TATH FOFF T AR ©f [ME FACS

AT |

o After spacing @Il S @B I (706 FOLF TN FIB! AT ©f e ce

AT |

View Tab

—/ Home Insert Page Layout References Mailings Review View
ol = =] Rule Document Ma 81 ) one Page - 1] View Side by Side
EREGREIE i R e -
Gridlines Thumbnails ;Q Two Pages - b Il
Print |Full Screen Web  Outline Draft : Zoom 100% _ ‘ New Arrange Split
Layout | Reading Layout Message Bar =l Page Width || window Al ‘

Document Views Show/Hide Zoom

TR =< i &% e @Bl View (9 |

21273 A8 Document View T @3 toolbar T &R Wit /Sy view 113

Nindow

Switch

| Windows ~

IACS A | O o @ T = aee @12 o 9w @ieifq e 40« |

e 2R @ @ @9 961 TS I TF T |

EERC]E

Print |Full Screen Web OQutline Draft
Layout ! Reading Layout

Document Views

Ruler Document Map

Gridlines Thumbnails

~A

Show/Hide

TR RIQCO oTF e ([QoF GACH o QIR Al & Wi THES Ruler,
Gridline TOIW on off FACS AR | QT WA TSR JIATS AR |

WEB: http://hiractg.blogspot.com

Email: hira.ctg@gmail.com

=
=2
Macros

Macros



HIR@ 01917822808

H9-0 ¢ New Microsoft Office Word Document.docx -~ Microsaft Word
Home  Indet  Pagelmout  Aeferences  Mallegi  Reew | e |
V. Ruder " Dotument Map q u Jonerage . a L3 Views Sidie vy Side | E
"u ["d d ‘—I V Gridlines Thumbnails (4 Two Pages -a‘ : ‘J Ymreatus Saclieg -

Print onn 100% Atange Spin Sweh
Layout F:mumwm Meriage Bas oo a8 Page wiatn m"'d.ow an » AdReres Wingew Poitsen | \windows ~

Dotument Views
RN, - |

Class Aptent

Class aptent taciti sociosqu ad litora torquent per conubia nostra, per inceptos h:menaeos
Praesent ‘pulvinar nunc a diam ullamcorper et facinia nisi ullarncorper “Suspendisse et purus 3
lectus malesuada ornare faucibus facmsis risus, Donec augue orci, tincidunt luctus pretium vel,
varius in magna. Donéec sem neque, volutpat in semper eget, posuere in purus. In pretium, odio
vitae consectetur tincidunt; arcu massa smcttts duc, wtae congue odlo purus ac leo. Fusce wtae
venenatisurna.

SOsbendiSsé non egestas justo, Donec aliquet, odio eget interdum dictum, elit turpis facilisis
purls, nec egestas sem odio ornare enim. Quisque sollicitudin eleifend augue, quis luctus felis
auctor nec NUIIa facvhsv Dms tmc:dunt ultncles igula a mtefdum lacus rhoncus vntae Nullam

AL 2 AL AL AL
s

Pogr:tofl | Words:319 (- English 1US) D' 3> -

Zoom Menu
Jiﬂ One Page
(33 Two Pages
Zoom 100%
=] Page Width
Zoom

T BT M 7% F%9 1| QAT Zoom tools U ARG oAl 3z T© K
Tl Text (F I WL (FB T (AACS A | TS WA IS FACO <KL 20 |
T @A @R zoom FF AF T ARE 6 41 68 F A 9 | FF9 oAl IM

WEB: http://hiractg.blogspot.com Email: hira.ctg@gmail.com



HIR@ 01917822808

Font size IC (A OIRE (6 printing dF TS IC PR 8 W =94 Zoom
A SR OB vy FATHIF et 9T M 58 @f5e @3 AW Font size (253
AT |

7]

Zoom %o
O 200% O page wid# O Many pages:
O 100% O Textwidth (2]
5 } Or% O 1ihoe page . :
Lorem ipsum dolor si ec dolor sodales vitae

Pgreent: [138% I8

pretium libero aucto) us in nulla scelerisque
ac aliquam tortor egl . rnare suscipit pretium
ante tincidunt. Vesti AaBbCcDdEeXxY trices posuere cubilia
Curae; Fusce tempo yZz ha, rutrum vel gravida
quis, gravida ac dolo Enenatis vel diam.

= — AaBbCcDdEeXxY
Ut eget ipsum felis) Lo ] [ coce | favallis auctor. Donec

lobortis, tortor et teMEUS YEMPUS, TOTET TS Zravias UTNS, VItSe trstique urna nunc id elit.

Vestibulum imperdiet massa sed ipsum tempus sed convallis erat aliquet. Suspendisse luctus
pellentesque semper. Nam volutpat suscipit sem nec mollis. Nam scelerisque laoreet aliquet. Ut
imperdiet sapien eu sapien adipiscing vitae interdum risus dapibus.

TACER BlRce (v [T 47079 g T o @itz @WF Y00, 00 T R
QAT SE TR T© N B2 Percent TCH WS S5 put F4 | WG =fTe YA
S¢0% TN FHCE (FAFT (A |

WEB: http://hiractg.blogspot.com Email: hira.ctg@gmail.com



HIR@ 01917822808

"bs W20 Docament] - Mol Wird .= x
~ - Pt e e R e

B QHER"= . oo PR IR i i

Pt Sovon Wen  Ontiee Duelt Wew  drenge =
Lapaat | Busing Lipea M irnge b WP I e djwave wy

Drzament tewr D vy Towm ———

EREERERD

Semes
P | i

{-i

Lorem ipsum dolor sit amet, consectetur adipiscing elit. Sed mattis risus nec dolor sodales vitae
pretiumlibero auctor, Sed blandit suscipit lobortis. Aliquam tristique lacus in nulla scelerisque
ac aliquam tortor egestas. Praesent condimentum quam sit amet odio orare suscipit pretium
ante tincidunt. Vestibulum ante ipsum primis in faucibus orci luctus et ultrices posuere cubilia
Curae; Fusce tempor euismod felis sit amet hendrerit. Mauris leo magna, rutrum vel gravida
quis, gravida ac dolor. Curabitur diam libero, fringilla vel consequat eu, ve tis vel diam,

Ut eget ipsum felis. Integer venenatis nibh enim. Morbi bibendum convallis auctor. Donec
lobortis, tortor et tempus tempus, dolor nulla gravida urna, vitae tristique urna nunc id elit.
Vestibulum imperdiet massa sed ipsum tempus sed convaliis erat aliquet. Suspendisse luctus

R MY R S P 40 QAT (oS 901 (e (A |

L™ 20u% G007 SR SUEL COMORENS S DINNE €11 503 VEITS M0 Net 804 500003 20
FEGT ST S0 AT 38D AT HT SO0 AGET ISR 953 T S NS
B201A.0% 102 efeii] MIORIett SIAT MEATN SU0% 5T BVEL S50 SMa'e SSI 2N Mt U
L e e e e R T T e L R
Sttt Tuale teMOlr SUAMES LAt atel Metdiet Vet o0 Segte naUN e e e
SR PRSI NESEST SONSIS ST ST SO0 SN AL LTI e S

ST0uR™ 91 AN LN SIDENONR DROEET TACOVAL Mg Rl DR AR AAT ! 254 DU e
079t QU058 VINE 952 W 30T FEUINER SO KBTS §SE T8 € 9753 S0
VIS VAU LLYSALUY. STGEW FAOALS IMORA! ($U8 AIeBuM pigeT SNt sa
I IS B WP 2 SO0 S T8 ST 1 VR 9 tpe Sagmentyr
SINE SUAUe™ 84 UTUARS 0701 VIB0IRAAS A 0N 30T, VUALSIE 302 tete T fel Zap0a
93755 VOIS &3 9555 NS 503 VR 853 GG TNV S SRS ST TR
Befend eget Auie Nam AN AT RS 2 reTeoT O Buta d o Tasescme o
Ve TRL R A0S0 Qe

VT R20T 26T ML MTAQET L@METE AN VM MO'E TIENOUT IINESE ST DoNeT
e e e B i e e e Rl
VEE ST TSR TRSIE ST S64™ TEVINE IS IBNE 0N 0. Gutt DuenT it VT m
S0/ 8MEI0.0 36TIe” LTSN a0 30T feS TS s Nt e et ade st E e X

PO 0T 0y 122" B SA0AG Y TEE MOV i TR0 0

SLEAM Bl A28 N0 DuSieNT 50 TSR TATAAL WS AL 09 AR NN 8L 290 B ner
PO Q390 VINE 95 WAL TSI ST WAETAE S9N ST S 8758 S90S e
VIS MU0 HENSLLN ATGRN ININLS L24505.80 DU ATEVIN 9508 DONE O5
L R R R e
SMGINE NS0 0o STFLEI 2701 MO0IRALE AT I0Y VUSLEIE J02 CRMEM Nt SR3OS
L L R L N e i L B L P e L
BOMS R3et AR Mo AN A5 SUBE ot eRMETT L BESA A e Sadendase A
N TRSR N EEE AT

ST GEST ST BT AT SONASHTS AT D050 00T BAS THIZE TS T I00T BNes Lt
SrETUt e Bume. SO SRASIA0SE 200 ATAE ™ 1" Ge 94 1 ASS e Rt e
FCRDAT IS AREREE SUREMT 00 THNTLT GuA T BT IS 353 SN ST T
AL TACSLE e lusmatie St M s Ratatt LSantut o diaeie st e
SORe BuBie TETEET €L EYO0 R T AT MNRT T My E 5 TR ATV IS
UL PS8 TICS, SHRSAS ST DG, S agUe a8 SO 44 VN3 e Ce

O RS SI0T WD SR H80etat: A0h e VoD S2enSuT Sl g sumin. Dotes
MAAT L TARAS OF TOMAL TOWMAL AAA AN 010 A0 L W LTS 1A IR AL LI AN A0

QT S A i TS 7e [fon o F1ee13 S0 (ALl (1 o061 fFei
S I N (PI6! PICeT8 FACT (@0 LR | AR S AL G0 S
o113 e |

WEB: http://hiractg.blogspot.com Email: hira.ctg@gmail.com



HIR@ 01917822808

GEE AN (@3 AW ANTE GFIEF TFES A 2961 word file W e Fate =
CICFCE 3 IoMFLTE 4T FIS T |

Window Menu

: .Ji ] [~ ‘ )} View Side by Side ‘ %

e 333 Synchronous Scrolling

Mew Arrange Split | , Switch
Window All | 214 Reset Window Position | Windows ~

Window

T QU (/ATF WA T Arrange all select FCHH ©IF ST T 3 BT GAC 8w
ST LTS S 64 T© 0 AMETCH AR |

(B "0 N A
-+

ATy - "

- ran Fagt Lyan Feranran (YT Pocen Vve -
[ 4 ° A Cutnement Map ¢ R (= - : L) Ve Bty S - =
e o 9, ¥ = Yot aon A s Pager - > o -4
a0 Sreen Wee  Ovine Den daem N Rew  Svenge e Vol Marey
R T, 53 Pege Nian rOve A ~dew

35 : 5 : ; : : : : : . r
Aliquam at nibh urna. Suspendisse placerat tincidunt feugiat. Cras nec nunc et ipsum pulvinar
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facilisis massa elementum. Aliquam rhoncus conseguat ligula interdum aliquam. Donec dolor
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Ut eget ipsum felis. Integer venenatis nibh enim. Morbi bibendum convallis auctor. Donec
lobortis, tortor et tempus tempus, dolor nulla gravida urna, vitae tristique urna nunc id elit.
Vestibulum imperdiet massa sed ipsum tempus sed convallis erat aliquet. Suspendisse luctus
pellentesque semper. Nam volutpat suscipit sem nec mollis. Nam scelerisque laoreet aliquet. Ut "
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Lorem ipsum dolor sit amet, consectetur adipiscing elit. Sed mattis risus nec dolor sodales vitae
pretium libero auctor. Sed blandit suscipit lobortis, Aliqguam tristique lacus in nulla scelerisque
ac aliquam tortor egestas. Praesent condimentum quam sit amet odio ornare suscipit pretium
ante tincidunt. Vestibulum ante ipsum primis in faucibus orci luctus et ultrices posuere cubilia
Curae; Fusce tempor euismod felis sit amet hendrerit. Mauris leo magna, rutrum vel gravida
quis, gravida ac dolor. Curabitur diam libero, fringilla vel consequat eu, venenatis vel diam.

Ut eget ipsum felis. Integer venenatis nibh enim. Morbi bibendum convallis auctor. Donec
lobortis, tortor et tempus tempus, dolor nulla gravida urna, vitae tristique urna nunc id elit,
Vestibulum imperdiet massa sed ipsum tempus sed convallis erat aliquet. Suspendisse luctus
pellentesque semper. Nam volutpat suscipit sem nec mollis. Nam scelerisque laoreet aliquet. Ut
imperdiet sapien eu sapien adipiscing vitae interdum risus dapibus,
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Lorem

In feugiat pellentesque est, vel sollicitudin neque fringilla in. Pellentesque tempus arcu vel orci
luctus pharetra. Aliquam iaculis enim et magna venenatis ut vestibulum justo ullamcorper.
Pellentesque ac nisl leo, a pellentesque augue. Pellentesque habitant morbi tristique senectus
et netus et malesuada fames ac turpis egestas. Nunc nec diam est. Aenean erat lectus, congue
vitae semper sit amet, vestibulum ut velit. Etiam ut nisi ut quam gravida sagittis. Aenean vitae
nisi nisi. Morbi augue tortor, dignissim a pulvinar sit amet, ornare sed diam.

Nam erat ipsum, bibendum ac facilisis eget,
placerat 2 neque. Quisque fermentum ante
vitae nunc ultricies tempus. Nullam egestas
porta porttitor. Sed in bibendum tortor. Proin
lacreet, lorem eget suscipit pharetra, risus
turpis vulputate nisl, et fringilla lacus massa ac
tortor. Donec eget adipiscing orci. Ut ut lorem
ac lorem dictum sollicitudin. Etiam dictum
semper ligula, ut gravida dolor mattis eget.

Nam erat ipsum, bibendum ac facilisis eget,
placerat a2 neque. Quisque fermentum ante
vitae nunc ultricies tempus. Nullam egestas
porta porttitor. Sed in bibendum tortor. Proin
lzoreet, lorem eget suscipit pharetra, risus
turpis vulputate nisl, et fringilla lacus massa ac
tortor. Donec eget adipiscing orci. Ut ut lorem
ac lorem dictum sollicitudin. Etiam dictum
semper ligula, ut gravida dolor mattis eget.

Phasellus sed elit mi, quis vehicula augue. Aenean ornare odio sit amet orci convallis et sodales
tortor porta. Quisque sapien ante, scelerisque nec condimentum in, pellentesque ut felis. Ut et
enim at tellus vehiculz ornare vitae et elit. Sed gravida ercs sed est tempor eleifend. Quisque at
erat ante, eget egestas nisi. Suspendisse potenti. Donec viverra nunc quis nibh aliquam in
hendrerit erat sollicitudin. Donec placerat ullamcorper ante at ornare. In hac habitasse platea
dictumst. Curabitur id mi ac nisl malesuada commodo.
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Lorem

In feugiat pellentesque est, vel sollicitudin neque fringilla in. Pellentesque tempus arcu vel orgi
uctus pharetra. Aliquam iaculis enim et magna venenatis ut vestibulum justo ullamcorper.
Pellentesque ac nisl leo, a pellentesque augue. Pellentesque habitant morbi tristique senectus
et netus et malesuada fames ac turpis egestas. Nunc nec diam est. Aenean erat lectus, congue
vitae semper sit amet, vestibulum ut velit. Etiam ut nisi ut quam gravida sagittis. Aenean vitae
nisi nisi. Morbi augue tortor, dignissim a pulvinar sit amet, ornare sed diam.

Nam erat ipsum, bibendum ac facilisis eget,
lacerat a neque. Quisque fermentum ante
vitae nunc ultricies tempus. Nullam egestas
porta porttitor. Sed in bibendum tortor. Proin

Nam erat ipsum, bibendum ac facilisis eget,
placerat a neque. Quisque fermentum ante
vitae nunc ultricies tempus. Nullam egestas
porta porttitor. Sed in bibendum tortor. Proin

aoreet, lorem eget suscipit pharetra, risus

laoreet, lorem eget suscipit pharetra, risus

turpis vulputate nisl, et fringilla lacus massa ac
tortor. Donec eget adipiscing orci. Ut ut lorem
ac lorem dictum sollicitudin. Etiam dictum
semper ligula, ut gravida dolor mattis eget.

turpis vulputate nisl, et fringilla lacus massa ac
tortor. Donec eget adipiscing orci. Ut ut lorem
ac lorem dictum sollicitudin. Etiam dictum
semper ligula, ut gravida dolor mattis eget.

Phasellus sed elit mi, quis vehicula augue. Aenean ornare odio sit amet orci convallis et sodales
tortor porta. Quisque sapien ante, scelerisque nec condimentum in, pellentesque ut felis. Ut et
enim at tellus vehicula ornare vitae et elit. Sed gravida eros sed est tempor eleifend. Quisque at

TR A e

hendrerit erat sollicitudin. Donec placerat ullamcorper ante at ornare. In hac habitasse platea
dictumst. Curabitur id mi ac nisl malesuada commodo.

SR (A T A COfd A A |

IF T AR A O AN A GF TR OF AN (AT R, (58 713
GFF 2ES (BB FAEH |

Insert Picture

Q2 FAIAR AN Insert menu I8 6 eFgad T fFelm F& I, ©f
(MARE| AR Insert menu d¥ Picture @ 5% e |

WEB: http://hiractg.blogspot.com Email: hira.ctg@gmail.com



HIR@ 01917822808

Docl.doc [Com

Home | Insert Pngelayout References  Mailings ~ Review  View

BOE 0 EDEp2d @ &

Cover Blank Page = Table Cllp Shapes SmartArt Chart | Hyperlink Bookmark Cross-reference
Page' Paq_e Break > Art N

Tlustrations

* | Insert Picture from File

Insert a picture from a file,

Functionality is currently limited.
This document has been opened
in Compatibility Mode, To take
full advantage of this feature,
convert your document to a new
file format by clicking the Office
Button and then clicking Convert.

Press F1 for more help.

IR od To TIO (MRTS AR, QA (A 22wd 21 618 6 Insert @ 56
T |

WEB: http://hiractg.blogspot.com Email: hira.ctg@gmail.com



HIR@ 01917822808

(@] insert Picture 2 F B . 3 > -

QC | Lo Picgres » Public Pictures » Sample Pictures v |‘, H Search Sample Pictures ,Ol
Organize ¥ New folder =+ [l ®
(@] Microsoft Word - Pictures library e

Sample Pictures z
0 Favorites —
P Desktop .
& Downloads 1 - i
2| Recent Places
Chrysanthemum. Desert.jpg Hydrangeas.jpg Jellyfish.jpg
4 Libraries - P9
E‘j Documents
.J’ Music
[=| Pictures
= Koala.jpg Lighthouse.jpg Penguins.jpg Tulips.jpg

Selected Picture

-

File name: | Penguins.jpg v [AII Pictures (*.emf;*.wmf;*.jpg;’ v]

Tools ~ Insert |vJ [ Cancel ]

©IRER MRS s 9 2k wWord @ foeta v wieg |

WEB: http://hiractg.blogspot.com Email: hira.ctg@gmail.com



HIR@ 01917822808

T8 QAT AF6I AT AT, WA ©f 26 20! WA IHRTS FAACS ARG | Fe
QY Text wrap T T2 | O 26! TRINCS! FACS A HACE format tab (T

Text Wrap option (2TF In front of text SI*¥¥6! Fts13 ST B<GI Y7 ST o
IS A |

WEB: http://hiractg.blogspot.com Email: hira.ctg@gmail.com



HIR@ 01917822808

Mailings Review View Foxit PDF Format

g ‘ -w‘ l ,_-‘ ’—..-‘ ST TR e - Z Picture Border~ [ klj B Bring Forward ~ |2 A
‘ d d d -D v | ' Picture Effects ~ L3 Send Backward Iaj: [
‘ ' ‘ Z B o Position} Wrap . "
¥ | 5= Picture Layout ~ - Text ~ ﬁ} Selection Pane SRR
Picture Styles . i In tine with Text L
P | 1 | 2 | ¢ 3 | 4 | 5 |  fpaa i
- : : : ; ; 7 . : - 7 | ] Square ‘
€ Tight
€ Through
] Top and Bottom
B Behind Text \
I In Front of Text I

More Layout Options... ‘

&

O (MY RRCS (@ GG |0 (12 SRS P& (IR &) {11
WA N 9 @ T 1 qre S AoRetET G GiF TEE Faes e
a7 IS JITS AR |

o =f<ce % T

=Xpel doc [Co b
X c : patibilit d
Insert Page Layout References Foxit PDF

A : 3 " < J ™ g — —
Z v 1 Pi t . | Al v { 53
i Brighiness > SgpCompregecle: ‘ | o / £ Dashes d 57 | I] E' R I‘e_ won -@-ﬂ st 5] Height: 3047 2
(D Contrast ~ ‘E Reset Picture B9 0 _h1ractg,b| Spot.c " I3 Group

Shadow 0 Picture = weight +| | Position Wrap  Bring Send Se 15 Crop o Width: 5257 s
g Recolor ~ Effects 4 Border ~ *  Textv Forward~ Backward ~ Sl Rotate 7

Adjust Shadow Effects | Border I Arrange [ Size

] ﬁ = Sﬂ‘.ZBSGT”

colour, brightness, size SRTS B e AR 2RE AT T

o sfEaes Tae e TR RO = IR AR G 2R A @ g e
AR il ek TR AT A0 A A WS AR 014 &

WEB: http://hiractg.blogspot.com Email: hira.ctg@gmail.com



HIR@ 01917822808

QI ST S 02 I NG =1 [fon dra Face A | e g <@
e iR aml Sfa arsar 36d e #fia== |

Adjust- QU (A WA S7IF == colour, brightness, size @i Afiaed e
AT |

shadow effect- @Bl e =fice =R TS i< |

picture border- @b W@ 2RE BRI IO =T A |

position- Bf¥ ey QR AACS =0 |

bring to front- &< R THATH WIH & AN 76! B OO (FIFG1 TAEH AP |
send to back- (P9 2RCF A WCo A &

text wrapping- SCA2 (TR

Align- @518 SR S

Rotate- 29 (AR &) I 1 =

crop- 27 2 (AT 7 A FIOEF &

@3] Effect GAR & 2R PIEE I @ & option @ 35 IF 2 Ao 7%
T | (TN I Rotate BT (575 w3 (72if]

WEB: http://hiractg.blogspot.com Email: hira.ctg@gmail.com



HIR@ 01917822808

= E@ [=t *| = B = Align ~
=z Dashes ~ N | | 1
\_] al = M cisi

Send

= Weight ~ Position Wrap Bring

i a3 Text~ Forward ~ Backward o
yrder % Arrange [ o
o
B T T A S i}
——

’ =

[ 4

Clip Art

A clip art click T«

o References
Elgl
B b

Home Insert Page Layout

) 1 | — | 1
NERK ! bI—:I [ ] Vg
Blank Page Table Picture
Page Break v

Pages Tables

Cover
Page v

v

Art
[lustrations

: !_‘]k Rotate'!

Rotate Left 90°
Flip Vertical

Flip Horizontal

Mailings

="

Clip |Shapes SmartArt Chart

:

http://hiractg.blogspot.com

| " 4] Height: 3.94"

Crop =1 width: 5.25

Rotate Right 90° %

L

o

More Rotation Options...

Email: hira.ctg@gmail.com



HIR@ 01917822808

SIRE TF A g7 G0 SIS AT A& | clip organize clip @ % T4
(TP @ WA organize clip option 6 Ale AFCS #AIt, I =AM office

install 919 clip art install FCAA ©I)

G| Chip Art v x
' Search for:
I | (o]
§ear5h in: )
Bt vl
Results should be:
;AII media file types _i‘vI

Ml

g) Clip art on Office Online
(@ Tips for finding dlips

e T T3S IHE 1 @ &9 folder

WEB: http://hiractg.blogspot.com

select T BT T© @ATS AR |

Email: hira.ctg@gmail.com



HIR@ 01917822808

Ele Edt Vew Tools Hep Type & queston for help v
- T seacch... [Q;olecuonust... I s
=1 Collection List v
& ey
= & Office Collections |
@ & Animais
(= & AutoShapes

* .-

&) Character Colectons

& &y Communication
Concepts

@ & Decoratve Sements

Emotons

2fACS (R B f$F 6 Copy T4 |

WEB: http://hiractg.blogspot.com Email: hira.ctg@gmail.com



HIR@ 01917822808

1" Buildings - Microsoft Clip Organizer

Fie Edit Vew Tools Hep pe a queston fochelp

| B 2
Collection List v
©10

= &y Office Colectons 'ﬂ
& Academic
a Agriculture “3 Copy
® ) Animals Paste
&y Acts
=&y AutoShapes;

&
) Bamners) X Delete from Clip Organizer
5

g ;T;;: Copy to Colection...
8y Network
g Web S.: Edit Keywords...
2} Background Find Similar Style
B g Busness Preview/Properties
23 Character Colectons
@ &y Communication
&y Concepts
& ¢y Decorative Slements
&} Emotions
& Fantasy
) Food .
@ & Government v
< | ™ | (2]
11Ttems

S Afb close 3¢ W @ word document @ right click FCH paste @ 5 T |

Calibri v 11 v AN AT A S
BIEW-A-EEE-
& | Cut
53 | Cop
|3 Paste
A | Font..
=y Paragraph..
i=  Bullets [ »
i=  Numbering [ »
& Hyperlink...
i, ook Up..
Synonyms >
Translate 4
Styles »

WEB: http://hiractg.blogspot.com Email: hira.ctg@gmail.com



HIR@ 01917822808

SI2EER clip art 5 THT @ vt QA

Header & Footer Menu

e S Insert Menu U3 S¥S Header & Footer (Nd & (M | @B YJ2
aFgs) IR RS Weq 97 foor@ @ g @19F T abi IJ77e =7 | e @7
foog syEerela 1< T 91 G Text box AT F WAf Mfer @ fewew
o9 217 | 78 header & footer W7 WIRIF FACT page number ST &f®
¢It& Automatic ©Ita change T I, &fS (A& BIZWGH automatic O MR T3 -
T R ¢RI AT 1 G2 I header & footer T IR Tl WP
TOG |

WEB: http://hiractg.blogspot.com Email: hira.ctg@gmail.com



HIR@ 01917822808

Home ' Insert | Page

= 2 5

Header Footer Page
¥ x Number~

Header & Footer

Il
Il
Il

59 =RTe W37 header & footer 99 TIBE T I (AT AT |

WEB: http://hiractg.blogspot.com Email: hira.ctg@gmail.com



HIR@ 01917822808

HEADER

Class Aptent

Clazz 2ptent WOt $00I030U 32 1073 troUent D& CONAULDIZ mostrs per InCeptae Rimerzso:
Prassent pulvirar nung 3 dism ullamcorpsr et Isciniz nsi ullamcorpsr. Suspendsss et purus 3
lectus malesuada ornare faucibus facilisis risus. Donec awgue orgy tincidunt luctus pretium vel
Varius in magna. DOnec s&m NeQue, vOIUTDAT in SEMpPEr &Z&t POSUENE in DUrUS |n pratium, odio
vitae comzectetyr tnCidunt, 3rCu MaE3 T32NE Cul, vitas CONZuS 00 puUrUs 3 80 Fusce vime
vEnEnatis urra.

Suspendisse

Suspendissg NON €2&sWS Justo. Donec alfiguet, odio eget interdum dictum, &lit turpis facilisis
pUrUs, NaC Egastas 1am odio orrare anim. Quisque sollicitudin eleifend awgus guis luctus falis
auctor nec Nulla facliisi. Duis tincidunt ultricies figul, 2 interdum lacie rhoncis vitas. Nullam
pretium aliquet purus ut lobortis. Donec in magra velit. Aenean vitde purus sed justo sempser
malesada 3t vel diam Etiam velit diam, faucious sed laorest st amet, sodles id liguls.
Alguam nec facus ante. Nullam sapien maurs, commodo lacinia porttitor &y CONSECtETY &U
tortor. Proin lacus diam, pratium sit amat slsifand quis, lobortis non libara Nam sollicitudin,
urna id parttitor mollis, mawris nisl ruteum enim, quis parttitor tortor velit ac guam. Nullam vel
mauris ut urna facilisis elementum,

Duis ornare

vis ornare risus non erat fermentum aligust In rac habiame platea dictumst Integer
hendrerit, lorem eu faucibus condimentum, est lizula posuere el id peliantesgue erce org
guis velit. Vivamus viverra, massa at iaculis condimentum, ipsum dolor fringilla wna, in
tincidunt 00 enim ac ligula. Nunc elementum vehicula dolor, quis veneratis nunc laoreet quis.
Nam phargtra frin imperdigt Nullam telius lectus, tempor 51t amet tinCidunt ut, pretium sit
amet sam. Donec at neque non felis scelerisgue fringilla su et sem. Vvamus aget lectus enim,
3c pelentezque nioh. Prazelius adipacing mMams oUE X0 SUEMOC It amet ssestar nul
scslerizgue. Donec tincidunt malesads arcy molestis interdum erat tempus sed. Mawris
hendrerit 3uctor odio nec scelerisque. Nullz Jorem odio, vehicul quis susCipit vitag, rutrum non
felis.

[ FOOTER

Document (ZOIH (Ao FAK & Insert > Header & % T 1 O 69 T© 37
@A A1 QA (AT ARANS (70578 T | Q2 Preview Al SR S B
RN @9 preview (AR JATS 2RI, (19 header BT F2HF LTSI |

WEB: http://hiractg.blogspot.com Email: hira.ctg@gmail.com



HIR@ 01917822808

New Micrasoft Office Word Document.docx - Microsoft Word

g DA , @ A= | Zsignature Lin
' !:_%jm Tc; Quick WordArt Dy VDN S
de r e Top

- Number= Box- Parts~ -  Cap~ '9dObject -

[ laf

_Pa!e Layout References Mailings Revtew View

Bl_kﬁl@% 'im

le || Picture Clip Shapes SmartArt Chart
M -

. | 3 Cross-reference
el Hlustrations I V. T —]
Fe2eaetons

7
£
-

Class Aptent | [Type the document title]

Cl tent_taciti_seciosqu litor.
Praecsent pulvinar nunc a diam ullamcorpl Annual
lectus malesuada ornare faucibus facilisis
varius in magna. Donec sem neque, volutp [Type the document title] | [Vear]
vitae consectetur tincidunt, arcu massa s3

natis ur

Austere (Even Page)

| m— .

Suspendisse
Suspendisse non egestas justo. Donec alil austere (0dd Page)

purus, nec egestas sem odio ornare enim.
guctor nec. Nulla facilisi. Duls tincidunt ul o o [T
pretium aliquet purus ut lobortis. Denec
malesuada at vel diam. Etiam velit diar " @
i nec lacus ante. Nullam sapien m | £dt Meader
ortor. Proin lacus diam, pretium sit ame
urna id porttitor mollis, mauris nisl rutrunm
:mgurisu(uma facilisis elementum. iG] 2av¢ Selection Lo Feadet Gaiery

3 Remove Header

Qi @ M colorful €F61 header P8 MR, @GR ©Ifdd 8 document title
(A Qo MR |

WEB: http://hiractg.blogspot.com Email: hira.ctg@gmail.com



HIR@ 01917822808

ti cociosqu ad litora torguent per conubia nostra, per inceptos himenaeos.
f nunc a diam ullamcorper et lacinig nisi yllamcorper. Suspendisse et purus a
23242562728 28 ) groare faucibus facilisis risys. Donec augue orcl, tincidunt luctus pretium vel!

03t 12345 Donec sem neque, volutpat in semper eget, posuere in purus, In pretium, odigl
Today  tincidunt, arcu massa sagittis dui, vitae congue odio purus ac lep. Fusce vitag
—rETIeTTETSur T

Suspendisse

Suspendisse pon egestas justo. Donec aliquet, odig eget Interdum dictum, elit turpis facilisis
purus, nec egestas sem odio ornare enim. Quisque satlicitudin eleifend augue, quis luctus felig
auctor nec. Nulla facilisi. Duls tincidunt uitricies ligula, 3 interdum lacus thoncys vitae. Nullam
pretium aliquet purus ut lobortis. Donec in magna yelit. Aenean vitae purys sed usto semper

malesuads at yel diam. Etiam velit diam. faucibus sed laoreet sit amel, sodsles id [igulal
Aligusm nec lacus ante. Nullam sapien mauris, commodo lacinia porttitor eu, consectetur ey
tostor. Proin lacus diam, pretium sit amet eleifend quis, lobortis non libero. Nam sollicituding
urna id porttitor mollis, mauris nisl rutrum enim, guis porttitor tortor velit a¢ guam. Nullam vel
mauris ut urna facilisis elementum.

P9I Footer menu (S @G @ &9 footer select T |

WEB: http://hiractg.blogspot.com Email: hira.ctg@gmail.com



HIR@ 01917822808

New Microsoft Office Word Document.docx - Microsoft Word

References Mailings Review View
TE-T Jreie] = e
= A& Bookmark | = = = [S}oateatime '
lip  Shapes SmartArt Chart ader l Page Text Quick WordArt Drop Eq
t & '_‘:_gc:oss-tefetence ’ INumber~ || Box~ Pats> = Cap~ "9 Object ~
_Mustrations # Builtin ol &
pretium aliquet purus ut lobortis. Donec in maﬂ
malesuada at vel diam. Etiam velit diam, fau — 2
Aliquam nec lacus ante. Nullam sapien mauris, —
tortor. Proin lacus diam, pretium sit amet eleify
urna id porttitor mollis, mauris nigl rutrum enim| Blank (Three Columns)
mayris ut urna facilisis elementum,
\ Dyes tent] (Tyoe teet] e e}
Duis ornare Alphabet
Duis ornare risus. non erat ferm.entum alique \_ —
hendrerit, lorem eu faucibus condimentum, est
guis velit. Vivamus viverra, massa at laculis
tincidunt odio enim ac ligula. Nunc elementum v| Annual
Nam pharetra fringills imperdiet. Nullam tellus |y
amet sem. ngatmmn sl:; leri T
ac pellentesque nibh. Phasellus i N
scelerisque. Donec tincidunt m's;m arcy,
hendrerit auctor odio ne¢ scelerisque. Nulla lorei austere (Even Page)
felis.
\- e vee [rer———
v
o] Edit Footer
4k Remove Footer
S %l 3{ Save Sglection 1o Footer Galiery

@3+ @i Blank three column F6IF F1Ce18 TR | It 3R F<eel Wiy f&fey

(A9 9y e i

WEB: http://hiractg.blogspot.com

Email: hira.ctg@gmail.com



HIR@ 01917822808

Duis ornare

(e R T e

hapter ncl lessonmo page Numbeﬂi
Y
|

l

Page number S*¥F & FF LI (AF'S A FAAE page no. Mo A== | =fce
MY S Page margins > Accent Bar, Right Fits13 SR T T =f<E T© ©IF
A1 Page no. (IR |

WEB: http://hiractg.blogspot.com Email: hira.ctg@gmail.com



HIR@ 01917822808

' 351 @ i gmmn ] 4 A= | signature Line ~
ﬂ l ] é ’ - " _—m— Zh0ate &Time |
w _I ‘ _'&Cnm-nmenu v 3:. p,zm. osit ner *4g] Object ~ '

Top of Page
[3)  Bottom of Page »
=]  Bage Margins >
Cuirent Position
- - 1 | Eormat Page Numbers...
’l Remove Page Numbers
v/ |
aeadl 0000 BN Bl s L e
Hag
] l
| ; b b

[ ubia nostra, per Inceptos himenaeos,

Accent Bar, Right o .
AccentBar, Left | Accent6a e isi yllamcorper. Suspendisse ot purus 3

Number with “Page” label and ettt
sccent bar lnthegmhtmugln gue orcl, tincidunt luctus pretium vel age |1
- t. posuere in purus. In pretium, odl
e congue odio purus ac lep. Fusce vita
i
Vertical, Right -
a) Save Selection &t Page Numb (Margin

| asve el v HESE v et interdum dictum, elit tur m§ Qphél;
Q! s, nNec egestas sem QQ.Q ornare enim, Qumqur- sollicitudin eleifend augue, quis luctus gh-!
guctor nec. Nulla facilisi, Duis tincidunt ultricies ligula, 3 interdum lacus ghoncus vitae, Nullam
pretium asliquet purus ut lobortis. Donec in magna velit. Aenean vitae purus sed justo semper
malaciada ar usl Adiam Ftiam ualit diam fairlbuie cad larnvroaat et amat endalace id lisala!

ity I 7Y W page no. T BIF, i I BIF @INT 2ACF AN @ 72 I
(oI T2 ¢ (AT OF A | CIEH0E AN 93 T2 @ = |

WEB: http://hiractg.blogspot.com Email: hira.ctg@gmail.com



HIR@ 01917822808

Jffice Word Document.docx - Microsoft W... | Table Tools | Header & Footer Tools |

|
References Mailings Review View Design Layout | Design

B E e DA D E 4 s

lip Shapes SmartArt Chart &) | Header Footer Text Quick WordArt Drop
‘rt - @c'oss-‘“e'&nce | - v | Boxv Pansv v Cap- NC

JI Links Top of Page
Eottom of Page
Page Margins

Current Position
Eormat Page Numbers...

| [TYPE THE DOCUMENT TITLE] =X Remave Pane Humb
! Format Page Number

December4,
2012

i
5 Change the format of page
Class Agte nt numbering used in the header or

footer,

Class aptent taciti sociosqu ad litora torauent per conubia nostra, per inceptos himenaeos.:
Praesent pulvinar nunc a diam ullamcorper et lacinia nisi yllamcorper. Suspendisse g&purusa;
lectus malesuada ornare faucibus facilisis risus. Donec augue orci, tincidunt luctus pretium vel;
varius in magna. Donec sem neque, volutpat in semper eget, posuere in purus. In pretium, odic
vitae consectetur tincidunt, arcu massa sagittis dui, vitae congue odio purus ac leo. Fusce vitae

venenatis urna.

RS @A B FF F@ WA AT S1gWw® Number format T8 e |
SRR 6 YA @ THR (A0 A ER OIS AR (A (7S A O PR
option 9ICR |

WEB: http://hiractg.blogspot.com Email: hira.ctg@gmail.com



HIR@ 01917822808

Page Number Format m

Mumber format:| | 1, 2, 3, ... -
[] Indude cha “1--2--3- .. i
a b, c, .. =
Chapter sta A B, C, ..
i, i, i, ...
Use separatie -
Examples: 1-1, 1-A

Page numbering

@ Continue from previous section
() Start at: =

-

R | K

Text Toolbar

QI SN Insert (V9 €F Text toolbar ¥ ¢y @e* (AT |

41

(C!n H = i
! _LES

Home Insert Page Layout Refer

A= & signature Line ~
Tr— L%Date & Time
Text Quick WordArt Dr

op 5
Box~r Partsr T Cap~ "$dObject ~
Text

YT SR Text box IAC fHi¥d @ Al 21 «fb @wioif @ &9 B Fece

A | AT TN AP g A oA SIS Fiew (7ee A 51 Giew
Text box IIRT FACO AE |

WEB: http://hiractg.blogspot.com Email: hira.ctg@gmail.com



HIR@ 01917822808

A — | &Signature Line ~ n S-z
. @ Date & Time ‘
Drop Equation Symbol

[l Box~ | Parts ~ - Cap - "$d Object ~ =

Built-In -

S Simple Text Box! Alphabet Quote Alphabet Sidebar

Annual Quote Annual Sidebar Austere Quote v
Draw Text Box

a Save Selection to Text Box 3.’1“6'.‘
GG I (o 26TF +IF T T© @\AE |

[Type a quote from the document or the summary of ar
interesting point. You can position the text box anywhere
in the document. Use the Text Box Tools tab to change
the formatting of the pull quote text box.]

IO 7w 71 2 0o 2f[Hee @A 3 5 Feq oo 2 Wrs #AeE+ |

WEB: http://hiractg.blogspot.com Email: hira.ctg@gmail.com



HIR@ 01917822808

Mailings Review View Format

.| & Shape Fill ~ T ‘~' =
. - 15’ Shape Qutlin 2 <P l3’/ )
= Position
” | Theme Colors Effects ¥ 3
1x Styles H EEEEEEN Effects 3-D Effects
— I ; I 111 ey e B
Standard Colors
m fEEEEN
|| No Outline \,”~ |
........................................ :9 Mofe Out]me Col@g
= Weight o o
== | Dashes »
[Typdsss . . , tument or the summary of an
inter Pattern... osition the text box anywhere

in the document. Use the Text Box Tools tab to change
the formatting of the pull quote text box.]

“a, O

O O3 IO [F@ Print FAF 17 @A T

[Type a quote from the document or the summary of an
interesting point. You can position the text box anywhere
in the document. Use the Text Box Tools tab to change
the formatting of the pull quote text box.]

©IR (GG I JIQA A AP [6g T I |

WEB: http://hiractg.blogspot.com Email: hira.ctg@gmail.com



HIR@ 01917822808

Quick Part Menu

Quick Parts menu 93 WS 75 2o, QLI WS 7 @R, A A WA S

% 49 o FACO AR |

' JEI 4 A~ [Zsignature Line ~
= —— (5} Date &Time

Quick |WordArt Drop . _
Parts ~ b Cap - "$d Object ~

| 1 Document Property >
Eield...

Building Blocks Organizer...

¢ ® 1

Get More on Office Online...

ﬂ.g Save Selection to Quick Part Galle

.

e

Equation Symbol

Abstract

Author

Category
Comments
Company
Company Address
Company E-mail
Company Fax
Company Phone
Keywaords
Manager
Publish Date
s Publish D
Subject
Title

QI QISR FFFRTE DA (5 FAET2 TS AREH, (@I 7 5 271
oifsy @¥F e Publish date @ T Sk M T© MATe “Mae |

WEB: http://hiractg.blogspot.com

Email: hira.ctg@gmail.com



HIR@ 01917822808

| Publish Date |
[fPublish Date]“ =

\

1

4 December, 2012 P
S MTWTFS
2 3 4956 78
9 10 11 12 13 14 15
16 17 18 1S 20 21 22
23 24 25 26 27 28 29
30 31 }

QLT (ATF ATASH AR (TB P18 F4 (1012 THCABd show FAE |

Column work done by table (Problem Solution)

QAN PHA2 W AR, W F2Nwmd @61 task MEARAN(column work done
by table), GT0T AMMH FACS TP AR SIAF & M & FT&fs I Midz, @i F
AITOICS AT TR FACS AFE | AU W05F =<RE T© Insert > Table (ATF
SN ¢ ol /2 @6 (Bfet tof e 1

WEB: http://hiractg.blogspot.com Email: hira.ctg@gmail.com



HIR@ 01917822808

HES 3l N &, Hyperlink =0 D n E
= ([I=EATR =0 | SIS (A8]
=] A& Bookmark
|| Table | Picture Clip Shapes SmartArt Chart | Header Footer Page Text Quick Word
(<1 Art v I'n) Cross-reference - ~  Number~ Box~ Parts* -

Links Header & Footer ||

DDDDDDDDDD ""‘ ot RS RN K 101 Bt 3 '6"7'77"'84-9-»-10'!11-- 1218 31 14 1 -15+ 1 16 4

ll|

A

3 InsertTable...

4 DrawTable

iy | Conyert Text to Table
@ Excel Spreadsheet
] Quick Tables > |

SR X (@ BIee18 , Right Click %9 @ Split Cells @ {355 T2 1

Calibri(Boc~ |16~ A° A" A F|

Insert >
Delete Rows

| Split Cellsu e

D | Borders and Shading...

Jlfi = Text Direction...

Cell Alignment »
AutoFit >
@F Table Properties...
i=  Bullets L
i=  Numbering L
& Hyperlink...
& LookUp..
Synonyms »
Translate 14

WEB: http://hiractg.blogspot.com Email: hira.ctg@gmail.com



HIR@ 01917822808

G2 59 299 T© Number of columns €9 9 value R 2 e | S Fo9 1

Split Cells

Mumber of columns

Mumber of rows:

Merge cells before split

OK ][ Cancel ]

G317 aioif 93 (BRI fooq WoMT AT Text @@ &1 |

Class Aptent

Class apkant tasitl sawisay. =d LisRoe Sarauant Per sanuRiz nostrs, per [oosptes DIMROSRSS
PIRRSROS Relinan w05 2 diam ulaosRmesr et Laginia nisi WlR0SRIRRT: SueBaRdisss, ot Aulys 3
vakius in magna. DRnRs SAM.ORAKE. YSINAREK In S3MRSK SERL BRAURE N BKIUS- I BIEHNN. QM
vitae SonsestRtus HNGINNS. ArSK MARRR SaRistis dui, vitae cangwe. olin BuCYs ¢ 1eg Euses vitas

“l2ss aptant tagiti sasiesay =d [tarz tarauant
Der Zanubiz nostrs, per [NgEptes DINENEERS
DrRR3R00 aRlnar K05 = diam izmsRresr =t
Sinia s wlEmSRiesl Syseand.asE =t guks
= lzotur malsavada amars fausibus fasilsls
rEton vel vatys in maznz. Donzc sam
NRANE YOlWIEEL 10 33Meal 885 8RsWEME N
urds 0 ggatiem adip vits2 conszatatus
tnsidens. arsY a3 S3EILts dul, vite conays
adip.anoys 2¢ 120 Euaes vitee vananatiauna

Clzss 2ptent tagtl sasiesan =d [Barz targuant
PEr canuBiz nestrs, per [NGEples DINENEERS
Brzzsant aulinar 0005 = diam WizmsRress 2
{zsiniz mist Wlzmsaresl Sumeandiss ot auus
arEtm. vel vamys n magna. Dansc sn
02445 YQLWEEEN I 3EMEAL 3281 BRI I
gurds In gratiem gdie vits2 conaEAtalys
osdunt, 276 MassE 338k dul, vitze congus
adip.aius =c 29, Euza vites yananatisuma

Izs5 zpt2nt 136t saciasay =d LSRrE 1orausnt per SonURIE nostrs, per incsptas DIMENEEss
Drassant auldnar axos = diam dizmsemesr =t [zcinia nis Wllzmserest Susesndisss ot auoys =
v3rlyz in maznz. Danss 38m.05a48, YRINEREE N S3MREL S8R BRAURIE 10 BNIYE 10 BEENM. SdIS
vit22 gonssetatur Hncidunt, 3roe assR saaittia dui, vitse gonzwz odip Quius =c 129, fuaes vites
venanatisumna.

WEB: http://hiractg.blogspot.com Email: hira.ctg@gmail.com



HIR@ 01917822808

A0S AT Q! fF8 BIRATE black border (421 TTHR | O3 ANWHE @3 ICIKG!
None R (I | €% JUIF remove T &= 0o =< T® 7= (GfeTo1 Pieeie 56
right click ¥ Border and shading @ &% % |

i il
Class Aptent
& | Cut
£l it N
?mas%mm P mﬂé@ 53 | Copy
*xmm!sam [ Paste
Yariys in magna.
itae consackatyr tingi Insert >
HROSASKAURS: 3 Merge Cells
HE Distribute Rows Evenly
S:rsm riﬁﬁﬁ "_E Distribute Columns Evenly
PLRR3R08 aulinar 0808 Eﬂ' Draw Table
= lastys malsavads § L] Borders and Shading... | n 5
e ng m; Cell Alignment 4
DRANS vRlukess in AutoFit 4 :
Burds In Bretivm § gip vitse consertatus
tincidunt. arsy mass g] Insert Caption... sagittis dul, vitze conEus
adipauiz e lza, ¥ Table Properties... - Shasa vitzs yEnanalisuma
|
233 zptent tadt sagiesay, =d UNRE TaMANE! o5r canuklz nostre, par inceptas NIMENERas
Prasss0b BRDINAL 0X05 = dam WiEmSerSr ot lscinia nisi ulBms rRsY. Susesndiss, st BUIS 3
¥3iys in magna. DAnss s8M.05A9E. YSIWERS! N S8TRALS25E RRSHEMR. I BUIN. 0 REHUM, QH
?K*W&Wa&mmmd"i vitz2 gongwz sdlin aurds =¢ 15 Fuaes vites

GJF AN AN T GF0] SIS AT QT (ATF None select F |
Preview box @ (M BIFATHT IS (73 | ST 5 |

WEB: http://hiractg.blogspot.com Email: hira.ctg@gmail.com



HIR@ 01917822808

|5 ADLen

Borders and Shading

Setting: | Style: | Preview

‘ | M I A Click on diagram below or use
None 5 buttons to apply borders

X

= Grid

Customn

Horizontal Line. .. I || Cancel |
|

[

[u]

@2 File > Print > Print Preview (® I« ©IEA WAREA @bd T© @A AR |

WEB: http://hiractg.blogspot.com Email: hira.ctg@gmail.com



HIR@ 01917822808

Class Aptent

Class aptent taciti sociosqu ad litora torquent per conubia nostra, per inceptos himenaeos.
Praesent pulvinar nunc a diam ullamcorper et lacinia nisi ullamcorper. Suspendisse et purus a
lectus malesuada ornare faucibus facilisis risus. Donec augue orci, tincidunt luctus pretium vel,
varius in magna. Donec sem neque, volutpat in semper eget, posuere in purus. In pretium, odio
vitae consectetur tincidunt, arcu massa sagittis dui, vitae congue odio purus ac leo. Fusce vitae

venenatis urna.

Class aptent taciti sociosqu ad litora torquent
per conubia nostra, per inceptos himenaeos.
Praesent pulvinar nunc a diam ullamcorper et
laciniz nisi ullamcorper. Suspendisse et purus
a lectus malesuada ornare faucibus facilisis
risus. Donec augue orci, tincidunt luctus
pretium vel, varius in magna. Donec sem
neque, volutpat in semper eget, posuere in
purus. In pretium, odio vitae consectetur
tincidunt, arcu massa sagittis dui, vitae congue
odio purus ac leo. Fusce vitae venenatis urna.

Class aptent taciti sociosqu ad litora torquent
per conubia nostra, per inceptos himenaeos.
Praesent pulvinar nunc a diam ullamcorper et
laciniz nisi ullamcorper. Suspendisse et purus
a lectus malesuada ornare faucibus facilisis
risus. Donec augue orci, tincidunt luctus
pretium vel, varius in magna. Donec sem
neque, volutpat in semper eget, posuere in
purus. In pretium, odio vitae consectetur
tincidunt, arcu massa sagittis dui, vitae congue
odio purus ac leo. Fusce vitae venenatis urna.

Class aptent taciti sociosqu ad litora torquent per conubia nostra, per inceptos himenaeos.
Praesent pulvinar nunc a diam ullamcorper et lacinia nisi ullamcorper. Suspendisse et purus a
lectus malesuada ornare faucibus facilisis risus. Donec augue orci, tincidunt luctus pretium vel,
varius in magna. Donec sem neque, volutpat in semper eget, posuere in purus. In pretium, odio
vitae consectetur tincidunt, arcu massa sagittis dui, vitae congue odio purus ac leo. Fusce vitae
venenatis urna.

oF T (AT (FC IO AR (@ WA G2 FE0! (B G2 FE FCACRA i<
FAN 2T I | 2 IF2 HACF 16 B8 A2MET Text box eae tefs w4
A | - e g M tefs a0 AeEe (o7 @l 9 S=2 AR | diEe
o8 qEIR @ Text box AN« @61 element I @9 Microsoft Word Document
GF (@ (T TR IR FACO A | W 6T IR FAF A 2 AR
R Border None I Mt ©I2red 2@ AH|

Word Art (Best feature in Word)

WEB: http://hiractg.blogspot.com Email: hira.ctg@gmail.com



HIR@ 01917822808

QL SR G @ WordArt option B (AT 1 QBT IR SHF W I (3141 A |
Qe PreMade g (GG 75125 OICR A WA @gN@ FIe13 T FIYE FACO
AT | OBT =il TR o 30ws (a1 Sify SeeiorE @ T [Fei @14 o
FACS W OBl (MR K TS Fopeta fFoed ¢ F@ e e 2@

ATN2 Insert > Wordart @ T 2Wve QI fCeizq G Tl fFe w2 |

j w‘il 4 A = [&signature Line ~ Tc Q

5 Date & Time

:x)d' '%L'{tl:k' Wor'dArt I:“»erp gg| Object ~ Equz:tion Syrrlbol
T W
| WerdArt mnW‘ wordar, WordArt WordArt 3 !
g | P—— o, T W
Worddzt WordArt Wordirt wordnr: Wondlet 2

it W wordart WorcArt \\KOI‘ d;—\l‘f N

qioifq A 7T4Te B, (60 A3 SIS 1Y

WEB: http://hiractg.blogspot.com Email: hira.ctg@gmail.com



HIR@ 01917822808

Edit WordArt Text 7 OB
Font: Size:
T Times MNew Roman IZI 36 IZI
ext:

hiractg.blogspot.com

K ] [ Cancel

GF T 067 T© (BB A |
\ractg-blogspot.cop,

©Ie 61 2 @RI Bt Mouse 9 @ 26 a0 F%6 |

WEB: http://hiractg.blogspot.com Email: hira.ctg@gmail.com



HIR@ 01917822808

QI SIS BIRC® AT BIET, Red point @ R (@ 26 A AR GF 8T
SIAIE Mouse Pointer 3 19 ¢ 58 MtF Drag $%+ 1 a9 @36 =R MeCe

A |

WEB: http://hiractg.blogspot.com Email: hira.ctg@gmail.com



HIR@ 01917822808

Qe SiHf I 3 @R R HARTET FACe BT ORGE @R §2F 2 Double Click
P | (MU Format (V9 F1ee8 2@ Ficaee 1 @317 (rg s =fkce daarean sioms
T W PCA AT BRACR |

WEB: http://hiractg.blogspot.com Email: hira.ctg@gmail.com



HIR@ 01917822808

[ Format

Oy ()

r || Theme Colors ..U
HE EEEEEEN

i

d-14
FiIs

Standard Colors
EE " HEEEER
y/
No Fill 7

) MoreFiIlColors...%
Eicture...\\Z’

Gradient N7 »
2 Texture 4 >
i

Pattern... 4

(N oo @ E

3-D _9 Position Wrap

v Text~

5§
&

1

Parallel

Perspective

Rotate in Perspective

WEB: http://hiractg.blogspot.com

]

)

Shadow

] ¢
£%0, l;] LA

L4

Drop Shadow

O uUd

Effedsv| % Effects v L
| No Shadow Effect ;_A_EE
7 :

Email: hira.ctg@gmail.com



HIR@ 01917822808

......... - R e v et n oy R TRTTIvTS

Y W & Shape Fill ’_J o -.l
“ordA,, w.""n WordAr‘ ,‘E v QShape Qutline ~ L] T'/g if‘i_’

| | Shadow | © 3.0
7 || @\ Change Shape ~| Effects - = Effects -
________WordArt Styles Follow Path pas | _ 3
|'_“.1.;|_ ‘ Q B g i )
B ' - - —vOC e
Warp

Shape Fill - @B1 =& ST @119 92 2o 900 AR | GRICIS (W Sl
AP G qICR (@4 Gradient, pattern, picture etc.

Shape Outline - @Gi B! ST TAF B2 @ 7 4l Outline AT 61
Afgaed FACS I |

Change Shape - €GB MY (F7IF Rfeq (o~ FACS AR @ Je,
wiggs, Toige, (Rife, Toniv |

Shadow Effects — @B WL (741 f{foq =07 (<1 1 == 303 3 I

3-D Effects - @8 Fe0! Mo Wl 47 702 NANE Text (& 3d @ =10
AT |

AR W G3 G T BFF STER AT combination FACS A, ©IRCE
QANT A (ROAG 3(FE 9F T Photoshop 4T Illustrator IR Tl =4S I,
I ST IR AL AN (RIGG 2CFG 7 IS (0 (e AR |

WEB: http://hiractg.blogspot.com Email: hira.ctg@gmail.com



HIR@ 01917822808

Create Logo wit 2 and Insert

Meru

QL SIS AT ms word IR FCA FOIE Logo create T4 I ©f (LIS |
IR ST (P FE (eR Tt Mg Siet G2 (et e S | g W
RaEE

AL Insert > Shapes (ACF AT shape B Fics1g i1

WEB: http://hiractg.blogspot.com Email: hira.ctg@gmail.com



HIR@ 01917822808

3~ New Microsoft Office W

] Insert [ Page Layout  References Mailings  Review  View

o Bl A

Table Picture Clip

age shapes{SmartArt Chart
reak x Art v ') Cross-reference
Tables Recently Used Shapes
| @@‘H W NEe@A T L
DU O %N
Lines 3
NRTLL L 2 % TN
Basic Shapes ﬂ
EOOTUCO® ANOOE

ODOO0O0@ATXRE
€ SO)AFELN & F

Block Arrows
DEGTORHFPLPR IS
€C QunIpD DLl @]y
A

Flowchart
Do< OO0 DS ococay)|
COCIXRD X ¢ AVED
QEOO

Callouts

DOO@DB&@LAm¢‘

Stars and Banners

i @ @R
TENRA

4@ New Drawing Canvas

32-Point Star |

S WS 2B ol FC shapeld toft Ff71

WEB: http://hiractg.blogspot.com Email: hira.ctg@gmail.com



HIR@ 01917822808

) 2

© g C

RCS WF FA FALTETS A Ao 7 @32 W (5eot 47 [fey s giot s
Q32 IS T T |

RS 9 WF6 FEF FEMR Shape fill 71

WEB: http://hiractg.blogspot.com Email: hira.ctg@gmail.com



HIR@ 01917822808

" Pagelayout  References  Mailngs  Review  View  FoxtPOF | Format

2| & shape Fill ~ D i D &
BEEE N O oda Dda B
— - 0 3-D Position
’ ' | Ve |
I I I (! I I I
| —

(P Change Shape ~ | Effects - 3 Effects ~ 5

'''''''''''''''''''''''''

N

4

O 2EM AR & WA A0 fowawia Wi gt T4 @39 2

WEB: http://hiractg.blogspot.com Email: hira.ctg@gmail.com



HIR@ 01917822808

= S A t i \ \ b ' o 5
iy 4 # f W D
-/ é}i /. i |' 1 \ D x>
< & ,d_‘f‘ .>.'“,/ |‘\l’ i\ WA ){;\ ‘%{ ]
V4 & 8 Y k W\ ) D o
/S {3 Y y | A N
I VS ) ke
1\ I A

& ATBIE M@ @ @19 shape rotate 41 A

WEB: http://hiractg.blogspot.com Email: hira.ctg@gmail.com



HIR@ 01917822808

G AT G A ST IS W T4 | A2 [0 @R o951 s
A |

WEB: http://hiractg.blogspot.com Email: hira.ctg@gmail.com



HIR@ 01917822808

| Drawing Tools | New Microsoft Office Word Document.docx -
lerences  Mailings  Review  View |

X =N PRI

iﬁ SmartArt Chart Header Footer Page Text Quick WordAt Drop
__gcfo”"efefen(e - Numberv Boxv P‘nsv - Cap~ NC

i Recently Used Shapes el Header & Footer Text

gREE\\NOCOALLl
%6 %\
Lines

NN TN RN S R
Basic Shapes

EOOUCO® ANOOD
OBO0O00C00AY XY
CNQOCSC ) {2

Block Arrows
DEGTOTSLPR IS
€ dvnpD DRI
LA

Flowchart
Oo<cOOdigcoay
CUCNRD X ¢ AVED
QBOE

Callowts
DO O D040 A A:d:
5 A2 A ) JB AD AQ g

Stars and Banners
TR Y @ G
OERRA

é ' New Drawing Canvas

P TR ()
32-Point Star |

WEB: http://hiractg.blogspot.com Email: hira.ctg@gmail.com



HIR@ 01917822808

Shapes fill MG FT" T

S RTIAY

‘Mailings  Review W"J_Fompo“ﬁ"_] ‘Format [
L —
%0, O ]cp % <b
8

) _J — . ....... o, Etfects'

———
Shape Styles o Effects 3-D Effects
I IIIII Aqua, Accent 5, Lighter 60% |

i;lllﬁllllllg
\ 1 NoFill

Position W
b Te

More Fill Colors...
Picture...

Gradient

ORI FF 1901 create I

WEB: http://hiractg.blogspot.com Email: hira.ctg@gmail.com



HIR@ 01917822808

rences

SmartArt Chart Screenshot | Hyperlink Bookmark Cross-reference | Header Footer Page T
. he ¥ v Number~ B
Recently Used Shapes Links Header & Footer

REEN\OOOALLD
S0 %™

Lines

TNk, Bk
Basic Shapes _
EOOUCO® AMNOOS | Ol
olsl=l= |RIOICISIAIVA R RN
C~NQOoC )L \
Block Arrows '
PENTOTSLPR IS
6 duvnpD D I a
LA

Flowchart
Oo<cOnbiecoayy
CONVD X ¢ AVED
QOO

Callouts

PO 004000843 A% ds
Stars and Banners /
RETE 4 O @ g g
T ERI

8 New Drawing Canvas

' Functionality is currently limited.
This document has been opened
in Compatibility Mode. To take
full advantage of this feature, |
convert your document to a new

file format by clicking the File
tab and then clicking Convert.

ﬂﬁess‘fiﬁ’iﬁfot?mouihe@

TE T FOASTETS TeH Toa T @32 @t T e |

WEB: http://hiractg.blogspot.com Email: hira.ctg@gmail.com



HIR@ 01917822808

3L 14

wrReE @it |9 =R T mete 2@

WEB: http://hiractg.blogspot.com Email: hira.ctg@gmail.com



HIR@ 01917822808

aBle aFp I I 73,

WEB: http://hiractg.blogspot.com Email: hira.ctg@gmail.com



HIR@ 01917822808

) NENESTS I

l . . . * || Theme Colors 0% 0, - l <h 2 <h ﬂ

H EEEREEN O Position Wrap

I > Text~

+ Effects O

Shape Styles w Effects 3-D Effects

Standard Colors
HE fEEEERNE
No Fill 4
: el

22 More Fill Colors... No Gradient =]
Picture...
IE Gradient >

@ Texture »

e Light Variations

E.ij Pattern...

=
=

@7 @91 shape 07 T4 Mouse @F right button click ¥« SIF%9 add text
option select %%, 57 =€ M=

WEB: http://hiractg.blogspot.com Email: hira.ctg@gmail.com



HIR@ 01917822808

A #$ Cut
N 53 Copy
[, Paste Options:
El
Add Text
Grouping L4
Order »
& Hyperlink...
Set AutoShape Defaults
Format AutoShape...

P N

©IA9[d Insert > word art &8 T+

> . ] A = [Zsignature Li L & P

AE: A — gz:t:;uﬁem:ne ;-[‘ Q

Jli:zg:rv BTgx)d' I%Lr’tlsk' WorvdArt ?:;p ’ﬁ_Objest . Equation Synlbol |

iter 7 4 ;
WerdAr word”‘ WordAr!  z w
Woriirt WordAt WOrRRPE 77572 =
Wordizs WordArt "Vom st Wordet 2

B o el B el . ¥ ‘, \‘V

Waordhn W wordart -WorcArt \\OrdA[‘l ¢
‘WordAet Wardre Warddt Wiy wonill! i
Whrdhnt ’ % w Tourdird § v

I

WEB: http://hiractg.blogspot.com

Email: hira.ctg@gmail.com



HIR@ 01917822808

710os o o1 (@#ifq 2o=l ST font change TR A #ITta= @4 = kalpurush
font  select FcaM®)

f it WordAct Text | 2 3o
Eon:  Font change Size:
[TT Kalpurush X ["f IZI

Text:

hiractg.blogspot.com

©IoIF @i shape fill (ACF =T PR select e

WEB: http://hiractg.blogspot.com Email: hira.ctg@gmail.com



HIR@ 01917822808

QRIE AF T© add text e Word art select %4

WEB: http://hiractg.blogspot.com Email: hira.ctg@gmail.com



HIR@ 01917822808

AS A A= L@ Signature Line ~ TE S'Z
T —— [5) Date & Time
W

Page Text Quick |WordArt| Drop : : Equation Symbol
umber~ | Box~ Parts~ Cap - "9 Object ~ v
iter w wj;
Werelir wﬂdm wordA,, WordArt WordArt 3
N e = i
Wordiz¢ WordArt "Vormare wora2-: Wonllet 2
‘
W

Wordirt WordA woa Wordhrt WordAn
WordAet WardAre Mot Wiy o]

[ =

FPAE ~~PRSR onmooF
]

0 Text 5T foigm

WEB: http://hiractg.blogspot.com Email: hira.ctg@gmail.com



HIR@ 01917822808

Edit WordArt Text .
o -
Size:

P E=EEE

Text

angla Blog Site

IBCER EER CRQIG R R TN

WEB: http://hiractg.blogspot.com Email: hira.ctg@gmail.com



HIR@ 01917822808

©IE SR shapes (A 43 *¥Afb FB1eTg T |

WEB: http://hiractg.blogspot.com Email: hira.ctg@gmail.com



HIR@ 01917822808

References Mailings Review View

I
|
lip
at

artArt Chart Screenshot | Hyperlink Bookmark Cross-reference | Header Foo

Basic Shapes
EOOTUCO® ANY
OO00O0@™
C 000 1L >

Block Arrows
DA TSI LPRI T
€& QunpD » [ d]fh
LR

Flowchart
Oo<cOoolUSecay
OCDCINNRXRDB X 6§ AVED
QBEOO

Callouts
QO3 0.aA4d0 08 A3 A43 g2
5 AR A3 g 10 D AD dO

Stars and Banners
e g < ve @ 65 8 G LR IR
JTIERIRY

Foxit PDF Format

v

Links \ Header

A B]nn-

Shape BT SIS SN (ST TRIATCT I shape fill select T

WEB: http://hiractg.blogspot.com

Email: hira.ctg@gmail.com



HIR@ 01917822808

FoxitPDF |  Format |
[&lsnape Fill = 7 I_L o “1 1
~ | Theme Colors H3% 0O | — Pt
5 EENE E] =1 Eff3e.c|:t)s v )
w Effects 3-D Effect:

Blue, Accent 1, Lighter 80% ’

Standard Colors
HD fEEEENE
No Fill

+2) More Fill Colors...

& Picture...

[ Gradient >

@ Texture >

%’m Pattern... b o
> v
/\ &

/>VQ <

AT AR Cofd a1 AN G (FUTe I |

WEB: http://hiractg.blogspot.com Email: hira.ctg@gmail.com



HIR@ 01917822808

Q SAhg (‘

s (' =

/ \

/I 7 —'-..*': \
L N
V

G B AR S (TR | GO ms word FIRE FE G AHF A P&
TR | WA AFD (BB FAETS A |

Equation Menu

Q¥ SIS AT ms word T Y42 wFgod GBfG Per AT | = Qg
AN (@ FEGR P& (MK G F1N 2& Equation BT Insert menu €¥ oot
A1tA9 | Equation @¥ T2 {170, T 61 ex f[feq «@ta7 Math 14t #fr=cae |
P2 math word @ BiZ% R ATAGH B drawing tool WIXF FCH A &)
FFBCW IIRA ¢ | [FG WA I TSR equation option WA ¢ ive
oA qF 8 FCAS FA00 A& @N9- Matrices, Calculus, Limit, Function,

Fourier series, Normal algebra equation and so on.

WEB: http://hiractg.blogspot.com Email: hira.ctg@gmail.com



HIR@ 01917822808

Equation @ & 11 Sas 726 68 ©F Wit WIS @01 F& FACe AL o
G161 B& (I ¥ I3 foor (9 @ @9 symbol ST @R ©f (At 70e 203 |
YA GIFA AT ST @32 55 @78 I (FATS symbol Bt equation menu (AT
select <P« O just click and type.

Y S SIrs AR G [ (R screenshot Wit == Aife G e
qieime e witeg (e e 2@

(Oa) d9-0 )3 N
~/ Home Insert Page Layout References Mailings

A= — 4 2% Signature Line ~ 7‘[ Q i
= jj) Date & Time

Text Quick WordArt Drop = Equation Symbol |
Box~ Partsr - “ap - 94 Object ~ > -
Text Symbols
[ s N |

0be 2RTe (MY OIS KACTE Template (O 1 @R | W= equation €
Qe fRETeE QateTe i35 S0 LT FACS AT

WEB: http://hiractg.blogspot.com Email: hira.ctg@gmail.com



HIR@ 01917822808

Word

A A — [&Signature Line ~

@ Date & Time
Quick WordArt Drop ;
Parts» = Cap - "9 Object ~

TC

Equation

2

Symbol

_| Pythagorean Theorem

B la2+b%i=¢c?

'Quadratic Formula

—b+vb?—4dac
2a

Jil X =

Taylor Expansion

Trig Identity 1

2

Trig Identity 2

1 T e
sinag+sinf =2sin={a+f) cosELa+ﬁ)

TC  Insert New Equation
\Iﬁ Save Selection to Equation Gallery

1 1
cosa +cosfS = 2cos§(a+ﬁ) cosE(_a -5

4

@3 oI qfG Freeg seafe | e aftte Tl 9T modify 0 A& |

—b Vb2 —4ac
2a

X =

WEB: http://hiractg.blogspot.com

Email: hira.ctg@gmail.com



HIR@ 01917822808

MY equation tools @¥ design menu ¥ fowx Rfey GAtTa aoie M =R |
GITETS A WA JIRYS 1 #9CO A |

| Equation Tools
|

Page Layout References Mailings Review View Design

Basic Math ¥

Basic Math -

+lloof|l=|=|]|~||X||=]|]|!]||ec||<]|IK]|=]|>]]=
112 i =ll=x||=||v]||C||a]||V E YIlulln i
(BB EEEFEEEREFEFRFER
e ll=1T+1=1T«][81[¥ ][ = (e][a][8][#][7]

P||a T||@ u)||x || N :H- 4

1009 =TS MY QAT SR SCFF GHCTR symbol (A TR, AN @@ QAR
T click ¢ I2F FACO A

Equation Tool
=

Page Layout References Mailings Review View Design
Arrows ¥
Basic Math i -
Greek Letters sll=t]||¥]||e]||8||[—||—

Cperators

N ‘

I
A Letter-Like Symbols | [ | [N |[ o ][ ||| ][] ]|[e
—_

ol ]Z| Arrows

= 1 Sl|I2||l«||=||=]||—
MNegated Relations f ol || B
Scripts Sl=||=la*|O||O]||2]|
’— Geometry
v

Operator’s 49 T2 (5% T G =R AP |

WEB: http://hiractg.blogspot.com Email: hira.ctg@gmail.com



HIR@ 01917822808

EgquationTonl

Page Layout References Mailings Review View : Design
Operators ¥
Common Binary Operators E=
+H =l =% 2| FI=<|[/]|[*]]° v

%] n u A A
¢
3 Common Relational Operators ]

= || =< | 2] 1= =0 ] < ] 3] E| =] ] 2] | =
21 ZE||=2||2||2||x<||KL||Z||E||D||E||lC||2]||E
211 ===l =ll=||=2|l=||2||0]|L]|+]|d]]=

I

Basic N-ary Operators 5
TINLN ¢8| F|| 8| &||TT||L[N|U E
AllVIIo|le||le||ld]||U )
Advanced Binary Operators
+ll=(|\N||Ia|le||BIIE|IEIEB]=||[x]|]>x]||x]]«
AllY (12l T||1@|(e]R(D]O|@]|@ ¥l >
off2flal|lAl|VI]|e||l||®@||N||U]lU]|lW
Advanced Relational Operators

|[>llzllz|lsllzll<!|> AEANE
=lls(l=ll-|l2|l=||=<]||=]||2]]= zll=]|l=
cl|I2||l=alle=||2]|E|ellel]|D||lc||I3]|IE]||H]|]=
2|2l x|[2[|m]]|=]|]|x=

AT 9K (MY Fraction 9 3¢ 901 94l [FOIT 91 F© It Ol (@1 I ©f
show 4R |

WEB: http://hiractg.blogspot.com Email: hira.ctg@gmail.com



HIR@ 01917822808

New Microsoft Office Word Document.docx - Microsoft Word - =@

{
I x n X n . e - A [l“ |
e ¥x [ % Orsme g lm A [3f]
ction| Script Radical Integral  Large  Bracket Function Accent Limit and Operator Matrix |
- - - - Operator - - - - Log - v -

) |

]

dy Ay ay oy
= ,/ 2 o — =LA =
M dx Ax ox ox

to] =

GOIE2 A AT 36 T @2
Q< 69 RO (AT SIE @57 @61 G o I |

WEB: http://hiractg.blogspot.com Email: hira.ctg@gmail.com



HIR@ 01917822808

GBT Cof T & 06e QIo1eTe Wepiad Feee
Totad =fRCS (A3 2 M 2 B 3rd bracket ©Tz ©12 &2t qEl 59 29 T©
I 3rd Bracket U9 ©IF FF T |

WEB: http://hiractg.blogspot.com Email: hira.ctg@gmail.com



HIR@ 01917822808

SE_J New Microsoft Office Word Document.docx - Microsoft Word - =3 X
II
X X N J’ X S
| Y e X -X ;:)

|| Fraction Script Radical Integral Large

s'mﬂ ﬁ y}g é [ll)‘l’

Bracket| Function Accent Limit and Operator Matrix

\ v o Operator~ - v Log~ v v
! _ Brackets
3
(:) [] {} (3)
[

Brackets with Separators

(=33) V5] b | P O W ] P

IR EERICIE

WEB: http://hiractg.blogspot.com Email: hira.ctg@gmail.com



HIR@ 01917822808

SI7E Matrix menu (T © x © empty matrix 99 ToF 5w I

EquationTools  New Microsoft €

Madings Review View Design

L [ 2] ][] 1] ¥ e*ax [
J J1 L b Yy -
' = :‘ <|I>[lsllz]] < (| < l] s | | Fraction Script Radical Integral

) 1 L ) - . -

Symbol

LR N LA R RN LA LN N )

L L] L L L L

. . L L L] .

. . L . . .

LR RN} LA R NN J LR N J

LA RN N LA R NN L N R

L © L ] L . L]

. 3 L . . .

. L] L ] L L L]

LR NN LE R NN J LR RN R

LA R NN LA RN R J ees o

L L] L L L L

. L] . L] L] L]

L 2 L ] . LJ .

LR R NN LR N NN LR R RN

Office Word Do

i Document.docx - Microsoft Word - 2 X
__E
e . -
i 10
% (0rsme 3 lm A RS
Large  Bracket Function Accent Limit and Operatof BMatric]
Operator * . Log* . |
| Empty Matrices
¥ . - =
| r
10
—_ = £ L
' 33 Empty Matrix
Dots
Identity Matrices
1T
1 00 1
10
iy =y [laao 1
2 00 1 1
L v

SR?[E mouse M 5 F59 keyboard (A< TG T IGRORVRGERE]

A

WEB: http://hiractg.blogspot.com

Email: hira.ctg@gmail.com



HIR@ 01917822808

FEge TG wie:

T QAT 067 [T I function © ¢oF T3¢t

' 3—-Vx—5
xl—r)»I}L x — 32 |

Gy AT SR Limit and Log (ACF B{TS MRIT © 791 Q=01 f7ee13 3771

WEB: http://hiractg.blogspot.com Email: hira.ctg@gmail.com



HIR@ 01917822808

tx - Microsoft Word - 2 X
(7]
*e .
b osine q |lim | A [39]
pmm —]
et Function Accent |Limit and| Operator Matrix
- - Logv - -
411 Functions 4'
=l
log:=i: log:: lim:
min i maxii Ing:

Common Functions

oy
n

1 2
lim (1 + —) max xe™™
n O=x=1

n—os

w

S99 lim 49 0o =ta f§F [ keyboard (2tF X ¥, 999 symbol tF
arrow select ¥ @32 TFF 4 type I o= [ pd T© 2F |

WEB: http://hiractg.blogspot.com Email: hira.ctg@gmail.com



HIR@ 01917822808

Equation Tools  Ne

Page Layout References Mailings Review View Design

| - HOEEEEEEERESE ) §
FEEEDOHAREBEREE

1 Symbals |

| ' ?l ' | ' 3 ' |

limi..;
X—4

QT (WY QINAS WP #9 8 29 91 Numerator € denominator SI® 2 S
2 o« Hh! (g Faeal

WEB: http://hiractg.blogspot.com Email: hira.ctg@gmail.com



HIR@ 01917822808

EQuation 100ls)| New IVIICrosoTt UTTICe WOrd UOCUment.aocx - VICroson
Review View ] Design

}ﬂuaﬁb—’;ry‘.,exﬁjﬁf_i g {()}sinei

= Fraction Script Radical Integral Large  Bracket Function Ac

- v Operator> ~ il
s Fraction , =
' 8 ' |
S |
| -
= / Y N =
[Stacked Fraction
_
Common F_raction
dy &y dy )
dx Ax ox 6x
.......... |_ s x
[ | . i 2
lim :..
[ B 4
2006 b

OIAR SRR G 3- R @ (N (ATF Root sign BT add 4 |

WEB: http://hiractg.blogspot.com Email: hira.ctg@gmail.com



HIR@ 01917822808

—

95 Review  View | Design

TEEEEE: ¥ e Rm L & o e § lm 2

EEEIEIRIEL o scom
1ols . I Radicals

' . g

Radicallintegral  large

g Operator ~

Equation Tools.| New Microsoft Office Word Document.docx - Microsoft Word

Bracket Function Accent Limit and Oper

- - Log - -

' & 9

3=
lHTl—;:-
X—>4 1.

ORI x-5 @l |

WEB: http://hiractg.blogspot.com

Ja || V=

ol |

—b+ BT —dac
2a

Email: hira.ctg@gmail.com



HIR@ 01917822808

- 3—+Vx-=75
lim —
X—4

SR 7AW 5 e x- Fifd @R (9 (/G superscript option BT Fitsg e

Equation Tools | New Microsoft Office Word Document.docx - Microsoft Word

qeferences Mailings Review View Design

ICEEEEMERIEER | ¥ @RYE i & © wo 3 |
M x| y ’

i=
“|l=ll=|lell2|le] - Fraction ['Script™ Radical Integra Large  Bracket Function Accent Lim

Operator =

Symbols Subscripts and Superscripts

SUD:.‘;(IID?{

Common Subscripts and Superscripts

- 3—Vx+5|
lim

X—4 X —

WEB: http://hiractg.blogspot.com Email: hira.ctg@gmail.com



HIR@ 01917822808

SRR 5 03 3 @R & oIl | OIReeR SR SIWiths IR Equation BT ¢AIGA
RIS

' 3—Vx—5
xl—rEL x — 32 |

Log 49 &¢

|logc(a x b) =log.(a) + log (D) I

S T AR 2R T type FACAN
Q& AACI2 ms word U3 insert (N9 equation (ACH R€AH O Insert new
equation ¢ 5% % |

WEB: http://hiractg.blogspot.com Email: hira.ctg@gmail.com



HIR@ 01917822808

>

= | Signature Line ~
@ Date & Time
*$d Object ~

I

24

Quick WordArt
Parts = b Cap ~

7T

Equation

Q

symbol |

Built-In
Area of Circle

| »

pa—

A=mr?

Binomial Theorem

(x+a)"=i(n

k=0

)xkan—k

=

Expansion of a Sum

nx ni{n-1x?
(1+x)n=1+F+T

Fourier Series

oc

nmx
Ffx) = ag +Z (ancosT +b

: n-rcx)
n=1

sin—
” L

Pythagorean Theorem

a*+b%=c?

| JU  Insert New Equation

& Save Selection to Equation G
n- 2 [InsertNequuation‘

4

OIFAT G AP

Type equation here.

WEB: http://hiractg.blogspot.com

Email: hira.ctg@gmail.com



HIR@ 01917822808

e OF CE T T @R =<9 WO Limit and Log menu (AT GFL TP (MU
Log select ¥<<

lim::

Logarithm [

min £ maxii Ini:

Common Functions

n

1 .
lim (1 + —) max xe ™™
n—scc n Osxsl

ST [0 9l 56 T € OF (e 5139 e

where you want to write,
just click
there

and type

CTRIT =CA (51CT I o2 M S Log 0 @i @32 &g (el G135 Feeey

WEB: http://hiractg.blogspot.com Email: hira.ctg@gmail.com



HIR@ 01917822808

. Equation Tools  New Microsoft Office Word Document.docx - Microsoft Word =T
[ Design (7]
X X n x . a | li A [10
S5 ¥ e X
& = y € X Jx a% {0} in® a scon| = 01
_ | Fraction Script Radical Integral Llarge  Bracket Function Accent [Limit and| Cperator Matrix ‘
= v v - - Opérator - v - v Log - v - |

log::: lim:

Logarithm

min i max i Inil:

.
.
-

log.(a X b) =|

- Common Functions

n

lim (1 + —) max xe™"
n—x n Osxsl

SIER b o qeFt 513 F41 2@ |
logc(a X b) = logc(a) + logc()

Summation of Series

G A v T OFH 9T FAS FAE!

WEB: http://hiractg.blogspot.com Email: hira.ctg@gmail.com



HIR@ 01917822808

GG AL TFOIF T OEINS o5 Fepa O large operator (AF U8 THY
Ce GBf6 summation % =

WEB: http://hiractg.blogspot.com Email: hira.ctg@gmail.com



HIR@ 01917822808

ft Office Word Document.docx - Microsoft Word - =3 X
(7]

> LN J - o

Oy sn0 Q lim A [i

bracket Function Accent Limit and Operator Matrix
v Logv v -

X .

adical Integra

[ »
o ———

- | >°- Yo || 2o
------- e [ e Mo || 0= || ML [
o || e | L= || Ue {{ 12

Ol 5% ¢ 5127 S« symbol (ACF Infinity T I |

WEB: http://hiractg.blogspot.com Email: hira.ctg@gmail.com



HIR@ 01917822808

[Equation Tools

Page layout  References  Mailings Review  View '] Design L

@HIIIEEEIEIHI

WL

ST (ARY S W7, ©IF 4T3 I MO fraction sign 4

WEB: http://hiractg.blogspot.com Email: hira.ctg@gmail.com



HIR@ 01917822808

onTools New Microsoft Office Word Document.docx - Microsoft Wo

nces  Mailings  Review  View

e VX [ % {0y sne 3

| Script Radical Integral  Large  Bracket Function Accent
- - - Operator ~ - - -

IMCERIVIFIFEIR]C] -

_Symbols J A
1
e £3/o -
| Stacked Fraction l
~ Common Fraction
Ay dy Sy
Ax ox ox

B2 T ¢ Script (/T superscript select Fe

WEB: http://hiractg.blogspot.com Email: hira.ctg@gmail.com



HIR@ 01917822808

Equation Tools | New Microsoft Office Word Document.docx - Microsoft Word

o BX J-x a . T
14 sin
Ayx 2% {Orsme J L
cript |Radical Integral Large  Bracket Function Accent Limi
> v 7 Operator~ - T - Lo

SSubsaipts and Supersoripts T

Superscript

X J.'.‘

=
!
[y

BI2% I 8 Fraction 9

WEB: http://hiractg.blogspot.com Email: hira.ctg@gmail.com



HIR@ 01917822808

EquationTools = New Microsoft Office Word Document.docx - Microsoft

Review View :] Design

X n X a . *

JEEERIE: X [ ind ¢
=] : ru-q c 2, {0} ¢
\,f l ﬂ | - raction Scnpt Radical Integral Large Bracket Function Acce
= X v Operator~ ~ X ]

S -
ay gy
ox ox

WEB: http://hiractg.blogspot.com Email: hira.ctg@gmail.com



HIR@ 01917822808

Chart Menu

QLT N GoFIrd A @ [REA6! 7T FAE ©F N 261 Chart. S FEF o=
SAIZ BIGT FATT I @ ST 1 515 W NYRTS (@ (&I (FD TH! Yh2 AZS
I SAFI I AR, T (@ (TS BI6 (ACH3 T A2(S JICO 2T | I
ALFTS SN GRER NG e [y 470Ta ©iol T4g7e 37, 8 ©f 516
ARG THFAN FHCT GFRMA TG '€ G2 =1 5o Sl 5o o1 ofe
TR ©f qieet «ieet (e (921 @rsEr [ Gt e o FfE @4 T @R

Quantity
Men 45
Women 59,

&fS Soo T AT U7 oo 8¢ & FFT 8 ¢¢ T Ve SR, GBI W SNl pie
BICER AR represent IfH OGN WS

WEB: http://hiractg.blogspot.com Email: hira.ctg@gmail.com



HIR@ 01917822808

QT OFFN G0 BIG O & &ATH Insert menu (TP chart option @ f5F T |
e T© TICT! AP G2 (AF @ (F GF01 Pie chart P13 T 92 @&
P

WEB: http://hiractg.blogspot.com Email: hira.ctg@gmail.com



HIR@ 01917822808

3.} = New Microsoft Office Word Document.docx - Micros
| Insert | Page Layout References Mailings Review View

= O d B8 © 2l B e 3] IE

= Smas || = | =
= =il s = Bookmark
Page Table Picture Clip Shapes Sma Chart | _ Header Footer Page T
reak S| Art - ') Cross-reference +~  Number~!| B
|| Tables || Hlustrations 55 Y links | Header & Faoter
': “I I = o S - ‘ ; & " - " x 4 .. x .
L . ..,:",/' : ol o b4

Insert Chart

2)%)

~

W JsB) 1A

Templates

= /|
Line ;
Pie

lafl
(Y ITINY

[~

@

Bar
Area Line

X Y (Scatter)
Stock
Surface
Doughnut
Bubble
Radar

RreRERETHNEREN

[ﬂanaoe‘remplanes... ] Eetas Default Chart ]

O fH6a T© U@ excel € open TR | SN @AY @ (BTG (ofd T4 bift,
(TBIF TT© BT excel @ G2 T &K

WEB: http://hiractg.blogspot.com Email: hira.ctg@gmail.com



HIR@ 01917822808

[‘% u_:)-o“ovl Soirw ArpTaft O \Waord Docarmend "'_M_A -
| o [t | Pogn et | Retevences | Masings | Reve V| (Covign | Layou | Format | 84
% @B & @
Change  Seedy Swam Selex  Em Petrea Quet Quis
Craet Type Temolste | RowColumn QOsta  Dats  Duts (LT A e
Type Data Chart Lageats Thaet Uhyte
y 3 0 0 C s ) . b
it
-
E
| mr T —— N—
Sales J .
; 8 Toresize chart data range, drag hmrq'ﬂmo'uﬁ
s
104
- u
u.
3
- "
maeday | =
15
= 3ed Que 17
mithor 18
1%
2
21|
- 2
2
2 El
=
%
b 27
>
bl
Eod
'y - .
| Weeen 0 | ey

OR77 9069 20 RRIGT B 79 ¢ Gl I ANWE AWSAR ©iot Bieerg 4

WEB: http://hiractg.blogspot.com Email: hira.ctg@gmail.com



HIR@ 01917822808

| On) =29~ ™- )5 Chartinh
AT

|Home| Insert Page layout F

¥ cabri o~ <] |

2
|32
| 3 :
| 4 |3rdQtr 1.4
5 |athatr 1.2
| 6

AN (GRAD a¥q qTe @ |

WEB: http://hiractg.blogspot.com

Email: hira.ctg@gmail.com



HIR@ 01917822808

¥y -
“;/Homei Insert Page layout F

| = & ||| Calibri e [
o ([B2 u AW |
- IO A |

‘Cllpboard M an‘t' .
B2 ,Q\ *

. .Quantity
.Men 45
55

4th Qtr 1.2

=
2
3

4

_6.

Bl T G excel close T MC© Mt |
©I99¥ chart style change €S B2

|

Chart Tools -

O 9 O

Chart Styles

Design Layout Format

EIIK.

RS WA (WCe {555 FA0 67 T© T 56 MACS A3, 92 (AF 7w T©
GO PIeTg T2

WEB: http://hiractg.blogspot.com Email: hira.ctg@gmail.com



HIR@ 01917822808

t.doox - Microsoft W.. Chart Tools -~

X
105 Revew View Design Layout Format L

9 9O O 9
D D o b )
2 9 LR
@ 0 S
'oo*‘—“ib(
-----

— e

_1?91? BICGF layout change (S BIBTE (A6 (Lo T+, WF 71 & 356 2041 |

/C' H ¥ -~ O /¥ New Microsoft Office Word Document.docx - Microsoft W..
Home Insert Page Layout References Mailings Review View
S Sl g S
Change Save As Switch Selet Edit Refresh
Chart Type Template || Row/Column Data Data Data
Type Data Chart Layouts

L a3V N1 T3 T e, 516 a9 SAFACTHFLTE O JWE O show
AR |

WEB: http://hiractg.blogspot.com Email: hira.ctg@gmail.com



HIR@ 01917822808

Office Word Document.docx - Microsoft W... - Chart Tools

References Mailings Review View Design Layout Formz

_ - i 12

Edit Refresh

Data Data =t ’~-~ L.
= | @&
— ¢z
Wk = |

L

WEB: http://hiractg.blogspot.com Email: hira.ctg@gmail.com



HIR@ 01917822808

IM AR pie chart 2w 71 2¥ ©I2C 769 =<F M@ change chart types 4 &
FPe N TICI AP AZHANS 0! chart T3 Feey

(na H Lt S ¥ New Microsoft Office Word Document.docx - Microsoft W.. Char
[ ) _ =
X Home Insert Page Layout References Mailings Review View De:

:'i_" @ i | i 2 e N ”'"7{ -
~ e 138 RS -

£ Hal ¢ > ﬁ‘! Q-

Switch Selet Edit Refresh || || \ || — -

ow/Column Data Data Data —————— ————

[ Templates Column Al

Line

e lan 2] (28] oa] 28 98] 33
< || T o Jad] 1041
i xvean || A | 0] AA) | b

@ Surface = ‘ -

© Doughnut A ‘ || A = | ;\/\
aal Bl 2 VA R 4 f' N l ANT | N7

@ Bubble \ I |

# Radar Pie

[l e ol ARl lax

[ Manage Templates... ] [ Set as Default Chart ]

SIF94 ok AT (M pie chart 7S 2@ column chart @ ffes 2@ ez |

WEB: http://hiractg.blogspot.com Email: hira.ctg@gmail.com



HIR@ 01917822808

Quantity

‘Women, 55

S0 +

Men, 45

40 4

30 +

20

10 +

—_——

Men Women

G QAT chart [0 Qe FIS 99| ARG Insert menu (A chart 93 &7 fFF
FF | NbF T (MATS @ |

WEB: http://hiractg.blogspot.com Email: hira.ctg@gmail.com



HIR@ 01917822808

(L IR Documentl - Microsoft Word

Review View

=l e @ ‘ ﬂ &, Hyperlink Ej j j
= A& Bookmark

lage Table Picture Chp Shapes SmartArtl Chart e Header Footer Page

ireak ” Art v ['4] Cross-reference - v Numbe

|| Tables Illustrations | Links | Header & Footer

Cd Templates Column %

Wb Jsd] 44"

Area

' XY (Scatter)

cEE
== E

ad) (12
Ny
I~

| Stock
Surface : Line— — a o
Doughnut l X ® 4 l/\/ }_. :.;{-- 1P, l}.\:j’ K@I
Bubble l \ — ! s ‘ ‘
Radar Pie

Al oo AR lan] o]

[ Manage Templates... ] [ Set as Default Chart ] - E

OIAT ST A2 6T TS word € excel O3 AN (MRATS AT | ST QA
(ACF Data @M change (8 AT

5 i s i
il ) Seriesl Series2  Series3
4 Category 1 4.3 2.4

\Category 2 2.5 4.4
Jc:ategory 3 3.5 1.8
4.5 2.8

Toresize chart data range, drag low

Cetegory 2 Category 2 Category 3 Category &

n!

9069 T© Data (MR | QAT 40T 99 SSC 8 HSC @F 20d0, 03 8 033 AT A

WEB: http://hiractg.blogspot.com Email: hira.ctg@gmail.com



HIR@ 01917822808

QT (A AR A ARG Chart <wICT (MRS

A B C D

T 2010 2011 2012

Bllissc 60 65 77
3 [HSC 50 63 70|
A

90 o o

©

w2010
o H2011

w2012

30 ©

20

10

SSC HS C

TS Bd MG o7% S 1 @ =RMG @2ees wefe it et [ese | $62 Jwef|
0 UCe AIRES @9 929 SSC A HSC @ AN Q7 Site et | 515 @361 I8 6!
AR 979 6y {7 T=0@E @R A |

WEB: http://hiractg.blogspot.com Email: hira.ctg@gmail.com



HIR@ 01917822808

Documentl - Microsoft Word Chart Toals

it References

P Bl
es  Draw
Text Box

Mailings Review View Design

=) % i
] Po] fom] (o] (B) ) e (] | () |G0] s
Chart Axis legend Data Data Axes Gridlines Plot Chart Chart 3-D Trendline L

Title~ Titles~ v Labels ~ Table » v v Area~ Wall~ Floor~ Rotation v
Labels Background

90

80

70

S0 -

W 2010
m2011
w2012

40 4

30 -+

20 -

10 -

SSC HS C

THRE 2RCS MY | 5166 FEe13 6! 8- G (CF Layout oI F1Ceg 0 |
SIF#7 0% 299 I© Chart Title (A6 516 GF Title (A |

WEB: http://hiractg.blogspot.com Email: hira.ctg@gmail.com



HIR@ 01917822808

noiciciiLe wianniygz novicww vicww ooy J Laywvus T wnnaL

< (&

s Draw Chart | Axis Legend Data Data Axes Gridlines Plot Chart Chart
Title ~ I Titles v % Labels v Table v ¥ » Areav Wall~ Floor~ R
Background

Text Box

t =71 None
w2 - Do not display a chart Title
‘ammlll pley

Centered Overlay Title |
_I]I Overlay centered Title on
=]
(el

|

chart without resizing chart

Above Chart
fa——— Display Title ‘at top of chart
o5 I area and resize chart =
More Title Options... | H
- ;\ IC Result Comparison
80 VR

SI991d WA Data Tables @3 under (ATF Center TIE3 T O ATOFO! AEA
T @Al qACS

WEB: http://hiractg.blogspot.com Email: hira.ctg@gmail.com



HIR@ 01917822808

Documentl - Microsoft Word | Chart Tools .

References Mailings Review View ‘ Design | layout = Format

FREEEICEEE L

:s  Draw Chart  Axis Data Axes Gridlines Plot L.hart Chart 3-D
Text Box Title v Titles ~ Labels v/ Table b v Area~ Wall~ Floor~ Rotation

None l Background
Turn off Data Labels for

selection P 111 1 121 13

I Center

_d,J,J Display Data Labels and position
centered on the data point(s)
Inside End

(= -ﬂ | Display Data Labels and position

- inside the end of data point(s}

Inside Base ‘ .
SSC _l,‘] _ul Display Data Labels and position DarISOI'I

80 inside the base of data point(s)
Outside End
'1] |] Display Data Labels and position |

outside the end of data point(s}

70

60 - | More Data Label Options...

50 A

40

10

SSC HS C

TIbT (BfE (ATF fT6d T2M*I<I0T P10eT8 T2+ | ©IR(E #06a T© ©ibT (6RE @i 2@
qCI |

WEB: http://hiractg.blogspot.com Email: hira.ctg@gmail.com



HIR@ 01917822808

References Mailings Review View Design I Layout = Format

= ) ; o cmed B [132 3 P
) [AF] || () [las] fasm] ] i (o] | ()] |G| | o
s Draw Chart Axis Legend Data bat; Axes Gridlines || Plot Chart Chart
Text Box || Title v Titles ~ v Labels v Table v || v v Area~ Wall~ Floor~

Labels

T None ound
' @ Do not show a Data Table TR

Show Data Table

Show Data Table below the chart
but without Legend Keys

Show Data Table with Legend Keys

Show Data Table below the chart
and include Legend Keys

‘ More Data Table Options...

70

60
50
40
30
20
10

S5E

HS C

W 2010 60

50

m 2011 65

63

W 2012 77

70

©OIgA9 chart select ¢ design
chart NI (T ACR

WEB: http://hiractg.blogspot.com

(It T, 9 Chart layout select <+, MY

Email: hira.ctg@gmail.com



HIR@ 01917822808

Documentl - Microsoft Word ( Chart Tools I

it References Mailings Review View J Desngn [ Layout Format

re TACTY

t Edit Refresh
Data

Data Il

gﬁ@l §ﬁ@l ] Far"t"Title

'm2010 m2011 m2012

SSC HSC
m 2010 60 50
m 2011 65 63
m 2012 77 70

R chart styles (ATF BI6 @3 I BT style T 799 © € 2w3 e »itaw

WEB: http://hiractg.blogspot.com Email: hira.ctg@gmail.com



HIR@ 01917822808

Documentl - Microsoft Word | Chart Tools

: ,
References Mailings Review View l Design = Layout Format

o e k[l

!

Chart Styles

Data Data

ChartTitle

H 2010 2011 w2012

SSC HSC [
M 2010 60 50
2011 65 63
FEE - —a

Change Chart Type 9I#*i9 & 1<

WEB: http://hiractg.blogspot.com Email: hira.ctg@gmail.com



HIR@ 01917822808

- By ot A Documentl - Microsoft Word  ChartTo
Home Insert Page Layout References Mailings Review View i Design
"TIEEE R
: @l a1 5 | R -
Change Save As Switch  Select  Edit F‘efre h E i ———
Chart Type Template || Row/Column Data Data Data i
\ Type Data Chart Layouts

= I
=

XY (Scatter)

2 M Stock
Surface

E R — A
; : Doughnut l/\/ “/\/ I/\/ |l{;\- l.-._v. II/V ‘@

Bubble
- % Radar Pie
0 \,/,BI |a1 1a\~] I.""-IBI }mr\l \ﬂ\—nl |
;o [Manage Templates... ] [ Set as Default Chart ] [ OK ] [ Cancel ]

Bar chart (AGF @ (&I AF6! select T |

WEB: http://hiractg.blogspot.com Email: hira.ctg@gmail.com



HSC

SSC

HIR@ 01917822808

2012 2011 w2010

|

i:

$SC HS C
M 2012 77 70
®2011 65 63 | \
H 2010 60 50 \ =
932 feer @B o6 s F1e

Smavrt At Menu

A QT Insert menu U< smart art options & & (AT |

WEB: http://hiractg.blogspot.com

Email: hira.ctg@gmail.com



HIR@ 01917822808

ayout References Mailings Review View
< B PRl S 23 3
P ] 'S = | = | ==
Bl A& Bookmark — = L2
icture Clip ShapesgmartArtl Chart Header Footer Page
Art - () Cross-reference = ~  Number~
Mustrations Links Header & Footer

A I fJ A A | Zsignatu
—= : S} Date &'

Text Quick WordArt Drop

Box~ Pats~ v  Cap- '8 Object:

Text

Process

v Cyde
Hierarchy
Relatonshio

Matrix

s Pyramid

Basic Block List

Use to show non-sequential or grouped
blocks of information. Maximizes both
horizontal and vertical display space for
shapes,

AT W smart art @ f$F FACET QAT ARF AR smart art 99 GG
(MATS ACI | &P GACTE Hierarchy 1 Relationship 2fR€ TG (MRICIR &l
ffen «@ee foaise ol (A Sl WCR, T WA @y=a (55 F=8 tofd Face
AR | SN ST G061 hierarchy o & (ARG @R S FHCI AfPRTE

QT e (581 6T MET |

WEB: http://hiractg.blogspot.com

Email: hira.ctg@gmail.com



HIR@ 01917822808

efer } =iiings Revi View Foxit PDF
IO R e @ 3 B BE 4 A g
= 4 & = = = = St
d Chy p— = — @Date & Time
p Shapef SmartArt |Chart Screenshot = Hyperlink Bookmark Cross-reference | Header Footer  Page Text Quick WordArt Drop . .
t - - - v Number~ | Box~ Parts~ v Cap - "84 Object ~

IHustratio ‘ Links | Header & Footer | Text
Choose a §martArt Graphic [

G &
= =t=0 = = =

2] Relationship

Matrix
A Pyramid
a2 W Hierarchy
o . -
B Picture Use to show hierarchical relationships
progressing from top to bottom.,

BT 299 TS 3 I ok FFA |

[Text]
[Text] [Text]
| ' | |
[Text] | F [Text] | § [Text]

WEB: http://hiractg.blogspot.com Email: hira.ctg@gmail.com



HIR@ 01917822808

TR 2R T© AR 1 THtEaT 2Re @A text @R 9tz GG W94 36 03 &
ECARENCR
Qi o7 =17 e T© @A

AR TEFE (72, GITE A7 W 3 I 1 Delete press FF4 PG (A |

SIF#% b ©IEl shape (TR G A FIGIT (&1 IHO BI513 63 menu (/T
add shape click ¥ | 069 =f<a T© Toq I = |

WEB: http://hiractg.blogspot.com Email: hira.ctg@gmail.com



HIR@ 01917822808

Cut

Copy
Paste Options:

[E]

Edit Text

B & =

Font...

Change Shape 4
Add Shape »

Add Shape After
Add Shape Before
Add Shape Above
Add Shape Below

Hyperlink...

Reset Shape
More Layout Options...

i
CHC ®( UL » B
1 # f cii o &

Add Assistant

Format Shape...

L

Vrinda (£ ~ 13

4

AAdiEDE

WEB: http://hiractg.blogspot.com Email: hira.ctg@gmail.com



HIR@ 01917822808

Right Click T Edit Text (TP (=11 AFHICS ACA I & 77 &THCS “/Meae |

5 N
& Cut
43 Copy
(@, Paste Options:
& (V] [A]
E edttex
A Font.
= .TP Change Shape L4
_ ] Add Shape »
Siaf¥eE @ Hyperlink..
] Reset Shape
: @ More Layout Options...
— : {2!/ Format Shape...
RCF IS (IZalibri (€ - 171!i A A B g
= BrEE=A 02 |

PN AT @7 MEIIA 20 @ (P I T8 FC TAE (3 ([ & 76 715w
% |

WEB: http://hiractg.blogspot.com Email: hira.ctg@gmail.com



HIR@ 01917822808

Page Layout References Mailings Review View Foxit PDF | Design l Format |
|| & shape Fill - A Text Fill ~ {
[AbC [AbC ] [Abc ] a ﬂ AbC 7 Shape Outline ~ . &Tex’( Outline ~
=1 Position V
<} Shape Effects ~ ¥ | Ja\ Text Effects ~ v T

WordArt Styles (|
Abc Abc Abc Abc Abc

mm[_]tmc’ Abc ‘Abc’ r

IEEE
EgEe@@a 1™
b Ab Ab Ab “ ﬂ v‘

HR o=

O e hierarchy & 68 T© 203

@i=fe W hierarchy @9 layout *IfRTe B9 ©I2E & Layout (F+ =19t ©F select
I M TS AT |

WEB: http://hiractg.blogspot.com Email: hira.ctg@gmail.com



HIR@ 01917822808

References Mailings Review View Foxit PDF | Design ' Format ’

| «j ‘—'—o nyDI:J re— — -<= i<!
T -% % = . EEE Change L_| _<

| Colors v !

] [~ SmartArt Styles
e Rl ——= o=

el | = "as

=i BB = v

} ?_j More Layouts...

D

T B IO (I T B | A AT Smart Art GF (GNCLT ST A4 QT
TP el (581 FE | W @ (P layout PITeE FA9 19 e T A= &M

GF3 IV |

TIGETF6 ST Ty [feq @wg FoT T4 W1 I TS AN GAE2. Sl |
A fF8 ms word 432 2 @F6! TFHEWR | T ¥Y ms word IECE OF 2 |
ifsl MS OFFICE PACKAGE BItE 333 2igw fq | Wi @@=l «bf I&(edt =1l (@, oifal @

WEB: http://hiractg.blogspot.com Email: hira.ctg@gmail.com



HIR@ 01917822808

JE ST AT GRGETR 79 @R ST WA AG &G (IS 2 1, O G
TEE! (O IM W2 FIQTEL OIS WG FHCo 2IEH ©IR0H ©FF 9@IF Microsoft
word AT O (FF IS TFF WIPE (72 | AF A I ms word @F basic tools
QTR JIS ORISR e Siae 2l Excel, Access, Powerpoint v
TFLGTCOS S I A | FIEE QT formatting, styles Tojim 2
T | O I AN A AP FIE SR @S (ATS AN 1 0] 8o |

0 Mailings, References & Review Tab @&l ©IF SCF M, W1 a2 Gmas
FIE GTET JATS 2@ | (TN Review Tab @ WA 2/ S2qF FTRITS
Gramartical (FI T AFCE WA G (AT 0% Fa00 M|

G© AY ANY 4CF 92 21T T W2ACE G797 |

(Te 2R S RIFS e 8 Irimi*el (g SFReE G F (6 [k eifies g
&R NI gl TR fEre (AR @ SR 39 | 4K Ol AT FRCE)

(BB 2C© A292®)

Mainuld Haque Hira

Moblie No-=> 01917822808

EMAIL: hira.ctg@gmail.com // hira_ctg28@yahoo.com
Faceboolk . http://facebook.com/hira28

Website: http://hiractg.blogspot.com

WEB: http://hiractg.blogspot.com Email: hira.ctg@gmail.com


mailto:hira.ctg@gmail.com
mailto:hira_ctg28@yahoo.com
http://facebook.com/hira28
http://hiractg.blogspot.com/

HIR@ 01917822808

Any aritics © & commenty & are Welcome ©

%

Il ecopy right

WEB: http://hiractg.blogspot.com Email: hira.ctg@gmail.com





