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Introduction to Ms-Office, Ms-Access, Ms- Excel. Parts of window of word (Title
bar, menu bar, status bar, ruler), Creation of new documents, opening document, insert a
document into another document. Page setup, margins, gutters, font properties, Alignment,
page breaks, header footer deleting, moving, replace, editing text in document. Saving a
document, spell checker, printing a document. Creating a table, entering and editing, Text in
tables. Changing format of table, height width of row or column. Editing, deleting Rows,
columns in table. Borders, shading, Templates, wizards, Drawing objects, mail merge
































