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Borders and Shading

Borders | Page Border 1
Setting: Style: Preview
You can customize keyboard shorid s Lt S

i _— - Click on diagra
font. style. or frequently use None buttons to ¢

Ab‘:\gll(;)( remove a L(Gy‘ I:] Box ——

1. If necessary. pr \LT+F. | tolil ‘ | Shadow —_—

£

'LT
ect Customize Ribbon J—
f Color:
El|
Press the TAB key repeatedy d : [C—
2 ess the 1AD key reps iy 4 J -
—_— Width: 1
3 n the Categories box. press 0 Custom 3pt  e—
esel Apply to:
I v ol i N
Paragraph
......
4 Pre T |
Horizontal Line... C
P D R Al

3R AT P page W o =g fohdll Teh paragraph W border =Mgd & dr $He foIT 39
text @l select &Y 3R page border # page border option T fFeleh ST TgT & border T
color 3R width =i ok W f&Fefh & & PR AT T A shading =g & o shading
ECEICTY



rm rreview .
You can customize keyboard sh

macro, font, style, or frequently us
Patterns

Assign or remove a keyll| | stie: [T |

1. Ifnecessary, pressALT+F, Itg

select Customize Ribbon

N

Press the TAB key repeatediy §

3. In the Categories box, press O
Apply to:

command or otheritemthat yo§| | Ptk z]

from

4. Press the TAB key to move to {

Press DOWN ARROW or UP

shading @ f&ereh Xl €1 39 9rF TAT box Bl TET # 379 color Il 3R apply to &
paragraph I=i 3R ok f&Fereh T &
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eyl
yboard shortcuts
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Assign or remove a keyboard shortcut by using the keyboard

+F, It en the Word Options
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JgT U AT 3T Ueh example 3T ¢& Thd &l 39 g ¥ 31T page border option T use

T Thd ¢ |



Md‘?'U“v

nse a Reference Revie e
‘;,’.)
welopes Labels Start Mai ect
Merge * Recipients ~
‘ 3 Letters
‘ | E-f Wessages
= Er
ij labels
_] Directory
Normal Word Document
W] N Name
N Step by Step Mail Merge Wizard
Address

You will glad to know that tomorrow our party will be held. Y

tomorrow to share your working experience with us.

Ig mailings tab & ST mail merge &7 use & T letter T 3713l 3T AP &l for@el &
foT & T § 3T AT g7 letter F @39 A 3R start mail merge option W SR
letter 9X TFeTeh Y
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New Address List — W
Type recipient information in the table. To add more entries, dick New Entry,
| Ttle w | First Name w | Last Name w | Company Name w | Address Line 1 v |
[_|Accountant Ajay 4-vijay nagar, P...
Narma | _J; Clerk Vijay 33-shastn naga...
Manager Sumit 99-Rampur, Kar..
Address |
You will glad to know that tg)|
tomorrow to share your wol
« n »
New Entry Find...
Delete Entry Customize Columns... [\Cn( Cancel
A" E— = ”f-

Regards. w

IshtWorld.com

39sh 9T Ush VAT box open @R @A 319 data &I fill #Y 319X 379l new entery data
box =fRT A 3T s8F fAT new entery W Foeh X Thd ¢ |
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Customize Address List & E»
= — Bw Entry

Field Names C.

|
Title Add... ‘
\

E"‘DBW Name v | Address Line 1 ~

First Name 4-vijay nagar, P..

Pt o, e |
Name Company Name
‘ Address Line 1 99-Rampur, Kar.,
Address Line 2 R l
City |
State
ZIP Code
Country or Region
I Home Phone
Work Phone
E-mail Address

33-shastn naga

Address

Move Up
You will glad to know tha

tomorrow to share your Move Down

oK Cancel |
)

17 Delete Entry | | Customize Columns... | oK Cancel

Regards.

IshtWorld.com

PR YT ST field ATH Y IMRT ar 3T customize column W&o &Y 3T delete W
fFereh &tk ok el X & 3R T 3T ok W fFereh T ¢ |



| « aa » My Documents » My Data Sources

ganize Mew folder

jeid. You are veryimportant to us. Please come

&) oo
P Links -
ol ) of
My Document: .
& My
&= My Pictures
8 My 1
# Saved Games |
Searches
™ Computer
& Local Disk (C:
a Local Disk (D
File name:  StaffName
Save as type: | Microsoft Office Address Lists
= Hide Folders Took = | K ] Cancel
—_ )
Regards
IshtWorld.com
Page:lofl | Words 32 | D Engilsn U5

ok X fFesh X & 3MI%h 9T Tk save box open & ST VT UX 3HTYhl Y= file
name ¢aY save W [Fds FLET &
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& v ')
Mail Merge Recipients [ 6 -S|

This is the list of recipients that will be used in your merge, Use the options below to add to or change your list. Use the
checkboxes to add or remove recipients from the merge. When your list is ready, dick OK.

Data Source [v | First Name v | Ttle w | Company Name v [ Address Line 1 -
StaffName.mdb v Ajay Accountant 4-vijay nagar, panipat il
StaffName.mdb [ Vijay Clerk 33-shastri nagar, Delhi
StaffName.mdb [V Sumit Manager 99-Rampur, Karnal
StaffName.mdb [¥ Radha Teacher 32-TanakKalan, Patiala
[
L
i
« )
Data Source Refine recipient list
StaffName.mdb 3| sort...
Y o E
g Cicates
=4 TN gupicates
] Fin apient
Refresh i
OK

3PN 39! 39T list H F5 edit ST § @ 3T edit recipient T fFeeh T @ Th W& box
open g 39 edit option & FUT Ueh BT AT box <@ I & [FTH HTUHr HISel H name
31T TET B 39 W TFeleh b edit T fFolh T ¢
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ch Line Field ~ v AULO LNECKTOTEITON ' Merge ~

>
This{ Edit Data Source - ——
ched IR o — -
Dat{ | To edit items in your data source, type your changes in the table below. Column headings display fields from -
— | your data source and any recipient kst fields to which they have been matched (in parentheses). -
Staf | |
Stat Data source being edited:  StaffName.mdb l n‘ o
ool [t A e N | Cpuryi v |Address Line 1w | Address Line 2 v || ‘
Staf - Accountant Ajay 4-vijay nagar, p. | Bla ‘
i ! iastri nagar, Delhi ‘
9 ‘ Manager Sumit 99-Rampur, Kar...
A acher Radha 32-TanakKalan,..
L4 -
Data
?l
Y \
1
[ |«
New Entry Eind...
j l Delete Entry Customize Columns... oK Cancel
=== — - — L
§ —_

IshtWorld.com

edit W Feleh T & 3T & 919 VAT box open BN IgT W 3T new data fill F Foha &l
fill FT & a6 ok W Ferh ™



Block Line Field ~ < UL 108 LATOG | Merge >
{ 3 {
] Mail Merge Recipients X
d £dit Data Source "3t will be used in your merge. Use the options below to add Lo o el m——s—
Lo o cnovereapients from themesge. Whenvouristisreadv. chck oK, 000 000
To edit items in your data source, type your changes in the table below. Column headings display fields from -
your data source and any recpient list fields to which they have been matched (in parentheses). o
| Data source being edited: StaffName.mdb hul )
| | Ttle v] First Name w | Company Name w | Address Line 1 w J Address Line 2 v }
J Accountant Ajay 4-vijay nagar, p ihia
N ,,J 33-shastri naga...
1 1 Manager Sumit 99-Rampur, Kar..
). | Tepches Radha 32.TanakKalan
Microsoft Word g
‘ )
Do you want to update your recpient list and save these changes to StaffName.mdb? - L
St .! N No Cancel ‘
Y -
{ 2\
3 New Entry Eind...
Delete Entry Customize Columns... OK Cancel
\ = = = =
Ll (r——— |
IshtWorld.com

ok W Foh I & 3T & IIF T VAT box open B AT F 3T yes T Folsh T &
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Insert Address Block v i
Spedfy address elements Preview wm
V| Insert recipient's name in this format: Here is a preview from your recpeent list:
B T . TR e 1 P M
Jo! ndall Jr. -
Jo! andall Jr. Ajay
Jo!

4-vijay
o dall Jr. nay nagar, panipat

Joshua Q. Randall Jr. -
/| Insert company name
V| Insert postal address:
Never incdude the country/region in the address
Always indude the countryfregion in the address
Correct Problems

© Only indude the country/region if different than:
If items in your address block are missing or out of order, use

United States - Match Fields to identify the correct address elements from yo
mailing list.
V| Format address according to the destination country fregion
9 - Yo Match Field
oK Can
\ = 1
Regards.
$\AJ 1 L\

3T A fSTd letter ST § 3THT address insert YT a8 & drf address block option
W fFefeh T & a VAT box open BT Fgl ¥ 3T format Il ATA & T ST YeAdl SHAT
preview 3 & Tohd & 3R ok W Felh FX ¢ |
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L o ) —l 24 Match Fields ‘ 2] Find Rec
Edit Highlight Address Greeting Insert Merge Previev :
ients ~ Recipient List Merge Fields Block Line Field ~ Results = n
Title W
Figet_ Name
13il Me
e

«AddressBlock» State

Name |

Address

Email_Addre

You will glad to know that tomorrow our party will be held. You are ver

ST field 3maar fill Y & 3@ insert 3 & AT 3T name & 3 Fols X 3R insert
merge field option W Fed & ¢ d Th box open 9N JgT & 3T A S AT 3 W
o T g
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-5 2 — =3 -
® D — + 5 Match Fields . ¢] Find Recig
ct Edit Address Greeting [Insert Merge Previev )
ients * Recipient List o ck Line Field ~ Results & Auto Che

Title
= wWw

First_Name
Company_Name

Address_Line_1

«AddressBlock» State

Name «First_Name»

Address Home_Phone
ork Phone

Email_Address

You will glad to know that tomorrow our party will be held. You are very

sdl g address & foT &



«AddressBlock»

-
Name_«First_Nan| Insert Greeting Line

Address «Addres ‘ Greeting line format: ) ‘g
| Dear -L Mr. Randall ‘

4
4

‘ Greeting line for invalid recipient names:
Dear Sir or Madam, j\
Preview
Here is a preview from your recipient list:

1 P M

You will glad to kn
tomorrow to shar

Dear Ajay,

Correct Problems

If items in your greeting line are missing or out of order, use Match Fields to
identify the correct address elements from your mailing list.

Regards. Match Field:

IshtWorld.com OK Car{

3R 319 15 greeting line add &AT A8 & df 37T greeting line option WX fFeleh &Y dr
box open @R JgT ¥ greeting format Tt 3R ok W fFee ¢ ¢ |

AW 'IVU] LM

«AddressBlock»

[Type a quote from the document or

Name_«First_Name»

Address «Address_Une_1»

will be held. You are very importz | |

vith us.

Regards.

Ishtworid.com




379X 39 address &I fhdT text box H T@AT AT & ol 3T dg@T [Feled Y STgT 39l box
=T Y insert tab W ST text box & box & format Tot 3R fFereh T & 38H ST text
@ § 3@ cut W ¢
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Paste # Format Peinter B 7 U - e x X

EEEE = 5 -  Normal

wwu

«AddressBlockn

Name _«First_Name»

1
Address «Address_Line_1»

«GreetingLine»

You will glad to know that to ty will be held. You are very important to us. Please come

tomorrow to share your working with us.

Regards.

IshtWorid.com

379 address block @I box #H paste #X & 3R box &I 39U« G & set FT o |
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- =1 - 22 Rules ~ \,:.( WY H r n
'
"_‘rw'r?‘e ' ¢’] Find Recipient
Highlight Insert Merge Preview 3 i Firll
Re Merge Fields Field ~ Results| < Auto Checkfor Errors  Mey
-
Ajay

4-vijay nagar, par
Name Ajay

Address 4-vijay nagar, panipat

Dear Ajay,

You will glad to know that tomorrow our party will be held. You are very important to us.

tomorrow to share your working experience with us.

39X AT field T highlight ST @Tgd & ar 3T highlight merge field 9X fFelsh &% on/off

T Gohd @ |

379 preview result ¥ preview ¢& dehd @ |
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-'Jr.!a"r Field ,'WJ'::HJ Recipient
Edit Highlight Greeting Insert Merge Preview ) 5 i
Recipient L Merge Fields| B Line Field ~ Results| 9 Auto Check for Erre Werge
Radha

32-TanakKalan, Pat
Name Radha

Address 32-TanakKalan, Patiala

Dear Radha,

You will glad to know that tomorrow our party will be held. You are very important to us. Pl

tomorrow to share your working experience with us.

SsT arrow ¥ 39 next preview 3iR back preview @& Thd &l |
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Greeting Insert |
Line Field ~

2P Rules ~

JJH‘:' h Field

)

Preview
Results

e

Name Radha

Address 32-TanakKalan, Patia

Dear Radha,

You will glad to know that tomagt

tomorrow to share your workin

o

Checking and Reporting Errors

new document.

@ Complete the merge, pausing to report each

error as it occurs

"N 4 4 r n
v ]:‘n] Recipient .
g i FirlkWa
¥ Auto Check for Errors | Merge -
Radha
32-TanakKalan, Pati
! o= ™

Smulate the merge and report errors in a

Complete the merge without pausing.
Report errors in a nes~=lacument.

Pox

Cancel

fportant to us. Pl

379 39T mistakes check &= § df 3T auto check for errors option

3R ok WX Fae X ¢ |

- SN SE WTRRAIIIY WIENIY TIRTY

- ? sugge vespge o
* Recipient List [Merge Fields' Bic Line Field ~

Name Radha

Address 32-TanakKalan, Patiala

Dear Radha,

Ve castll mlacd bn L nicibband bncnne

Results| 3 Auto Check for Err o -
. &)
23
3
Radha
32-TanakKalan, Patiala
............ — wdll e hnld v ~em R Ll T A N = Blaccn mmvnn

W Foleh X &




3T A letter & T & fIT 376197 37el9T S0l & foIT finish & merge option ¥ edit

individual document option 9T fFeer X &

Layout References Ma g Review
\ 5 - =0 ) Rules o) N { 4 rn
] o | _4\ )
@ / 2 Match Field ¢] Find Recipient s
Edit Highlight |Address Greeting Insert Merge Preview ) % FirtkW8
* Recipient List Merge Fields| Block Line Field ~ Results| 3 Auto Check for Erro Merge
Radha
32-TanakKalan, Pati
Name Radha

, . -
Merge to New Document [L&J

Address 32-TanakKalan, Patiala
Merge records

l o Al
Current record
Dear Radha, From: To:

You will glad to know that tomof ’

tomorrow to share your workm&

Teh UAT box open gRI 38 3T all W Foae &teh @ & fow 3R current record & St
page ¢®@ ¢ & 8% J@ merge 819 3R from & fFET spacific record number 8t o T
g a5 % 1 3 3 F T letter A merge FAT ATEA & dl 3T from option & F Tehd
g 373l & foram 3T 98 all W fFeareh aXeh ok WX fFeleh & ¢ |
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W AaBbCcDc  AaBbCcDc AaBb(Ci A

O - abe x, X - A = | O T Normal | 1 No Spac Headingl "W
Ajay
4-vijay nagar, pani|
Name Ajay
Address 4-vijay nagar, panipat

Dear Ajay,

You will glad to know that tomorrow our party will be held. You are very important to us.P
tomorrow to share your working experience with us.

ok A & Mg gt T & fow individual letter IR g ST | mail merge option & 39 T HslY
& ToIT 37T 37cT9T letter T8 el I S 18T & 3T mail merge option & TS letter TBT Feh
3Tepr @t & T use X TR & |



lecipient List Block Line Field *

New Address List X
Type redpient information in the table. To add more entries, dick New Entry. W
| Tile v ] First Name 'J Last Name w | Company Name w |Addressline 1 w
Ll
Name
Addres
You willl
tomor
Regard)| | «
New Entry Find...
1shtwg
Delete Entry Customize CON Cancel
-

Wy

39X 379Ul Ugel dTel field name =igr AT df 3T select recipient W [Feleh & type new list T
fFoleh Y ST box open R 3TH custmize column WX [Fae X ¢ df Ts box open BT |
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pes Labels Start Mail Select Edit Address Greeting Insert Merge
Merge ~ Recipients ~ Recipient List Block Line Field ~

| New Address List

Type recpientinforl - Cystomize AdQres

Title 3
‘ ‘ Field Names

Name LEIALULS
Last Name
Company Name
Addreg Address Line 1
Address Line 2
City

State

tomori ZIP Code

| Country or Region
| Home Phone
Work Phone

You wu‘

E-mail Address

394 d1g dlg di 39 delete WX Foeh T & a1 T keyboard & Alt +D +Y press
field name delete g SITTar |

yes &I & folT 3T Y press &¥d &l |

#d ¢ Ig 69



New Address List

Type redpient inforl. Cystomize Address List

| Title s Line 1
[ 1| Field Names
Name ‘ Add...
Addreg c -
; Add Field X
You wi y
’ Type a name for your field
tomori
=
| ame

319 39 39 new field name add & THhd & add W Felsh HL name type X IR ok W Fash
F ¢ A9 Td=r ae field name add ¥ THd &r

New Address List

[ o m—
Type recpient infof}. Cystomize Address List L% —l’-"-‘k
Title T e e g8
~ ! Field Names r
Name || [~ :_é[“s —— Add...
OUU res S “ m —_
Addre§ Delete ‘
You wi — |
tomory
Move Up
Regard | | « v ‘ L
New Entry ’ [
Ishtwd . OK Cancel
Delete Entry [ - : e




T 31T ok W Feeh X ¢ |

.~
New Address List
Type recipient information in the table. To add moregnw
name w | address vl
Name — )
Sunjit Karnal
Address | Ajay Patiala
L Delhi
You will glad|
tomorrow tq)|
Regards. ||
[ |
IshtWorld.cq 1
New Entry Eind...
Delete Entry Customize Columns...
|

ST field name 3T & ST & 38A data fill Y 3R ok T FeAdh #X & | ok FJ & T & UM save
box open B JGT 3T BB name BT X 3R save T & |



Address Greeting Insert Merge
t Block Line Field ~ 2 Auto Check

naye

Name
Address

You will glad to know that tomorrow our party will be held. You are veryim
tomorrow to share your working experience with us

Regards.

IshtWorld.com

39 3T BT field name insert &Y
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Highlight Gre g Insert Merge Preview
Merge F Field ~ Results

RIS wu

Name Surjit
Address |

You will glad to know that tomorrow our party will be held. You are veryimportant to us. Plea

tomorrow to share your working experience with us.

Regards.

IshtWorld.com

3 address i insert #X |
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e I | A
¢h Field nd Recipient e
Finish &
uto Check for Errors Merge ~
) t Individual Documents
= pcument
-‘tJ ail Message

ir party will be held. You are very important to us. Please come
ience with us.

Y finish & merge WX fFaa &Y AR edit individual document WX e X
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Merge to New Document ‘ Y ld‘hl

Merge records

wthat tomoffl| @Al

your working Current record

From: To:

pportant to us. Please come

OK Cancel

T box open BT Tl all W Felh ¥ ok W fFaer o & |[T8T WX S 3T A field name f&T &
38% AW ¥ letter dIR & 31T § |
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Name «First_Name»

Address «Address_Line_1»

Desg «Title»

«GreetingLine»

You will glad to know that tomorrow our party will be held. You are very imp:
tomorrow to share your working experience with us.

You are also invited on

& rules command & FHST & AT letter & §7a7 desg 3R you are also invited on line add &r
&

AT NTST g7 fhAT party i maneger &1 lunch T dinner W invited HAT T8 & 3R clerk &1 A%
lunch & faIT invited FTAT AT § d 38 g dT condtion AT & T & rules option &T use FX
THhd &
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References Revi

,‘ - =D 3 “PRules

= El=]
lit Highlight |Address Greeting Insert Merge A

nt List |Merge Fields| Block Line Field ~

Name_ «First_Name»

Address «Address_Line_1»

Desg «Title»

rules option X fFeleh Xk 31T if then else W [T X

J.j Find Recipient

j‘_, Auto Check for Er

«Addre



Name_«First_Name»
Address sAddress_Line_1»

Desg «Titles

«GreetingLine»

You will glad to know that tomorrow our

tomorrow to share your working experief

p
Insert Word Field: IF

IF
Field name:
Title

Insert this text

Lunch and Dinner

Otherwise insert this text

W

Comparison: Compare to:

v Equal to w | Manager

You are also invited o

Regards.

IshtWorld.com

Tsh box open B9 JgT 3T 39 box &I 39 g I fill

W IR ok W fFerh X ¢ |
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33-shastri nagar , Delhi
Name _Vijay

Address 33-shastri nagar, Delhi

Desg Clerk

Dear Vijay,

You will glad to know that tomorrow our party will be held. You are very important to us. Please come

tomorrow to share your working experience with us

You are also invited on_Lunch

Regards.

IshtWorld.c

JgT W 3T 2@ & S condition 3T TEd ¥ I8 apply & IS & T@T clerk & lunch & T invited
frar I &
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Sumit

99-Rampur, Karnal
Name_Sumit

Address 99-Rampur, Karnal

Desg Manager

Dear Sumit,

You will glad to know that tomorrow our party will be held. You are very important to us. Please come

tomorrow to share your working experience with us.

You are also invited on_Lunch and Dinner

Regards.

JgT W manager &l lunch 3R dinner gt & T invited &

JET U 3TYhT 37197 3TeTdT letter TIST A T SI™LT oTgl TsT &



Document? - Micros

Envelopes and Labels [ | [

Envelopes | Labels ‘

Abc and Co.
Sco 223-224

Delivery address u - ‘
|

SiTech Market
| |Delhi-6

Return adaress: M~ Omtt

Add electronic postage

— u
o
2
[
f g, inses pes into the foli or tray: She
prnt 4dd to Document Qptons.., E-postage Propertes

Cancel

379R 39T envelope cover §aTAT § df 3T envelope option WX fFaleh Y THAT box open I JgT
R 39 f3eliadl address & address @Y @ 3R return address & address fill Y 39 option WX
el a¥ah font 3R size T set F Taha & 3R ok I & |



Document2 - Microsoft Word'

Envelopes and Labels

Evelopes | Labels

Abc and Co.
Sco 223-224
SiTech Market
Delhi-6

Microsoft Word ——

9 Do you want to save the new return address as the default return address?

319 add to document W & I yes W Foadh T g



Document2' = Microsoft Won

IshtWorid.com
Ambala
Haryana

India

Abc and Co.
Sco223-224
SiTech Market

rf[‘hi-b

g W MY envelope s /T § |
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] Envelopes and Labels

Envelopes | Labels ‘ i

- e
e 5]
P;-i
f g, inses s into the folow e tay: Shee
ert 234 to Document Optons.., | | Epostage Propertes
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