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2. Opening Word Processing Package
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3. Title Bar
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4. Menu Bar
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5. Toolbars & Sidebar
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6. Creating a New Document
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7. Opening and Closing Documents
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8. Save and Save As
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9. Using the Help
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10. Page Setup
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11. Page Layout
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12. Borders
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13. Watermark
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14. Print Preview
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15. Printing of Documents
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16. PDF File and Saving as PDF
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17. Text Creation and Manipulation
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18. Font, Color, Style, Size Selection

Text &l Qfl;c'\T I & fow Font, Color, Style3-ﬁT Size dGel T %I
@ 38780l Heading 1 Bold 31X Red Color # &1

19. Alignment of Text
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20. Undo & Redo
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21. AutoCorrect
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22. Spelling & Grammar
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23. Find and Replace

Text P AT Fat 3R 3T FY 377 s A deoret & fw gIber gar g
@ 3278V "India" FT "Bharat" ¥ d¢oleT|

24. Creating and Using User Defined Styles
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25. Paragraph Indentation
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26. Bullets and Numbering
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27. Change Case
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28. Header & Footer
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29. Table Manipulation
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30. Border and Shading
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31. Mail Merge
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32. Table of Contents

Table of Contents & 3iTerAfead Index AR AT SATAT %’I
+ dq’/&'(Ul.'STclfqu:iC $r 23T H Chapters T H\?ﬁ STl

33. Indexes
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34. Adding Comments
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35. Tracking Changes

I giawr fe@rch § 6 fonerer a1 seara faar g
¢ 3G7EvT: STclng:ic Review HTAT 3R SGelal I Accept IT Reject HaAT|

36. Macros
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