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Microsoft

Microsoft is the world's largest software company.

Microsoft &g it aa@ Tt AT w1 2|

Founder - Bil| gafes B Pl 6. Aoy

Year of establishment — 2 APJ‘IJ 9 16 Y

Head Quarter — Redmond, Washington, US =~ Wy
b I'I .




<41
i

y
—

"L |
CONSTABLEJHCM JAWO/TPO




“-(-}” CONSTABLEIHCM XA

LSQ&JOK Na e&q




—
X, | ) | - IVIPI
Microsoft Office

WTSShIATEZ HTTHH ShT ATIAShR IY 1988, W WISHIETTE ShuAT 7 fomar o
Microsoft Office was invented by Microsoft company in the year 1988.

Launching Date -\01 August 198‘*

It was introduced by Microsoft co-founder Bill Gates for the Macintosh computer.

sﬁ‘_Microsoft %Hg-m_ﬁﬁﬁ@acimosh)‘wéﬁﬁma‘ﬂﬁmﬂ
UET F9 H g Uk Tohd ¢, A T4 TohR & ATea & @137 8 9471 8| Primarily it

is a package, which is composed of various types of software organization.
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Microsoft Package — % U Application Software ST Ush THE W ShTH HTdT

€ $9h 3T=TTd A aTer Areead?- It is an application software that works

in a group, the software coming under it-

1. M.S. Word- use in word processing

2. M.S. Excel- HUHeahet aw-t-lg.ﬁ'?ﬁ ¥ 99T use in mathematical calculation

‘M-""'_=__.__-_
3. M.S. Power point- Use in Presentation

———

4. M.S. Access — Use in create data base -

5. M.S. Outlook- Email Service Provider 7. M..S. One Note

e L -

N

6. M.S. Publisher 8. M.S. Sky Drive 9. Skype 10. One Drive
e — — —— ==
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— Word Processing Software —

Software using which you can type a story, make important notes, prepare question paper,

type a book, they come under the category of software word processing software. These

software do the main work of creating text files. Qﬁ AT AT ARt TANT Stk 39
hIS HETHI ZT3T T Teh, HETYUT AISH TAT Heh, TH-UF TUR Y Teh, h1s fehaTal
ZTS9 & Ueh I AT AT TS T ATeaaT shl S0t | 31T 8| A ATeeaay SoRe
TTSE ST hT T&T 1 L 8
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~ List of Wordprocessing Softwares

I Z E-licrosoft Word ]/

. Wordpad

. Notepad v

. Lotus word pro

. WordPerfect v~

. AppleWorks /

. Work Pages

. Open Office Writer /”

. Google Docs | -~
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Microsoft
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Microsoft word 1.0 Launched on|25 October 1983}
3 s ot 2R ared [T gy farestara fena wa o
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It was developed by Richard Brodie and Charles Simonyi.
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M.S. Office {2000
M.S. Office @
M.S. Office @

2007 % MS WORD T Extension Name ofT ST 2007 3 =12 & [.docx] 2
t S—

M.S. Office @

- | ML.S. Office — 365 (I8 @Eubscription Based TIITq %)\

o —
M.S. Office - 2013
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M.S. Office — 2016

M.S. Office

M.S. Office {2021 |/

M.S. Office {2024|01 October 2024
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M.S. Word is a type of word processing software.

UH.UH, IS Uk Th Rl I TETET AT0CAT 8

which is used for creating, editing documents, printing, editing, typing,

creating PDF and saving documents. @1 TI1T STagwe a4, 309 aagaa
U A o {oTg FamTe g g
Through this, any letter, application, exam paper, PDF, resume, creating books, making

reports, creating invoices, etc. can now create a word related file. 3'!1';1? sl Elﬁ'é F:I?{,
S qrETdd WTEer a9R & Tehdl ]
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HOW TO OPEN MICROSOFT WORD

Open Start Menu —|MS OFFICE|~|MS WORD |

Open From Task Bar, Open from Search Bar

)LT\Q, Open By Run Command -

/ |- R
Window + R — type -gINWORD — Enter

e ——
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Title Bar in MS Word/ Excel / Power Point |

This is the topmost bar of Word/Excel/Power point, on which the name of the application and the

name of the file (the name it is saved) are shown. When we open MS Word, Excel, PowerPoint
2003/2007/20]0/2013/2016/2019/2021/2024/ 365 then the title bar appears at the top of the screen.

EIE Word/Excel/Power point i FIEI'{?( Fud ‘1@ ﬁ?ﬁ 2 3t qwﬁ%sr—r EEI =|TFI E|
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This M.S. Word / Excel / Power Point has a topmost bar.

h TUH AU H 1N a;u%wgc-r A T t{wﬁ'éww T ATH e 2|

It shows the name of the currently working file and the name of Application.

218 91 & 218 31X Minimize, Maxmize/Restore 31T AT 24 &ld §|

To the right of the title bar are the Minimize, Maxmize/Restore and Close buttons.




