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Header & Footer

Header & Footer option is located in the Insert menu.
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Header & Footer
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%\ Header is used at the top of the page (as a heading or text that we want to

....—i""'

see at the top of every page) and the header we place automatically appears on
all pages of the file. We can also put any picture, imagen the header.
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is used at the bottom of the page and the footer we apply automatically appears

on all the pages of the page. Generally, the page number is put as a footer, but
if we want, we can add any text at the bottom of every page. But if you want to
show it, you can bring it through the footer. We can also put any picture, image,

figure in the Footer.




Header

A tiny bit of co t. Maybe a picture or two. Though there isn't much on this
page.\t is still very useful!

Header

Footer gets pushed down dynamically to fill the

user’s browser height
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Page Number > & U t:r{ ATSHIEH UT ¥ ST & 70 to enter an |

automatic page number on each page

Page
Number v

Page Margins

l#] Current Position
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Eb Format Page Numbers...

E;( EEI’T]O‘.Q‘: Page Numbers
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Quick Parts
WordArt «~
Drop Cap ./
Signature Line 4
Date & Time v/

Object
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w
which you can import into your document and write text in the same style.

The text written inside the text box can also be picked up and moved around.
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Date & mie

Built-in

Simple Text Boa Au=tin Cu Austin Sidebas

Facet Sidebar (Left) Facet Sidebar (Right) Filigres Quots
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A More Text Boxes from Office.cx

2 ] Draw Text Bos




) DELHI POLICGE 2025
CONSTABLEJHCM JAW0/TPO

Wbrd Art- 3113? EALURA: LA
e

I
4 A E{ Signature Line ~ B |
F Date & ime )
WordArt| Drop Equation Symie
v | cap~ CJObject ~ ¢ .
: |
. I




ARARITTED

= =
» DELHI POLICE 2025 ayeat=w at=r LONPL
CONSTABLETHCM JAWO/TPO
\1§ \\ordumm%ﬁmmwwmmﬁmm
=

M.S. To work for some time in another software while in Word
oo

Ubject
Create New Create from File
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cument
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/ Bilmap Image
MathType 6.0 Equation
Microsoft Excel 97-2003 Worksheet
Microsoft Excel Binary Worksheet
Microsoft Excel Chart - Disp § 1COr
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‘ Drop cap Drop Cap (Drop Cap) 1S a large capital letter used as a decorative

element at the beginning of a paragraph or section. The shape of a drop cap

1S usually two or more lines. By this we can increase the text of the first

paragraph of our document. These are commonly used in books, magazines,

newspapers and designer documents to make the text look more attractive.
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Drop cap 2 %R & 214 & - Dropped, In Margin A | signature Line ~

r__. Date & Time
Drop
Cap ~ 1 Object ~

None - To remove the drop cap. '{W %‘TW%%‘QI

Dropped — The first letter will be enlarged and will remain inside the
paragraph. TECIT 378 TST 21T WIRITE 6 34 T8

In margin — The first letter will be enlarged and will appear in the left

margin. TEAT R TST TR A3 R | ¥ 3@
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By default, MS Word sets it to 3 lines. %ﬂﬂ?!&qﬁ MS Word 3'@ 3 ufar
TR AT AT 8

You can increase this up to 10 lines using Drop Cap Options. 3Tq 19 kY

{IeheqT ShT IYANT H¥eh 39 1) ATSAT G J¢T Tehd 2l

Minimum Line in Drop Cap =1

Maximum Line in Drop Cap = 10) |[EiETS Wi

Dei‘a lllt Line ill Drol) (:Iap -= 3 . The number must be between 1 and {.J{Iﬂf Drt:ﬁprd 'n margin
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Lines to drop: 15

Distance from text: O
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Slgnature Line / Date & Tlme — Signature Line I % fo1g a1 32 U8 Z13H
o @ ™10 to make a Signature Line or to fetch the date and time
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dd-ins are small software programs or extensions that extend the

functionality of Word. These tools give you additional features, such as

templates, graphics, translators, and other automation tools. Add-Ins B

ATFEATR TTITH AT G E1d & 1 Word st SIA&AT &t I8Td 2| I 209
mm&mﬁaﬁmaﬂ%% 9 & 2o, mﬁmq m IR 3=

_’hh_

HATEHYH Zow|

—————————




DELHI POLICE 2025

CONSTABLEIHCM RAWO/TPO

Meh i<

hditional purchase may be req

Ti':":" e Lata L

Additional purchase may be reg

. r:.'_

N muiu

=l

Lot ]

iffice Add-in

Additional purchase may be requ

e




DELHI POLICE 2025
% DELHI POLICE 2020 ool oy o=y

~ Cross — Reference — Cross references are used in MS Word to

| reference another part within a document. It provides automatic
links, making it easier to navigate the document and can be
automatically updated if any changes are made. Cross Reference
(e o) 7T TR MS Word)# U et 3 wfte faveft sy o
T T (reference)éﬁ & %I'Q R STaT 21 9 Ui foieh 9e
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U‘EIWEI"' 365 (VIS Word 365) H, "I #2577 (Page Setup)
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Which of the following is a common element in an MS Word 365

document’s header or footer?

[. Bullet points

2. Document title

3 e number

4. Font colour
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