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Tools, pens, stencils, convert options are located in
the Draw menu in MS Word. UHUH CER: ¢cd, uq,
IHed, Heae IATWE Draw menu ¥ R 2@ 2

Eraser

e .{)’

Ink to Shape

Ink to Math

References Mailings R

Drawing Canvas ’ - l @ 7{,}[ X
Sha

Inkto | Ink to Drawing

Math Canvas

Tools Convert Insert



-

<=, DELHI POLICE 20

J CONSTABLETHCM RAWO/TPO

axantsr or=x GOMPUTER

125
|

1. Document Formatting Group Command -

Themes. colours, fonts, effects, paragraph spacing

2. Page Background Group Command — Watermark, Page Colour, Page Borders
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Borders and Shading

Borders

Setting:

Page Border

Style:

Shading

Automatic

Preview

Click on diagram below or use
buttons to apply borders

Apply to:

Whole document
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In MS Word -2013,2016,2019,2021,365 ~.7 ./

Design Menu -> Page Background -@

Water Mark — et W &z 3 i) wiehl/eehl] darz an e et & forg
AT

To place faint text or pictures behind the content on the page

ST ST s ST TS 8 i s fore o e 2

It is used to denote a type of copyright
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DO NOT COPY 2

MNisc Lairnmners

DRAFT 1 » 2 SAMPLE 1

SAamMMPLE 2
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It is the text or image or logo written in very small print on the back of the

SC reei.

Custom Watermarlq ATETHTR (AL | &I aﬂﬂﬁ' & ﬁ'TQ To change the watermark type
emove Watermark %m E EZﬁ &+ %I'Q 1o remove watermark

Save Selection to Watermark Gallery - ﬁﬁ g forerae fonar gq IS IqT AT
‘__ W
hi 91T HTeh am% & %I‘Q To make a watermark of the image or shape selected

by yourself
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There are two types of water mark

LA
-~

Picture Watermark -- Scale . Washout

| TEXT Water Mark - m
AN

lLanguage Text, Font/ Size, Color[ad\outi(Dlaoonal Horizontal)




Printed Watermark

® o wetermard |

) Picture watermark

Select Picture...

@ ( Auto B Washout

» ‘Text watermark

Language: | English (United States)

Text: ASAP
Font: Calibri
Size: Auto

Color: Automatic Semitransparent

Layout: Diagonal Horizontal

Apply Cancel
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- ®) Text watermar

Language: English (United States) nl Language:

Text ASAP Text ASAP

Font asap [N

CONFIDENTIAL
178 PERSONAL

SAMPLE
lor. TOP SECRET
URGENT

g ORIGINAL
Layout: e URayguUTaTT 7 TTOTIZUTTe youl T URgUTRrT T TIUTIZUTIl

Apply Cancel I Apply ‘ Cancel

0 Text watermark
English (United States)

Size: COPY 7e
DO NOT COPY
Color: DRAFT .
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Margins Orientation Size Columns 2 o _ = s Selection
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Page Setup
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Layout Menu -> Page Setup

©- 0 + B-B B -

Margins Column |
% e | File Home  Inset  Draw  Design
Orientation Breaks A N = Breaks ~
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Layout -> Page Setup -> Margins

The distance between the edge of the text in the document and the top,

bottom, or side edges of the page. SEATIA H 9138 & [hAR aﬁ'{gséaw,

ﬁ%mﬁ)ﬂ'ﬁ%aﬁvﬁiﬁl
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Top Bottom
Left Right
Gutter

Gutter Position By
Default - Left

Orientation
Portrait, Landscape

Pages - Normal

Page Setup

Margins Paper Layout
Margins
Top: A4° 2 Bottom:
Left: : = Right:
Gutter: 3 Gytter position

Orientation

[

| S

Portrait Landscape
Pages

Multiple pages Normal

Preview

Applyto: | Thiss

Set As Default

Cancel
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MS Word ¥ margins 5 YhR <Al giaT 2-
@ Top Margin - THLZ AN ﬁ'ﬂ?%mﬁﬁﬂﬁﬁg\ﬁ Distance between top edge
i

of text and paper
2. Bottom Margin — SR I UG & [Haet AR &l Ejl Distance between text

and bottom edge of paper
3.(Left Margin— THZ 3N ﬁw%aﬁﬁr—rﬁ ﬁiﬂ Distance to left edge of

text and page
4. Right Margin — 2o 31R U o IT¢ Feh st S Distance to left edge of text
and page
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Gutter Margins

The gutter margin determines whether the text is obscured by the
binding. T2 AT TE T AT ¢ (eh ¢ae Binding RT 3EUY AT A1 g

Page Gutter margins (Top /Left)
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Page Margins — Can also be customized as per your choice.

& AU ATAR C
LNormal Margm -

ustomize 1 feraT AT TehaT 2
- By Default Margin 1 TJ\P

Narrow Margin —

.

“Moderate Margin

- ey

Wide r\Iargm

(Mirrored Margia R, e, s ey i ﬁ?&lﬂﬁaﬁzaﬂﬁ%%q
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