ment in Word 2013/2016,
steps :
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Save or Save As option.
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se an opened document in Word
5, follow the given steps :
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D{b] Shift |

tillend, the shortcut key is




words and sentences.
ge the size and style of
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the margins for your page.
copy and paste text.
and correct spellings

apicture in your document.
it your document.

WORD 2010

is popularly known as MS Word.
hout Microsoft Word 2010.
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file in Word
given steps :

pen a recently saved
in Microsoft Word 2010.




J&ﬂine the text, follow the given steps:
Select the text you want to underline.
STEP-2 Click the Home tab.

STEP-3 Click Underline U |from the Font group.
The text gets underlined.

Word 2013/2016 Updates

.apj:fy Bnld, Italic and Underline
mmmanﬂs in Word 2013/2016.







Status bar

EN ELEMENTS OF MICROSOFT WORD 2010
pears on the top of the screen. Tiﬂl?-'h?- :

ment. It also contains Minimize, Maxir
uick Access Toolbar.




