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Insert

Microsoft Word Insert Tab .= =

1. 7 To insert pre-designed front page to give a beautiful look for your file.
L
2. "= : Toinsertblank page in file anywhere.
=
|
3. B . Page break is used to separate link of one page with another page.
i
4. '™ . Toinserttable either blank or upon your pre written text.
—
5. ™ . Toinsert any picture in file.
&
6. * : Toinsertpreloaded pictures from Ms Word library.
[
7. * : Toinsert pre designed shapes from Ms Word library.
=
8. ™ . Toinsert some pre designed smart shapes to present your words beautifully.
i
9. ™ To insert chart in word file which is linked with Ms Excel.
Q,
10. ™' . Toinsert or connect two or more than two files with each other through any

picture or word.

Microsoft Word Insert Tab

A
1. EF To insert same text automatic like heading at top of all pages.
=
2. S :  To insert same text automatic at bottom of all pages.
3]
Page
3. b . Toinsert page numbers automatic at top/bottom of all pages.
A
Text
4, E& :  Toinsert text box for place your text/picture anywhere on page like overlap.
5. . To give special pre-decided looks or extra effects for your text.

6. To give special effect for beginning letters of paragraph.

7. iEdanstuchves To insert signature line on page with special design.

8. Gubseamer To insert Date & Time as your computer Date & Time.

o M To insert objects like Graph, Excel Sheet etc.

10. [EESEE :  Toinsert mathematically equations of Algebra and Trigonometric.
2

1 Symbol

To insert many scientifically symbols.
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