MS Word
1. Fill some random text; insert a section break to create two sections on same page.
Answer:



Video provides a powerful way to help you prove your point. When you click Online Video, you can paste in the embed code for the video you want to add.




You can also type a keyword to search online for the video that best fits your document. To make your document look professionally produced, Word provides header, footer, cover page, and text box designs that complement each other.

2. Use DropCap(use random text if needed).
Answer:
V
ideo provides a powerful way to help you prove your point. When you click Online Video, you can paste in the embed code for the video you want to add. You can also type a keyword to search online for the video that best fits your document.
To make your document look professionally produced, Word provides header, footer, cover page, and text box designs that complement each other. For example, you can add a matching cover page, header, and sidebar. Click Insert and then choose the elements you want from the different galleries.
3. Insert an image, after inserting image fill the document with random text and use text wraping option to align text with image.
Answer:
[image: ]
Video provides a powerful way to help you prove your point. When you click Online Video, you can paste in the embed code for the video you want to add.
You can also type a keyword to search online for the video that best fits your document. To make your document look professionally produced, Word provides header, footer, cover page, and text box designs that complement each other.
For example, you can add a matching cover page, header, and sidebar. Click Insert and then choose the elements you want from the different galleries.
4. Insert table of contents in your document
Answer:
[bookmark: _Toc44363230]Introduction(L1)
Video provides a powerful way to help you prove your point. When you click Online Video, you can paste in the embed code for the video you want to add. You can also type a keyword to search online for the video that best fits your document.
[bookmark: _Toc44363231]Heading(L1)
To make your document look professionally produced, Word provides header, footer, cover page, and text box designs that complement each other. For example, you can add a matching cover page, header, and sidebar. Click Insert and then choose the elements you want from the different galleries.
[bookmark: _Toc44363232]Heading(L1)
Themes and styles also help keep your document coordinated. When you click Design and choose a new Theme, the pictures, charts, and SmartArt graphics change to match your new theme. When you apply styles, your headings change to match the new theme.
[bookmark: _Toc44363233]Heading(L2)
Save time in Word with new buttons that show up where you need them. To change the way a picture fits in your document, click it and a button for layout options appears next to it. When you work on a table, click where you want to add a row or a column, and then click the plus sign.
[bookmark: _Toc44363234]Heading(L2)
Reading is easier, too, in the new Reading view. You can collapse parts of the document and focus on the text you want. If you need to stop reading before you reach the end, Word remembers where you left off - even on another device.
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5. Write down the steps involved in Mail Merge
Answer:
	Mail merge is a method of sending letters and emails in bulk that does not require time consuming typing of personal details. Typing out custom, personal letters to your clients or customers would take a whole day of your administration staff’s time. Mail merge is a great tool to increase productivity. 
	To use mail merge you need outlook and Microsoft word plus Microsoft exchange server. You can create your own unique list of recipients without using outlook if you wish. We have simplified the process below:
There is need of source file in excel of all the data that would like to send. Don’t be freaked out by source file, I was at first. This just means all the data that you would like to merge together, either name, address or that sort of thing.
Once you have your source file you then open a word document.
When you are in the word document click on tools and click mail manager. This will then come up with a little box.
Then it’s plain sailing from here….just go through the steps
i. Create new-just add in you source file
ii. Select recipients list – Select what you want from your file.
iii. Insert placeholders – again so simple just drag where you want the title, name and address to go or whatever filters you have
iv. Filter recipients – if you want to filter the document you can do this here
v. Preview results – have a look before the done deal
vi. Complete mere – click it, merge it!
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