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	Tasks:

Task 1: Change the Document View
Steps to Follow:
1. Open Microsoft Word and create a new blank document.
2. Type "MS Word Views and Window Options" as the title and make it bold.
3. Click on the View tab in the Ribbon.
4. Change the view of the document using the following options one by one:
· Read Mode
· Print Layout
· Web Layout
· Outline
· Draft
Task 2: Open Multiple Windows of the Same Document
Steps to Follow:
1. Open Microsoft Word and type a paragraph about "The Importance of MS Word".
2. Click on the View tab and select New Window to open the same document in another window.
3. Now, arrange both windows side by side using View → arrange all.
4. [bookmark: _GoBack]Observe how changes in one window reflect in the other.

1

1 of 1
[image: bottom_new]
image2.jpeg
® KG-10 (School and Olympiads)
IL.ag“-s"’ Entrance Exams (Navodaya, Sainik School etc.)
e Bank, SSC, Railways & Other Govt. Exams




image3.jpeg




image1.jpeg
(S I SIIII SN A

Learning With Innovation......





image4.jpeg
Course
&

Test Series

2D

=)

B

MBA

D)

...many more

abhyasonline.in




image5.jpeg
Corporate Office: ABHYAS ACADEMY, Near Govt. PG College, Ambala Cantt., Haryana (India)
www.abhyasonline.in @ (+91)94165-41198, 81689-25411

@ abhyasonline.info@gmail.com FollowUs: f ‘ L 4 - E





