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Task 1: Insert a Table of Contents 

1. Open a blank document in MS Word. 
2. Type a heading and add at least three subheadings (e.g., Introduction, Body, 

and Conclusion) Write one para within each subheading. 
3. Go to the References tab and insert a Table of Contents. 
4. Customize the Table of Contents to include 3 levels (Heading 1, Heading 2, 

and Heading 3). 

Task 2: Change the Page Theme 

1. Open your document in MS Word. 
2. Go to the Design tab and select a Page Theme from the available options. 
3. Choose a theme that fits your document's purpose (e.g., Formal, Modern, 

etc.). 

Task 3: Insert a Watermark 

1. Open a Word document. 
2. Go to the Design tab and select Watermark. 
3. Choose a preset watermark like "Confidential" or create a custom watermark. 
4. Make sure the watermark is visible behind the text and adjust its transparency 

if needed. 
5. Write your name as Watermark. 
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Resultant Output 
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User Manual for a Software Application 
 

Introduction: 
A user manual is a crucial document that provides users with the necessary 
information to understand and navigate a software application. This manual 
serves as a guide to help users install, configure, and make the most of the 
features and functionalities of the application. 

Body: 
1. Installation Instructions 

 Before using the software, it must be installed on your device. Follow 
these simple steps:  

1. Download the installer file from the official website. 
2. Open the downloaded file and follow the on-screen 

instructions. 
3. Choose the installation location (the default location is 

recommended). 
4. Once installed, launch the software by double-clicking the 

application icon. 

2. User Interface Overview 

 Upon launching the application, you will be greeted with the main 
interface, which consists of:  

o Menu Bar: Contains the file options, settings, and other 
features. 

o Toolbar: Quick access to the most commonly used tools. 
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o Workspace: The area where the user interacts with the 
software and works on their projects. 

o Sidebar: Contains additional options, such as recent files, 
tools, and user settings. 

Conclusion: 
This user manual provides a comprehensive overview of the software 
application, including installation, key features, and troubleshooting tips. By 
following this guide, users will be able to effectively utilize the software to 
meet their needs, whether they are working on a basic task or using advanced 
features.   

 


