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Using Different Views and Windows Option in MS Word

Tasks:

Task 1: Change the Document View
Steps to Follow:

1. Open Microsoft Word and create a new blank document.
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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:
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Task 2: Open Multiple Windows of the Same Document
I:l Steps to Follow:
o State Govt. "
Services 1. Open Microsoft Word and type a paragraph about "The Importance of MS
Word".
o LAW 2. Click on the View tab and select New Window to open the same document in
= Entrance another window.

3. Now, arrange both windows side by side using View — arrange all.
MBA 4. Observe how changes in one window reflect in the other.
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