









































To delete a record, click Delete L.atry. To search for a specific ;ecord,
To customize your list, click Customize. In the Customize Address Li

can add, delete, rename, and reorder the merge fields.

5. In the New Address List dialog box, click OK. In the Save Ad
the name that you want to g1ve to your data source in the

click Save.

6. In the Mail Merge Recipients dialog box, m
click OK.
7. Click Next: Write your letter to finish setting up

8. Save the main document.
When you save the main document at this poi
attaching the data source to the ma '
9Rlivpe ‘.the name that you want
To proceed to the next step, click N
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. Find, Replace, Cut, Copy and paste iy
Aim:

Demonstration of Fmd Replace, Cut, Copy and paste texts in a word document

ALGORITHM e
~ FIND AND REPLACE.‘V

Create a document. '

Press Ctrl+F or find from Edit Menu.

A Dialogue Box will be open to given the Worc.i:: b

Press Ctrl+H or select Replace from Edit Me
other word.
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Inserting a ro
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CREATING CHARTS GRAPHS AND DIAGRAMS

Creation of Charts, Graphs and Diagrams
ALGORITHM:

Create Student Data sheet.

Select Insert — Chart or choose a Chart Icon from the Toolbar.
Select the Chart type and Press next.

Select the range from the Chart and Press next.

Give the Chart title X-axis, Y-axis and press next. ol

- Choose Finish button.
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 ANIMATION PICTURES.
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GRAPH FROM EXCEL TO WORD
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IMPORT A PICTURE FROM INTERNET TO WORD DOCTREEE |
AIM: ' ‘ T
PR T R N Import a picture from internet to word document.
ALGORITHM:

to insert into your document.
1. Open a browser and search for the image that you want to insert 1nto your

Right-click on the image and Copy Image or Save image ds

X B - r Paste and .
2. Switch back to the document you are working on. Navigate to Insert tab o ‘
click on Picture as you do for other regular pictures. | : L
- S ction. Here, Gl
3. Insert Picture dialog opens for you to select a picture from your local collectio i

~instead of selecting an image or paste the image that you copied in Step g
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