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Insert Toolbar Menu

The Insert Toolbar is the second toolbar of MS Word this toolbar always display after home toolbar
at the top of the MS Word Screen like as:

@' d g= Document! - Microsoft Word (Product Activation Failed) - ¥
File Home | Insert | Pagelayout  References  Mailings  Review  View Al @
& Eld [‘ >j ﬂ @ j j j j A 2 Signature Line *

] E g g Q
j j u k) ﬁ ‘J §JDateL\T\me
Cover  Blank Page Table | Picure Cllp Shapes SmartArt Chart Screenshat Hyperlink Bookmark Cross-reference  Header Footer  Page Tedt  CQuick WordArt " Equation Symbol
Pager Page Break v M v v MNumberv| Box+ Patsw v ' Object v v
Pages Tables [llustrations Links Header & Footer Text Symbols
‘ | Links
Pages
Tables lllustrations Symbols
Header & Footer Text

Pages & Tables

Pages: This option is used for page setting, making a cover page, Blank page and page breaks
like as:

Cover Page . Insert a fully formatted cover page. You fill in
the title, author, date and other information.
Blank Page : Insert a new blank at the cursor position.

Page Break (Ctrl+Enter) : Insert the next page as the current position.
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Microsoft Word

Tables: Insert or draw a table into the document and in word, you can also convert exciting text
into a table.
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= Use all the options with Practical Assignment No. -4 & 5




Microsoft Word

lllustrations

The option of lllustration is very much useful options in word. In this we can import external picture,
clip art, shapes, smart art and charts also in word documents.

Picture: Insert Picture from file like as:




Microsoft Word

Clip Art: Insert clip art into the document, including drawing, movies, sounds, or stock
photography to illustrate a specific concept like as:
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9 Hints for finding images

= Use all the options with Practical Assignment No. - 6




