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Test Series Microsoft Word

Module 8 - Inserting Textboxes and Other Files in MS Word

Definition of Insert Menu

CBSE

The Insert Menu in MS Word is a feature that allows users to add various
elements such as tables, images, charts, text boxes, and other objects into a
document. This menu helps enhance the document's structure, readability, and
visual appeal.
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Test Series Use of Text Box:

A Text Box in MS Word is used to place text anywhere in a document, allowing
better design, emphasis, and organization. It helps highlight important
information, create callouts, and improve readability in reports, flyers, and

C BSE presentations.

Save Selection to Text Box Gallery

©
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The "Save Selection to Text Box Gallery” feature in MS Word allows users to save
a customized text box for future use. This saves time by letting users quickly
insert pre-designed text boxes instead of recreating them each time.

Helping Tool of Text Box

The Format Menu in MS Word provides tools to customize the appearance of text,
images, shapes, and other elements in a document. It helps improve readability,
design, and overall presentation.
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The "Edit Shape” feature in MS Word allows users to
m State Govt. modify an existing shape by changing its form,
AL adjusting its points, or converting it into another v | Edit Points
shape. This is useful for customizing diagrams, {_ |
flowcharts, and creative designs. Ilil? Reroute Connector:
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N P Reroute Connectors

The "Reroute Connectors” feature in MS Word automatically adjusts the path of a
connector (line linking two shapes) to find the shortest or most efficient route.

MBA This is especially useful in flowcharts, diagrams, and organizational charts where
LULLEERN connectors need to avoid overlapping or tangled paths.
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Shape Styles in MS Word

Shape Styles in MS Word are predefined
formatting options that allow users to
customize the appearance of shapes,
such as rectangles, circles, and arrows.
These styles help enhance the visual
appeal of shapes by applying colors,
outlines, and effects with just one click.

CBSE
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Shage Fill Other Theme Fills

Shape Styles in MS Word are predefined formatting options that allow users to

customize the appearance of shapes, such as rectangles, m
circles, and arrows. These styles help enhance the visual - |[S==2BEEEEl 1 1
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_ A Gradient in MS Word is a color effect that blends two Standard Colors
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peheail visual appeal of shapes, making them more attractive hiip il

and professional.

™
v

% ;
5

[«

n
P
]

[

&

15

EREE I
g g

B

No Gradient

i State Govt.

Services

Light Variations

]
PO I.tAW F ™
= niranc
rance I - ‘ .
MBA |-
Entrance Dark Variations

Railways & Metro
=" Services

L | .
1:1— .
— J
=
1]

.Many more

abhyasonline.in More Gradients...

Corporate Office : ABHYAS ACADEMY, Near Govt. PG College, Ambala Cantt., Haryana (India)
www.abhyasonline.in 30f10 @ (+91)94165-41198, 81689-25411

@ abhyasonline.info@gmail.com Follow Us: 'f Yy » E




o KG-10 (School and Olympiads)
LL.*’,E"S . Entrance Exams (Navodaya, Sainik School etc.)

Bank, SSC, Railways & Other Govt. Exams

Course Inserting Textboxes and Other Files in MS Word

& e e e e e e e e e e - ————— =

Test Series

Shape Fill - Gradient - More Gradient

In Microsoft Word, a "gradient”
typically refers to a gradient fill Fill Effects ? X
effect applied to shapes, text, or
backgrounds. It creates a smooth
transition between two or more
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Colors

D(o
o
7

. . O One color
colors, making the design look ) Iwo colors
more attractive. ) Praset

Customize the Gradient: Transparency
¢ Preset Gradients: Click on From <

> lown 5
Preset colors to select a Tw < > lom =
predeflned grad]ent' Shading styles Variants

o Gradient Stops: Adjust colors

I larizontal
and positions to create a custom ggem}au |;||f|
gradient. ) Diagonal wp
_ Banking® B Direction and Angle: Set the 83:1":;'”%‘:“"" sample:
" Insurance flow and orientation of the O From center

gradient.
e Transparency and Brightness:
Modify these settings to achieve oK tancel

(LN UAN the desired effect.
ervice

Rotate fill effect with shape

I

i State Govt.

Services

Shape Outline (v Shaps Outline - | )

Lol SRR

Theme Colors

In Microsoft Word, a shape outline refers to the border HE mEEE Em
or the edge of a shape, such as arectangle, circle, or
any other shape inserted into the document. The
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_ In Microsoft Word, Shape Effects are special visual = ShepeErecs ) | | 4
enhancements that can be applied to shapes, such as text | B e .
o CBSE boxes, autoshapes, or drawn objects. These effects can .
et make your shapes stand out and improve the overall ) sradow 5
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WordArt Styles

WordArt Styles in Microsoft Word are pre-designed text effects that let you
create decorative and visually appealing text. These styles include:

— Banking &

I e  Text Fill - Allows you to fill the text with solid colors, gradients, textures,
nsurance

or pictures.

e  Text Outline - Adds a border around. the text with different colors and

thicknesses.

TN o Text Effects - Applies effects like shadows, reflections, glows,-3D rotation,
LALCEIN and bevels.

e Transform - Lets you bend, stretch, or shape the text into different forms

(e.g., wavy, circular).
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Text Fill
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Text Fill is a formatting feature in Microsoft Word that B 2utomatic
allows you to change the color, gradient, texture, or even | ;... colors
use an image inside the text. It is commonly used in HE EEEEEE

WordArt to create decorative text.
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Text Outline is a feature in Microsoft Word that allows Standard Colors
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. Text Direction
Test Series ([[& Text Direcion | i@ [
Text Direction in Microsoft Word allows you to
_ change the orientation of text in tables, text boxes, ABC || Horizontal
and shapes. You can rotate the text vertically,
o CBSE horizontally, or at an angle. =
== [E?r Rotate all text 90°
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document, table, text box, or shape.
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_ Wrap Text in MS Word | - .
Wrap Text in Microsoft Word controls how text flows Text
o CBSE around images, text boxes, tables, and other objects. =
= This feature helps position objects more flexibly within @ squae
I:I a document. I= o
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images, text boxes, W Bringto Front v ildove with Test
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shapes, or WordArt) behind other elements in a T4 Sendto Back
m I cl17 .\ document. This helps organize overlapping objects. =h SendBehind Text
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The Selection Pane in Microsoft Word helps manage and
organize multiple objects (such as images, text boxes,
shapes, and WordArt) in a document. It allows you to
select, hide, show, and reorder objects easily.

Group feature in MS Word

The Group feature in Microsoft Word allows you to
combine multiple objects (such as images, text boxes,
shapes, or WordArt) into a single unit. This makes it
easier to move, resize, or format them.
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Rotate feature in MS Word

Test Series PO
The feature in Microsoft Word allows you to turn objects SE. Rntatel Right 90°
_ such as images, text boxes, shapes, and WordArt to e
different angles for better design and alignment. d= Rotate Left 90°
. -‘q" Flip Vertical
Align
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The Align feature in Microsoft Word helps position text, =

. . More Rotation Options...
images, text boxes, shapes, and other objects neatly
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In Microsoft Word, you can adjust the height and width of T Align Top
o} Align Middle

images, text boxes, shapes, tables, and other objects to
ensure they fit properly in your
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Test Series Make this Assignment using Text Box in MS Word

3 Text Boxes

Your Text Here

Your Text Here

Tol BI::I':II':?\ C&e Your Text Goes here Your Text Goes here
Download this awesome Put Text Here Download ths awesome
diagram diagram

_ Bring your presentation = YourText Goes here Bring your presentation
twlife Download this awesome wlife
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Your Text Goes here to life = YourText Goes here
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diagram attention diagram
Bring your presentation Your Text Goes here Bring your presentation

i State Govt.

Services

!

LAW

°  Entrance

)

-

MBA

Entrance

Railways & Metro

='"  Services

.Many more

abhyasonline.in

I

tolife

Download this awetome
diagram

tolife

Corporate Office : ABHYAS ACADEMY, Near Govt. PG College, Ambala Cantt., Haryana (India)
www.abhyasonline.in 10 of 10 @ (+91)94165-41198, 81689-25411

Follow Us: f ¥y » E

@ abhyasonline.info@gmail.com




