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Que:1 What is Google Docs? How will you create a New Document in Google

Creating a New Document using Google Docs
Docs?

Ans: Google Docs is a free online word processor. It is a Web-based document

management application for creating and editing documents. It helps us in real time

Google online word processing. Google Docs allows us to export its document file in all
ABC User

@ sbouser@gmallcom

major file types including .docx, .pdf, .odt, .rtf, .txt, and .html.

Following are the steps to create a new document in Google Docs:

F:imm | 1. Open any Web Browser, For Example: Google Chrome

O] showsassword 2. Type the url https://docs.google.com in the address bar of the web browser.

And sign-in into your google account.

Forgot passrord? =

. After Successful Sign-in into the google account, the Homepage of Google

Docs will appear in the web browser. Here, Google Docs shows two sections:

e Start a new document

Fig: Sign-In page for Google Account
¢ Recent documents

. To create a blank document, Move the cursor on the multi-coloured “+” icon

B G Docs ERE S = %
R : in the Start a new document section of Google Docs Homepage. Now click

= B o ) it to open a Blank document in the Google Docs.

Sxart a new document
Click to
Create
Blank
Document

e

Praject proposnl
Trepic

Rezent documents Dwinael by aegang -

Uit deimant 71h CS in Eng Finaldacx 4th Seen MIS.doex Untitiod documant

Fig: Homepage of Google Docs
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Download document file using Google Docs:
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Que:2 How will you download document file using Google Docs?
Ans: When we finish with the document, we can download our document back into
DOCX, PDF, ODT, TXT, HTML, EPUB format. To download the document, perform
the following steps:

Click on File menu

Click on Download option

From the Download Submenu, click on the desired format. It will download

directly to the location where files are saved from our web browser.
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Creating Presentation using Google Slides:

Click to
Create Blank
Presentation Template gallery %

Your big Idea Photo album Farttolio
by Mada to Stick

Earliar Owned by anyone * Last opened by ma H & O

a HTML-C5S-JavaScript-Basics ppts e 15 Hew 2020
Untitled prezentation . 28 Aug 2020

HTML Complete cid pat 25 Jul 2020

Untitled presentation
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Que:3 What is Google Slides? How will you create a presentation in Google
Slides?
Ans: Google Slides is available on all devices and platforms; all we need is an
internet connection and a web browser (in the case of mobile, the applicable apps).
Google Slides supports several different file types, including .ppt, .pptx, .pptm, .pps,
.ppsx, .ppsm, .pot, .potx, and .potm making it easy to view and convert Microsoft
Office files directly from Google Drive.
Following are the steps to create a blank presentation using Google Slides:

1. Open any Web Browser, For Example: Google Chrome

. Type the url https://slides.google.com in the address bar of the web browser.

2
3. Sign-In into the google account.
4

. After Successful Sign-in into the google account, the Homepage of Google
Slides will appear in the web browser.

. To create a blank presentation, Move the cursor on the multi-coloured “+” icon
in the ‘Start a new presentation’ section of Google Slides Homepage. Now

click it to open a Blank presentation in the Google Slides.
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[ Software Requirements for HTML ]

—

Web Browsers
(For Viewing the output of
HTML documents)

Text Editors
(For Writing HTML documents)

Text Editors:

) Unirtted - fictezas . I e 1 - Miatepad+» [Admarismranni]
File Edl Fumul Wiew e Eie Edt Geach s Epcing Languige leings Tach Merw

: LR
& e 100

100% Wiifrbams (CALE]

Web Browser:
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Que:4 What are the software requirements for HTML?
Ans: There are no minimum system requirements for developing HTML programs.

HTML Programming can be done on any type of computer and with any operating
system. We need only the following software to begin with programming in HTML:
1. Text Editors:

A web page is a text file in which a hypertext is written according to HTML syntax.

So, for making web pages using HTML, we just require any simple Text Editor, such
as Notepad (a built-in text editor of window) etc. Any text editors can be used to
write and save texts in various formats. ".html" or ".htm" are the two extensions

that are used to write and save HTML files using these text-editors.

Although, many advanced text editors are also available in the market for
programming in HTML. Notepad++, Dreamweaver, Sublime, NetBeans etc. are
mainly used for writing and editing HTML coding. Notepad++ is a free and powerful
code-editor.

2. Web Browsers:

To view the output of HTML program, we have to open it in the Web Browser such
as: Chrome, Internet Explorer, Firefox, Safari, etc. Internet Explorer is the inbuilt
browser of Windows operating system, while other web browsers should be
installed explicitly. HTML code is displayed by the browser converting it to a web

page.
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HTML Tags and Attributes

Value of Attribute

. . / . .
<h1 align="right”>Main Heading</h1>

Opening Tag

Closing Tag

Attribute

Que5: What are tags and attributes in HTML? Give Example.

Ans: HTML is a hypertext markup language; It has a predetermined set of markup

tags (also known as elements). These markup tags are special type of instructions
that are used in HTML documents to design web pages. Each tag starts with
Opening Angle Bracket (<) and ends with closing angle bracket (>). These tags

instruct web browsers how they will format and display the contents of a web page.

HTML tags can be mainly divided into following two types:
¢ Paired Tags: These tags are also known as Companion or Container tags. A
paired tag consists of two tags: first one is called an opening tag (<tag>) and
the second one is called a closing tag (</tag>). The text on which we want to
apply tag’s effect is placed in between these opening and closing tags. For
Example:
<b>Hello from HTML</b>
Here, <b> is called opening tag and </b> is called closing tag. We want to
apply the bold effect on the text “Hello from HTML” so this text is placed in
between the opening <b> and closing </b> tags.
Unpaired Tags: These tags are also known as Singular or Stand-Alone tags.
These tags do not need to be closed. For Example:
<br>, <hr> tags etc.
These tags do not require any closing tag.
HTML tags can also have attributes. Attributes are used to provide additional
information about HTML tags. These attributes are always specified in the Opening
tag. Attributes usually come in name/value pairs like: name="value". Attribute

values should always be enclosed in quotation marks.
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Queé6: Explain the Basic Structure of HTML document.

Basic Structure of HTML document Ans: Basic structure of HTML Document can be mainly divided into two parts: head

part and body part
As shown in the figure, HTML document begins with opening tag <HTML> and ends
HTML - with closing tag </HTML>. These tags contain everything inside the document,

Document including the Head and Body. <HTML> tag acts as a root of the document. This tag

<HTML>

should be only one for the entire document. The following description shows the

RICES D role of head part and body part in the html document.
HEAD Part
e HEAD Part: This part includes header information about the HTML document,

for example: page title, information about meta-data etc. Meta-data refers to

</HEAD:>

other information related to the data available in the html page, such as keywords

BODY
) g used by the search engines etc. Information in the head part is used by the web

browsers and even web servers. Head part is defined by <HEAD> tag which is
a container tag. It begins with <HEAD> tag and ends with </HEAD> tag. This tag

is always defined before the <BODY> tag.

</BODY>
<fHTML>

BODY Part: This part contains all those contents that are displayed on the
web page to the end user. Body part is defined by the <BODY> tag which is
also a container tag. It begins with <BODY> tag and ends with </BODY> tag. All
the contents, such as text, pictures, videos, tables, lists, forms etc. shown to user
is defined within this tag. Body of the html document should start immediately

after the closing head tag, i.e. </head>.
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Creating and Viewing HTML document

HTML code:

<!DOCTYPE html>
<html>
<head>
<title>Example Page</title>
</head>

<body>
<hl>Introduction to HTML</hl>
<p>HTML stands for Hypertext Markup Language</p:>
</body>
</html>

Output of above HTML document using Internet Explorer:

@ é:] ChUsers\Kansal\Desktop'pl.html - & || Search...
| & Example Page ¥

Introduction to HTML

HTML stands for Hypertext Markup Language

Page No: 16 10" Class Computer Science — PSEB Mohali)
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Que7: How will you create HTML document using its basic structure? Also
explain how will you view its output using Web Browser?

Ans:

Create a HTML document (Web Page):

1. Open any Text Editor such as Notepad or Notepad++ etc.

2. If you are using Notepad++, Create a new file by clicking on File > New or by
using the shortcut key Ctrl+N, while if you are using the Notepad, then it will
automatically open a new file for you.

3. Now, start typing a very simple HTML program code as shown in the example.

4. After typing HTML code in the text editor, now save it using File > Save or
using shortcut key Ctrl+S. Make it sure to type the extension (.html) of HTML

document after typing the file name, i.e. filename.html (for example: p1.html)
Viewing the HTML document (Web Page):

Once HTML document file is saved, it can be opened as a webpage in the web
browser. If we prepare HTML web page in the simple text editor (Notepad), then we
have to open the web page manually to view it in the web browser. To open the
HTML document file manually using the web browser, we usually use the Open
dialog box which can be opened by pressing the shortcut key Ctrl + O.

If we are using Notepad++, we can open it in the web browser very easily:

1. Just right click on the file tab
2. click on the option “Open in default Viewer”.

3. It will open the web page in the default web browser as shown in the figure:
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Basic Formatting Styles in the HTML document
BOLD, ITALIC, UNDERLINE and STRIKETHROUGH

HTML code:

<html>
<head>
<title>Example Page</title>
</head>

<body>
<u>HIML stands for <b>Hypertext</b> <s>Markup</s> <i>Language</i></u>
</body>
</html>

Output of HTML document in Web Browser:

e <) | €] CAUsers\KansahDesktop\pT.hitrl ~ & || Search..,
=} a;mp@ Page

HTML stands for Hypertext Markup Lancuage

Que 8: Apply Basic formatting Styles- BOLD, ITALIC, UNDERLINE and
STRIKETHROUGH in the HTML document.

Ans: HTML provides us with the ability for formatting text just like we do it in MS
Word or any text editing software. Following tags are used to apply these formatting
effects on text:

e Bold: The <b> tag is used to apply Bold effect on the text. It is a paired tag.
Any text that appears within <b>...</b> element, is displayed in bold format.
Italic: The <i> tag is used to apply /talic effect on the text. It is a paired tag.
Any text that appears within <i>...</i> element, is displayed in italic format.
Underline: The <u> tag is used to apply underline effect on the text. It is a
paired tag. Any text that appears within <u>...</u> element, is displayed in
underline format.

Strikethrough: The <s> tag is used to apply strikethrough effect on the text.
It is a paired tag. Any text that appears within <s>...</s> element, is displayed

in strikethrough format.
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Que 9: How will you work with font tag and its attributes in the HTML
Working with Font Tag and its Attributes document?

Ans: To work with the fonts of text, we use <font> tag in HTML documents. The

HTML code: <font> tag plays an important role in the web page to create an attractive and

chtm readable web page. This tag is used to change the color, size, and face/style of a
html >

<head> text. It has the following three attributes:
<title>Font Example</title> . . . . . .
</head> e Color: This attribute is used to change the color of text using either hexadecimal

cbodys code or named color (i.e. black, red, white)

This is the Sample Text 1 <br>

This is the <font color="red">Sample Text 2Z</fonlL> <br>

This is the <font size="5">Sample Text 3 </font><br> doesn't have the font installed, user will see the default font face applicable to

This is the <font face="Impact">Sample Text 4 </font><br> ,

This is the <font face="Arial" cclor="blue" size="3">Sample Text 5 the user's computer.

{’/‘gzgzth” Size: This attribute is used to change the Font size. Size can be expressed as
¥

</html>

Face: This attribute is used to change the font face. If the user viewing the page

either a numeric or relative value. The range of accepted numeric values is from
1 (smallest) to 7 (largest). The default size of a font is 3. We can specify the size
using Relative values, such as +1 (increasing by one font size than the pre-set

Output of HTML document in Web Browser: font size) or -2 (decreasing by 2 font sizes than the pre-set font size) etc.

G )| &) CAUsers\Kansal\Desktophp7.html ~ & || Search..

& Font Example  |LF|
This is the Sample Text 1
This is the Sample Text 2

This is the Sample Text 3

This is the Sample Text4
This is the Sample Text 5
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Scrolling Text in HTML document

HTML code:

<html>
<head>
<title>Marquee Example</title>
</head>
<body>
<marquee> Welcome to the World of HTML-1 </marquee>
<marquee bgcolor="pink" direction="right" width="100%"> Welcome to the
World of HTML-2</marquee>
<marquee direction="down" height="200"> Welcome to the World of HTML-3
</marquee> <br>
<marquee bgcolor="red" behavior="alternate" width="80%">Welcome to the
World of HTML-4 </marquee>
</body>
</html>

Output of HTML document in Web Browser:
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F e D

& Maruee Brampde

Welcome to the World of HTML-1
Welcome to the World of HTML-2

Welcome to the World of HTML-3
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Que 10: How will you scroll text in HTML document. Explain the tag with
attributes for scrolling text in HTML.
Ans: Marquee is one of the important tags introduced in HTML. It is used to create
scrollable texts and images within a web page. It scrolls either from horizontally -
left to right or right to left, or vertically - top to bottom or bottom to top. The
<marquee> tag is a container tag of HTML. This tag is deprecated in HTMLS5.
Following are some of the common attributes that can be used with marquee tag:
e Behaviour: This attribute is used to define the scrolling type. Scroll, slide,
alternate are the possible values of this attribute
Bgcolor: This attribute is used to set a background color for scrollable text. We
can use hexadecimal codes or named colors as values for this attribute.
Direction: This attribute is used to set the direction for the scrolling content. Up,
down, left, right are the possible values for this attribute.
Height: This attribute is used to define the height for scrollable text. We can set
its value either in pixels or in percent.

Width: This attribute is used to define the width of scrollable width. We can set

its value either in pixels or in percent.

Prepared By: Vikas Kansal (Computer Faculty — S.U.S. Govt. Girls Sen Sec. School, Sunam)
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HTML Code and Output for the Given Activity

HTML code:
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r="gkyblue">

lor="green">2.2 HTML</font></hl>
<p ="justify">HTML was created by Tim Berners-Lee in 19%1. There are lots of
version of HTML which are being developed. From an initial version of 1.0 to the
latest version of 5.2, HTML has dewveloped a lot. W3C (World Wide Web Consortium) has
also maintained standards so that all browsers could have a common standard to
follow. HTMLS has developed a lot with new tags and the suppert of form elements.</p>
<p align-"justify">HTML stands for HyperText Markup Language. It is the standard
markup language for creating Web pages. A <b>Markup</b> language is a computer
language that uses tags (< ») to define elements within a document. These languages
are used by web browsers to manipulate text, images, and other contents of web pages,
in order to display them on the internet. It is not a case-sensitive langague.</p>
< /hody>

</htmls

Output of HTML document in Web Browser:

& Dmaintproject .

5 Irevachction to HIML

2.2 HTML

HTML was created by Tim Berners-Lee in 1991, There are lots of version of HTML which are being developed. From an
initial version of 1.0 to the latest version of 5.2, HTML has developed a lot. W3C (World Wide Web Consortium) has also
maintained standards so that all browsers could have a common standard to follow. HTMLS has developed a lot with new tags
and the support of form elements.

HTML stands for HyperText Markup Language. It is the standard markup language for creating Web pages. A Markup
language is a computer language that uses tags (< =) to define el within a d These 1 are used by web
browsers to manipulate text, images, and other contents of web pages, in order to display them on the internet. It is not a case-
sensitive langague.
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Que11: Perform the following Activity using HTML:

4. Make a web page which represents the Introduction to HTML

5. Set the background color to skyblue for the entire body of web page.

6. Save the file with “project0.html” and view the output of webpage in the

web browser.

Solution: Follow the steps given below to complete the given activity:

. Open any text editor like Notepad++

. Create a New File (Ctrl+N)

. Write down the HTML code in a file as specified in the above activity.
. Save the file (CtrI+S) with the specified name — “project0.html”

. Now open the HTML document in any web browser to view the output
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HTML code:

<htmlx>
<head:
<titlexlists in BTML</titles

4 <font color="red">Components of a Computer System</fonts</hi>
<dlx
<dLrHardware« /dL>

<idd>*These are the physical components of computer system. We can touch these
components of computer system.</dd>»
<dt>Software/dbt>
<dd»These are set of programs to perform a task in the computer system. we can
not touch these components of computer system.</dd>
<fdl=
<hiz<urExamples of Hardware Components</ux</hix
<ol
«<lizMoniter</1ix
<lirKeyboard</1ix
<lizMouse</1i>
21li=CPU</1ix
<1i>Speaker< /11>
<lizPrinter< /11
<folx
<h3x<urExamples of Software</ux</hi:
<uls
<lirWindows 10</1ix
<1i>M8 Paint</lix
<li-Notepad</Li>
<li>Wordpad</Li>
<1 Word</li>
<1 Excel</1ix
<11>M8 PowerPoint</ 11>
</l
</body>
</ html

Output of HTML document in Web Browser:

&) Dymainitproect] . - ¢ || Search

8 Lists in HTL

Components of a Computer System

Hardware
These are the phyzical compeaents of compuoter systerm. We can touch these components of computer sysiem,
Soffrware
These are set of programs to perform a task in the compoter system, we can nod touch these components of computer system.

Examples of Hardware Components

. Monitor
. Kevboard
. Mouse

, CPU

. Speaker
. Printer

Examples of Software

* Windows 10

* MBS Pamt

= MNotepad

* Wordpad

» MS Word

* M3 Excel

+ MS PowerPoint
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Que12: Create a webpage using HTML which shows the following output in
the web browser.
Components of a Computer System

Hardware
These are the physical components of computer system. We can touch these components of computer system.
Software
These are set of programs to perform a task in the computer system. we can not touch these components of computer svstem.

Examples of Hardware Components

. Monitor

. Keyboard
3. Mouse

. CPU

. Speaker

. Printer

Examples of Software

Windows 10

« MS Paint
Notepad
Wordpad
MS Word
MS Excel
MS PowerPoint

Solution: Follow the steps given below to complete the given activity:
1. Open any text editor like Notepad++
2. Create a New File (Ctrl+N)
3. Write down the HTML code in a file as specified in the above activity.
4. Save the file (Ctrl+S) with name - “project1.html”

5. Now open the HTML document in any web browser to view the output
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HTML code:

“html>
“head>
<title>Tima Table Example</titleo>
< /head>
<body>
<hl align—"center":>Time Table of 10th Class</hl>
<hr>
<table align="genter" border="1" widtLh="500">
<captiocn align="bottom ime Table for sassion 2021-22</caption>
<br bgoolor="yellow"»< Lect. Neo.«/th><ih>Subjeot</Li >Teacher Name</Lhx</Lr>
ctrraodsld/tdr<tdsMaths/td=<td>Mr. Honey Kumar</tds</
“Lrerids2</ Ldr<Ld>Soience/ Ld><Ld>Mr. Ram Singh</Lds</ Lo
<trr<tdr3d</tdr<td-Computer Science</td><td*Mrs. Chandana~</td:==
<Lrr<ldsdy ~< LdrSocial Study«/Ld><Ld>Mrs. Maheshwari
~<tdeHindi«</td»<td>Miss Aruna Batra</td:-
or="pink"><Ld &l ="genter" coulspan="3": REUEsS"{”d = f L
oo s b Pun]abl o

Ctrr<tda8< tdr»Elective Su.b]eet ," droTd»Mr. H.arbans Lal< ,-"tcl“* fer>
</Lable>
< /body>
<fhlmls>

Output of HTML document in Web Browser:
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Time Table of 10th Class

Subject | Teacher Name
Math ||Mr. Honey Komar
Science [nir. Ram Singh
Computer Science Mrs. Chandana
Social Study Mrs. Maheshwari
Hindi Miss Aruna Batra

Punjabi ||Mrs. Gagandeep

English [Mr. Johan Smith

Elective Subject ||M.r Harbans Lal
Time Table for session 2021-22
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Que13: Create a webpage to show the timetable of your class as shown
below:

Time Table of 10th Class

Lect. No. H Subject Teacher Name
Math Mr. Honey Kumar
Science Mr. Ram Singh
Computer Science Mrs. Chandana

Social Study Mrs. Maheshwari
Hindi Miss Aruna Batra

Recess

Punjabi Mrs. Gagandeep
English Mr. Johan Smith
HElective Subject HMr Harbans Lal

Time Table for session 2021-22

Solution: Follow the steps given below to complete the given activity:
1. Open any text editor like Notepad++
2. Create a New File (Ctrl+N)
3. Write down the HTML code in a file as specified in the above activity.
4. Save the file (Ctrl+S) with name - “project2.html”
5. Now open the HTML document in any web browser to view the output
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Hyperlinks in HTML document

HTML code:

<html>
<head>
<title>Hyperlink Example</title>
</head>
<body>
<hl>Hyperlink Examples</hl>
Click on the following links to wisit their websites:<br>
<a href="http://google.com">Google</a> <br:
<a href="http://pseb.ac.in">Punjab School Education Borad</a> <br>
<a href="./testl.html">Web Page of Image Example</a> <br>
</body>
</html>

Output of HTML document in Web Browser:

2] DAmain\test2.html ~ & || Search...

& Hyperlink Example

Hyperlmk Examples

Click on the following links to visit their websites:
Google

Punjab School Education Borad

Web Page of Image Example
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Que14: What are Hyperlinks? Write HTML document to create hyperlinks of
your own choice:

Ans: HTML links are called Hyperlinks. It is an important property of HTML. A
webpage can contain various links. Hyperlinks allow visitors to navigate between
Web sites by clicking on words, phrases, and images. By default, web browser
shows links in blue color with underline. When we click on the link, it takes us directly
to other pages and even specific parts of a given page.

In HTML documents, a link is specified using <a> tag. This tag is called anchor tag.
It is a paired tag. Anything between the opening <a> tag and the closing </a> tag
becomes part of the link. In the opening tag of anchor tag, HREF attribute is used
to specify the linked document, resource, or location. Here, HREF stands for
Hypertext Reference. This attribute can be used to link to local files or files on the
internet. Following is the simple syntax to use <a> tag.

<a href=“link_url”>Link Text or Image</a>

Here, link_url is the address of linked document, resource or location. We can use
absolute or relative urls to mention the link_url for the HREF attribute. When user
clicks on this “Link Text or Image”, the web browser will take the user to the linked

document, resource or location.

Prepared By: Vikas Kansal (Computer Faculty — S.U.S. Govt. Girls Sen Sec. School, Sunam)




Page No: 31 10* Class Computer Science — PSEB Mohali)

Page No: 32 10" Class Computer Science — PSEB Mohali)

Margin and Gutter-Margin

Margins

Top Margin

LRI

Contents

Left Margin

uFie

Bottom Margin

Gutter Margins

IJ_I
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Que15: What is Margin and Gutter Margin? Explain.

Ans: A margin is the space between the main content of a page and its edges. The
margin helps to define where a line of text begins and ends. Depending on the
requirement, the margin size can be adjusted. These margins create a frame
around the content of the page so that the text does not run all the way to the edges.
The white space along the edges of the document makes the page look cleaner
and the text becomes easier to read. Given figure shows different types of Page
margins.

Gutter Margin:

Gutter margin is the margin that is added to the binding side of the page when
printing. It is an additional margin added to a page layout for the binding purpose.
A gutter margin ensures that contents of text are not hidden while binding the book.
Word processors, like MS Word, typically allow you to choose whether to position

the gutter margin of your document at the top or left of the page.
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Starting MS Publisher

- Type the name of a program, felder, document, or Internet
—_ resource, and Windows will open it for you.

Open: ‘ MSPUE]

Cancel Browse...

Fig: Starting Publisher using Run Command Box

—_a
[imimica]
PageDein  Mubrgr  Resew  View Minimi)

Awsable Templates
Inetabed and Grfine Tamplates

12} Homa

‘ = o]
o &b

Bl &4 Blark: 24 MoreBlark My Templates
(Portrak) Qandicapey  Page Saes

Wzt Pagalar

Brochires  BusmmsCarh  Cakndars  Geetng Cods  Labels Hewsktters | Fostoards

Mnre Tempistes

Cerificaat

Fig: Microsoft Publisher Window

Que: 16 What is Publisher? How will you Open Publisher?

Ans: Publisher is an application used to design and produce attractive advertising
and promotional material. This advertising and promotional material is called a
publication. Publisher helps us to design professional publications such as
newsletters, websites, brochures, catalogues, flyers, signs, postcards, invitations,
greeting and business cards, letterheads, envelopes, business forms, banners,
calendars, certificates, and more. Microsoft Publisher 2010 helps us to create

professional-looking publications quickly and easily.

How To Start Publisher:
1. Press Window Key + R from the keyboard, it will open Run Command box.
2. Type MSPUB in it.
3. Press Enter Key from the keyboard or Click on OK button of Run Command
Box.

Now, The Microsoft Publisher window will appear as shown in the figure.
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Templates in MS Publisher

Available Templates options in MS Publisher:
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Mozt Prpuer

B = i gy B o

Drochures  Gumress Cerds  Calendars rots Pewsletters Fasteards

More Tempizies

== i T (== - — .
|| =% a L=l L L I
Adverisements dwgard Fusness Forms Cetalogs Emal 5 Imgart Ward  Irvitstion Cards
Ceriicates Dacuments

Select Template of your choice and click on Create button:

Bl bl 7 - T WaCrTar Pubdisher
Hint. nst  PoeDegn  hwiogs  Resw view

il Temiplites

Iretated ared Griine Tamplates
+ B Homa » Business Cards

Umahle tn connect o Officr.com
= Try agan.
= Troubleshoot yo i el coredtion

Wstnlled Tempintes

Perfration

B ok lags

Fheboginpe simple Divider
il

= Winre nstelled Tempintes 53] Craale

r— il

: Publisher Window
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Que: 17 How will you create a publication using Templates in Publisher?
Ans: To create a publication using pre-installed templates in Publisher 2010, do the
following:
1. On the File tab, click New option.
2. Under Available Templates, scroll and find Most Popular or More
Templates
. Click the Publication template category that we want to create
. Select the template design as per choice
. Click Create button.

. Now we can edit the publication as per our requirements.
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Que 18: How will you create a Business Card using MS-Publisher?
Business Card in MS Publisher Ans: Steps to create Business Cards in Publisher:
1. Click on the File Tab, then New

Business Card Templates: 2. Now click on the Business Cards template category. Select any one

template according to our choice. We can customize the selected Business

Hsnen AT T Card using the options, such as color scheme, font scheme, business

5 open fretaed 3 Grine Tampinies

e R ; information, page size options and logo, available at the right side of
T Publisher window.

3. After setting the required options, click on Create button.
4. We will see the Business Card as shown in the figure. Now, we can change
Business Name or Individual name, Address, Contacts information etc. in

the business card template.

Page Navigation <

a

Business Name

§.8,5. School, ABC City
Title

Primary Business Address

Address Ling 2
= Address Line 3

Organization  Addessiined

Phone: 555-555-5555
Fax: 555-555-5555
E-mail: someone@example.com
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Saving Publication in MS Publisher
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Sty Pt File
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Que 19: How will you save publication in MS-Publisher?
Ans: There are two basic ways to save our publication:
Use Shortcut Key Ctrl + S to save the publication
OR
Follow these steps:
Click on the File Menu - Save
If we are saving our new file for the first time, Save As Dialogue Box will
appear. Choose folder location where we want to save our file.
Type the name of our publication file in the File Name field.

Click on the Save button..
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20: H ill int publication in MS-Publisher?
Print Publication in MS Publisher Que ow will you print publication In ublisher
Ans: There are two basic ways to print your publication.
Use Shortcut Key Ctrl + P to print the publication

OR

Follow these steps:
1. Click on the File Menu = Print

2. Print window will appear, set the desired number of copies.
3. Choose any other Print Settings
4. Click Print.
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