NOTES
CLASS — X"
SUBJECT — INFORMATION TECHNOLOGY
CHAPTER 3: ADVANCED FEATURES OF WRITER

1. Working with Styles and Templates
e Understanding Styles: Definition of styles, types of styles (paragraph, character, page,
etc.).
e Creating and Applying Styles: Steps to create custom styles, applying styles to
paragraphs and text.
e Using Templates: Definition of templates, creating and modifying templates.

2. Advanced Formatting Options
e Formatting Pages: Page setup options (size, orientation, margins), headers and footers.
e Columns and Sections: Creating multiple columns, using sections for different page
layouts.

3. Creating Tables and Charts

¢ Inserting Tables: Inserting tables, formatting tables (borders, shading), merging and
splitting cells.
e Creating Charts: Inserting charts (bar, pie, line charts), editing chart data.

4. Advanced Text Editing Tools

e Using Autotext: Creating and using autotext entries for repetitive text.
e Text Frames and Columns: Inserting text frames, formatting text within frames, creating
multiple columns within a frame.

5. Managing Large Documents
e Sections and Breaks: Using sections and breaks for different parts of a document.
e Table of Contents: Creating and updating a table of contents.
¢ Indexes and References: Inserting indexes (alphabetical, numerical), using references
(footnotes, endnotes, citations).

6. Collaborative Editing and Reviewing
e Tracking Changes: Enabling track changes, accepting and rejecting changes.
e Comments: Adding, replying to, and managing comments within the document.
e Version Control: Managing document versions, comparing document versions

7. Exporting and Printing Documents
e Export Options: Saving documents in different formats (PDF, HTML, etc.).



Print Settings: Configuring print settings (page range, copies, duplex printing).
Practical Applications:

Creating Professional Documents: Using styles and templates to create professional-
looking reports, letters, and essays.

Collaborative Projects: Utilizing collaborative editing tools for group projects and
assignments.

Publication Ready Documents: Formatting large documents with tables, charts, and
indexes for publication.

Exercises and Assignments:

Practice exercises on creating and formatting tables and charts.

Assignments on using advanced text editing tools and managing large documents
effectively.

Hands-on tasks for collaborative editing and document exporting.
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Class 8 Hindi (CBSE) Click here for Playlist
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https://youtube.com/playlist?list=PLkVwyGKM7-zCY393mv3jLouIxLc4RHx9W&feature=shared
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Click here for Playlist

Class 11 Chemistry (CBSE) (English Language)
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Click here for Playlist

Class 11 Biology (CBSE) (Hindi Language)
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Click here for Playlist

Class 12 Chemistry (CBSE)

Click here for Playlist

Class 12 Biology(CBSE)

Click here for Playlist

Class 12 Macro Economy (CBSE)

Click here for Playlist

Class 12Economic (CBSE)

Click here for Playlist

Class 12 Mathematics (CBSE)

Click here for Playlist

Class 12 Accountancy (CBSE)

Click here for Playlist

Class 12 Business Studies (CBSE)
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https://youtube.com/playlist?list=PLkVwyGKM7-zAugcNLnPLy293z9juiyCIj&feature=shared
https://youtube.com/playlist?list=PLkVwyGKM7-zD7nAdFOVZimuQPZDb_Ec8n&feature=shared
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https://youtube.com/playlist?list=PLkVwyGKM7-zDXVyUcQjal2B93WkbC1zSv&feature=shared
https://youtube.com/playlist?list=PLkVwyGKM7-zDSaEG5k-HSZ8XP_-1A3kRe&feature=shared
https://youtube.com/playlist?list=PLkVwyGKM7-zA1YNwWyjUfn2YrlSodSjRe&feature=shared
https://youtube.com/playlist?list=PLkVwyGKM7-zCgqACk8uLqLKhRUbqKW7E7&feature=shared
https://youtube.com/playlist?list=PLkVwyGKM7-zB_lqjJbYxFfMhsgD5TdE27&feature=shared
https://youtube.com/playlist?list=PLkVwyGKM7-zB0f2IaeClNtGLwNaL2z_5I&feature=shared
https://youtube.com/playlist?list=PLkVwyGKM7-zDzvKknXe0ou4BlkrIX3KM-&si=o5TTbKGzzhs3s50r

JOIN SCHOOL OF EDUCATORS
WHSTSAPP & TELEGRAM
GROUPS FOR FREE

We are thrilled to introduce the School of Educators WhatsApp Group, a platform designed exclusively
for educators & Students to enhance your teaching & Learning experience and elevate student learning
outcomes. Here are some of the key benefits you can expect from joining our group:

BENEFITS OF SOE WHATSAPP GROUPS

Abundance of Content: Members gain access to an extensive repository of educational materials
tailored to their class level. This includes various formats such as PDFs, Word files, PowerPoint
presentations, lesson plans, worksheets, practical tips, viva questions, reference books, smart
content, curriculum details, syllabus, marking schemes, exam patterns, and blueprints. This rich
assortment of resources enhances teaching and learning experiences.

Immediate Doubt Resolution: The group facilitates quick clarification of doubts. Members can seek
assistance by sending messages, and experts promptly respond to queries. This real-time
interaction fosters a supportive learning environment where educators and students can exchange
knowledge and address concerns effectively.

Access to Previous Years' Question Papers and Topper Answers: The group provides access to
previous years' question papers (PYQ) and exemplary answer scripts of toppers. This resource is
invaluable for exam preparation, allowing individuals to familiarize themselves with the exam
format, gain insights into scoring techniques, and enhance their performance in assessments.

Free and Unlimited Resources: Members enjoy the benefit of accessing an array of educational
resources without any cost restrictions. Whether its study materials, teaching aids, or assessment
tools, the group offers an abundance of resources tailored to individual needs. This accessibility
ensures that educators and students have ample support in their academic endeavors without
financial constraints.

Instant Access to Educational Content: SOE WhatsApp groups are a platform where students&
teachers can access a wide range of educational content instantly. This includes study materials,
notes, sample papers, reference materials, and relevant links shared by group members and
moderators.

Timely Updates and Reminders: SOE WhatsApp groups serve as a source of timely updates and

reminders about important dates, exam schedules, syllabus changes, and academic events.
Teachers &Students can stay informed and well-prepared for upcoming assessments and activities.
Interactive Learning Environment: Teachers &Students can engage in discussions, ask questions,
and seek clarifications within the group, creating an interactive learning environment. This fosters
collaboration, peer learning, and knowledge sharing among group members, enhancing
understanding and retention of concepts.

Access to Expert Guidance: SOE WhatsApp groups are moderated by subject matter experts,
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insights on various academic topics, exam strategies, and study techniques.

Sharing of Study Tips and Strategies: Group members often share valuable study tips, exam
strategies, and time management techniques that have proven effective for them. Students can
learn from each other's experiences and adopt helpful strategies to optimize their study routines
and improve their academic performance.

Availability of Practice Materials: SOE WhatsApp groups frequently share practice questions,
quizzes, and mock tests to help students assess their understanding and practice exam-oriented
guestions. This allows students to gauge their progress, identify areas of improvement, and refine
their exam preparation accordingly.

Peer Support and Motivation: Being part of an SOE WhatsApp group provides students with a
supportive community of peers who share similar academic goals and challenges. Group members
can offer encouragement, motivation, and moral support to each other, especially during stressful
periods such as exams.

Convenience and Accessibility:SOE WhatsApp is a widely used messaging platform accessible on
smartphones, making educational content and discussions easily accessible anytime, anywhere.
Students can review study materials, participate in discussions, and seek help conveniently from
their mobile devices.

Join the School of Educators WhatsApp Group today and unlock a world of resources, support, and

collabo

ration to take your teaching to new heights. To join, simply click on the group links provided

below or send a message to +91-95208-77777 expressing your interest.

Together, let's empower ourselves & Our Students and inspire the next generation of learners.

Best Regards,

Team

School of Educators




SCHOOL OF EDUCATORS WHATSAPP GROUPS
(For Teachers Only)

You will get Pre- Board Papers PDF, Word file, PPT, Lesson Plan, Worksheet, practical tips and Viva
qguestions , reference books , smart content , curriculum , syllabus , marking scheme , toppers answer
scripts , revised exam pattern , revised syllabus , Blue Print etc. here .Join Your Subject / Class WhatsApp
Group.

Kindergarten to Class Xll (For Teachers Only)

(483 ) cickvro o oo JUN 688 ) cicvers o

Kindergarten Class 1 Class 2 Class 3

85 ciseroo

Class 4 Class 5 Class 6 Class 7

585 ) cicuners oo JRN 85 cickers o1 JMN 485 ) cicero oo

Class 8 Class 9 Class 10 Class 11 (Science )

Class 11 (Commerce) Class 11 (Humanities) Class 12 (Science) Class 12 (Commerce)

f o
Class 12 (Humanities) Artificial Intelligence
(VI TO VIII)



http://schoolofeducators.com/class2
http://schoolofeducators.com/class3
http://schoolofeducators.com/kindergarten
http://schoolofeducators.com/class4
http://schoolofeducators.com/class5
http://schoolofeducators.com/class6
http://schoolofeducators.com/class7
http://schoolofeducators.com/class9
http://schoolofeducators.com/class10
http://schoolofeducators.com/class11sci
http://schoolofeducators.com/class11com
http://schoolofeducators.com/class11hum
http://schoolofeducators.com/class12sci
http://schoolofeducators.com/class12com
http://schoolofeducators.com/class8
http://schoolofeducators.com/class1
http://schoolofeducators.com/class12hum
http://schoolofeducators.com/901

Subject Wise Secondary and Senior Secondary Groups (IX & X)
Secondary Groups (IX & X)

385) ciottooton 385) ciottooton

SST Mathematics Science English

O O

Hindi B Hindi A IT (Code: 402) Artificial Intelligence

Senior Secondary Groups (XI & XIl)

385 ot eroon

Physics Chemistry English Mathematics

Biology Accountancy Economics BST
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History Geography sociology Hindi Elective

Hindi Core Home Science Sanskrit psychology

o

Political science Painting vocal Music Comp. Science

IP

physical Education APP. Mathematics IIT/NEET

Legal studies Entrepreneurship French Teachers Jobs

Artificial Intelligence



http://schoolofeducators.com/sec.sst
http://schoolofeducators.com/sec.maths
http://schoolofeducators.com/sec.sci
http://schoolofeducators.com/sec.eng
http://schoolofeducators.com/ssphy
http://schoolofeducators.com/sschemistry
http://schoolofeducators.com/ssenglish
http://schoolofeducators.com/ssmaths
http://schoolofeducators.com/ssbiology
http://schoolofeducators.com/ssaccountancy
http://schoolofeducators.com/sseconomics
http://schoolofeducators.com/ssbst
http://schoolofeducators.com/ssHistory
http://schoolofeducators.com/ssgeography
http://schoolofeducators.com/sssociolgy
http://schoolofeducators.com/sshindielec
http://schoolofeducators.com/sshindicore
http://schoolofeducators.com/sshomesci
http://schoolofeducators.com/sssanskrit
http://schoolofeducators.com/sspsychology
http://schoolofeducators.com/sspolsci
http://schoolofeducators.com/sspainting
http://schoolofeducators.com/ssvocalmusic
http://schoolofeducators.com/sscomsci
http://schoolofeducators.com/ssIP
http://schoolofeducators.com/physicaledu
http://schoolofeducators.com/appmathematics
http://schoolofeducators.com/iitneet
http://schoolofeducators.com/LegalStudies
http://schoolofeducators.com/Entrepreneurship
http://schoolofeducators.com/french
http://schoolofeducators.com/teachersjobs
http://schoolofeducators.com/843
http://schoolofeducators.com/sec.hinB
https://chat.whatsapp.com/JwzGk9CwcXW4rhQRFiZYpL
https://chat.whatsapp.com/B7WIScnZoF6KDDMnI0Usn6
https://chat.whatsapp.com/BRLTBGr73t86K5LmKEcQ6c

SCHOOL OF EDUCATORS WHATSAPP GROUPS
(For Students Only)

Click Here to loin Click Here to Join Click Here to Join Click Here to Join Click Here to Join

Class 1 class 2 class 3 class 4 class 5

class 6 class 7 class 8 class 9 class 10

Click Here to loin Click Here to Join Click Here to Join Click Here to Join Click Here to Join

Class 11(Science) Class 11(Com) Class 11(Hum) Class 12 (Sci) Class12 (Com)

Class 12 (Hum) Artificial Intelligence
(VITO VIII)

Subject Wise Secondary and Senior Secondary Groups (IX & X)

Secondary Groups (IX & X)

SST Mathematics . English
Science

(0w -

Hindi
ndt IT Artificial Intelligence



http://schoolofeducators.com/stusecsst
http://schoolofeducators.com/stusecmath
http://schoolofeducators.com/stusecsci
http://schoolofeducators.com/stuseceng
http://schoolofeducators.com/stusechindi
https://chat.whatsapp.com/JpUG27qr9gI6oKMD41yK2m
http://schoolofeducators.com/stuc2
http://schoolofeducators.com/stuc3
http://schoolofeducators.com/stuc4
http://schoolofeducators.com/stuc5
http://schoolofeducators.com/stuc6
http://schoolofeducators.com/stuc7
http://schoolofeducators.com/stuc8
http://schoolofeducators.com/stuc9
http://schoolofeducators.com/stuc10
http://schoolofeducators.com/stuc11sci
http://schoolofeducators.com/stu11com
http://schoolofeducators.com/stu11hum
http://schoolofeducators.com/stu12sci
http://schoolofeducators.com/stu12com
http://schoolofeducators.com/stu12hum
http://schoolofeducators.com/stu901
http://schoolofeducators.com/stu417
http://schoolofeducators.com/Sec.hindA
http://schoolofeducators.com/sec.IT

Senior Secondary Groups (XI & Xll)

Physics Chemistry Biology English

Click Here to loin Click Here to loin Click Here to Join Click Here to Join

Accountancy Business Studies Economics Mathematics

History Geography Sociology Hindi Elective

(] _ N () _ N () _ N 0a® - -
Click Here to Join Click Here to Join Click Here to Join Click Here to Join

Hindi Core Home Science Sanskrit Psychology

Click Here to loin Click Here to Join Click Here to loin Click Here to Join

Political Science Painting Music Computer Science

IP

Physical Education App. Mathematics IIT/NEET

Click Here to Join Click Here to Join Click Here to loin Click Here to Join

Legal Studies Entrepreneurship French CUET

Artificial Intelligence

Rules & Regulations of the Group

e Nointroduction
No Good Morning/Any wish type message
No personal Chats & Messages
No Spam
You can also ask your difficulties here.

Just get learning resources & post learning resources. Helpline number only WhatsApp: +91-95208-77777



http://schoolofeducators.com/stussphy
http://schoolofeducators.com/stusschem
http://schoolofeducators.com/stussbio
http://schoolofeducators.com/stusseng
http://schoolofeducators.com/stussacc
http://schoolofeducators.com/stussbst
http://schoolofeducators.com/stusseco
http://schoolofeducators.com/stussmaths
http://schoolofeducators.com/stusshis
http://schoolofeducators.com/stussgeo
http://schoolofeducators.com/stusssoci
http://schoolofeducators.com/stusshinel
http://schoolofeducators.com/stusshinco
http://schoolofeducators.com/stusshomesci
http://schoolofeducators.com/stusssans
http://schoolofeducators.com/stusspsy
http://schoolofeducators.com/stussplsci
http://schoolofeducators.com/stusspain
http://schoolofeducators.com/stussmusic
http://schoolofeducators.com/stusscomSci
http://schoolofeducators.com/stussIP
http://schoolofeducators.com/stussphyedu
http://schoolofeducators.com/stussappmath
http://schoolofeducators.com/stussneetiit
http://schoolofeducators.com/stussleagstu
http://schoolofeducators.com/stussentp
http://schoolofeducators.com/stussfrench
http://schoolofeducators.com/stusscuet
http://schoolofeducators.com/stu843

SOE CBSE Telegram Groups (Kindergarten to Class XIlI)

< Joinuson Telegram

Kindergarten

< Joinuson Telegram < Joinuson Telegram < Joinuson Telegram < Joinuson Telegram

All classes Class 1 Class 2 Class 3

< Joinuson Telegram < Joinuson Telegram < Joinuson Telegram < Joinuson Telegram

Class 4 Class 5 Class 6 Class 7

< Joinuson Telegram < Joinuson Telegram < Joinuson Telegram < Joinuson Telegram

Class 8 Class 9 Class 10 Class 11(Sci)

< Joinuson Telegram < Joinuson Telegram < Joinuson Telegram < Joinuson Telegram

Class 11 (Com) Class 11 (Hum) Class 12 (Sci) Class 12 (Com)

< Joinuson Telegram < Joinuson Telegram < Joinuson Telegram < Joinuson Telegram

Class 12 (Hum) JEE/NEET CUET NDA,OLYMPIAD,NTSE

< Joinuson Telegram < Joinuson Telegram < Joinuson Telegram

Principal Professional Teachers Professional Project File Group
Group Group

SOE CBSE Telegram Channels (Kindergarten to Class XIlI)

< Joinuson Telegram < Joinuson Telegram < Joinuson Telegram

Kindergarten _ Class | _ Class Il _ Class Il

i

< Joinuson Telegram Join us on Telegram < Joinuson Telegram < Joinuson Telegram

Class IV . Class V Class VI . Class VII

< Joinuson Telegram < Joinuson Telegram < Joinuson Telegram < Joinuson Telegram

Class VIl . Class IX Class X . Class XI (Sci)

< Joinuson Telegram < Joinuson Telegram < Joinuson Telegram < Joinuson Telegram

Class XI (Hum) . Class XI (Com) Class XII (Sci) . Class XII (Hum)

< Joinuson Telegram < Joinuson Telegram < Joinuson Telegram < Joinuson Telegram

Class Xll (Com) _ JEE/NEET _ CUET - NDA/OLYMPIAD/NTSE

Rules & Regulations of the Groups & Channel

e Nointroduction
¢ No Good Morning/Any wish type message



https://t.me/+daL2Bp4hxswwMDg1
https://t.me/+v_DXsvJOGAhlY2E1
https://t.me/+2Beupp71XMkwZTA1
https://t.me/+AxHiZ33YauFhMDk1
https://t.me/+Drjv8OFJUV01OTY9
https://t.me/+eWRKEzc74pZkMmE1
https://t.me/+wxYHzJUewPhlNzk1
https://t.me/+2bRJpblqmRQ4M2Y1
https://t.me/+sjH1NC-uEv1mM2U1
https://t.me/+0BK7DMQB4GJkMzQ1
https://t.me/+Z_wDKhrPf6UzM2Zl
https://t.me/+gGvkA1i9nj1lNzFl
https://t.me/+I-gyy-b8LNE4Y2U9
https://t.me/+dAi83Mpi2b1iZmNl
https://t.me/+3Npb9d1wKOg3MmE1
https://t.me/+z0kGDPFDoR9kOTU1
https://t.me/+z0kGDPFDoR9kOTU1
https://t.me/+7De98wGfrIlkY2M1
https://t.me/+pHZ5GDf52aI3ZjU1
https://t.me/+_rbcNhss6J1jMmQ1
https://t.me/+pmMYOY4vdeE4MGJl
https://t.me/+YZpRWtj0yF9mZDBl
https://t.me/+0q_G7XmMn4U0ZTBl
https://t.me/+MaACKexAV45mYWFl
https://t.me/+FmpcWwu8tIsyZjI1
https://t.me/+FmpcWwu8tIsyZjI1
https://t.me/+ltFzdCeJw3Q2ZDll
https://t.me/+CWCkHn8zESU1M2Y9
https://t.me/+myhEd7S5gVI4ZDY1
https://t.me/+ASAvjThIjXNiOTc1
https://t.me/+UFoFyFA5SH80ZGJl
https://t.me/+iW4swlkxAFA0NDdl
https://t.me/+EXD4spbiHoE1ODA9
https://t.me/+TXJ3pCOR9Ek3YTRl
https://t.me/+MzxcnHKFiiw1NDA1
https://t.me/+NdBqB9Tvm3Y3ODM1
https://t.me/+xUqZkOwLK11hNjc9
https://t.me/+oLE1jQysIhAwYjk1
https://t.me/+ycu9D2NZzChhZjE9
https://t.me/+TmZlLKaLHzY4NGQ1
https://t.me/+dXnx3MagEhoxYzNl
https://t.me/+WgU07n-zmclkZDJl
https://t.me/+5XW3OgKD7GJhYWI1
https://t.me/+qYM1ijd9RDU3NTY1

o No personal Chats & Messages

e No Spam
e You can also ask your difficulties here.

Just get learning resources & post learning resources. Helpline number only WhatsApp: +91-95208-77777




Click here to subscribe to
our YouTube Channel

2 YouTube

Available Resources on YouTube

e Enjoy animated videos covering all subjects from Kindergarten to Class 12, making learning fun for
students of all ages.

e Explore classroom teaching videos for grades 6 to 12, covering various subjects to enhance
understanding and knowledge.

e Access the most important questions and previous year's question papers (PYQ) to excel in exams and
assessments.

e Stay up-to-date with the latest CBSE Curriculum for 2023-24 with our videos aligned to the current
syllabus.

e Getinformed about CBSE updates and circulars through our dedicated videos.

e Improve pronunciation skills and expand vocabulary with our "Word of the Day" series and other
language-related content and many more..........

Don't miss out on these valuable resources; subscribe to our channel now!



https://youtube.com/@PrincipalsHandbookandDiary
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