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CREATING HYPERTEXT LINKS %

LLTTFITITIONS
A Hyperlink connects one document to another document or web
page.
Steps to create a Hyperlink:
* Select the text
* Right-click — Link / Hyperlink
* Choose the existing document / webpage
 Click OK
Example:
“Click here for Report” — Opens another Word file.
Helps 1n easy navigation between documents.
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USES OF HYPERLINK =

LLSTFITITIONS

Hyperlinks are used to:
e Connect different Word

Attribute Attribute Name Anchor Text
documents |
* Open websites directly | | ﬂ
* Navigate to specific <a hr‘ef='.'https [ /W, senrush. con">0ur homepagé</a>
sections ! : :
» Connect project files |
U se d 1 n: Opening Tag Closing Tag
 School projects
* Office reports semrush.com ) SEMRUSH
* E-books
* Research work

24-11-2025 Business Information Technology Mrs.M.Viveka, Assistant Professor Commerce IT 3/12



AUTO CORRECT TOOL ~ ﬁ_

CLULSTHTOTIONS

AutoCorrect automatically corrects spelling mistakes while typing.
Example:
 tch — the

Word Document 4 - Saved to OneDrive v

File Home Insert Layout References Review View Help
] /S — | S—
e adn — and & | = > | =% | 3 -

Editor Word Check Translate New Delete Show

] ~ Count v~ Accessibilit ~ Comment v Comments
. Y
au L S O [ ) Re LT‘, Transiate Comments
A 1 2 3

38¢  Hide Suggestions

 Capitalizes first letter

@} Editor Settings...

 Corrects common mistakes QG procrmect omon—>
i Saves time [2 Se't Proofing L;t;guage...
Found 1n: |

File — Options — Proofing — AutoCorrect
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A Table is used to arrange information e | e g e UL e 0 o | (2 S
in rows and columns R
Steps t inert a table: S
* Click Insert Tab Cooootoooo Pre sehedule @ o e
» Click Table B L
» Select rows and columns P e
Uses: | !
* Marks sheet FEATURES OF TABLES

* Time table
e List of students
» Bills and reports

Tables allow you to:

* Add / Delete rows and columns

 Change cell size ,» Add borders and shading ,
* Align text in cells , » Merge / split cells
Makes data neat and organized.
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MAIL MERGE (INTRODUCTION)

Mail Merge 1s used to create
multiple documents at once.
It combines:

e Main document (Letter /
Certificate / Invitation)

@ Finish & Morge: Select Finish & Merge to complete your mail mesge

» Data source (Excel / List of
names)
Used to prepare:
) Ingert Merge Field, A -
* Certificates o deto o s

diferent in each email

e [nvitation letters
* Salary slips
e ID cards

topy Is done, f s0, Just consider this a mare formal canfirmation that this course copy has been
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STEPS IN MAIL MERGE %

LLSTFITITIONS

*Main steps:

*Type the Main Document

*Select Recipients (Data source)

*Insert Merge Fields (Name, Address etc.)
*Preview Result

*Finish & Print

*This saves time and effort.
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DT BASED CASE STUDY (MS WORD)

IS
Scenario:
A college staff member has to prepare 100 certificates for a seminar.
Problems faced:
e Same content repeated
e Different student names
* Need to link document with list
 Errors 1n typing names

Hyperlinks, Tables and Mail Merge are required to solve this problem.
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DESIGN THINKING ACTIVITY %

LLSTFITITIONS

Empathize Prototype
Talk to staff and understand problems in Design a simple system:
creating multiple certificates. Excel List — Word Template
Define — Mail Merge — Print
“Staff faces difficulty in because  Test

i Apply it to 5 student names and
Ideate check the result.
Suggest 5 solutions:
« Use Mail Merge

e Create a table for data
e Use AutoCorrect

* Add Hyperlinks for files
 Save templates
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QUICK KNOWLEDGE (QUIZ) :'“n:J

LLSTFITITIONS

1.What 1s used to connect one document to another?
A) Table

B) Hyperlink

C) AutoCorrect

D) Mail Merge

2.Which tool corrects spelling errors automatically?
A) Table

B) Mail Merge

C) AutoCorrect

D) Hyperlink
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Key Takeaways Sn:/

5
LLSTFITITIONS

3.Which feature 1s used to create 100 letters at once?
A) Hyperlink

B) Table

C) Mail Merge

D) Font

Answers: 1 -B.2-C 3-C
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Introduction to Hardware =

LLSTFITITIONS

Next Topic:
Spread sheets -Introduction , Types of data ,
Entering formulas
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