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SUBJECT :- MICROSOFT OFFICE 

Chapter 3 
Microsoft Word (Insert Table) 

Cover page  Insert a fully formatted Cover page for your 

document. 

 

 

 

 

 

 

Blank Page  Insert a blank page in your document. 

Page Break  Start the next page at the current position. 

Short key  Ctrl + Enter 

 

Table  Draw a table into the document. 
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The total no of column in table is  63. 

The total no. of rows in table is  32767. 

Table tasks :- 

Task 1 

 



 

 

Task 2  

 

Task 3  

 


