
Class 6 

Instructions: - 

Write this in your Notebook. 

Word Processing 

Headers and footers 

Headers and footers can help keep longer documents organized and make 

them easier to read. Text entered in the header or footer will appear on each 

page of the document. Let us see a demonstration 

The Design tab will appear on the Ribbon, and the header or footer will 

appear in the document. Here you can place Date & Time, Page number, 

Picture Clip Art and other desired information. When you have finished 

editing, click Close Header and Footer in the Design tab, or hit the Esc key. 

After you close the header or footer, it will still be visible, but it will be 

locked. To edit it again, just double-click anywhere on the header or footer 

margin and it will become unlocked for editing 

Mail Merge :- 

Mail merge is a very important tool which allows you to create form letters, 

mailing labels, and envelopes by linking a main document to a set of data or 

data source. The main document is linked to the data source by common 

fields of data, called merge fields. For example, in a form letter, your main 

document would be the letter informing the parents to be called for a parent 

teacher meeting. The data source is where the fields of information on each 

parent receiving the letter are located. The data source would contain 

names, addresses, phone number etc. If you were printing envelopes or 

address labels, the main document would be the envelopes or the sheet with 

labels on it; the data source would be the addresses that are to be placed on 

these envelopes or labels of sheets. When you are performing a Mail Merge, 

you will need a Word document (you can start with an existing one or create 

a new one) and a recipient list, which is typically an Excel workbook. 

 



Hyperlink  

 

A hyperlink is a word, phrase, or image that you can click on to jump to a 

new document or a new section within the current document. Hyperlinks are 

found in nearly all Web pages, allowing users to click their way from page 

to page. Hypertext is text with hyperlinks. There are two ways that you can 

insert a hyperlink in Word 2010. Using the first method, you type out the 

text for the link then select it and click the Insert tab, then click the 

Hyperlink command in the Links group. In the Insert Hyperlink window 

that opens, you can type in the website URL into the address box if the link 

is to a website. (as shown below) after pressing OK button you will see the 

text appers blue and underlined. Your hyperlink is ready. Click on the link 

see the result.----------- However, you could also link to the following: • An 

existing file on your computer • A location in the current document • A new 

document • An email address Each of the above options can be used by 

clicking on its corresponding button on the left of the Insert Hyperlink 

window 
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