Create In A Word Document

by MD NAZRUL ISLAM

Lunch Microsoft
Word on your
computer.

Stepl : Open
Microsoft Word

Open a new blank
document.

Use table or text
boxes to separate
messages.

Alternatively, use
different text
alignment

Step2: Set Up the
conversation Format

Step3 :Add
Username &
—> RVEEEEES

» Write the sender's name or
initials before each

Align right for the
other person's
messages.

Align left for one
person's message.

Step4 :Use Color &
Formatting

Step5 : Insert Emojis
or Images
> » Copy and paste emojis

from the web or use
wingding fornt symbols

Step6 : Save &
Share

d - Save the document as a
word file or PDF.

* Apply different colors for
each person's text
*Use speech bubble for a

« Share it via email.

* hile Word- is traditionally thought of a word processor, you
can make a flowchart in Word one of two ways:
» Create a basic flowchart using SmartArt included in Word

« Use a third-party tool and insert your flowchart into your
reports and documents in Word

To make a flowchart in Word, start by selecting
the Insert tab. Click SmartArt and choose "Process". This
will insert a basic three-step process into your document.
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