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Chapter 12: Revised PNP Guidelines for the Standard 
Preparation of Communication 

 



 

 

The Philippine National Police does not endorse any product, brand or service.  

This tutorial is for training purposes only and not for sale.  
 

References:  

Microsoft Office Word Help 

“Word 2007 Tutorial” from www.fgcu.edu 

45 THE PNP BASIC COMPUTER ESSENTIALS e-Learning (MS Word 2007) 

 

 



 

 

The Philippine National Police does not endorse any product, brand or service.  

This tutorial is for training purposes only and not for sale.  
 

References:  

Microsoft Office Word Help 

“Word 2007 Tutorial” from www.fgcu.edu 

46 THE PNP BASIC COMPUTER ESSENTIALS e-Learning (MS Word 2007) 

 

 



 

 

The Philippine National Police does not endorse any product, brand or service.  

This tutorial is for training purposes only and not for sale.  
 

References:  

Microsoft Office Word Help 

“Word 2007 Tutorial” from www.fgcu.edu 

47 THE PNP BASIC COMPUTER ESSENTIALS e-Learning (MS Word 2007) 

 

 



 

 

The Philippine National Police does not endorse any product, brand or service.  

This tutorial is for training purposes only and not for sale.  
 

References:  

Microsoft Office Word Help 

“Word 2007 Tutorial” from www.fgcu.edu 

48 THE PNP BASIC COMPUTER ESSENTIALS e-Learning (MS Word 2007) 

 

 

 



 

 

The Philippine National Police does not endorse any product, brand or service.  

This tutorial is for training purposes only and not for sale.  
 

References:  

Microsoft Office Word Help 

“Word 2007 Tutorial” from www.fgcu.edu 

49 THE PNP BASIC COMPUTER ESSENTIALS e-Learning (MS Word 2007) 

 

 

 



 

 

The Philippine National Police does not endorse any product, brand or service.  

This tutorial is for training purposes only and not for sale.  
 

References:  

Microsoft Office Word Help 

“Word 2007 Tutorial” from www.fgcu.edu 

50 THE PNP BASIC COMPUTER ESSENTIALS e-Learning (MS Word 2007) 

 

 



 

 

The Philippine National Police does not endorse any product, brand or service.  

This tutorial is for training purposes only and not for sale.  
 

References:  

Microsoft Office Word Help 

“Word 2007 Tutorial” from www.fgcu.edu 

51 THE PNP BASIC COMPUTER ESSENTIALS e-Learning (MS Word 2007) 

 

 

 

 

 



 

 

The Philippine National Police does not endorse any product, brand or service.  

This tutorial is for training purposes only and not for sale.  
 

References:  

Microsoft Office Word Help 

“Word 2007 Tutorial” from www.fgcu.edu 

52 THE PNP BASIC COMPUTER ESSENTIALS e-Learning (MS Word 2007) 

 



 

 

The Philippine National Police does not endorse any product, brand or service.  

This tutorial is for training purposes only and not for sale.  
 

References:  

Microsoft Office Word Help 

“Word 2007 Tutorial” from www.fgcu.edu 

53 THE PNP BASIC COMPUTER ESSENTIALS e-Learning (MS Word 2007) 

 



 

 

The Philippine National Police does not endorse any product, brand or service.  

This tutorial is for training purposes only and not for sale.  
 

References:  

Microsoft Office Word Help 

“Word 2007 Tutorial” from www.fgcu.edu 

54 THE PNP BASIC COMPUTER ESSENTIALS e-Learning (MS Word 2007) 

 

 



 

 

The Philippine National Police does not endorse any product, brand or service.  

This tutorial is for training purposes only and not for sale.  
 

References:  

Microsoft Office Word Help 

“Word 2007 Tutorial” from www.fgcu.edu 

55 THE PNP BASIC COMPUTER ESSENTIALS e-Learning (MS Word 2007) 

 

 



 

 

The Philippine National Police does not endorse any product, brand or service.  

This tutorial is for training purposes only and not for sale.  
 

References:  

Microsoft Office Word Help 

“Word 2007 Tutorial” from www.fgcu.edu 

56 THE PNP BASIC COMPUTER ESSENTIALS e-Learning (MS Word 2007) 

 

 



 

 

The Philippine National Police does not endorse any product, brand or service.  

This tutorial is for training purposes only and not for sale.  
 

References:  

Microsoft Office Word Help 

“Word 2007 Tutorial” from www.fgcu.edu 

57 THE PNP BASIC COMPUTER ESSENTIALS e-Learning (MS Word 2007) 

 

 



 

 

The Philippine National Police does not endorse any product, brand or service.  

This tutorial is for training purposes only and not for sale.  
 

References:  

Microsoft Office Word Help 

“Word 2007 Tutorial” from www.fgcu.edu 

58 THE PNP BASIC COMPUTER ESSENTIALS e-Learning (MS Word 2007) 

 

 



 

 

The Philippine National Police does not endorse any product, brand or service.  

This tutorial is for training purposes only and not for sale.  
 

References:  

Microsoft Office Word Help 

“Word 2007 Tutorial” from www.fgcu.edu 

59 THE PNP BASIC COMPUTER ESSENTIALS e-Learning (MS Word 2007) 

 

 



 

 

The Philippine National Police does not endorse any product, brand or service.  

This tutorial is for training purposes only and not for sale.  
 

References:  

Microsoft Office Word Help 

“Word 2007 Tutorial” from www.fgcu.edu 

60 THE PNP BASIC COMPUTER ESSENTIALS e-Learning (MS Word 2007) 

 

 

 



 

 

The Philippine National Police does not endorse any product, brand or service.  

This tutorial is for training purposes only and not for sale.  
 

References:  

Microsoft Office Word Help 

“Word 2007 Tutorial” from www.fgcu.edu 

61 THE PNP BASIC COMPUTER ESSENTIALS e-Learning (MS Word 2007) 

 

 



 

 

The Philippine National Police does not endorse any product, brand or service.  

This tutorial is for training purposes only and not for sale.  
 

References:  

Microsoft Office Word Help 

“Word 2007 Tutorial” from www.fgcu.edu 

62 THE PNP BASIC COMPUTER ESSENTIALS e-Learning (MS Word 2007) 

 



 

 

The Philippine National Police does not endorse any product, brand or service.  

This tutorial is for training purposes only and not for sale.  
 

References:  

Microsoft Office Word Help 

“Word 2007 Tutorial” from www.fgcu.edu 

63 THE PNP BASIC COMPUTER ESSENTIALS e-Learning (MS Word 2007) 



 

 

The Philippine National Police does not endorse any product, brand or service.  

This tutorial is for training purposes only and not for sale.  
 

References:  

Microsoft Office Word Help 

“Word 2007 Tutorial” from www.fgcu.edu 

64 THE PNP BASIC COMPUTER ESSENTIALS e-Learning (MS Word 2007) 

 



 

 

The Philippine National Police does not endorse any product, brand or service.  

This tutorial is for training purposes only and not for sale.  
 

References:  

Microsoft Office Word Help 

“Word 2007 Tutorial” from www.fgcu.edu 

65 THE PNP BASIC COMPUTER ESSENTIALS e-Learning (MS Word 2007) 

 

 



 

 

The Philippine National Police does not endorse any product, brand or service.  

This tutorial is for training purposes only and not for sale.  
 

References:  

Microsoft Office Word Help 

“Word 2007 Tutorial” from www.fgcu.edu 

66 THE PNP BASIC COMPUTER ESSENTIALS e-Learning (MS Word 2007) 

 



 

 

The Philippine National Police does not endorse any product, brand or service.  

This tutorial is for training purposes only and not for sale.  
 

References:  

Microsoft Office Word Help 

“Word 2007 Tutorial” from www.fgcu.edu 

67 THE PNP BASIC COMPUTER ESSENTIALS e-Learning (MS Word 2007) 

 



 

 

The Philippine National Police does not endorse any product, brand or service.  

This tutorial is for training purposes only and not for sale.  
 

References:  

Microsoft Office Word Help 

“Word 2007 Tutorial” from www.fgcu.edu 

68 THE PNP BASIC COMPUTER ESSENTIALS e-Learning (MS Word 2007) 

Chapter 13: Sample Exercises 

Multiple Choice 

 
1. Which of the following is not valid version of MS Office? 
A. Office XP 
B. Office Vista 
C. Office 2007 
D. None of above 
 
2. You cannot close MS Word application by_________ 
A. Selecting Close from the Microsoft Button 
B. Press Alt+F4 
C. Click X button on title bar 
D. All of the above 
 
3. The key F12 opens a ____________ 
A. Save As dialog box 
B. Open dialog box 
C. Save dialog box 
D. Close dialog box 
 
4. What is the short cut key to open the Open dialog box? 
A. F12 
B. Shift F12 
C. Alt + F12 
D. Ctrl + F12 
 
5. A feature of MS Word that saves the document automatically after certain interval 
is available on ____________ 
A. Save tab on Quick Access toolbar 
B. Save As dialog box 
C. Both of above 
D. None of above 
 
6. The Ribbon Menu tab has ______ tabs. 
A. 7 
B. 8 
C. 9 
D. 10 
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7. It determines the distance of the paragraph from either the left or the right margin. 
A. Spacing 
B. Tab 
C. Page Layout 
D. Indentation 
 
8. The default title in the Document Title is _________.  
A. None 
B. Document1 
C. Word doc 
D. None of the above. 
 
9. Which file starts MS Word? 
A. Winword.exe 
B. Word.exe 
C. Msword.exe 
D. Word2003.exe 
 
10. How many ways you can save a document? 
A. 3 
B. 4 
C. 5 
D. 6 
 
11. The shortcut key to undo actions is ___________ 
A. CTRL+X 
B. CTRL+Z 
C. Shift+F1 
D. None of these 
 
12. Background color or effects applied on a document is not visible in _______ 
A. Outline 
B. Reading View 
C. Print Preview 
D. None of these 
 
13. A document view which does not display pictures or layouts, just text. 
A. Web Layout 
B. Outline 
C. Draft 
D. Print Layout 
 
14. Borders can be applied to________ 
A. Cells 
B. Paragraph 
C. Text 
D. All of above 
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15. Which of the following is not a type of page margin? 
A. Left 
B. Right 
C. Center 
D. Top 
 
16. What is the default left margin in Word 2007 document? 
A. 1" 
B. 1.25" 
C. 1.5" 
D. 2" 
 
17. What is gutter margin? 
A. Margin that is added to the left margin when printing 
B. Margin that is added to right margin when printing 
C. Margin that is added to the binding side of page when printing 
D. Margin that is added to the outside of the page when printing 
 
18. Portrait and Landscape are _____________. 
A. Page Orientation 
B. Paper Size 
C. Page Layout 
D. All of above 
 
19. If you need to change the typeface of a document, which menu will you choose? 
A. Edit 
B. View 
C. Format 
D. Home 
 
20. Which of the following is not a font style? 
A. Bold 
B. Italics 
C. Regular 
D. Superscript 

ICDL Type of Exam 

1. Open the MS Word application, then create a sample memo. 

2. Save your file and name it memo.doc 

3. In the page layout, select portrait orientation 

4.  Margins must be narrow in format 

5. Insert watermark “draft” in diagonal position. 

6. Justify the alignment of the body of the text 
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7. Save the document with the same filename 

8. Place the signatory to the right lower corner of the document. 

9. Paper size 8.27” x 11.69” (A4) 

10. Line spacing at exactly 12 pt. 

11.  At the footer place your rank complete name, then save again using the same 

filename. 

 

 

 

 


