USER GUIDE

Simple case : Just to convert Figures to words of Rs. and Paise

Locate the place where WORDS should appear and key in the following

l@#
(Note: These characters can be obtained by pressing SHIFT + 1, SHIFT + 2 and SHIFT +
3)

Highlight the number which needs to be converted to word

53§ Document4 - Microsoft Word

EEiIe Edit  Wiew Insert Format  Tools Table  Window Help AST_WRD_FTw Type a ques!

NE2Ha™ SGRAY $BRY o-c-  QHOF=@E T o -3,
S Mormal + 16 pt = Times Mew Roman = 16 vj" g‘%é%:z' = i= €§§.§|. &# - A
e ool btz b 3 b s A e s S

Amount : [IRKERS

- InWords : l@#

and click on AST WRD_FTW

afl Document4 - Microsoft Word
EEiIe Edit  Wiew Insett  Format  Tools  Table  Window Help AST_WRD_FTuw Typeaqu

DEHLSH SGRY $paY o o aBOR=E|R T 0 -7,
.f \.—EEE SiEEEE(O-2-A-

xﬁ Marmal + 16 pt = Times Mew Roman = 16 =

In Words : Es One Hundred Twenty Three And Paige Forty Five Only
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For getting the output using Rupee symbol
Note: For this to work you will have to download “Rupee_Foradian.ttf” from the
internet and install it on your computer.

Next type as shown below

1l Document4 - Microsoft Word

EEiIe Edit  Wiew Insert  Format  Tools  Table  window  Help AST_WRD_FTw Twpe a questic

DEHa™ GRAY 2R o-a- @EOP=@|E T o -3,
{24 Mormal + Rupe + RupeeForadian = 12 + | B J g‘gé%}gv i= Eﬁ?if‘vé’v;ﬁv_
o O O O O .|

Amount 123.45

- LﬂWordsI!@#i’_.Enggg_. !@#l

I Set the font stvle to Rupee Foradian I

(Note: the entire string is enclosed between !@# on either side)

Next click on AST_WRD_FTW and output is as shown below.

5l Document4 - Microsoft Word
EEiIe Edit Yiew Insert Formak  Tools  Table  Window  Help AST_WRD_FTw Type aq
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Amount - 123.45

- In Words: ¥ One Hundred Twenty Three And Fajse Forty Five Only

For Kgs. & Grams
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Type as shown below
1@# Kgs.,.Gms., |@#

29

That is Kgs terminated with °,” and Gms. Terminated with ‘,” and the entire string
enclosed between !'@# on either side.

The output will be:

Kgs. One Hundred Twenty Three And Gms. Forty Five Only

To Change only the CASE of text (UPPER OR LOWER OR PROPER))
1@# .,., UPPER, !@#

ONE HUNDRED TWENTY THREE AND . FORTY FIVE ONLY
Please note that the three parameters can be used and each should be terminated by a *,’.

If only one or two of the parameters are changed, the remaining parameters will continue
to be what they were so far.
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Using Bookmarks:

Using Bookmarks we can insert word format in multiple locations. The steps are
explained below.

1. First Bookmark the figure as shown below.

EEiIe Edit Miew Insert Format  Tools Table Window Help AST_WRD_FTW Type aqu
DEESREGRY IR o-c- | @BEOREH R T w0 -3,
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Bookmark name:
-
Amount:
[~

Sorkbby: 0 Mame € Location
™ Hidden bookmarks

Add Delete I Go To I
Cancel |

e L |

2. Next select the location where the word format of the figure has to appear and
Bookmark it as shown below
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'-‘_E. Document5 - Microsoft Word

EEiIe Edit  Wiew Insert Format  Tools Table Window Help AST_WRD_FTW

D &RV BRI oo &

Type a queskion far

B] M 1w -

-4 Mormal + 16 pt + Times Mew Roman - 16 -+ I u EE 1=+ i= = &= 1= Dvﬁvév'
] S s
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Bookmark name:

[B1_1

E1l

Amount - 123.45

Sork by: 3
' Hidden bookmarks

" Location

: Add Delete | Go To I

|

Cancel |

(Note: Bookmark name should be Parent Bookmark

name underscore some number.

Ex: If Parent bookmark was named as B1 then this bookmark should be named as

B1 1)

3. Repeat the Step 2 as many times you wish keeping in mind the that the new
Bookmarks should be some thing like BI 1, B1 2, B1 3, Bl 4 ...

4. Finally click on AST_WRD_FTW, the output will be shown as below.

i3l Documents - Microsoft Word

- File Edit  View

Insert  Format Tools Table ‘window Help AST_WRD_FTW Type a queskion |
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Ammount © 123.45

¥ _One Hundred Twenty Three And Paise

¥ _One Hundred Twenty Three And

Paise

:— ¥ _One Hundred Twenty Three And Paise

Forty Five Only

Forty Five Only

Forty Five Only
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FTWI

FTWI can also be used as explained above and using the option AST_WRD_ftwi

i USER GUIDE doc - Microsoft Word 8[|
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~-END---
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