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MS Office — Word

| Ms Word F 82

Microsoft Word “Microsoft Office” &T & UH AW & ST F19 Word & #watea o off
Text/Alphabet #T =T, UEZ FHXAT AT IAET 21AT 2 |

Microsoft Word is a part of "Microsoft Office" that works for
writing, editing or creating any Text / Alphabet related to Word.

Microsoft Word &T “Word” & aTH & HT JTAT ST4T %, TH Microsoft
Company T 1983 T FATAT AT AT T AT gﬁ'&*’r T T+ T2T Word Processor HIFEaaE a9 Gl %’
| T3 &Rt |1 U steerT 30 0 2 ST #=7 T Word Processor aTer TTFEATY § 304 Aal g |
Microsoft Word, also known as "Word", was created by Microsoft Company in 1983, which
has become the world's largest Word Processor software today.

Microsoft Word & % TTY Version Available % ST MicrosoftWord 2003, Microsoft Word 2007,
Microsoft Word 2010, Microsoft Word 2013, Microsoft Word 2016 IT Microsoft Word 2019. e I
AT S9L (HH7 g o arT 9 T Version T TEdHTA Tdd g |

There are many versions of Microsoft Word available such as: Microsoft Word 2003,
Microsoft Word 2007, Microsoft Word 2010, Microsoft Word 2013, Microsoft Word 2016
or Microsoft Word 2019. Now it is up to your which version you use.

Confusion

Version FT gIdT 82

St Tt off HTo=aaT H %w 9ieadd (6dT SITar 2 a1 S9 U5 AU Version &7 418 {247 1a71 2 |
ST AT AT il A Ueh T F2ad7 a7 AY T o A15 G @90aT g 1% o qiFa97 § 5
=Sl ST gAT AT AT T @ AL AAT Alof ATSE HIAT AT AT a1 U F THT =M1 &l (e
Complete W%Wﬁ?ﬁrﬁﬂjﬁVersionﬁﬂTﬂT%?ﬁ|

When a change is made to any software, a new version is named. Suppose, I have
created a software and after a few days I feel that there should have been some other
things in this software or update some other things, then after completing all the things
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again, [ will give it a will give a new version.

H ATTHT TJTAT 9T 56 “HISHETGE TS & T AL Version é’ W%ﬁ@'ﬁVemionﬁﬁ%Eﬁ'ﬁ?
World Wide Famous 2 &IT @17 I SATET HIAT H IS T #7d 2 | Microsoft Word 2007 & @<
Microsoft 2019 &% & HHT Version AT7H & fH@d Jad & a0 472 94 Options ¥ Tab & FdT Zrar
% e v s A Teg T |

I told you that "Microsoft Word has many versions" but some of these versions are such that

they are World Wide Famous and people use them in large quantities. All versions from
Microsoft Word 2007 to Microsoft 2019 are similar; there is a difference of just a few

options and Tab so that you will not have any problem.

12 3N 1T HISH AT g% o7 shig Latest Version ST9 Microsoft Word 2019 &7 ¢ TH€T I7fq & &1l
T AT B2 AT ATET | ST Fodl Al S0 Td2L A A1 Slow BT SIT2ETT ST ATSHEIFE a5
AT o= TLTo0 T T AT FIAT | SATTHT TRIEL FTHT 29T I AT |

If you install a latest version of Microsoft Word like Microsoft Word 2019 on a slow
working computer or laptop, then your computer will become slower and Microsoft Word
will not work well either. Your computer will start hanging up.

Iﬁﬁﬁﬁﬂmﬁwﬁ?—m Version I FTAT ATRT?
T AT TST TATA & 1% “HIZHEITE S HT HF-AT Version IS F7 FT (% ST AT giees]e § o
Version T TETAT SATAIT AT AT IHT Version FT TETATA Fidl | AT 20 T FL2L T A9217T §
FIT-AT Version TETA ®ial dA=e O A% H2? Al HET Tal 39< T Microsoft Word 2007 T

Microsoft Word 2010 & ¥ &t Te #T..... &% 2T T aT Microsoft Word 2010 ATAT &I S¥aT %7,
FATTR T TEM0E RiHe # T T STeRgHa 0 T i A0 Arear f<a7 mm 2 |

This is a big question, "Which version of Microsoft Word to use" because the version that
will be taught in your institution, you will also use the same version. But which version
should we install in our computer or laptop to do good work? So, the only answer would be
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to install one of Microsoft Word 2007 or Microsoft Word 2010. If possible, install the same
as Microsoft Word 2010 as it has the option to save any document in PDF format.

AT AT 3 36 2007 AT 2010 FT ATSH FEN SIET Z0AT 2 A7 @1 qfy F027 § &= T4 T a5
AT & AT Microsoft Word 2016 IT Microsoft Word 2019 AT Version T #Tes Tl a1 2rdT &
ST o tfaes 9TET AT FET H Al S=e aiia o JF HIAl g (Sl Processor HHAT Y RAM
FHAT AT -FTIHT Bl AL AT HI2T (& Quality ST=ST 5 I T Latest Version &
TEITA Y|

Let me tell you that the size of 2007 or 2010 is very small and works well in almost all
computers and the version of Microsoft Word 2016 or Microsoft Word 2019 version is very
large which is good in high power computers only. Works with a processor whose capacity
and RAM capacity are good.................. only if you have good quality of your computer, then
you install in latest version.

| et = s e

s THI HaFAT F g6 el |l d%8 % Book Tl GATY T THd & AL SH A%< H Publish sTAia
THTTINT T T 2

=B THET Agrrar O AT T 9% #T Letter 92T ¥ Tohd &

=T ST1f Math T TFafera faet ot @2g it 21 I7 St Format ATTHT I 9372 &iT T%d g

= gH THehl Trar ¥ Mail Merge IT ResumedaT¥ F TFd 2

= ZH ATEh A% 3% & TgmdaT I Invoice T Hand Bill 39T T%d g

AT AT @ AToT g Sl ol ATSAHAIFE ATl HEIAT H a7 ST 9%dT 8

£l

> With this help, we can prepare any type of book and publish it in the marketplace.
»= With this help, we can prepare any type of letter.

)

»= Through this, any type of typing or its format related to Math can be easily prepared.
= With this help, we can create a mail merge or resume.

£l

= We can create an invoice or hand bill with the help of MicrosoftWord.
= There are many other things that can be created with the help of Microsoft Word.

| et o # A

AT ATTHRT HISHHTFE TS H FHT SATET IS F94T 2 AT A § ST ATTH TaqT9 AT § 2 Tt At
Tl AT Il FHZAT T AHT AT T BT T |

A.5.C SANSTHAN MOB:- 7979076670 Page 6



A.S.C SANSTHAN DCA & ADCA m

If you want to be very fast in Microsoft Word, today I am going to tell you all those things.
(i) Page Sempﬁmﬂﬁqﬁﬁﬁaﬁ AT A=y AT U qéven O o |

Learn all things related to page setup in advanced way.

(i1) ATSHIFE 9 | oa+ o7 Tabs (S File, Insert,Page Layout, Reference, Mailings, Review,
View) 30 7 Z 37 Tt Tabs & a¥ § T AT =51 a2 ¥ e T Td7 Tabs F #==7 Sraa 1
greer fom o 2 39e A |/ ot 9 | vy T o sAreos #r "3a @rE |

Learn all the options in all tabs in Microsoft Word (Ex: File, Insert, Page Layout, Reference,
Mailing, Review, View). Do not leave any option.

(iii) ATSHIATFE A2 & A== forad 97 General 3T AdvanceShortcut Keys 2 378 T4 =51 a7g H T2

T o AT TELT T24 TL Haa ShortcutKeys FT &1 SEdHTA F7 |
Completely remember all common and advance shortcut keys in Microsoft Word and only

use shortcut keys if necessary.

I —
A.5.C SANSTHAN MOB:- 79790716610 Page 1
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(iv) Microsoft Word 2007, 2010, 2013, 2016 IT 2019 #F &==7 FileMenu ¥ #27 T “Option” IT
“Word Option” TH H Ta SAieard THemT 30 &vav A1-51 210 30 70 8 39 erma 7 92 |

In Microsoft Word 2007, 2010, 2013, 2016 or 2019, the option to customize Microsoft Word
will appear in the File Menu, you must read it.

T

L

i derem g
-

vk m

o]

faraarua R
¢ e e e

Hwdcen

e

UL RS LIRS

Bimadl G
Toaman 0 i
A ]

% [TTRFTIE
] W = Tl el (s i ST TR e
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(V) T AT ATSHIATFE A o6 ATH H AL AT o1 T AT2d g af AT Developer Tab &l Enable &%
THd 8 AL I9q% a12 H T Thd g ST 1% File Menu F 372% “Word Option: H fH<IT..... sMTHr a/a1 3
#T THE A=T FT 1L A9 =B 1T 2 O & wrekraie a€ F1 g2 T Customize FT TFd 2
#T Extra Tabs T Add TT Delete ¥ 7% d 2 |

If you want to be faster in the case of Microsoft Word, then you can enable the Developer
Tab and read about. It which will be found in the "Word Option:" under the File Menu.

Let me tell you that many options are given in it, so that you can customize Microsoft Word
yourself and add or delete extra Tabs.

(vi) ATEHIATTE a4 7 d7=¥ Fg UH Code/Command T 21 g for&en ST ZH Direct Math =Tz T
Uﬁ' AT HTs o T Symbol el oIT4T1, Direct Picture FT TS FvAT, Direct OMR T ETS T FeAT
TATIR AT 1 gH Fa 61 § T F9d 3 |

There are some such code/commands inside Microsoft Word, through which we can do
things in Direct Math typing and other things like fetching a Symbol, inserting Direct
Picture, typing of Direct OMR etc.

(vil) FFT FfT FraeFmEas g Mailings 3T ReferenceTab &l A9 Sis o0 %7 T% |

Never forget to leave Mailings and Reference Tab in Microsoft Word, read it.

(viii) ATSATEITE TS T, (9T AT BIAl & (STa@T SeadTe e ST ATST USATH 1 a7 T 2 |
Microsoft Word also has some tricks which you can use to become a little advanced.

A.5.C SANSTHAN MOB:- 7979076670 Page 8
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T 2 !

#RTY ATT Microsoft Office TFTA AT AT T AT Fg ATE AT AT ATFEAIL THeTo i
LR

If you install Microsoft Office, it will have many more software installed, such as:

MicrosoftWord, Microsoft Excel, Microsoft Power

MicrosoftOutlook, Microsoft OneNote Etc.

TEATA Fied THA Customize FiT o S-S ATTHT ATRT AT ST A1 ATRY I SEETA AT FHit HILC
T [T STl Microsoft Office Z1 %21t #¥AT 21T (Customize what you need and don't
install when installing, but you'll need to install Microsoft Office for this.)

Point, Microsoft Publisher,

|7 # Microsoft Word & e smar g2 N |

ATeRrEE 7 W e

(a) TE AT AT THT T4 % Operating Systemﬁ@ﬁ@ﬂe{wﬁmgﬁﬂ%ﬁﬂ
TGH T8l AT Hiare § Windows + R I ¥ IHa% a8 A9% O19< UH Dialog Box #ARNIT 30H
ATt winword o Enter AT Ok ¥ 34T 2 |

There are several ways to open Microsoft Word:

This is the easiest way to open a computer with all types of operating systems. For this, first
you press “Windows + R” on the keyboard, then a Dialog Box will appear in front of you, in
which you have to enter or Ok by writing the "winword”

. : el o
= Type the mame of & pogam. fal acument ar lbermet
resEuros, and Winoows vall Dpe Y,
Opere | winmoed / .
o [ e | [ Bremm |
SIS ) e o B R bl |

A.5.C SANSTHAN
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(b) =T AT Windows 7 Arafawr faeaw =1 &7 2 a1 (If you use the Windows 7 operating
system)

Follow Step: Start Button-All Programs-Accessories-MicrosoftOffice- Microsoft Word

(c) &M Start Menu 7% ST&Y “Microsoft Word” = &< @I &Tet @ad & (You can also open
"Microsoft Word" by searching the Start Menu.)

Follow Step: Start Button-All Programs-Accessories-MicrosoftOffice- Microsoft Word

Our Suggestion!

S AT ATSHAITE AT 87 12 & af FI9T AT TH =51 48 ° |19 ST THH o+ |1 Tab &0
T g 37 T2 Tab & =2 Sraq off siver faw 77 2 378 & o o= |

Sl SfE Saa Must IRt & g et sR o= &,
I 3y waft oft st =1t wed !
Al AP AR UTH 31 3T,
afer 58 SWa® UgETUSaT e !
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IWelcome Screen

STE AT Microsoft Word 2010 T Open 337 AT Z4%T Home Screen F® 39 YL &
g |
When you open Microsoft Word 2010, its Home Screen will be something like this.

Menu/Tab Bar

Title Bar
Ribbon

» Minimize Button— —>
‘ Maximize Button__|
Working Area Close Button
i Vertical Scroll Bar
& Ruler
Page View
Zoom Sliderl
> ("0 88
Quick Access Toolbar Help




A.S.C SANSTHAN DCA & ADCA '

India’s No.1
|

IMenu/Tab Bar
Menu Bar #T Tab Bar ST gl SITAT g | T8 A< Fix AT Menu &Td g 91 File, Home, Insert, Page

Layout, References, Mailings, Review& View Menu.
Menu Bar is also known as Tab Bar. Number of menus such as: File, Home, Insert, Page
Layout, References, Mailings. Review & View Menu.

I Ribbon Menu

EEREIES ﬁ T Menu S Home, Insert, Page Layout <X IER ES EETET % qT 39 a1 ST
AT ATHT Menu AT § 39 &l Ribbon Menu Fgd 7 |

When you click on any menu like: Home, Insert, Page Layout etc., The menu that opens in
front of you is called Ribbon Menu.

] I T 8 I hmlEal LTl e b e

E=] = BTe =
v - B (¥ 3 L1

e 8 B

W GER] W W TR ORI UMD AN WOSFRDT | W MRS LT PR | N D
wa P o e - .

I Title Bar L

Title Bar, Menu Bar 3 9% ¥ g1aT g Torad T File Name Show ToT SITAT 2 | 8917 & HIZHMATH
TS % (el Al S(FTHE § HTH T T @ ST T(2 3T SIFTHE ol AT AHT T Save Tgl (64T g af Agl
T “Document]” ToT@&T 3T T2 &Y SIH &1 SH SIFIHZ &l (4# 1 577 File Name & &7 Save &7 a4
T AT T2 Name &t SITAAT |

The Title Bar is located above the Menu Bar. In which the document's File Name Show is
done. If you are working in any document of Microsoft Word and if you have not yet saved
that document, then "Documentl" will be written there, and as soon as save that document
with another file name If given, the name changes.

Save F3H % UgA
C )
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Save FIH & I
( J

I Using Minimize, Maximize&Close Button

T2 Title bar ¥ Just Right side H 1 T2 é\l-r:\l % %

CloseButton

T ATT QTS T 1FE A€ 0 98 % Thd 2
MaximizeButton THHT TART ATEHAIFE J€ %l Maximize i & (10, [o63T SITAT &
MinimizeButton THAT TART ATSHITIFE A€ I Minimize Fe o [0 fFa1 Smar 2

I Vertical Scroll Bar / _
Page &7 Vertical Scrolling®@= & o100 T &ATCeTH T IR 3T 'ﬁ
STTAT 2 A1 S ST Fe A1¢ Page TT F0H 93l df ATSH & ST144 i .. Uil

ST T & (70 T3 AT T FART HE T 2 |

This option is used for vertical scrolling of the page, that is, |

when you work on many pages, you can use this option to
move it up and down using the mouse.

I Horizontal Scroll Bar

Page T Horizontal Scrolling F% # 17 T8 ATC9rH T TANT (AT STTAT 2 AT I A9 qa

(3@ IT STar ATTT Page SATST Zoom 21T (This option is used for Horizontal Scrolling the
page, but this option will be seen when your page is more Zoom)

imrcts ety RalbG damver Pl B By B

.....

i e
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I Zoom Slider

THE AT AT Page FT Zoom In 3T Zoom Out F¥ T % a7 %ﬂ% qT Zoom in 3T Zoom out
TP & {10 + 3T — ATl Symbol T¥ & ¥ THd g AT Direct Slide F¥a T I FTH &l ¥ THd 3 |
Through this you can Zoom in and zoom out the page. You can either click on the + or -
symbol to zoom in and out or you can do this by direct sliding.

BT
T e |

I Rulers
T &T9= Page T F#as-A 1212 9T Margin Space il F9TAT g AT AT T S8 Margin &l =&t
IT =T T & (It shows the length-width or Margin Space of your page. If you want, you

can increase or decrease its Margin.)

! Help Option

FATT ATTHT HIZAHTANFE T8 § Fag TeAH gl g af UH | ST Z7 A9 T FFA Fiveh ST =A1g A1 2o
o @#a g (If you have some problem in Microsoft Word, then you can click on this
option and take help.

I Quick Access Toolbar

et ot T\ Fr aidme T A Tl o (10 S AL AT SEdHTA AT SITdT g SaIgeu: el 9T
TTFQHE FT Save F % forT 24 File Menu H SITAT TSd7 2 H3L G AT 2H A9 FT Quick Access
toolbar H Add & 33 AT T ATTH Thid T ZHAT f3=TE T L2907 2T AT Direct T o sTagdz 1
=TT (T Fteh Save FT AXA ... THeh AATAT AT SI1-o1T Quick Access Toolbar § Add FAT ATEd
2 AT T AT & AT 9Tz & [0 Add F7 T 3 |

This option is used to do any work in a shortcut manner. Example: To save any document,
we have to go to the File Menu, but when you add this option to the Quick Access toolbar, it

A.5.C SANSTHAN MOB:- 7979076670 Page 14
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will always be visible on your screen and you can direct saveany document by clicking on it.

Can do Apart from this, whatever you want to add to the Quick Access Toolbar, you can add
all the options for shortcuts.

w T ofF @icor 1 Quick Access Toolbar T Add &+ # form firF 37 sffeer 9% AT O30 &7
Te T2 2410 AT Add to quick access toolbar 7% faAa i |

PO ]

b | Eu‘mu . F1 i = I P -
i !

1 1 :.-I': T rakend [ T

: i Y g y

2 [ —o| | b 8 =4 _l J ; ]| i . . i -

ol LU ! PEFLTT o uriepy s e 0 S i B gd o i I

UM Elarm fems | Em Fage = — - — Puriien Winn B o E2

= TE e - 2 F B | ol ki T e .
falad == § bt Cpairt, o il T il L‘-"’"‘ . | o ks | wbe
=il P e T | e 3 R

e Proe i oy Hesler bepwire Risss § i ¥ !

LY = - x e

ol LTRSS s ¥

i el 1T T !
g | LT T e e )

T AT HISHITITE A€ & L< AI5S Al Zoom Slider & a7 | ZraT 7, St e f9h Page #f

FAMT-FT ails o View FeaT grar g (This option is next to the right side of Microsoft
Word and next to the Zoom Slider, whose only work is to view the page differently.)

I Status Bar

T ATEHMEITFE A & Ta H=Fel ATl 96T § a1 2 7 Page No, Total words STITIE SISl &l [<&TaT
2|

It is at the bottom of Microsoft Word which shows things like page number, total words, etc.

I UsingFile Menu

= ﬁ_{ % Ava? ATTHT File T AFETHT AT 0T 574 Document T Save FiAT, Open F7AT, New
Document @THT, Print 74T, Word FT Close F7AT TATS |

Within this menu, you will find options related to file such as: Save Document, Open, Bring
New Document, Print, Close Microsoft Word etc.
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Save: TH AT I [T T il AAHTT THA ﬁ'@ﬁﬁ T NewDocument Tl T& ATH S&¥ Save
FATT qeT T T g, FF11% Save Tid & AT AT SIFIHE GHIL TI27 F GIord @i e gx STa
FTR qa I SFIHE FT Open IT IAH T T 17 T T 2 |

By clicking on this option, we can save any new document open at the present time by

giving it a name, because after saving that document will be safe in our computer and we can
open or re-open that document in it whenever we want. can work with.

Save As: f#HT Save Document T AT H T o7 919 H Save® d & [T 9 =6 SA-aF T
TEAHTS ®Xd @, 4 9T Save o 98 & 19 F2aT ¢ |

We use this option to re-save a Save Document with a different name.It also works in the same way

as Save.

Open: T & Save%'lﬁ-'{ﬁ?ﬂ' % ATT Open Tl THd g AT 5 ITH FHTH AT FHZ T%d & (You can open

Save Documents in advance as well as work in it.)

Close: T3 FqHTT 8T § T Document T Close T ST F=dT 8 (With this, the currently open

document can be closed.)

Info: THH AT AAHTT THT H Fol el HT STHFLHA &l T Information 3@ Fd g (With this, you

can see the complete information of any documents open at the present time.)
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Recent:Recent ST F3 THT Tgl Mld F SIFIHE § AT TTH &7 7g 42 HA-HT SIFLHE D AT

Recent H Open TT 9T I¥eht foi¥= 72T 7 Show ZMM(Recent means which document were you

working in some time back? List of which document you recently opened in recent times
will be shown here.)
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New: HTZHIAIFE A | UF 741 SIFIHE TL HIH F3A 6 (o0 AT =7 Averd T2 Fae 57 T 287
T# NewDocument &l &Tar 7&d & (You can click on this option to work on a new
document in Microsoft Word. And we can open a New Document.)

Print: T T TAHTT |
starHe &1 f¥zw gofiw
F ST TH A U7
[EEEM TE I LT
2T TR ¥ =T F B
T O g(With this,
you can easily print
the current document
as a hard copy by
clicking on this
option through the
printer machine.)

Save&Send: TH % T¢I g7 T gq I Tl SavesiiT ¥ & I Send FT T&d g(Through

this we can save the open file and send it to anyone.)
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Help: T Help Option Z1aT g Forae faareh #i7a a7 Areshiaive 9 O Traiera ATl 1 94 7 Tohd
2, TS/ &% § o7 ST ATEd 2 (This is the Help option, by clicking on which you can search for
things related to Microsoft Word, about which you want to know.)

= Options: TI #ATIH o T ATT HISHIHIFE A &l G2 F Customize FT THd 7 | THE Aral He
T iy oot Fir 7T & R ATeaTEE 7€ i Changes AT ST o 2 ST WTeATTE 4% & T
T Tab T g2MT, TT &1 Tab add FTAT, BhIT FT FAL FIAAT SATR Te =151 § a7 Changes AT
SEREY

Through this option, you can customize Microsoft Word yourself. Many such options have been

given inside it, through which changes can be brought in Microsoft Word, such as: Delete any tab in
Microsoit Word, add your own tab, change the color of the screen, etc. You can bring changes in

many things.
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Exit:Exit T ATSHAIFE a8 H G187 (Mo, T8 A" T¢ (Feteh Fd a2l AISHITi¥e 9€ 93 af
ST |

Exit means to exit Microsoft Word; Microsoft Word will be closed as soon as you click on
this option.

I__Usihg Home Menu

T TFH SATET TS H ATAATAT Menu ZTAT 2, F11% ST AT HISHATFE 78 | F12 ff F19 &1 F7d 2 a7
AT Home Menu T HEE &AT 21 TS | THH % UH Arcord {20 w17 3 5raeh SIfv & Text #iT
Formatting FT T ?j S Text &' Bold F7AT, Italic F¥AT, Underline F¥AT, Justify HZAT, Text Ca)
Size & FET AT BT FEAT, Text &l ATSAIT TIHT HT TLTHT AT HESTHT TATIS FTSAT T TH AT 7 LT
T AT 2 |

(This 1s the most useful menu. Because when you do any work in Microsoft Word, you will

have to take help of Home Menu. There are some options through which you can formatting
text such as: Bolding, Italicizing, Underline, Justify Text, enlarge or shrink the size of text,
increase or decrease the text's lining space, etc. Things are done through this menu.)

I Clipboard

w Cut:Ta! 722 I a7 3T «ff Text T Object FT Cut ATHT 3T TATH T Z2T T 3 AT (o1 T
T ATAT ATEd & 39 TATT UL ST Paste ATel A9 U7 T3 &< |

With this help, you can remove any text or object from the cut, and go to the place where
you want to bring it, and click on the option with Paste.

= Copy:eal q23 § &7 3t dT Text AT Object & Copy ITHT IH Duplicate F¥ T 2 e fore
TAT T7 I THAT ATET 3 39 TATH T ATHL Paste AT A9 T2 e #i1 |
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With this help, you can copy any text or object, and go to the place where you want to place
it, and click on the option with paste.

= Paste: Paste 3T TEAHTA a7 CutdT Copy & dT2 F1 AT ST TFaT 2 ST T3 a9 &arTe 397 7 247
9qT... F fa9T Cut IT Copy % Paste FT TEAHTA Aal T Tad |

Paste can be used only after Cut or Copy, as you saw in the above, we cannot use Paste
without Cut or Copy.

= Format Painter:T agd @' FHTA T Feature % AT SHel Has F AT (el |1 Text 3 STAT =T
Text FT §-9g Formatting F¥ TFd 2 AATT ST AT FHHT Text FT Bold, Italic, Underline T 2
T AT ATEA 2 91 % AT AT Text 9T Automatic Formatting ZT ST T T § T & T84 39
Text &I Select & ST FAAT AT TH Text il FAT ATEd 3 (‘Iﬁ' T T Select FLAT Tael A&l 2
AT U Word FT AT Select FT Tahd %) 39 AT% FormatPainter 97 s #iv siiT T 39 Text T
STHT 39 s T sraent Changewm...mﬁﬁﬁﬁﬁTextm%ﬁﬂT@
ST, .. TST9a STET AT FidAT =978 4 |

This is a very amazing feature because with the help of this you can do multi-formatting of
other text like any text, that is, if you have bold, Italic, underline any text and you want other

text like it too. When Automatic Formatting is done, in such a situation, you first select the
text as you want to do this text (it is not necessary to select the whole part, you can also
select a Word), then click on the Format Painter. And then go to that text and move it.

I Font
= Bold: THHI A5 & AT AT AT Text FT Bold SATT T AT Text § ATET Darkness@T Tahd %

T ToIT e T8 AT Text T Select FAT ENTT 3T 912 Bold AT SAS9F 97 oFaah &7 |
With this help, you can bring bold to any text. For this, first of all you have to select the text,

and then click on the option with Bold.
= Ttalic: Tt T o et ft Text T Italic STITd ATST fa<agiiadT Tad 2 |
With this help, any text can be shown as Italic.

= Underline: THHT #22 T 31T T AT Text T Underline F% T % S Underline

With this help, you can underline any text.

= Strikethrough: e 722 & &7 &t dF Text F7 iA1= F1z T g 9 Example(1)
With this help you can draw a streak in the middle of any text horizontally.

Ex: Computer—MousePrinter
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= Subscript: THFHT TN SATITAL AT H1 foraa & form fBrar srar 2 #1117 Bt 97 Text F A=t
arr & ffT &7 Text T Type %% 3T g w4 C,HLN, H20, NO, eIz (It is mostly used to write
formulas as it types any other text at the bottom of any text such as: C,H,N, H20, NO, etc.)
qTe: T e T &Fa® Fed 2t 7 A Enable 3T SIT2AIT 3T Text & fH=rer 907 & fer@m™T =1 21
On clicking this option, this option will be enabled and writing from the bottom of the text
will start.

= Superscript:Subscript T 7 Text & A=t 917 & forar g 9T Superscript ot ot Text & 374
aTT § foradar 8 9 (a+b)’ = a’+b™+2ab, (a+b)’ = a’+b’+3ab(a+b) TAATIS |

Subscript writes at the bottom of any text, then Superscript writes at the top of any text.

Ex: (a+b)® = a’+tb’+2ab, (a+b)’ = a’+b’+3ab(a+b)Etc...................

. Font: $H% #73< % 91¢ Font Style 3T 707 g TSr&&T YAWT AT FontStyle &7 Change Fee & o0
FTHHA 2 |

Many font styles have been given in it, which you can use to change the font style.

> Font Size: T 2T T AT A9 Font Size &l @ T H Type Fiveh 1T IT IST H Thd 3 |

With this help, you can make your font size smaller or larger by typing it numerically.

= Grow Font: T T Text FT Select ¥+ * IT= ZH A9 97 IEETCTE T—Qﬁ' ATTT Font ¢Te-¢f+
ST BIAT ST STH-SH AT THTL. Feeh Fed ST |

After selecting any text, as soon as you click on this option, your font will gradually grow
larger as you click on it.

= Shrink Font: T 9T Text T Select FXA & AT% T AT T¥ A Fed &l ATTaHT Font &TE-£1¥
ZTET BIAT ST S-S ST T foran FHed S |

After selecting any text, as soon as you click on this option, your font will gradually become
smaller as you click on it.

= Text Effect: THeT Ha= § oA off Text § d¥g-avg Effect STA AHA 3 |
ST ST T &= | aTL-aTr %7 99 & |

With this help, you can put various effects in any text, which you
can check again and again by yourself.
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= Text Highlight Color: a4 ST =T &1 «ff Text FT Select ¥4 3 Highlight FT T%d g |
Through this, you can select any text and highlight it.

»= Font Color: 3% ST &1 36T Text & Color T AT+ FIATT I THd %" |

Through this, you can change the color of a text according to yourself.

= Change Case: T qgd =Qpr FHHTA FT -

Feature g FI11 SOl AZS ° &7

Direct T#T @T Sentence &l Managea

FLHRA G |

This is a very amazing feature because

with the help of this you can directly
manage any Sentence.

(i) 3T ATTHT TIT sentence small letter H & T AT ATad & & AT AT Sentence Automatic
CAPITAI Letter & g1 ST AT &TT UPERCASE T S¥dHT &l SEdHTA %7 Td 2 |

(ii) ST ATTT 2T Sentence CAPITAL Letter H 2 3T T =T&d 2 % a7 AT Sentence Automatic
small letter ® ZT STTT a7 U | T lowercase FT TEAHTA ¥ Tad 3 |

(iii) 39T &TT ATgq ¢ & T off Sentence #1 O T2 9&1T Capital T &< a1 T4 small letter 21
T U T &ATT Sentence case T SEAATA HZT TFd 2 |

(iv) T ATOT T AT AT 2l T H< Sentence FT Tl AAT 12T gl AL dATHT &l AL FST 2l
T UH F AT tOOGLE cASE &7 TEaH T 7 T d 2 |

(v) T2 &7 ATgd 2 % #T T4 Sentence & THT Word T Tg«T A< Capital T AT ATl &1 Small
Letter 2 aT UH ¥ & Capitalize Each Word FT S¥dHTd ¥ Ta&d 2 |

(1)If your entire sentence is in small letter and you want all that sentence to be in automatic
CAPITALI letter, then you can use UPERCASE.

(1)If all your Sentence 1s in CAPITAL Letter and you want all of that Sentence to be in
Automatic small letter, then you can use lowercase.

(111)If you want only the first letter of any Sentence to be capital and the rest is small letter,
then you can use the Sentence case.

(iv)Conversely, if you want the first letter of my Sentence to be short and the rest of the

letter to be large, then you can use tOOGLE cASE.

(V)If you want the first letter of all my Sentence words to be Capital and the rest is Small
Letter, then you can use Capitalize Each Word.
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= Clear Formatting: I T FTHT FHTA T Feature g #2119 2o ST1< AT (AT ST ThaT fored
FHARTT &7 FA H HTH THT @ AT & AATT ST AT H1E 67 Text FT Type T &iw 308 %2
AT Effect &l Apply & T&3IT ST &TT I Effect &l 2141 AT2d 2 df UH # &7 a<I-a1<1 ¥ Undo
A T TEAATA T | TR TH AW T (e v af U af a7¢ § A7T Effect Clear T ST, ST
AT Apply T a7

This is also an amazing feature because it can be done through which we take a lot of time to
do that, that is, if you have typed any text and applied many effects in it and you want to
remove that effect. So, in this case you will use the Undo button in turn. But on clicking this
option, all the effect will be cleared in one go, which you had applied.

I Paragraph

= Align Text Left: ST 31T TH Ateer 9T 3T F9eF Flg AT Text FT & a7 Left T a= @TIT CIES
Right f% @¥ SIPRTT(When you click on this option and write any text, it will start from the left
and go towards the right.)

= Align Text Right: TH #ceT 9% & Fixa 5@ AT e A Text T o 1 ar AT Right & &
27 Left & &< SiTem(By clicking on this option, when you write any text, it will start from
the right and go towards the left.)

= Center: =H ATcoTT T Select FLeh STd T W-\I?:' T Text T o T a7 a7 27+ Page % Center T
foTETHT $T% @RI 31T Left, Right 19T 9% agar st 1T (By selecting this option, when you write

any text, it will start writing from the center of your page and the left, right will increase on
both sides.)

w Justify: T AT AT Select Tteh el W Text & fora= 9% Toahl o fo@m@e grar g ar
Vertically Left 3T Vertically Right & %% Tsha® T®HTH gl g ST 7o 3@ | Al SA=31 o91dT &

(Selecting this option, when writing any text, the text is exactly the same on the Vertically

Left and Vertically Right, which is very good to see.)

On the Insert tab, the
galleries include items
that are designed to
coordinate ~ with  the
overall look of your
document. You can use
these galleries to insert
tables, headers, footers,
lists, cover pages, and
other document building

e — blOCkS. When you create |=
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= Bullets: THH &ATT 99 Paragraph ) dig-dig

= ) Aae | 8 [IE= - (4 (0 X #
% Bullets @T ¥&hd g (With this you can apply . 5 | o ettt AaBbeCle |
different types of bullets in your paragraph.) "
e Example (1) i EET
e Example (2) - — @ e | [ 5] [5 ] «
e Example (3) : i 1

ol m || % |9 F||¥

Doosrsand Aidleds

el

12 5% ATdo Bullet ATTT “Define New
Bullet” aTet Stwor T T8 |

= Chanpalis Leial §

el Pldve BRI ET

»» Numbering: TH#& ST a7 el HT Paragraph & Numbering
T IEd 8 | T [0 1T T8 &1 T SAr%9TT &l Select F¥ AFd & AT
THT Paragraph 212 g9 & 1% AT THT FT Select T TH A-T
T TEAHTA e T 3 |

Through this, you can give numbering in any paragraph. For
this, you can select this option beforehand or even after

typing all the paragraphs, you can use this option by selecting
all.

-
1. Example (a )
(1) 1z 79k st
2. Eéxamp le Numbering Option
@) FATTHT “Define
- Example New Number
) i
4. Example Format” A< 77
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= Multilevel List: 0% ¥4 “Multi-Level” Numbering List aare T ST % | AT T
STTETAY TohdTel a7 AT Multiple Choice ZT2OT Fied T8T AT STar & (Through this, “Multi
Level” Numbering List is prepared. It is mostly used when making books or while typing

multiple choices.)
1) Example List 1

a) Example |
b) Example 2
c¢) Example 3
d) Example 4
1. Example List 2
1.1. Example 1
1.2. Example 2
1.3. Example 3
1.4. Example 4
1.5. Example 5
1.6. Example List 3

1.6.1. Example 1
Lt 2: Example 2
1.6 5 Example 3
1.6.4. Example 4
1.6.5. Example 5

2. Example List 4
2.1. Example 1
2.2.Example 2
2.3.Example 3
2.4. Example 4

AT ATTHT TH T & AT ZITT T SHRT TART FHET Zrar1 T2
T I List 8 AT L2
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T TZd ATTHT AT ATHATL FTe €T UF List FT Choose FIAT R IHH a12 Text fera =1 #frer
AT T AT Text forg 377 7 39% 912 Enter TaTU I0F 1€ d Tab 29 I F¥ A7 T Text
forg 3% a1 ¥ Enter #ii¥ Text foid 9% a1e THT Enter -ﬁTTextWE‘Fﬁﬁ?ﬁﬁﬁﬂ?w
AR

First of all, you have to choose any list according to you, after that there will be an option to
write text. When you write text, then press Enter, then immediately press the Tab button and

type some text, then after that Enter and Text Write after that then enter and text, just like
this you have to do.

Te: ST List 3T Choose F<3T 39T &1 List ST TTH J2T< 3T |
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» Line&Paragraph Spacing: 0% ST &7 Tt @TeAT #iT o
TR % A ATERAT R A oo qqae wer v g awd £ | O M senne)
(Through this, you can increase or decrease the lining space |i==|| &%= il || Thamal]
between all the lines and paragraphs according to yourself.) 1o '
] 11 !l
FTEAT T AT o7 o ATty e % fory s “LineSpacing :;
Options™ T¥ &% ¥ Tad & 3
You can click on the “Line Spacing Options” for more 10 |
additional options related to spacing. Lin Spasing Sptione.
é Sdd Space Gefore Paragreph
== add Space After Paragraph

I=I

= Decrease Indent: TAHT Z¥d0TA Indent FT Decrease Fite & (U TohAT STAT %‘ |

It 1s used to Decrease Indent.

= Increase Indent: T SEAATA Indent T Increase ¥ o (1T (AT STTq ':'Q* |

It 1s used to increase indent.

Iaynut Referances tailings

+j15 | A A7 | Aa- | B .
i ——— First Line
v abe 3, 3 | fay~ ar . A - /r._.,i,.._+

[ ]
Font £ ]

| 1 [ 1 1 E : 1 1 1 1 Hanging
A LI
1 Y

Ti L Y

Lett Indent
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wSort Text: THH AT AT AT T Text, Number IT oo, 5 i
Date ST &ftord &l Sort #ITd Ascending Order T |[*** = e

. - X P =] T amt - 2
DescendingOrder T TST & 2 | T8 T & faedft ot ||, e =
Text, Number T Date #T Select F¥e TH AT FT I o) I = & e
T OHA 3 | i e e R ol =500 L
Through this, you can decorate any option like Text, ||m#i=
Number or Date in Sort ie., Ascending Order or ||~ """~
Descending Order. For this, you can use this option —— —

by selecting any text, number or date.

= Shading: A% S o7 et T Paragraph & Shading T @&hd 2 | T8eh TT0 A&# Tgel AT Tohef
T Paragraph T¥ HT3H &7 Cursor @ ST 39 aT% Shading AT AIC9TH § ATH Fle Ui HAL Tl AT
Tt | S ATT I o Text & Background # ST Fdl¥ [<@ @1 2T |

Through this, you can give shading in any paragraph. For this, first you take the mouse's

Cursor on any paragraph, then go to the option with Shading and select a color. Now you
will see that other colors will start appearing in the background of the text.

wBorder Option: TH% W4 &ATT fh#l HT Text & Left, Right, Top, °
Bottom AT AT TCF AST AT AFd 2 | THE [0 AT Tad I Text &l
Select F¥ TSTEH SATTHT AT AT g SH ATF Border AT SAweIT H TT

1T AT ATATE T4 T |
Through this, you can put borders on left, right, top, Bottom or

around any text. For this, you select the text in which you want to
place a border, after that go to the Border option and select it
accordingly.

wShow&Hide Paragraph Marks: f&a® Fitah AT T ATIH & ST T
TAT @A T 2 T STTHT Paragraph &1 foramaz w21 7 g% g2 2 diw F2t
T ST ATHTH 3% 2 | ¥ "9 e & vy geriann St srrw e R H
T = |
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By clicking, you can find out through this option that where the writing of your paragraph
has started and where it has ended. It will show it all through the symbol which is seen in
front of you.

w Style: THIY &% Md gl A97 Paragraph

#T Font Style Change T ST | TH&T THIT

SATAY TEle aATd THT (AT J1aT g |

By clicking on it, you will change the font

style of the paragraph. It is mostly used when makmg booklets.

= Change Style: T dva7 W Aat &Arvord 2 orae ST & Text # Style §
TETATA AT THd g std: Text FT Fidd a=aT, Font Style 2T, Paragraph
Spacing T F&ATH ATAT AT |

There is also the same option in it, through which you can change the
style of the text, such as: changing the color of the text, changing the
font style, changing the paragraph spacing, etc.

wEditing: 7 a7 &cor g S5rren siior sraswt 1w o7 o s 21 T%ar & (These are the options
through which your work can be even easier.) !

(i) ST ATTHT Hle AT Particular Word 3T &TSIAT g a7 AT Find ATeT STeer

T 3T Word &T &1t T%d 7 (If you want to find any Particular Word,

then you can search for that Word with the option of Find.)

(ii) & @17 T Particular Word % S8 9% &le @~ Word Replace

FATAT AT 2 af U | &ATT Replace ATA SAT-TH &l TAMT &< aOad g (If

you want to replace another Word in place of a particular Word, then .

you can use the option with Replace.)
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(iii) 2T Select ATer &ATter F AT § AT Fam & s&a 727 2 @7 g2 77 954 2 (I do not need

to say anything special about the option that you select, you can understand yourself.)
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IUsing Insert Menu
= Cover Page:ﬂ'l?@lﬁ'ﬂ'fﬁ TS T F% ATT Default Cover Page a7 -

FATAT AT TZAT & AT IHHT TEAHTA el U (Fersh H H7 T 2
T IAH ATHI FF Text &1 for@aT FRIT T SAMTHT Cover Page
Ready.

Many Default Cover Pages are created in Microsoft Word;
you can use it in just one click. You just have to write some
text in it and your Cover Page Ready.

= Blank Page: T ATH T &1 ATTaHT THT H AT AT R 36 0T
FAT FTH 2?2 ST 2 ZHAl HEE § AT HIZHHH a8 H UF Blank
Page @T H&d 2 |

You must have understood by its name what is its function? Yes, with its help, you can bring
a Blank Page in Microsoft Word.

= Page Break: THe ATH H THET HTH ZUT g1 2 | AT =1 Has & fHHT Particular Page T Break
T aie |@d 2 (Its work is hidden in its name. You can break a Particular Page with the help
oft)

TT2: HTST &7 Cursor 1T TATT 9% ZHIT #1T 5T T &1 T Page &l Break F<31T A< U AT Page ¥ 3
T =T |

The place where the mouse's Cursor will be and from there it will break the page and bring it
to a new page.

= Tables: 2T S¥T ST Tables FT Create FT TFd 3 | T gl aTaT |
2 T FrE aSt AW 2 AT GE o AU H ATHL al-arey F SO
ATHTT Table il Insert ¥ Thd 2 |

Through this, you can create tables. I do not think this is a big
option, you can go to this option yourself and insert the table
according to your turn.

TS FeEL AT €& T Table Draw F¥d & foIT “Draw Table” &7
gteor T 7T 2 (In this, you have been given the option of "Draw
Table" to draw the table by yourself.)
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3T ™91 Row 3% Column ATeT Tables Draw AT AT&d @ cd 1T “Insert Table” T #Afwera
f&aT 9T 2 (The option of "Insert Table" has been given for you to draw as many rows and
columns as you want.)

ZHF AATAT THH Quick Table, Excel Spreadsheet, Convert Text to Table T T afeerT =37 T3 T %"
ST T3 Direct @TT T8 Insert ¥ T%d 2 (Apart from this, there is also an option of Quick Table,
Excel Spreadsheet, and Convert Text to Table, which Direct you can insert into it.)

= Picture: 3T ™o U¥ o &veh &ATT A9 Eﬁ'«'{d‘( T Picture =T

Insert ¥ Tahd g (By clicking on this option, you can insert the

picture from your computer.)

= Clip Art: T A= T2 B F7% & a7 189 $Z 29 998 F7

greor TR 2w it o6 A= & = o fRwmerr 91 <21 2 | AT ST Image

Tl HISAHIAIGE A€ ¥ Insert FLAT 9184 ¢ 99 Image &l fT@®< Search

Y ST 39 Fi=gmy MSWord § @79 |

By clicking on this option, some such option will appear in front

of you, which is shown in the picture below. Write down the

image you want to insert into Microsoft Word and search and
drag it to MS Word.

T2: ST Image ATSHITITE a5 § Offline FHIT AET ATIAT H=TAT T

Internet Onaﬂ%?{ﬂ' FTH T FL Thd % | |
The image that will be offline in Microsoft Word will come; otherwise you can do this work
by doing Internet On.

= Shapes: T SvaL ATTHT e A< Shapes & JTAT AT &7 ATSAHATH g€ T Draw %7 O

2(In this, you will see many Shapes, which you can draw in Microsoft Word.)

a & @ & : T <
oy (e 3 g A g g O
&1 4 ®as gl ar @ 2
= o O O L g @ 2@
O By da Bt @5 92 |-
g o 0 oodE B Goa @® B E
M ot A dis~ H¢ 2§ HE @G & @
b~ 0 TIODw- o4 gl 0@ QR 8 8
Ow 2 03 ADE~sp e 2F DOOJ&D QWS
Y L30FHOB SGIE sBEICOEI4E L 00 8
5 E.fg[la':}-:'@ﬁﬁ{ﬂw}@ [ EDDEDE{;%SQ Epg 7
B3, 2[fA@dT=gwgdfcJodald 0o W
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= SmartArt: T T TF Shape 31 21AT g AT T ITST Smart 3T Category Wise ZTdT 2 ST % Insert

Tk TS FIA F AT% 29 H FRN AL AT 2 S0 20 SmartArt F24 2 (It is also a Shape
but it is a little Smart and Category Wise, which looks quite beautiful after inserting and

using it, so it is called SmartArt.)
dT2: ST Category H ST Shape #ATTHT H=T @31 IWTL T F4h Insert F3 AT I AT AT Edit

F7. | ST Text T Image 398 Add FieAT AT2d & 39 Add %%(In the category which Shape you like,
click on the insert and edit it as per your choice. Add the text or image you want to add to it.)

———————————————————————————————————————————————————————————————————
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= Chart: THHT ST 919 g AT THHT FHH

3 | ST T ST qIE-aYg & AT qATL
T THd g AG T ATTd FUL NG F:Am
g T sorr T qeg T AT e g |

You can create different types of
charts through this, now it depends
on you what kind of chart you need.

T TEA AT B uw = 9w B

FL 304 ATE AT JET Excel

Worksheet #T SoET S| 9T 9w

WﬁaﬁMmageﬂ?ﬂﬁg|

First you click on one of the charts, after that you will open an Excel Worksheet in front of
which you can manage the chart according to your own.

wScreenshot: SESH T a7 FI9 Hraea § Screenshot @ % A IUT T & T AT
ATSHIETTE & A+E T AT T faersh T a7 TAATH T80T | S A9 T7H Ghid 9¢ [9@Ts & 78T
2 AT Automatic ShT9TTZ 21T THH Insert ZT STTAAT |

The way you take Screenshot in your mobile, in the same way when you click on this option
within Microsoft, then at the present time, what is visible on the screen in front of you will
be automatic screenshot and insert it.

= Hyperlink:'s‘(ﬂa? ST o7 T o %;jﬂm T |
HTed I Short Link F¥ Tahd g AITT ik | o
e a9 wrew S s, @R, ’ = e
STHFIHET TATIS ATl Hl oo & & F
create FTH '{H’ﬁ' Insert ¥ THd %Tﬂ
g Bt T FEwTes AT A9 99 AT
Rrrs AT g

Through this, you can short link any
other file, that is, you can create a

big file like audio, video, documents etc. As a link and insert it. You can give a link to any
other website or web page.

| Vapd Dpad (]
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S AT = forh T r T StegAe T sifea, AT St Open FTAT AT T AT Ctrl %
T A Link T BFFe 747 R T i get S |

When you want to open any of this linked document or audio video, then you have to click
on this link with Ctrl ... then this link will open.

T Hyperlink 3= f22m ST 7271 2 e steae & Tt foam 147 2 Ao s e 31 5o ST |
WebsiteComputer NotesYouTube

T mmﬁﬁﬁﬁ'aﬁﬁﬂﬁﬁ?ﬁﬁCreawﬁ

3T Option (2) ITHT Address & STg 9% Link ST &< Option (1) ITHT Text to display ¥ Link T
Name =Tet f57e# ¥ Link Show TE 1T i Display Name Show T |

T SO (3) &MY (4) F ST AT qOF F027 T R/IEA HI Attach F2 TFd 3

= Bookmarks: W%t_'m:l'ﬂ'@'aﬂahl FHGMENE [ i
| T &7 Document H Mark S¥ITq f=vg a2 & e

AT TH STFIHET H AT Reading AT 2| # || o
ATTHT FAT 3 3 T Mark 2 TERMT AT ATH ATS il
feamr & s sifer a1 F2t 9 TET 9T | =
Its work is hidden in its name. This will put a
mark in your document, that is, how much
reading you have given in this document. Let me

tell you that it will be marked and will remind ||swtbv: & naee

you how far you last read it. Lipid
| it bkt

AT ATTHRT T [ ATTH = H QAT AT & s | sl
AT Fgl A% TET g AT Hed T 39 a1 o T T |

You have to make this mark yourself, how far you have read today so that tomorrow you can
read from then on.

4 FL2

TAH TgT AT AT &1 Cursor AZM T of AU gl qF AT H SIFLHE I T8 (AT g, Iq4 I
FHATH | SATY, I AT Name 3 AT I Add F7 2. Next a1 ST AT LHATE AT AT H STAIT
T AT T2 7 ATH Show FVAT ST ATT SfT STAT 9T |
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First you move the mouse's Cursor to the point where you have read this document, then go
to the bookmark, after that give the name and add it. Next time when you go to the option
with the bookmark, then it will show the name that you just entered.

= Cross- reference: T ST AT TANT ZHANT “Reference Menu” ® & f&&qTe & T&T (We will
read the use of this option in detail in the “Reference Menu” only.)

= Header: T S99 & JTIT 3T d74 I § Header Createﬁﬂﬁ%|§'ﬂﬁ7ﬁfrﬂ:mmw
HAreor 7 TFaeh Fie Sfiv 9= AGHTT U Header T a9 F...H1T UST & Header H ST Text foraAT
T & A1 fer |

Through this option you can create a header in your page. For this, you just click on this
option and select a Header according to you...................and write the text you want to write
in the Header of the page.

= Footer: 7 9T Header ST &1 HTH FHdl %%ﬂaﬁHeaderaﬂaTﬁaﬁ'ﬁTWﬁB’Tﬁ'W@m%Tg
Footer T Hqad TsT o &l A =T G 2raT |

It also works like a Header. Where Header means the topmost part of the page. The same
footer means the bottom of the page.

= Page Number: ST AT &4 U1 # Page Number Show F3aT T&d
2 | T T e a7 9T wvar g & o7 B S9E 9% Page Number
Show FXATHT A& &...5T == § 37 T%d 2 |

With this, you can have the Page Number show in your page. But
it depends on you where you want the page number to be shown.
You can see in the picture.

dTe: o7 S 9T &l Choose &< 39 =419 # Page Number Show
FOAT 9% BT ST |

= Text Box: THH AT Text Box &1 Draw & HaFd 2 AT I9H %, forg @ha & (With this you can
draw the Text Box and write something in it.)
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= Quick Parts: et oft Text T Quickly Open FIA ﬁ!‘l'[ T A9 FT SEAHTA AT ST
2(This option is used to quickly open any text.)

(i) AutoText: JFATT H S AT TH Afcerd T¥ s Fwar a1 ek

Blank T3wRIT 317 ST&r Soeht HTEa 7 &f S0 99 50 Sva? af

AT Text T&@« @07 /AT A9 AutoText & T § FRTAT ZTT |

Initially, when you click on this option, only the Blank will

be visible and when its setting is done, then all the text
which you have applied as AutoText will start appearing in
it.

TEAAT il &L 2

TH Taol T ST &l SHHT SEAHTA ATTEY Tgl 2ar g2 af § AT qaT 3. %01 ST SHANT &l Jlg A1
Word 7T Sentence il ST&<d ATL-ATL ZIAT & af UH H gHANT IH AT-TTL [e7@d & AL oF AT &
ST = (8 W oot ® AT A9 o A g St Z AT HOAT 6 T USH, ST T ST,
ST T TAT ATl AT T AT U 12 TS Ft T @ AL U (e J 20 2127 H7 T 3 |

(First of all, where is it used? So, let me tell you that when we need any word or sentence

repeatedly, we write it again and again. But through this option, you can write all those
things in one click like: the complete address of the shop or company, your complete
information, home address etc. You can set things once and type it in one click.)

o1 = T8t ST I Word IT Sentence Tl 12T &7 o {o1el AT U faars T AT A1 @ (First
of all type the word or sentence you want to click in one click.)

ITH AT “Save Selection to Quick partGallery” 9% &
Foleh U GIaT AT 910 = = qlteh 39 Gid T 79 Fl 12T
Feh STAVAE 3T AS AT HaH & TId U s § AT S0
|

(After that click on “Save Selection to Quick part
Gallery” and give a short name so that by typing that
short name, you can get that word or sentence directly

in one click.)



|
A.5.C SANSTHAN DCA & ADCA lndia’s No.1

ST 3 T &TTa 92 S9TAT g1 39 A &l 2127 &idd & 918 ATT Hiars | F3 Button I &7 |

(i) DocumentProperties:Z5H Ty UH v 7w 1w 2 et
ST FIT T 9= StegHe § #7 a%d a(There are some

options that you can use in your document.)

ST Author, Subject, Company, Status Etc.
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» WordArt: TTH ATTH! i dvg & Text Effect 3@ S r e &
I T T&Fereh #7% 33 T 2 | T FTHT Amazing Effect Z1aT g |

In this, you will see many types of Text Effect, which you can see
by clicking alternately. This is quite an amazing effect.

= Drop Cap: T FTHT Amazing S g F11eh THeh ST AT T3eT AT Sentence &l ATET Attractive
FAT T g ToTeTH a@ § FHIHT STTHETE I, ST S8 =157 il ST ATl d S@T 2T |

(This 1s quite an amazing option because through it you can make any sentence a little
attractive, which would be great to see, you have seen this often in newspapers.)

T12: I Fiver T T Sentence & T HHT FT Agd AST f@ar g | AT T
9% 9% Depend 2 7 ara Fiaw @iméat % = o &Aoo &1 e=dAT
FTAT AT & |
Example: -
‘n the Insert tab, the galleries include items that are designed to
coordinate with the overall look of your document. You can
se these galleries to insert tables, headers, footers, lists, cover
pages, and other document building blocks. When you create
pictures, charts, or diagrams, they also coordinate with your current

document look.

= Signature Line: S{T-ST S99 STTH T&T ST 721 2 a1 99 AT
Fill 7 Ok F¥ | T8 ST <& 12 3T 957 § a7 99 Details Insert
2T STAATT ST &9 299 Fill o 97 |

Fill all the options that you are being asked, and ok. Now you
will see that all those details will be inserted in your page.
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» Date&Time: THH STTH qig-dig % Format H
Date&Time Insert F¥a &l ACIH THA STTRIT ATTHT ST
Format S5 @¥TdT § 39 Format ¥ & %% 17 Insert F¥

|
(In this, you will get the option to insert Date & Time in

different types of Format and click on the Format that
you like.)

= Object: ST A™9F & HIZ I fhdT &7 Programs IH
RIZI9TTT, THH, qS TAT(S § FTH Jiia qid 294 Insert
FT THA 2 AT T2 T T Text File a7 g5 2 @7 f &1
=OH Insert ¥ THd 3 |

(With the help of this option, you can immediately
insert it by working in any other programs like
Photoshop, Excel, Word etc. Or if a text file has
already been created, you can still insert it.)

= Equation: TH&HT YIRT SATETAY Equation IHTd THF AT STTAT 2 11 SHH &g AT UH AT g
FSTHaRT WIIT Equation & T gM4T AATM ¢ |

It 1s mostly used when making equations. Because there are many such options which are
mandatory to use at the time of equation.
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T &7 FTET-ATET F T4 Equation T T3 & AT (& #7639 94 3
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= Symbol: TH% & A= T ATTHT G- = / — ——r
d¥g * Symbol & s =T e e L e Tl L RalA e
ITH | ™ e R Y Y LT TR T o e e
™ =] =i EC R TR IR ; : Tl | g A L L
T SATT AGT AT ]| %‘ Al 0 .:..é'fgt:t;-nxn._-- LB I it R e L o & LML T 3 TR e
T HHA G | mam
In this, you will find various types
of Symbols which you can use !
according to your requirement. M e le BTy el ol i bk ke
. » T

I Using Page Layout Menu

= Themes:3TZTXIT & FIT THS: THHT TEAHTA F4d & (T T Insert Tab T e AT TFH Cover
Page il Select 7 | 39 aT= Page Layout & Themes 3Tl AT9H § S0 T FTET-aTIT T THT SAfearT
T [ w3 ST 39 T4 el Apply &3 % T2 26 Cover Page H #T TAd &rdT g | Themes ATt
AT H ATTHT g, ATE A9 TH ST [SHHT SETHTT AT T Tl %‘ S Themes, Colors,Fonts,
Effects.

Understand for example: To use it, you select any cover page from the Insert Tab. After
that go to the option in Themes of Page Layout and click on all the options in turn and see
what changes in this Cover Page after applying it. In the option of Themes, you will find
many options that you can use such as: Themes, Colors, Fonts, and Effects.

» Margin:EH# 144 AT FI+ Page T Margin Set ¥ H&hd 2 |

(Through this you can set the margin of your page.)

= Orientation:Z9% STT¥7 AT FT+ Page T Orientation Set FiT T 2 |

(Through this, you can set the orientation of your page.)

= Size:THAT A= I ST Page & Size Fl T FT T 2 |

(With this help you can select the size of the page.)

= Column:ZaF FTLIH T ATT AT Page T Column Create F¥ T5hd %’ e LED I &l &% Column

Distribute ¥ Tahd & &Y ITH HTH T Tehd 3|
(Through this, you can create a column in your page and distribute a page to many columns and

work in it.)
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= Breaks:'%'{@lﬁ": dqral $ﬁ<'=l'a_%'§ qar 33!&-‘81?%

(i) PageBreaks.................

(a) Page: ST T4 AT UH Page &l a1 AT | Break &
T 2 | %Wﬁ,WWCursorﬁﬂ@WW@?Waﬁﬁﬁ
Page #T Break F<dIT &€ 3¢ U 74T Page ¥ Insert & 21T |
Through this, you can break a page into two parts.
Wherever the mouse's Cursor will be, it will break the
page and insert it into a new page.

(b) Column: SHHT TEAATA AT Page & Break v+ * fow
T STar 2, H9L 7 9EAl Column H Break &% THIT

Column ¥ Insert ¥ <aT
(It is also used to break the page. But it breaks from the first
column and inserts it in the second column.)

IITELOT & qHEA: | Ao A9 T Page § =T Column _

FATHL TET g | AT AT T8 Column AT Text AT Object?ﬁ'@:ﬁf Column ¥ Insert FeAT ATEd g ar
T (1T AT 97 AT FT ZEAHATA H¥ THhd 2 | €477 78 WIS AT Cursor (9T LT TL T 5l 0 I
Break T |

Suppose you have made two columns in a page. And if you want to insert the text or object

containing the first column in the second column, then you can use this option for this. Keep in
mind that it will break from the place where the cursor of the mouse will be.

(c¢) TextWrapping: 95T TEAHTA Text T Wrapping Fee o Toro T Smar % STa AT T o
Object T Insert AT Z2T 2 (It is used for wrapping text when you have inserted any object.)

THET TS % (oI U AT Fls 9T U= Shapes &l Insert 1 ST 3T AT oF AW9H TL s Fid

To understand this, you insert any one of the Shapes and then click on this option.

(ii) SectionBreaks...........cceee....
(a) Next Page: T3 #T Cursor ST TATH 9% T g1 § F U 71 Page Insert ¥ 23T AT AT A1
Page & ATTHT F1H 9= &l J129T (From the place where the mouse's Cursor will be, it will

insert a new page and your work will start from that new page.)
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(b)Continuous: 7 Section Page Break Z1aT g | ST Same Page T Page &1 Break #7dT 3 |
(This 1s Section Page Break. Which breaks the page in the same page?)

(¢) Even Page: T &= Harq ¥feqierd 7 &¥ Al TH-T8 T8 I¢ T97 TS LA Tl | AT A
Even Page & T T 9[%aa %7 (Insert a block break and start a new section on the next even-
page. That is, start the work from the next Even Page.)

(d) Odd Page: T# &< fALH AfTATerd Fiv AT A FAUH-T8 T2 T2 74T TS LT T | AqTT AT
Odd Page & FTH =it 97%d #< (Insert a segment break and start a new section on the next odd-
page. That is, start the work from the next Odd Page.)

= Line Numbers:Z-aTaw il Wedd Ti<h & ATT AT T ATeA T&IT A4 & (o0 0@ eeddTa
ERUEIELE

It is used to add a line number to the margin along each line of the document.

= Hyphenation:ZTZHAT FT 2, AT 95 Fl 921 & TISAHH & &= 1 LATAT ] TS il ATHI
AT F AATT T A9 F1E T=T Word for@T 2 ST 02t 12 | Adjust 721 21 @61 a1 U9 § T Fg
Text T FOT ATAT AT H LI 2T 3T Feg, Text T = ATAT ATSH H AT AT AT T 1= H
Automatic T& Hyphenation &T Sign @IT &7 |

Turn on hyphenation, which allows the word to break the lines between the syllabus of
words, 1.e. if you have written a large word that could not be adjusted in the first line, it will
leave some text in the top line and Some text will be moved to the lower line and Automatic
will put a Hyphenation sign in the middle.

IO H 34

On the Insert tab, the galleries include items that are designed to coordinate with the overall look of
your document. You can use these galleries to insert tables,

headers, footers, lists, cover pages, and other document building

blocks. When you create pictures, charts, or diagrams, they also

coordinate with your current document look.

» Watermark: S7¥ T 97 Page H Watermark TTTHT ?IE%I’
2 AT T Srverd 97 T3ersh &7 T File UF Format FT TI 7 31T
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Custom Watermark 7% &% F7 3T Edit F7 AT d77 %ﬂ'l_el' T Name, Font, Color SATE =TT &1
FTT T |

If you want to put Watermark in your page, then click on this option and select one of the
formats. After that, click on Custom Watermark, edit it and then select the name, font, color
etc.

= Page Color: Tl HSE T AT AT IS T FHia< a5 Oad 3 (With this help you can change
the color of your page.)

= Page Border: THH AT JTH U9 § Tg-T08 & [ro s T — |
(ST T HAA @ | ATTH ATAA T, ALG A AT @ oo T

i e ST S9:Box AT Border, Shadow JTA = | = et
1Y, 3-D F(e<, Custom, Border |TT ZT ATT AT Art El siallll Msmicmicis A —

ATAT AT AT 7T T 2 | == L — ' |=

With this, you can apply different types of r:_'ll, " | E— D B &
borders in your page. You will get to see many | =" | ** G e ol
options like: Border with Box, Shadow Border, ] = s
3-D Border, Custom Border and Art Border. ——Tr| [Ca) [ne

I AT AT AT H SATHT aT-a1<t T Check FY

= Paragraph Indent: TH T S9 Left 3% Right Indent &7 ST 11& #¥ #hd & (With this, you
can move your Left and Right Indent back and forth.)

= Paragraph Spacing: ST &ITT A9 Paragraph & BeforedT After § Spacing &l 2T IT F&T Tad
2 (With this you can increase or decrease the spacing before or after your paragraph.
= Position: T AT=9T9 T Enable "'Q;Iill ST AT T T Object & Insert IT Select T3 | Tl HeS I

#TT &ATT Direct T T Object T Position # HTT TextWrapping Set F¥ T%d 2 |
This option will be enabled when you insert or select any object. With this help, you can set

direct wrapping text with Position to any object.

w Wrap Text:Text FT Wrapping®ad & o0 THET TEAHTA 3AT STAT 2 | T Highlight T8 ZR1T 919
#TT FTE Object FT ZH Insert Fa 2 (It is used for wrapping text. This highlight will happen
when you insert an object.)
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9= # Send &% Bring TAT § TH-o17 SA(w9rq & Torerant WormT Tt ot sfisoree &l Back ¥ Send e,
Front H @1 TeATS SI& FISAT &0 2o = forw ot siar 8 | 79T T 7t 1St v 7 Afae sifssre 77
AR ZMAT 2 | 9 T T &l A1 T¢ UF F ATeh Aotz erie T [aAT 1Al g af U | g4l Areerd
% 14T 39 manage ToT SITAT Z |
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Selection Pane: =9 ST & arﬂé ER) TI'U;T%(TFH' ot sfessF 7 AT T
Find,hideXT Unhide ¥ TFd 2 #i{% Jd dgd T1¢ Shape TATY STHFIHT &
FaT TE T2d 3 df UH § UF Particular shape &7 FTSHT 34T AHTT T&1
21T AL THE AT AT AT I find FT T 2 |

Through this, you can easily find, hide, or unhide any inserted object,
because when a lot of Shape is inserted inside our document, it is not
as easy to find a particular shape but through it you can easily can
find.

Align: THF Fw=T ggd A Ao R
fSraeT wamr T T sAtssae & Left, Center,
Right, Top. Botton, Middle T e # o 9 &
fore T st 2 |

Many options have been given in it, which

are used to move any object to Left, Center,
Right, Top, Botton, Middle etc.

Group: WW%@'ﬁObject:ﬂTShapesﬁwffmﬁﬁ%l’%gqmﬁ?ﬁ@ﬁaﬂmm
TR 3 FATTeh 28 AT e ATL shapes FT THATHT I T shape H convert FiT Tahd g AL oTF AT
T I ungroup Wi HY Ao 7 | et A isstd= Tl group F4A = (o0 &9 AT ctrl F AT AL
Alsetaa il select FIAT @ S TS ATTHI group T 2113 |

If you want to add any object or Shapes to each other, you can use the grouped option,
because through this, you can combine many shapes and convert it into a shape and you can
also ungroup it whenever you want. To group any object, you just have to select all the

objects with ctrl, after that you have to group them.
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Insert 3 Shapes After Selecting 3
Rotate: SHF ST13F 3T BT Object FT Rotate T THd %

Through this you can rotate any object.

After Grouping

I_Using References Menu

AT § T Menu T SEAHTA aF [T SITAT & ST 1 Hils AT Book T AT F4d g AT 9 29
Tz 9T Book &l Create AT ATEd g UH H STTHT T Menu FT TETHTA FHiTAT TST |

In fact, this menu is used when we publish any book, that is, when we want to create any
book, you will have to use this menu.

Table of Contents........ccccceeeeeeeannnen.
(a) Table ofContents: THH ST+ 3T T sTﬂl-eg\H'r: i “'l_auutg\ﬂnl (Table of Content) TATT F¥
aEd & |

Through this, you can prepare a "Table of Contents" of your document.

T LT Fid Tedi 82

T ZH AIZAHIAFE a8 &t garaar T ff 992 & % &7 997 F7d 2 a1 /12 &3 F470 T0 I |
#t 1< Chapter T &1 T&d & | 39 AL Chapter #l Manage %7 & {«ill “Tableof Content” &l Create
[ERIEICIES

When we prepare any kind of book with the help of Microsoft Word, then there can be many
chapters in the book created by us. To manage all those chapters, “Table of Content™ is

created.

Table of Content RG] Skl %’?
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AT AT SAL | ST <@T 3971 #l “Table of Content” Fgl SITAT g | 9 £ “Table ofContent” #il HEE
T T T T ¢ T -9 Chapter T Page # g #iT Direct 30 Page No. % Visit 9T ¥ T&d 2 |

Table ofContent ¥ ST %?
ot EED H %t A< Chapter Z1d & 9Tl 39 AT¢ Chapter % Name &I T Level 3
9= & It Sample STTEL & G GHSATIT ST ET S |

Noun

A noun is a word that refers to a thing (book), a person (Betty Crocker), an animal (cat), a
place (Omaha), a quality (softness), an idea (justice), or an action (yodeling). It's usually a
single word, but not always: cake, shoes, school bus, and time and a half are all nouns.

Pronoun

A pronoun is a word that is used instead of a noun or noun phrase. ... Possessive pronouns
refer to things or people that belong to someone. The main possessive pronouns are mine,
yours, his, hers, its, ours, and theirs.

Verb

Verbs are words that show an action (sing), occurrence (develop), or state of being (exist).
Almost every sentence requires a verb. The basic form of a verb is known as its infinitive.
The forms call, love, break, and go are all infinitives. ... The verb's past tense usually has the
same -ed form as the past participle.

A IITELIT o AIC 9L a0 Chapter IHTIT &
IstChapter: Noun
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2nd Chapter: Pronoun
3rdChapter: Verb \
AT T Chapter FT T Level E

TH® [0 AT FTL-AT<T § THT Chapter & Heading #T Select ¥ &Y “Add Text” § a1 I Level
1 § Add &7 | T A9 F¥ = = 1% “References Tab” & $7=< Table of Contents AT AT T¥ JTHT
T Format #T Choose Fi¥ S1¥ (& ¢ | [0 Hied &l AT ATHA [ATAGAT AATE 2 ST |

For this, you can alternately select the headings of all the chapters and add it to Level 1 by
saying "Add Text". After doing all this, go to the option of Table of Contents under the
“References Tab”, choose a format and click. On clicking, the table of contents will be

prepared in front of you.

(b) Add Text: T 77 Level Set 7 =T SAreer fam T % (There is an option to set the level
inside it.)
(c) Update Table: 317 a2 H AT &< S% Chapter &l Add [T 2 a7 I Table of Contents &

@7 % Tl Update Table YT 21T (If later you have added any other chapter then to bring it in
Table of Contents you will have to update table.)

Footnotes......cceuee..

(a) InsertFootnote: TH® ¥ T 99 CurrentDocument # Footnote Insert T #ehd %
|“Footnote” Current Document ¥ Current Page # @&+ 9= ®§ 9 grar g 91 f&#l Particular Word
& I § THATH &l 0 FHidal g |

Through this you can insert footnote in your current document. “Footnote™ is located at the

bottom of the current page in the current document, which serves to explain about a
particular word.

(b) InsertEndnote: T WA ST &9 CurrentDocument ¥ Endnote Insert ¥ T&d % |
EndnoteCurrent Document & Ta# (A=<l Page ¥ f&4d AT g ST (T Particular Word & <

AT T FTH F7aT ¢ |

Through this you can insert Endnote in your current document. Endnote is located at the
bottom of the current document, which serves to explain about a particular word.
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(c) Next or previous Footnote&Endnote: THE ST AT Insert 2T T Footnote #1¥ Endnote T
Next IT Previous ¥ a1 Tehd g AL ANT-HTeg ST T 3 |

Through this, you can see the inserted Footnote and Endnote by Next or Previous and can go
back and forth.

(d) Show Notes: I ST Footnote ¥ Footnote T fem=mam

Citations&Bibliography....................
(a) Insert Citation&Bibliography: EULD
ZTT AT &9TT 0 Book & AT T &l
A € |

STT: Author I g2 I T Title FIT 2?2
Year, City, Publisher TeT= =tsii & Fill
FTERA |

You can tell something about the book | |
made by this.For example: Who is the author? What is the title of the book? You can fill things like
Year, City, Publisher etc.

= a1 F1sl 1 Fill Fi7 % a1 Ok &L

# @l aar 3 % Ok Fd &l &% A=A U& Short Details Show I SITENTT | SRT &MT Tr
Information T Insert FTAT ATZA 2 AT Bibliography ATel SS9 T¥ AT ToFaa & |

Let me tell you that a Short Details Show will be in front of you as soon as you do Ok. If you want

to insert the complete information, then click on the option of Bibliography.

(b) Manage Source: % (14 AT Insert f47T T Citation FT Manage ¥ T%d g 9+ Citation Tl
Delete HZAT,New Citation Add F¥AT TS |

Through this you can manage the inserted Citation like: Delete Citation, Add New Citation
etc.

(c) Style: THa ST &ATT Insert [ T Citation & Style I&@ Tad 2 |
Through this you can change the style of the inserted Citation.

Captions.......eeeeeeeecesecssnens

(a)Insert Caption:SH AT & LA ATT [T Image AT Shape FT Caption Name 3 H#hd 2 dATd
3 fT Image AT Shape #T Insert A & aT& IAHT UF Particular Name = 7% 2 |
g P
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Through this option, you can give a Caption Name of an Image or Shape, that is, after
inserting any Image or Shape, you can give it a Particular Name.

!
L X 2

Figure 4 Figure 3 Figure 1 Figure 2

AT ATTH FIT T ST I4@T Figure 1, Figure 2, Figure (¥ Figure 4. T 9% % Name &l 97141
Insert Caption FgdTaT g | ATT THeh Name H I&ATH ¥ Thd & |

I Default Name gratg

LEbedi Ficume

z9% =+ F2% Name T

TIA TFA &

|![mvm--- | e [ cet |

(b) Insert Table of Figures: 3T STT @TT Insert f37T 7T Caption #T U= Table of Figures T3
T AR B

Through this, you can create a Table of Figures of the Captions inserted.

SETE:-

Figure 2 ......oiecieiceeienrimcrceme e T 0 . W0 W0 B o ORI .. ............o..ccoeeceeeseseessenesases 53
FIgUre 1 ... ienccnsnnencniencsnessssensnsss snssmnnaan s SODT A NONNNRSIIIE . ... .. ... .. «sc o0 ses s cs ban s senan st basssnsasnnessasnnsnnsns 53
T =B < OO PUPTRUUPTRPRPN 53
T I PSSO SRR POUTSSRPPPTN 53
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(c) Update Table: 39< § ST 3T “Table of Figures” &l 9% f&IT 97 a7 35 Update 9 & form
21 “UpdateTable” T TEAHTA [T SATAT & | ATehel I T HTH FHITT STa AT dile A7 d=T Caption Tl
Insert T |

The "Table of Figures" that you prepared in the above is used only to update it. But it will
work when you insert any other caption.

(d) Cross-reference: TH #IT9F # S1LU FH [hdl HI Bookmark, Paragraph, Table, Caption,
Heading TTIT(S T Te Short Link 9T @& g eia 9 Direct Click F¥d g1 7 Direct Move Fi¥ Tahd
2l

Through this option, we can create a short link of any Bookmark, Paragraph, Table, Caption,
heading etc., on which we can do Direct Move as soon as we click Direct.

(a) Mark Entry&Indexing: T8 S a7 T AT Selected p=
Text T Mark F7 74 & SiI¥ 396 aT% I UF Index AT HT || 7

- o

L xi] 8

A 3 | H IS0 % frU Ty Text #l type FIdAT § AT SHH A [|| w1
fPreft Text AT Select F7aT § T IHAN UF Index TATT o [|| =

ﬁ_@_m_r_é'. | Cress-pfmrmcn: | Las
= L’n.l'llﬂw

Through this you can mark any selected text and after that you ; ”""”1“'*

can create an index of it. For example, I type some text and
select any text from it and show it by creating an index.

- 98t T ST Text T Select ¥ ora@T AT Index TATL

Dagm rurntes ‘Ferrak
|} poid
1 [l

Ths dhison] Do STy ppen S0 e, v S wand; e iple-
e n e

Fewh Fak Carie

FCAT ATEA 2, I9% 915 Mark Entry % | THT T¢g I 39 IOT¢ Text
T FTE-aTir & Select F¥eh Mark Entry < TSM#T & index

AL FdAT ATRd 2 |
First select any text for which you want to create an index, after that make a mark entry. Similarly,

mark entry by selecting all the text in turn for which you want to create an index.

On the Imsert tab, the galleries include items that are designed to coordinate with the
overall look of your document. You can use these galleries to insert tables, headers, footers,
lists, cover pages, and other document building blocks. When you create pictures, charts, or
diagrams, they also coordinatewith your current document look.
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A T v |
Bl e T e
relcdn L Tea o Teafemkes Lanl,
l Aritedn, i | e |1 !
| Ssied b1 Ser kpmer L e =] |
building, 212 | [t are i 2 |
(==
o -
coordinate,
212 | '_‘.!".:;*.vm
7 Indexing PRUrage o Gl
; :
diagrams, 212 Chlran 5’?77'52' m_u E,
S v Al s |
galleries, 212
[k ] [mstai | |
include, 212 7 IndexStyle & : =]
Insert, 212 fﬁ??’ T 3}.{?'__}_
overall, 212 = L= —

(b) Update Table: T2 | T3 1T 9fead &l gae SI1<d 29 Update ¥ Tohd g AATd aI8 § o 0
#le | Mark Entry Indexing &T Update FiZr o [l S6 AT &l T2 Hied 2 |

Through this we can update the changes made later i.e., use this option to update any
subsequent Mark Entry Indexing.

Table of Authorities....ccccceueceeeiierniernirenneranas

(a) Mark Citation: T STl &7 {3t Selected Text Tl Mark Citation T Tehd g Al el AT

¥ BT et Index &l JATY &7 T & (Through this, you can Mark Citation to a selected text and
prepare its index through the next option.)

(b) Insert Table of Authorities: T SITva Mark Citation T T Text &I “Table” ¥ Create ¥
a2 forT @78 “Table of Contents”dTe T STAT 4T (Through this Mark Citation can create a
"Table" of the text, the way "Table of Contents" was prepared.)

ICER RS ICEa) Teg Text &I Select F¥eh,Mark Citation F¥ % aTg “Table ofAuthorities” TaT¥ T T
wE
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On the Insert tab, the galleries include items that are designed to coordinate with the overall look of
your document. You can use these galleries to insert tables, headers, footers, lists, cover pages, and
other document building blocks. When you create pictures, charts, or diagrams, they also coordinate

with your current document look.

Cases

building .............. SEEEE R . N S TR Y A W 213
charts........... S N R e ercccecasmmrmrmrsssenommnrrreessensnnreena O JOPRRN ... ...... 213
designed .. R N ... iiiiiiioiieaitiasioseessiessccesesiiesescnovas IR SRS R 213
LI N AR PR, 4 B F. Y 213

(c) Update Table: = | a1 70 afiaas &t =oa {7 Update % Tahd 2

You can update the changes made later.

——————————————————————————————————————————————————————————————™—_,
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IUsing Mailings Menu

Envelopes:Za ST{< ATT Envelopes TAT T Tahd g AT (a1 & T 91 T 2 | THHAT T HTd

SITETaY E-Commerce ATl FFIAAT Fd 2 FI11% A1 AT4 ATHIT T UF 2 H THL SHIE F1
2|
o

Through this you can prepare Envelopes and send them to anyone. It is mostly used by companies
with e-commerce because they have to send their content from one place to another. Example:
Amazon, Flipkart Etc..

Ereinek il Labelr b

Evekpes | Lotk |
i et | FDeliveryAddress gaTg
ABC Delhi, India ag’r" TFF g‘-l?’ T TTTAT FT
\l‘ GoTHT Z197 & AT T
|
T S | Customer FTAddress
i (] AT F

ABC, Patna,India

T ReturnAddress giar g
Warify takan emvslaps o hl":\lr.!rhﬂ‘ . : QWTW?‘ 2?_ =

[ ot || adoooomnt | | cpwon., | | Eomtee ropeter | : W

- T Office aT Company #r

Address gt aFar g

Erwm i O g s

._ 4,. .:- e

| e g
| i 6w i g El

Fem b B
ROl e BT

| 752 7 e e faz ot 7

| BT
| Fns

Option 7T 77 [Fa® 773
a7 77 Envelope Page

Fom Bl Rfx
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ST AT |

T ST Start Mail Merge ATl #TC9T 9% & i 2 o ATTeh ATAT AT T SATeor 77 Jrnr
ST f Mailing Tab ¥ 39T 91T € s19ia Mailing Tab & #wa¥ &¥aTel TTY SO “Start Mail
Merge” ¥ AT AT T |

THH Fea7 A1 g7 e fiw w2 S
Mailing Tab % &Tg< =T 797 97 | a7
#dav ¥ & =a% ST A step-by-step
FTH Fodl AL 30 g8 UH-T AT hl
choose FTAT T=dTl, IHE dTx gH FlH
w |

7 THANT eten-hv-cten FTH FHI

oy AT &
step-by-step-
mail-merge-
wizard 7 FF
FIH w AR W

Letters, E-mail

v

messages,
Envelopes,
Labels =z
FT ATAT AT
gar &1t =
Mailing Tab #
IOTH I T AT
JIASH AT |

Mailings Tab 3 &va% fora=r o sfieerT st
ATHT [2E@TE < 72T 2 AT T ATTHT step-
by-step work F¥a U fe@Te =97 | S
SelectRecipients, Edit Recipient List,

Preview Results, Finish Merge,

- i V™ 11 FTT 11" 1 ww 11
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T 3T FAANT Step-By-Step “Mail Merge” FT TTAHTA Fid &

Mail Merge FT TETHTA TS-08 TFAAAT HEAT 3 M0 THE AT gH UF 91 H Ggd AT AAT-AT
FIRAT #T Letters, E-mail message.Envelopes TETIS GATE Fi¥ HEd & AT ATNA-ST ST (9
(T o 2 | & WW?% 6 Step ¥ Mail Merge Complete T STaT & |

Step (1)Select document type
STFTHE AT 2129 9

H Agd A ATHRAT BT
Letters oITE AT
q2AT g, U
Letters aTel 9% check
out =¥ i"ﬂ'

Step (2)Select
Starting
Document

#ATT AT Letters
I e Set Up

(1) Use the
current document:

i

(2) Start from a
template: AATT

Template Insert

Fh

(3) Start from
exiting document:

ERICE
a

q1e: § “Use

thecurrent
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Step (3) Select recipients
o T T Letter 94T &Y

T2 2 ST gH List 9T 1T |
g7 7 foree e 9 aeg ' v
GEL RS

(1) Use an existing list:

AT ATTH U T Al Fe
List g @7 3T Insert ¥ Thd 2 |

(2) Select form Outlook
contacts:
Outlook, Microsoft Office T

T AT 2 T3 & AT T List 7
Insertah_{ﬂ'ahﬁ'%

(3) Type a new list:

THE A AT qEa UF New
List GATE ¥ Tad 2 |

I HANT Type a new list
JATT FAT AT LT UF List
Create el

AT HAN 2T o # New Entry, Find, Delete Entry,Customize Columns T4 K
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S ITH TZA ZHART T AddressList FT Customize Column FIAT F1ET FAT 1% THH TH AT AT
Field Name T I5d %’ S Name, Address, Mobile Number, State, PinCode, Email TeaTie T I« gq
FT I Add FTTHA 2 |

N [agr‘”#srrv 7% FieldName FT Add ?TWJ

F 3

&
[ ZE’?“’@'W]%‘W’ %7 Field nameJ

o PR s T F
~

[%’E’f T T 37 7 Field nameJ

Q TF Do n TT T F
— b
e T [E’WWWW 7 Field nam

ST A Fann asan TIT A Anavn dniren ST

T SHANT FThT o SATCLTT HET!

I AT 7 77 Entry
#1 Find F= 959 2

= New Entry % I%d
: l
¥ a Entry #7 &7 s Reeoe]
o g




A.S.C SANSTHAN DCA & ADCA '

India’s No.1
|

I gHART New Entry 37

# Customize F3 & 18 ik
FTX Field Name &I ST=T 3 |
Name, State, Phone ¥ Email.
AT TH AT ATHTE FL TH 2

A J AT % Entry #7713
7, § Ok a7 529 u7 s
FeeATT |

= ¥t =TT Al A F TS AT S AT ST IS H G 7 ST S5 AT Follow
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Step (4): —-

qT ATTHR AT
TS H UH Letter
ddi< sheal gl
ST &7 Letter T
forgar AmEd
|

a9 STIET More
Itemsﬁﬁ'l’rﬁ%
st & e 7
AT (T T 2
I

qIE: ATTHT AT-a12t F TAT Field #T Insert
FLAT @ | 79 7 U Field &7 Insert F¥d &
T2 ATTHT Enter I FT 24T 2, I9% 12 [:
% Fieldlnsert FAT 2 39 &= U: Enter
TAET 2 | THT %€ I AT Filed & &Ta0T
Insert ¥ @7 2 |

I ST Letter o T STLr T H Fi7 |

AT ATTHT Next e T7=4 Step T STAT &
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Step (6): -—-
T Mail merge T T& HTaH FLT

LY

qF ATTHT Mail merge TIT 21 TAT
2 | @ mEe &1 e EEmr
EIREAR

(i) Print: 3T =12 91 29 24 =
T TEA 2 | F AT gar 3 &
AT Sraer =rf<FT &7 List 9118
oot a7 3 AT =t & s e
[BEIREET IR IR e

(ii) Edit individual letters:SH
ST 41T Individual Ty AHTT %7

FAN-ST AT AATT Y T 2 |

Step (5): ——-

Step (5) § gL FIot
Complete T JTA1 2 | a9
THH ATTHT A9 Letter &1
Preview Fi<TAT SITaT &
qTTo e TAdt 21 ar 39
AT Edit 77 75 |

T 94 T Complete T
ST 97 AT Next %

India’s No.1
|
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I_Using Review Menu

= Spelling&Grammar: T4 ST AT ATH Document H Spelling&Grammar #T Check F¥ T%d g
|

Through this, you can check Spelling & Grammar in your document.
= Research: T ST a7 T o =T % a9 § Research 7 T % |
Through this, you can research about anything.

= Thesaurus: 7 Select 77 TT Word % Similar Word &l Suggest F7dT ¢ |
This suggests similar word to the selected word.

= Word Count: T “gﬁ' g7 Document T Pages, Words, Line AT
HTSI1 T Count F¥AT 2 |

This option counts things like Pages, Words, Line etc. In an

open document.

= Translate: % T4 ATT AT Language T =T Language ¥ Translate FiT Td 2 |
Through this, you can translate a language into another language.

= Language: S8 AT Language Options FT Choose F¥ T&d & |

With this you can choose Language Options.

= New Comment: e STT32 ATT fehe T AT Word, Line AT Sentence & Select F7eh IATL Comment
T OFd 2 AL 39 Selection & AT H Feg TaT T4 2 |

Through this, you can select any Word, Line or Sentence and comment on it and tell
something about that selection.

= Delete: THF STV AT Selected Comment FT Delete ¥ T éQ' \
Through this you can delete Selected Comment.
= Previous: TI% T &TT Previous Comment H ST Td % |
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Through this you can go to the previous comment.

= Next: THF JT AT Next Comment H ST T %" |

Through this you can go to the next comment.

= Tracking: T Document ¥ {7 T Changes #T Track Fi7 T g @< 39 Manage FZ T%d 2 |
With this, you can track and manage the changes made in the document.

= Accept: TAHTT THT H, Document ¥ {37 T Changes &T AT Accept ¥ Tahd 2 |

At present, you can accept the changes made in the document.
= Reject: TdHTT THT H, Document H %7 77 Changes &l Reject Fi¥ 9&d 2 |
At the present time, you can Reject Changes made in Document.

= Previous: STHFIHE % A72T Previous ¥ T8 TT Changes & Accept AT Reject T T ¢ |

You can accept or reject the changes made in the previous within the document

= Next: THIHZ F =27 Next H T3 T Changes FT Accept AT Reject T T 3 |

You can accept or reject the changes made in Next within the document

» Compare: SH% AT AT Multiple Document T Compare AT Combine ¥ Tahd g | 3T &l AT
Compare AT AT T ToFren 337 q7 ATTH TTHA Freg TH T AT AT FeAhT AT |

Through this you can Compare or Combine Multiple Documents. As soon as you click on the

Compare option, some such option will open in front of you.

Compare Documents |M

Criginal document

| Revised document

| = BY=}

Label dwaﬁges with

3@ Planner Pro Motes
Piraw X7 (English)

orel Draw X7 (Hindi & Fnglish : —
Corel Draw X7 {Hind & Engish) K Cancel |
r — 7
Compare Documents l ¥ |%J
Original document | Bevised document

[:]
G
B

I;abgl changes with

= blanner Pro Motes
Praw %7 (English)

orel Draw X7 {Hindi & English
More == |
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T T{FgHeE Tl Choose FA & aT% 39 Compare ¥
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IUsing View Menu

T Menu % H+E7 ﬁﬂﬁOptionsﬁQW%ﬁmﬁW@Document%ViewﬁWﬁEﬁﬁﬁTﬂ?ﬁ'%

All the options are given under this menu, so that you can make changes in the view of the

open document.

(i) Document View: T SIT¥T AT ST+ Document Page FT AAT-AAT Format F View FT T %
ST: PrintLayout, Full Screen Reading, Web Layout, Outline 3T Draft Mode &

Through this, you can view your Document Page in different formats like: Print Layout, Full
Screen Reading, Web Layout, Outline and Draft Mode.

(ii) Show: TAH 3 Options fao % ST%Yd TS 97 e8! a9 Tick Out ¥4 Enable 7T Un-Tick Out
#ie Disable #¥ T 2(It has 3 options. If needed, you can enable it by ticking out or
disabling it by un-ticking out.)

(iii) Zoom: T =27 T T WTY Options XU T g SRTHT TFAATA &MT Page View & ZL1T &i¥
T 2 |

There are also many options given in it, which you can use during Page View.

wZoom Option: TAIL &Fa® ek AT d9+ Foma

o ——— I_i'_ﬂ
Page %l Zoom &% Td 2 | T
. . . el Pes w1 1 By papoeess
You can zoom to the page by clicking on it. o FERL IS [@-
i ot page | ==
BEcent A% b
= 100%: TAT BT FTF AT DirectPage T 100% | —_—
Zoom T¥ AT Tahd 2 | AMB B sy
g3y cli)cking on it, you can bring Direct Page to 100% I T
oom.
= — A e Tyl
wOne Page: THIY &A% Fda 2 AT TIT Page AT — ;

. | [ |
Window # e T | e
By clicking on it, you will see the entire page in this window.
w Two Pages: TATY (Faeh Fvd EI ATTST Page 3T AN § d2ahv 241 o1 Full Window & &TTeh ST

97 e T |
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By clicking on it, your page will divide into two parts and both pages will appear on your
screen in full window.

wPage Width: T ST ATTHT Page FTHT Zoom T ATIAT AATT foraaT Windows TTen T8
Frr 77 & T T P T

Through this, your page will become quite Zoom, that is, the Windows you see in front of
them will be visible in full.
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(iv) Windows: % AEL l3:|br'ﬂhﬁ?l'ﬁ'Op\ticms ﬁqwésﬁaﬁrmﬂﬁr =41 HIAT AT %ﬁ'@':
There are many options also given in it, which is considered quite good.

(a) (a) New Windows: THIL Bk @' SIRED STCl-ég\lﬁ-l‘d T New Document T a5 JTATT S
TE ATAT Document ST &I 96T &1 TBT(By clicking on it, your document will be converted
into a New Document. And there will be no change in the previous Document.)

(b) Arrange All: 3RT¥ ST New Window ¥ faten iten dgd TT¥ New Document SHTAT & AT ATT
FEA ATE ATSHIEIFE T %01 R H] BTAHT TET 2 al AT Arrange All 9% s v a-amr &
I Arrange T¥a Side-By-Side T 9¥ 3@ T&d 2 |

If you have created a lot of New Document by clicking on New Window or you have opened
many Microsoft Word files, you can click on Arrange All and rotate it in turn and see it on
the Side-by-Side screen.

(c)Split: TH ST TolT T STagde &l &I AWM A qIST ST 9567 ¢ | AT 30 Ao 9% e Fean
HTSH FT HUL Sl T ASTHL TATIT A&l o 21 AT SIFTHE 22 ST |

Through this, a single document can be broken into two parts. By clicking on this option, the
document will be broken from where the mouse cursor is moved and pressed.

(d) View slide by slide: T ST Sgd AIY SFIHS UL &HH HT 72 2 A1 UH H AT 27 AvaF 97
e e Tt STRHE #7 slide by slide 39 T ITH FH G F7 T 2 |

If you are working on a lot of documents, then by clicking on this option, you can see all the
documents slide by slide and work in them.

(e)Switch Windows: 37T 5T ATEHMAIFE a8 ¥ T7 qr
StePTHE ST 36T g0 T a7 20 sAfeerT & STieer e foefT o
TIFTHE H Jump FT T g AL SUH KA T T g AT Tagd
TIFgHE T Fg Alet &l Cut AT Copy ¥ AL TIFLHE |
Paste < T 2 |

If you have many documents open in Microsoft Word,
then through this option you can jump into any
document. And you can work in it or you can cut or copy some things from the first

document and paste it into another document.



|
A.5.C SANSTHAN DCA & ADCA India’s No.1
|

= Macros: T FTHl Amazing T Useful A™arT 2 | T &7 FTHT H |
ST ST Tl g FA11% ehhl Haz I AT 79 Keyboard T Record
39 Shortcut FATHT Tah AT H Open FT THd 3 |

This is an amazing and useful option. This can make your
tasks easier because with the help of this you can record your
keyboard, that is, the thing that you write repeatedly, you can -
make it shortcut and open it at once.

T3 - & 98T AT Record ATer Sw9rT T¥ s &9 3T o112 AT Recording Start Z1 ST
First you click on the option that has Record,Your Recording will start........................

ST AT Record Macros 7% T &93r a7 Iad T2« U& DialogBox lgﬁTIT ST A Tg AT
Screenshot H f3@TIT 73T § | &TTaT Keyboard aTet Sfwerd 7% faersh #TAT 8 | T4 31 &7 Record
AT ArearT 9 T&aeh 931 99 21 UF 37 Dialog Box BIIT ST %1 387 Screenshot H fE&TAT 14T
2 | @7 ST Shortcut Key &I &2 &l 30 Shortcut Key &l @&Td af ar TextAutomatic Type 2T
ST |

When you click on Record Macros, first a Dialog Box will open which is shown in the
previous screenshot. You have to click on the keyboard option. As soon as you click on
the option with Record, another Dialog Box will open as shown in the second
Screenshot. Shortcut key that you set will be Text Automatic Type as soon as you press
that shortcut key.

T2 T Photo, Audio, Video TeATI= HTsi1 &l Record Aa! 1T I T Keyboard #T Record F7d

2 iR TR e N Tt Thseos sk saanmsd Hatmess Talea Dlasba  Aaailiee camed XTidwasais
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I Shortcut Keys
File Menu
S.N. Shortcut Action
1 Ctrl +S Save
2 Fl2 Save As
3 Ctrl+ O Open
4 Ctrl + W Close Document
5 Cul+ N New Page
6 Ctrl + P Print
7 F1 Help
8 Alt + F, Then Press “I” Info
9 Alt + F, Then Press “R” Recent
10 Alt + F, Then Press “D” Save &send
11 Alt +F, Then Press “T” Options
12 Alt + A4 Exit
Home Menu
S.N. Shortcut Action
1 Gl +X Cut
2 Cil+C Copy
3 Cirll+ ¥ Paste
4 itrl + Shift + C Format Painter
5 Ctrl + B Bold
6 Bitrl + 1 Italic
7 Ol U Underline
8 Ctrl + Shift + D Double Underline
9 Ctrl + D, Then Alt + K Strikethrough
10 Ctrl += Subscript
I Ctrl + Shift + + Superscript
12 Ctrl + Shift + F Font

A.5.C SANSTHAN
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S.N. Shortcut Action
13 Ctrl + Shift + P Font Size
14 Ctrl + Shift + > Shrink Font
15 Ctrl + Shift + < Grow Font
16 Shift + F3 Change Case
17 Ctrl + Shift + N Clear Formatting
18 Cul + Alt+H Text Highlight Color
19 Alt+H+H Font Color
20 Alt+H +FT Text Effects
21 Ctrl + Shift + L Align Text Left
22 Clal B F Center
23 Ctrl + R Align Text Right
24 trl +J Justify
25 Alt+H+U Bullets
26 Alt+H+N Numbering
2 Alt+H+M Multilevel List
28 Ctrl + M Increase Indent
29 Ctrl + Shift + M Decrease Indent
30 Cirl +1 Single Spacing
31 Ctrl+5 1.5 Spacing
32 Cirl +2 Double Spacing
33 Ctrl + 0 Zero Spacing
34 Alt+H+O Shoe & Hide Paragraph Marks
35 Cirl+“H & H Shading
36 Alt+H+B Border Options
31 Ctrl + Shift + N Apply the normal style
38 Alt+ Ctl + 1 Apply the heading 1 style
39 Alt + Ctrl +2 Apply the heading 2 style
40 Alt+ Ctrl +3 Apply the heading 3 style
41 Ctrl + Shift + L Apply the list style
42 At+H+ G Change Style
43 Ctrl + F Find
44 Cul+ H Replace
45 Cul+G Go to
46 Ctrl + A Select All
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Insert Menu

S.N. Shortcut Action
1 Alt+N+V Insert Cover Page
2 Ctrl + Enter Blanks Page
3 Alt+N+B Page Break
4 Alt+ N+ T Table
a3 Alt+N+P Insert Picture
6 Alt#+ N +F Clip Art
7 Alt+ N + SH Shapes
8 Alt+N+M SmartArt
9 At +N+C Chart
10 Alt + N + SC Screenshot
11 Ctrl + K Hyperlink
12 Alt+N+K Bookmark
13 Alt + N+ RF Cross-reference
14 Alt+N+H Header
15 Alt+N+O Footer
16 Alt+ N +NU Page Number
I Alt+ N+ X Text Box
18 Alt+N+Q Quick Part
19 Alt + N+W WordArt
20 Alt+ N +RC Drop Cap
20 Alt+N+G Signature Line
22 Alt+N+D Date & Time
23 Alt+N+J Object
24 Alt+ N+ E Equation
25 Alt += Equation Mode
26 Alt+ N+ U Symbol

—————————————————————————————————————————————————————————————————™—
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Page Layout
S.N. Shortcut Action

| Alt+P+TH Themes

2 Alt+P+TC Theme Colors

3 Alt+P +TF Theme Fonts

4 Alt+ P+ TE Theme Effects

5 Alt+P+M Page Margins

6 Alt+P+0 Orientation

7 AlrT P ST Page Size

8 Alt+P+1J Columns

9 Alt+P+B Insert Page and Section Breaks
10 Alt+ N+ LN Line Numbers
11 Alt+P+H Hyphenation
12 Alt+P +PW Page Watermark
13 A+ P+PC Page Color

14 Alt+P +PB Page Borders
15 Alt+P+PO Object Position
16 Alt+P+TW Wrap Text

17 Alt+=P+ AR Selection Pane
18 Alt+P+AY Rotate

19 Alt+P+ AA Align

References Menu
S.N. Shortcut Action

| Alt+S+T Table of Contents
2 Alt+S+A Add Text

3 ikt S+U Update Table

4 Alt+S +F Insert Footnotes
5 Alt+ S +1 Insert Endnote
6 Alt+S+N Next Footnote
¥ Alt+S+P Previous Footnote
8 AItES £ X Next Endnote

9 Alt+S+V Previous Endnote
10 Alt+S+C Insert Citation
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Ll Ak+85+G Insert Table of Figure
12 Alt+S+U Update Table (Captions)
13 Alt+S +RF Cross-reference

14 Alt+S+N Mark Entry

15 Alt+S+X Insert Index

16 Alt+S+DU Update Table (Index)
17 Alt+S+1 Mark Citation

18 Alt+S +RT Insert Table of Authorities
19 Alt+S +RU Update Table (Table of Authorities)
20 Alt+S+M Manage Sources (Citations & Bibliography)
21 Alt+S+L Style (Citations & Bibliography)
22 Alt+S+B Bibliography

Mailings Menu
S.N. Shortcut Action

1 Alt+ M +E Envelopes

2 Alt+ M +L Labels

3 Alt+ M+ S Start Mail Merge

4 Alt+ M+R Select Recipients

5 Alt+M+D Edit Recipient List

6 Alt+M+H Highlight Merge Fiends
7 Alt+ M+ A Address Book

8 At+M+G Greeting Line

9 Alt+M+1 Insert Merge Field

10 Alt+M+U Rules

11 Alt+M+T Match Fields

12 Alt+ M+ B Update Labels

13 Alt+ M +P Preview Results

14 At+M+Q First Record

15 Alt+M+M Previous Record

16 Alt+M+X Next Record

17 Alt+M+V Last Record

18 Alt+ M +1J Find Recipient

19 Alt+M+K Auto Check for Errors
20 Alt+ M +F Finish & Merge
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Review Menu
S.N. Shortcut Action

1 F1 Spelling & Grammar
2 Alt + Click Research

3 Shift + F7 Thesaurus

4 Alt+R+W Word Count

5 Alt + R4S Translate

6 Alt+R+U Language

7 Alt+R+C New Comment

8 Alt+R +D Delete

9 At +R+V Previous Comment
10 Alt+R +N Next

11 Ctrl + Shift + E Track Changes
12 Alt+R+TD Display for Review
13 Alt+R+TM Show Markup
14 Alt+R + TP Reviewing Pane
15 Alt+R+ A Accept

16 Alt+R+1J Reject

17 Alt+R+F Previous

18 Alt +R+H Next

19 Alt+R+M Compare
20 Alt+R +PB Block Authors
20 Alt+R +PE Restrict Editing

View Menu
S.N. Shortcut Action

| Alt+ W+ P Print Layout

2 Alt+W +F Full Screen Reading
3 Alt+ W+ L Web Layout

4 Alt+W+U Outline

5 Alt+ W +E Draft

6 Alt+ W+ R Ruler

7 Alt+W+G Gridlines

8 Alt+W+K Navigation Pane
9 Alt+W+Q Zoom

10 Alt+ W+ 100%
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Ll Alt+W + 1 One Page

12 Alt+ W +2 Two Page

13 Alt+ W +1 Page Width

14 Alt+ W+ N New Window

15 Alt+ W+ A Arrange All

16 Alt+ W+ S Split

17 Alt+W +B View Side by Side
18 Alt+ W + VS Synchronous Scrolling
19 Alt+W+T Reset Window Position
20 Alt+ W+ W Switch Windows

21 Alt+W-+M Macros
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Important MS Word Shortcut Keys
S.N. Shortcut Action
1 Ctrl + F1 Hide or show the ribbon
2 - Jump one character to the right
3 — Jump one character to the left
4 ! Jump one line down
5 1 Jump one line up
6 Ctrl + - Jump one word to the right
7 Clilst == Jump one word to the left
8 Ctrl +1 Jump one line down
9 el + 1 Jump one line up
10 End Jump to the end of a line
11 Home Jump to a beginning of a line
12 Page Down Jump one screen down
13 Page Up Jump one screen up
14 Ctrl + Page Down Move to beginning of the next page
15 Ctrl + Page Up Move to beginning of the previous page
16 Alt + Ctrl + Page Down Jump to top of visible windows
17 Alt + Ctrl + Page Up Jump to button of visible window
18 Ctrl + End Jump to end of document
19 Shift + —» Extend selection one character to the right
20 Shift + « Extend selection one character to the left
21 Ctrl + Shift + — Extend selection one word to the right
22 Ctrl + Shift + « Extend selection one word to the left
28 Shift + End Extend selection to the end of a line
24 Shift + Home Extend selection to the beginning of a line
25 Shift + Page Down Extend selection one screen down
26 Shift + Page Up Extend selection one screen up
27 Ctrl + Shift + End Extend selection to end of document
28 Ctrl + Shift + Home Extend selection to beginning of document
29 | Alt + Ctrl + Shift + Pg Down Extend selection to end of visible window
30 Alt + Ctrl + Shift + Pg Up | Extend selection to beginning of visible window
31 Delete Delete one character to the right
32 Backspace Delete one character to the left
33 Ctrl + Delete Delete one word to the right
34 Ctrl + Backspace Delete one word to the left

I Test Paper
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(1) MS Word &Ta+ & 1T Run Dialog Box # #T fera=T 724t 22
(What has to be written in Run Dialog Box to open MS Word?)

(a) Photoshop (b) msword

(c) winword (d)microsoft word

(2) MS Word & (MS Word is)

(a) Word Editing Software (b) Image Editing Software
(c) Video Editing Software (d) None

(3) HTEAATH A | faslT WT Particular Word &l TS & (eI SEd@Te (9T SITAT 2 |
(Used to find any particular word in Microsoft Word.)

(a) Find (b) Replace

(c) Goto (d) Left Indent

(4) T Save File &1 SaTT & Save F7A & (o117 a1 (AT SITAT 82
(Used to save a save file again?)

(a) Save (b) Save as

(c) Open (d)Print

(5) T3t AT Text T Bold 7= % Shortcut 24T &2

(Is there a shortcut to make any text bold?)

(a) Ctrl + Shift + B (b) Ctrl + B

(c) Shift + B (d)Ctrl +P

(6) Help Option &l @Ia & foIT didie § Y AT SITaT 2-

(To open the Help option, press on the keyboard.)

(a) F3 (b)F12

(c) F11 (d) F1

(7) Ctrl + Shift +> & graT 8-

(a) Increase Font Size (b) Decrease Font Size
(c) Change Text Style (d)None

(8) Ctrl + D =2

(a) Bold (b) Font Setting

(c) Superscript (d) None

(9) Format Painter % Menu # #TaT 82

(Format Painter comes in which menu?)

(a) Home Menu (b) Insert Menu
(c) Page Layout (d) None
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(10) Align Text Left #T Shortcut Key g1dT 2-

(The shortcut key of Align Text Left is.)

(a) Ctrl + L (b) Ctrl + R

(c) Ctrl+ E (d)Ctrl +7J

(11) g%Page [ U a7 § Select THAT ST TahdT %’—

(Entire page can be selected at once.)

(a) Ctrl + A (b) Ctrl + B

() Ctil +X (d)None

(12) Hyperlink gTaT g

(a) File Menu H (b)Insert Menu i)
(c) View Menu & (d) TH | Flg Aal

(13) Equation Mode Enable F% #T Shortcut Key TaTI-
(Tell the shortcut key to enable Equation Mode.)

(a) Alt += (b) Ctrl + B

(c) Ctrl + E (d) None

(14) Short Link a7 % o ZeadTer fohaT STTaT 2-
(Used to create short links.)

(a) Hyperlink (b) Bookmarks
(c) Cross reference (d) Quick parts
(15) Ctrl + X =7

(a) Undo (b)Redo

(c) Paste (d)Cut

(16) MS Word & a8 377 ATed T AT &l Fgd 2-

(The top part of MS Word is called.)

(a) Task bar (b) Menu bar

(c) Title bar (d)None

(17) ATEAIAIGE g H F7 T TART [T SITaT 2-

(F7 is used in Microsoft Word.)

(a) Spelling Check (b)Research

(c) Translate (d) Compare

(18) ToEfT STTOT &l ST+ STTUT | AqATS Fed (o IALT (o0F H H (AT 747 32
(In which menu the facility to translate a language into another language is given?)
(a) Home (b)Review

(c) View (d) Page Layout
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(19) 3t «ft Text &7 Double Underline &7+ % ﬁl‘l'l' T T ST AT %—

(Can be used to double underline any text?)

(a) Ctrl + Shift + D (b)Ctrl + F

(c) Shift + F (d) Alt+D

(20) Clear Formatting T SEHTA AT (2T SITAT 52

(Why is Clear Formatting used?)

(a) Text Formatting &l Delete F¥ & form

(b) Text Formatting T Clear F¥d & (1T

(c) Page =T Color TEAA ﬁ”fﬂT

(d) =8 & 7sft = oy

(21) HTEAHAIFE a8 H Zoom Slider ZAT 2-

(There is a Zoom Slider in Microsoft Word.)

(a) Left Side & (b)Right Side #

(c) Top & (d) Bottom ¥

(22) Text Tl Justify F2= = forw fo orféame &t =1 zeaare & srar 22

(Which shorfcut key is used to justify text?)

(a) Ctrl +7J (b)Ctrl + E

(c) Ctrl + R (d) Ctrl + Shift +7

(23) “Table Of Contents” FT TEATHTA TeHAT SATAT 2-

(“Table Of Contents” is used.)

(a) T sTEATST T TR (b) T<fT sreaTstr o6 O Je7

(c) TraTeT T FA% I a9 & o (d) TgTE o= & form

(24) ATEAMETE a8 % 2007 AT 2010 ATAT Version H Default 7 7 fa= 7 3 22
(How many menus are there by default in 2007 or 2010 versions of Microsoft Word?)
(a) 8 (b) 7

(c)9 (d) 10

(25) 9 = HTEATATHE 72 T Open F7 & AT s 3 Fad forarelt ST & ST sfeer Fare 3 No
OfPages, Words Count TeIT(=, 3H #gd 2 |

(When we open Microsoft Word, the option shown at the bottom of the page like: No of Pages,
Words Count etc., is called)

(a) Menubar (b) Title bar

(c) Status bar (d) Quick access toolbar

(26) ATSATTITE A [ FOAT o ZTT A TIT TAT?

(Microsoft Word was created by which company?)
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(a) Microsoft (b) Google
(c) Jio (d) None

(27) (a +b), Tk = |/ AT 2 Tor@T 7217 2 AT 36 &t & ST o ST asar 22

((a + b),The 2 which is written below it can be written through which option?)
(a)Subscript (b) Superscript

(c) Strikethrough (d) Underline

(28) Gridlines 7T Navigation Pane & @1 7T g2TH & {1l o ﬁiﬁ' STTHT TETT?
(Which menu do I have to go to to bring in or remove Gridlines or Navigation Pane?)
(a) View (b) Insert

(c) Mailings (d) References

(29) T&ET H ATATT AT STFIHE e T Open FlA a0 (o0 5 & H AT 7271 22

(Which menu does one have to go to to open an already created document file?)

(a) BTH 7Y (b) ®TZ HY

(o) =T ey (d)=1 57

(30) Paragraph & 9[&Td § 3 AT 3 7 T4 AT<AT & &A1= Capital Letter foraa & forw geqarer fFam
SIGIES

(Used to write a capital letter between 3 or more lines at the beginning of a paragraph.)

(a) DropCap (b) WordArt

(c) Signature Line (d) Chart

(31) Automatic f*T dT Paragraph ¥ AT SmallLetter &l Capital Letter § I&@d & (10 TEddTA
T ST 8-

(Automatic is used to convert all small letters to capital letters in any paragraph.)

(a) Uppercase (b) Lowercase

(c) Toggle case (d) Sentence case

(32) MicrosoftWord # Current Document T 2T 9T # Distribute Tt o [0 SEIATHA [T JT4T 2-
(Used to distribute the current document in two parts in Microsoft Word.)

(a) Split (b) Arrange All

(c) Switch Windows (d) Macros

(33) Endnote Insert Fd T 9TTeha a9 -

(Specify shortcut to insert endnote.)

(a) Alt +Ctrl + D (b) Alt+ Ctrl + E

(c)Ctrl+ E (d) Ctrl +1

(34) Footnote Insert FT T T2 a1 -

(Specify shortcut to insert footnote.)
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(a) Alt +Ctrl + F (b) Alt+Ctrl + D
(c) Ctrl + Shift + D (d) Ctrl + F

(35) Superscript FT IZZTL &-

(Example of superscript is.)

(a) (a +b)’ (b) C;

(c)(a+b)2 (d) None

(36) ATEHTATHE TS § T aT2 Tab I FT T ATSH T FHH< U 17 H =T TIes S0 s2dT 87
(How many points does the mouse cursor move at a time by pressing Tab once in Microsoft Word?)
(a) 1 (b)2

()5 (d)0

(37) HTEAmIAT%E A H Default View T3 T&TT &1 grar 22

(What is the Default View in Microsoft Word?)

(a) Full Screen Reading (b) Print Layout

(c) Draft (d)yWeb Layout

(38) TordT T E’W{ﬁ?}? =l Landscape Format " g1 o oo o [EeeT | ST 9272

(Which option will have to go to make any documents in Landscape Format?)

(a) Size (b)Orientation

(c) Margins (d) Column

(39) Text Highlight Color FT ZEAHT &t & (1T {5 HL | SITAT T2

(Which menu has to be accessed to use Text Highlight Color?)

(a) BTH (b) Z72

(©) 7 (d) 7€ T

(40) Tt Stagd= & 2o+ fom atse a= i BT 2ot afd G ateoe & st B srar 22
(Through which option is the setting of the point up to which we read in a document?)

(a) Hyperlink (b)Bookmark

(c) Cross reference (d) Chart

(41) ATSATAITE a4 | THT AleoTar il 3 SATCoTT o ST Manage 21T ST 50T 82
(Through which option all objects can be managed in Microsoft Word?)

(a) Indent (b)Selection Pane
(c) Align (d) Margins

(42) Ctrl + Shift + E=7?

(a) Track Changes (b)Show Markup
(c) Accept (d) New Comment

(43) Microsoft Word & slide-by-slide ﬁﬁa{ﬁ'{ Eal arrange FoA # Toru T Sfeore T Sead|Ter o
STTAT 82

A.5.C SANSTHAN MOB:- 7979076670 Page 84



A.S.C SANSTHAN DCA & ADCA m

(Which option is used to arrange a slide-by-slide document in Microsoit Word?)

(a) New Windows (b)Arrange All

(c) Switch Windows (d) Macros

(44) Shift + F7=2?

(a) Research (b)Word Count

(c) Spelling Check (d) Thesaurus

(45) 8.5" x 11" Size IITEI 2-

(a) Letter Page Size (b)A4 Page Size

(c) Legal Page Size (d) B4

(46) Rulers T=@TE 34T -

(Rulers appear.)

(a) Left 3% Right TTF (b) Left 3T Top & aTF
(c) Right &< Top T 9% (d) Top ¥ Button #f aTF

(47) Tt ISIT F Header, Footer 7T Page Number Show &%+ & form famr ﬁi H STAT gRIT?

(Which menu has to be gone to show Header, Footer or Page Number in all pages?)
(a) Home : (b) Page Layout

(c) Insert (d) Mailings

(48) Direct Hyperlink Insert ToIT ST H&haT 2-

(Direct Hyperlink Insert can be done.)

(a) Ctrl + K % ST (b)Ctrl + H ST

(c) Ctrl + D & ST (d) Ctrl + Shift + D & S

(49) Decorative Text Insert F¥A & foIT TxadTe Ta1T SITAT 2-

(Used to insert decorative text)

(a) WordArt (b)Drop Cap

(c) Text Box (d) None

(50) ST ATTHT HISHIEIFE € H Fl (A grde HedAT &l al A1 fohd J H ST

(If you wanted to insert a picture in Microsoft Word, which menu would you go to?)

(a) EH (b) TTE
(c) IS A3 CERIEEE
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S.N. Answers Answers Answers S.N. Answers
1 & 26 A 51 76
2 A 2 A 52 77
3 A 28 A 53 78
4 B 29 B 54 79
5 B 30 A 55 80
6 D 31 A 56 81
7 A 32 A 57 82
8 B 33 A 58 83
9 A 34 A 59 84
10 A 35 B 60 85
11 A 36 & 61 86
12 B 37 A 62 87
13 A 38 B 63 88
14 A 39 A 64 89
15 D 40 B 65 90
16 & 41 B 66 91
17 A 42 A 67 92
18 B 43 B 68 93
19 A 44 D 69 94

20 B 45 A 70 95
21 B 46 B 71 96
22 A 47 C 72 97
23 A 48 A 73 98
24 A 49 A 74 99
25 - 50 B 7 100
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