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Introduction to MS Office
AsEee 3w (MS Office) gfaanr &1 w=@

Popular Office Suite & Suite &1 #Aded T o m "
Computer Programs @& U& WA BT g Ig
Program Us g&l & Data share & #&d § 3ol 1 .

Tools 8 T - STITHIT Teh HATT gld & MS Suite

H 3iifhT & 1T 3mer arer Tt Program &7 Ts dc

AT T § foEd 3mger Office work 3R #f 3mae & arar § Office & &5 YR & &1 gld
& S JeX ST Spreadsheet dIX &3, Presentation daR &, Email i, Database
Management &% 3¢ | Microsoft Company & Founder farer aiea (Bill Gates) g Sit gferar
& HIH AR FiFdal g A WA E

Microsoft Office & 3t F& 3R ard:-

Microsoft Office Versions Release Date
fdsia & foru AEwage SHifthy SFZER 1990
HEHIaTe g 3.0 30 3T 1992
TrehIgge by 4.x 1994
HEHIATE HHY 1995 24 3T 1995
Arehage Afhg 1997 1997
HIZHIEITE SAlfbHE 2000 7 9 1997
UISHIGITE JATTHH XP 31 {3 2001
HrEHIage HHd 2003 21 3fagaR 2003
HISHINIUT B 2007 30 SRl 2007
TATSHIAIUT SHITBH 2010 15 5 2010
HreHhIgIge by 2013 30 SHa3] 2012
ISP SAiThY 2016 22 fdsR 2015
AredhIgIge Hhd 2019 24 f&deR 2018

UTSHIAITE JATTHH 2021 5 SfFgaR 2021



MS Office T fAATATT (Features of MS Office)

MS Office &I Fa& &1 faQwar Ig & & TE S I Hsell &
SHH &1 IS 37T 3ol Ul 3R Uohat & SIRT 319 31197 37T e & FET A

o u oW

Component of Microsoft Office in Hindi

g ¢l

5@ @8l Program vk @k @ fAS S[oid € AT 5 W 1 T AT g1 Srell g

SHeh Yol STHH T Tolg @ THh Tod ol 3UANT il A & STl &

MS 3{T1fPg & gHI-GHT W 93¢ HAT STar &

sgHr Aeg ¥ iftha & g3t RBfoea srfar 3maEh & das fFar a1 ghar 2

> Microsoft Word
> Microsoft Excel

> Microsoft PowerPoint

» Microsoft Access
» Microsoft Outlook
» MS Publisher

» MS Share Point

» MS OneNote

Word Excel PowerPoint

F WG

Publisher InfoPath Skype for
Business

OneNote

Outlook

Access

&,

OneDrive
for Business



. MS Word: g @7eddy o8 Samel 39T & for Sl §1 $HT #Heg ¥ oley, SiagHe,
TCehere, Rogd 3ae & 9o e & 3R ufse off ¢ dad €l

. MS Excel : 381 qu &1 MS Excel §1 I8 e fdsier oX 3memRa #9seiie Siane § i srer
I SR BIFfe F create FXAT &1 $H WIFEAA I Y SATET 3ehr3ee iR M H SEAATT
forar Srar Bl

. MS Power Point : 3siee s & foIT SHT STAAT fham ST &1 STHA AcCIAISAT o
f& wIele, a3s, vAARE, mithed w1 qac fear Srar g1 fhdr o srer 3R gEer @
fas[erssiers & foIT graX carge 13U fham ST &

. MS Access : Ig T Sedd Haodc TFedI § AT 9T ROIE, B 3R 9 IR oy
& foT ggepr seaATe fohar STar g

. MS Outlook : 38 E-Mail Client& aTT & & ST STaT g1 4T 39INET 3-Acl Ao &
forT, A & & v 3k RAT &« & fov fhar Srar g

. MS Publisher : anfreg f3amsst 3R 3fAcsd Fice gfeael F arell & T Ig v 3T
faehed Bl 3HA HlSE CFUele AHS AFCAI $H FAag ¥ FHoisy, So Toaoierd s, wicfthane
a1 BfSce T3H R X FHd §

. MS Share Point : 3T 31eT & TR fRar a1 @&ar g1 s8# dease Collaboration Ted
2T & Ed Aeg O OF AN & Gy Bisd 3T ST & AEET ¥ AT S Fhd B

. MS OneNote : 37 f3fSice slcgs uftader &1 I8 Tgse & faw wrdr sarer 399l g1 I8
One Drive & foieh I § SHHI dolg @ dlc &l % Hegel A & g Alsa 4 o varad
feram ST HepeTr B

Microsoft Office Suite & 3ieX g7 &g Software fAdd & 398 & 87 MS Word, MS Excel,
MS PowerPoint #1@qT|

Word Excel PowerPoint



Microsoft Word (MS Word)

Microsoft Word g1 Short Name MS-Word gidr § 98 T&
Word Processing Software giar & foadr A & g 315 off
Document §T Hehd g 3HH dolld & Hhd g 30H d R
Toolsgra § ST R & Document & §=1T & T SR g &
sqY 39 Letter, Resume, Application, Invitation 3mfe 3maETT
¥ Type & &hd g Microsoft Word gieamr & sriferdl &
e STET yAeT i S arer Application Software & sa#
work &% & faw v Document 9T 81T &1

MS-Word & dd« arell BIsel &T Extension Name

» .doc (2003 Versions)
» .docx (2007, 2010, 2013, 2016, 2019, 2021 Versions)

MS Word $r [@awame (Features of MS Word)

1. MS-Word & Document T3¢ & & AT Hiee @R, Biec TS, ISAHE, JoIe Fedlic
faere e ¥l

2. Document &I 3Y& S0l & T S, ATH, TIE, SHT, AT & [Fheq o Fed B

3. feomed R & SIRT el i eruele Y #Aeg ¥ o IR & Foha gl

4. S 3Tl Ul of-313C, 3BH, Reg o1 $rad off Ao &

SH UCWIhA HT STIATT Hlh [HT A aet F -

Business Letters & Agendas
Bio-Data & CV

Magazines & E-Books
Invitation Cards

Business Reports

PDF Files

Labels & Stickers
Application Forms

. Brochure & Invoices

10 Question Papers, etc.

Open MS Word
ATSHIATTE TS I HPN W Tleled & foldet Wi -

O NOULRArWNE




Method 1:- Click on Start Button > Select Microsoft Office > Microsoft Word

I = Lo

Chapter 10 JKE <horti1ipng  Syllabus
FUtUreskill 11t

< B _

This PG online shorts2.png
certificate

T 3@

Recycle Bintsto CapturedPG
maintenIsx

POF
boo se

local IMSIOfficests
tes’

3 Language Preferences
Productivity

Office 2013 Upload Center
NE OneNote 2013
-

0¥ Outlook 2013
Microsoft 365...

P3 PowerPoint 2013

P 3l Publisher 2013 ) = g

njg Send to OneNote 2013 ]
Microsoft Edge  Microsoft To..  Word 2013

SkyDrive Pro 2013 e
upciss prime

Spreadsheet Compare 2013
‘ Play music you -
Telemetry Dashboard for Office 2013 | a foveNa cedit > F

cards.
B8 relemetry Log for Office 2013 | e TR e .,
W5 Word 2013
Microsoft Store = B\ +
[ = | > Plenep+ n
™ Microsoft Whiteboard Movies & TV Disney+ Solitaire & Ca...
@0 Mixed Reality Portal

B Movies &TV

N H @

B notepad+- Notepad WhatsApp Web

sEmLIEEER A

Method 2:- Write WinWord in Run Dialog Box (Press Window + R Key Then Run
Dialog Box Will be Open & Click on ok Button.

=4 Run @

=7 Typethe name of a program, folder, document, or Internet
resource, and Windows will open it for you.

Open: winward "

QK Cancel Browse...

Method 2:- Right Click on Desktop> New> Microsoft Office Word Document



View
Sort by
Refresh

Paste

Paste shortcut
Undo Delete
“% Open Git GUI here
«% Open Git Bash here

NVIDIA Control Panel

r New Folder
| =
=
]

Display settings Shortcut

Personalize 5] Microsoft Access Database

Bitmap image
CorelDRAW X7 Graphic

Microsoft Word Document

OpenDocument Presentation
OpenDocument Spreadsheet
OpenDocument Text

Microsoft PowerPoint Presentation
Adobe Photoshop Image
Microsoft Publisher Document
WinRAR archive

Text Document

Microsoft Excel Worksheet
WinRAR ZIP archive

BEfnESCRDPEEI

3RFT A O Y oY Method T 3TANT FIF Microsoft Word TEI€ HT Thd g1
AT - 3R Ig TIFEAAT A9+ Computer T STl A8l &, d 3UNFT Method FIF
Tel HLT|

W d Search for online templates 0 Microsoft account

Suggested searches:  Business  Cards  Flyers letters Education Switch account

Resumes and Cover Letters  Holiday

Recent

Computer Fundamentel Pdf Notes.docx
D: » all website notes » ADCA notes

Introduction to MS Office.docx
Desktop

MS_Office_compressed (1).pdf.crdow...
Desktop

Adobe Photoshop Notes In Hindi PDF....

D: » all website notes » ADCA notes | S—

Notes Compaosing.doc Blank document Apothecary newsletter Welcome to Word 2013
K UPCISS » ydc office » For Students » Win..

ADCA Full Syllabus.docx

all website notes » ADCA notes Aa January

URAIDE ELORRIAGA

Libreoffice Full pdf notes.docx

D: = all website nates » ccc notes design

Computer Fundamentel CCC New Syll...

D: = all website nates » ccc notes design

s s

CCC Details New Syllabus NIELIT.docx

D: = all website notes » ccc notes design

CCC Chapter 9 Mcg.doox

D: = all website notes » ccc notes design » ccc c.. Single spaced (blank) Snapshot calendar Modem chronological r...

@ Open Other Documents

MS Word 3119eT 81a¥ & &1 Blank Document 9T &l FIT &l



@ = /}«" 0 s Document1 - Word (Product Activation Failed) ? B - 0O X
HIME INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW Microsoft account ~

) == 3 S R eeiE g # Find ~
v v v | B T T T —
i Gatr oy ~[105 -] K X Aa- % E-iE- £ 8 T [nassche| aamocos AaBb aaBbc AA | BT
C v | SacReplace
Paste | - 2 A, aky | === |1=. | &, o - Cnac . R -
5 ~ Forkhat Painter B I U abe X, X JAY p A = === 2 $ i fiNornflal = No Spacing Heading1 Heading2 Title [A Select~
Clipboajd Font ~ Paragraph M Styles ~ Editing ~

L 1 X 1 2 3 4 5 6 A 7 -

Title Bar
Tabs

Ribbon

A 4
Quick Access Toolbar
Scroll Bar

Ruler

Document Page

Status Bar Layout Buttons

Zoom In/Out

PAGE1OF1 OWORDS ENGLISH (UNITED STATES) 23

Title Bar-Title Bar Window # @&® 3w &ifdst gedr gidr & sa# File Name, Search Bar,
Account Sign in 3R Title Bar & Right Side & d& Control Button &/ g1 et a8
Minimize, Maximize 3iR Close gt &I Default 9o &1 ¥ Document-1 giar gl

Menu Bar- g esed aR & & g 8iar § 39 @ File, Home, Insert, Design, Page

Layout, Reference, Mailing, Review, View sITH & #+g gld & Toled 9T el oieh STHHC
$IT T Holol FA & Hs g & AT AT g

Ribbon —¢s & & &1 819 3 T Ul & & A YT &I &1 3TH TIfeid ¢d F gafad
Zed Yeiid gid g1 T8 @l Tools & & 3[ER Ju A yaieyd gid ¢l Ctrl + F1 g
Ribbon & hide/unhide far 3T gehar g1

Quick Access Toolbar — Ig gaeR Ribbon & 39X 9&fd gl &1 38 TolarR & T8 fadheq
39elsY BId g ToleTehl SEIATN IR-IR T ST §; S — Save, Undo, Redo 31f¢| & Telak
& fqeredl T user & 3TER HRCASS #T fhaT ST Fehell Bl




Ruler — 38 s Tha I TRE fe@ar &, st Document Page & &l FW g &10 YefRid g
g1 Tg U7 A Margin Set e H Heg AT &l

Page Area (document Page) —Ig f&g TRaT 811 §, ST §H SiFgHc HI SehRAl @l
forga g1

Scroll Bars — ThiceaR 97 & fohadRT WX 9T il €1 SeThl 3UANT U &l FW-AArd, GrI-ara
Tl el & forw fhar Srar g

Status Bar — g SR acfdAT Document &I ST SIAehRAT 1 fewrell 8, SI& - el U, Fel
reg IS

Layout Buttons — ag geledR 9T &l faffieet 3M3¢ A dgordr ¢ o8- Normal Layout, Print
Layout, Web Layout, Reading Layout 3mf¢| Ig geleR Status Bar & Right Side grdr g1

Zoom Buttons — Jg SR Layout Buttons & &1 & W&fid 8l g1 $8% gaRT 9T &I Zoom
in Ir Zoom out & Thd &l

MS Word File Menu
File Menu 9ga Menu 81T 81 30 A ¥ R Reer 7 39% svar mafof@a §

Document? - Ward (Product Activation Failed)

Info

Protect Document Properties ~
} Control what types of changes people can make to this document. Size Not saved vet
Protect -
Document ~ Pages 1
Words 0
Total Editing Time 0 Minutes
Title Add a title
P~ Inspect Document i
(¥) o X Tags Add atag
= Eefore publishing this file, be aware that it contains: c " Cd -
Check for Document properties and author's name omments ed cemments
Issues -
Related Dates
Last Modified
*rj Versions Created Today, 8:16 PM
Q 9 There are no previous versions of this file. Last Printed
Manage
Versions ~
Related People
Author )
Options Microsoft account

Add an author

Last Modified By Mot saved yet

Show All Properties

Info: - 5w Fwis  weaT ¥ 319 MS Word 3 Open f% 1T wisel a7 3M9% EaNT &)
T IS I Y9EraT ATfeT SATThRT IdTam gl

1. G99 UgT HIg BIST open & of AT Y& ¥ HIg 7AT WhSel aal o
2. 39 File menu & S a1 38T Shortcut keys ALT+F & 98 &
3. 39 info W e |




4. AT HIA 8T TS BT T T Yradiar Right Side ar gam|

qi9dfsr & info 3muF faeT Ao i IETHERT AT §

v’ Size

v’ Pages

v' Words

v’ Total Editing Time
v’ Title

v Tag

v' Comments

v’ Created Date etc.

Introduction to MS Office.docx - Word (Product Activation Failed

Info I N fo

New ) .
Introduction to MS Office
Open Desktop
Save Protect Document Properties ~
5 }t Control what types of changes people can make to this document. Size 3.54MB
Save As rotec
Document ~ Peges 10
z Words 1434
Print . .
Total Editing Time 243 Minutes
Title Add a title
Sh
are /3 Inspect Document s —
X Before publishing this file, be aware that it contains: c . it o
Export Clheckfor Document properties, author's name and cropped out image data bl St aiiiat
i Content that people with disabilities are unable to read
Close Related Dates
Last Modified Today, 4:38 PM
Versions Created Today, 6:19 AM
Account Q K
Q= Today, 8:26 PM (autosave) Last Printed
Manage 3
Options Versions ~ = Today, 8:02 PM (autosave)

Related People

Author ”
Microsoft account

Add an author

Last Modified By y
Microsoft account

Related Documents
-Open File Location

Show All Properties

MS Word & wigal A & info &aATs i Ay ard

v 317 3 & info FAE W Fe aa § TeT 3maer Protect Document & 3ifcere fRerar
gl

v/ 37 MS Word # #1$ 3% wiser 3 9rdas ar sign a7 Restriction ST ##3 & gaRT oM
T gl




v 83 e i FAE Had &
1. Mark As Final
2. Encrypt With Password
3. Restrict Editing
4. Always Open-Read-Only
5. Add A Digital Signature

Info

Introduction to MS Office

Desktop
Protect Document
4’ Caontrol what types of changes people can fhake to this document.
Protect
Document =

Mark as Final
2 Let readers know the document is
final and make it read-only
Encrypt with Password rare that it gontains:
Password-protect this document or's name ghd cropped out image data
sabilities aff unable to read
Restrict Editing

Control the types of changes others
can make

Account

Restrict Access
@ Grant people access while removing ¥

Options their ability to edit, copy, or print.

|:b, Add a Digital Signature
2 Ensure the integrity of the document

by adding an invisible digital signature

1. Mark as Final: - 29 &#1E &1 Tg—ar @ A9 319« ®wise @l final §a1 I6d § 3@ 91T
T 3T TR A A a1 Fohd g T TR T BlEel [T HFTAIC gl ATl T G@A drell FHST
ST T Fg Bigel Hedeile § AR Fo o g@d Ufse A& T g

2. Encrypt With Password: - 38 &A1 & F@TdT & AT 39 BSel H IrAds o9l bt
g Y Ig g FI I« o YT Ig WIed s Open FWM dl 39T grHas ARET ST
T IS GERT T Wigel Open gl X I 3R 3M9ehT Brgel FRIETT @]

3. Restrict editing:-za ##73 $I TgIaT ¥ 3T 379 BISeT HI Restrict S H 31T THhd &
Tl T MU BIST T IS TSTEN ET T Hehell & SHY TR Bgel FI&A Bl ¢
4. Always Open Read Only:-s8 &A1s ¥ 39 39 ®5d S Read Only Mode # &
Hehl § SHY TG BT T SId o 3MUhT A ®iger s Open WM o 3¢ Ufe ar o o
VSN T AT A& e foEd 3der Biser FRET o 3R JsT A 50 wrgel &

9¢ 9rAe|




5. Add A Digital Signature:-3d &#ATs $r HgIAT § 319 379« BIgel H Signature =t add
H Hehdd § A T 3T 39 srargiAcy H 30 B3faed sign oFm whd & 3EE 39k
BISe H SRFE sign Sis Tdhd ¢

New: - 5o Reed & garT 3T 7 a8 BEd §a1 Tohd &1 3T S & 37 [Aehod W Forh
FLE YA Th oI [9ar fews &l fas 3l A5 95 BIed gl & ol s TR & Aoy
fHeldr S - Blank Document, Templates

v’ Blank Document: - =0 {%eT W Fo & 31T T T 98 G 57 TH B
v Templates: - 3@ fFey & ¢dNI mﬁw%qﬁ@aﬁgwma@qﬂéﬂ
AT Thd & ¥ - Letter, Cards etc. Ig fa&ed 39l Pte-Designed Fcole 3udsy

Search for online templates jeol
Suggested searches: Business Cards Flyers Letters Education Resumes and Cover Letters  Holiday
Aa m
Welcome to Word
5 e b & Srher w3 ek
Blank document t Apothecary newsletter - Welcome to Word 2013 Single spaced (blank) Snapshot calendar
S — e ——
o
s

Bold modern cover letter Blue spheres cover letter Brochure Business Brochure Bubbles appointment c...

Open: - 3@ Fais % Germar & 37 MS Word & dJgar & d9 9 g sregaicd & open
T T L i

1. ¥ 9g File menu & S ar 38T Shortcut Keys ALT + F &I 98 |

2. 319 open WX fFeae &L AT 8T Shortcut Keys Ctrl + O & 97 Y|

3. 319 open & U BT AT fdsr ol S|

4. 3HA YT save T EIT STRYFHCH I

5. 319 open W fFed M|

6. SdoT X & ar wsal MS Word & open g Sr9m|



Save: - s sfagdie 3 Type fFaT & 38 Save XA & AT Save &S &1 39T R

ST & Save &ATS T TEIAT ¥ 39 BI5d &7 A 3R 39 ®wsd & fFF Location o 3@ &
sgfelT Save FHATS T 3UAT fhAT AT gl

File s save &« & faT File Menu & SmaY Save Button W f@aes &y ar e Ctrl + S
T 3UANT H|

Note: - e W@ $ 31ua 3R g ¥ V9 fFT a0 Bed & open &Y wifeer fFar ¥ 3k
39T AT HATSH HT 3UINET hAT AF 98 38T Bisel 3R A7 & dal TF g1 ST Irfel I 39enr
ar wIsel update @ SN | 3R 39« AF fhd 31T HSeT I open o #ah new drawing
FART § 3R 39T AT FAZH HT 3UAET AT dF 397 A9 Fal & T @G, AT ARPET |

Save As: - Save T 1 file & S IRadeT i 38 fhely 3R &1, Format @1 Location
X Save o & T sHeT 39T fRar Sar g1 Save As & & foaw Ctrl+Shift+S eméshe
T JART HT 81

Print: -sa s & @g@ar @ 319 MS Word # Open 3 71T srergaied ar s 910
STFgHCH & print & Hhd &l

. I Ygol HIs SEYACH open FX of AT HIS SEIHCH &l o

. 319 File menu & & a1 s@&r  Shortcut keys ALT+F & 98 |

. 39 Print X fFere &

3 g8 &% 3 Farel # QT 7T Settings A I 3HTAN de A AR R Fa8@ 3w
Print & feT a7 icon WX e &+ |

&~ W N P

Printer

Brother HL-B2080DW series
-
‘% Offline: 7 documents waiting

Printer Properties
Settings
||——D Print All Pages
The whaole thing

Pages:

EJ Print on Both Sides

7 X

7 Flip pages on long edge
Collated
123 123 123

D Portrait Orientation
|:| A4
827" x 11.69"

T Normal Margins
L Left: 1" Right: 1"

D 1 Page Per Sheet

Page Setup




Tl ¢ e # & fAA 3TIHT Computer/Laptop Printer & HaAde glAT AIET
MS Word & wiga A & print FA1s #t v awd
59 ®HAS | 39 Page Setup & 3iTeereT Aerar § |
T IR el 3ifeerT e € |
1. Margins

2. Paper
3. Layout

Print f¥ehelsl & Ugel 39al STEFIHACH & Ul 1 Ush dR page setup S & o A 39!

ggel &7 IdT del STl & el 3T9eT I haT fc@ @1 & |

1. Margins:- s&# 39 margins, orientation 3R pages Iofel & 3ifcerst ear 8, &
39 3791 Hofl AR HolFe X Tohd ¢

2. Paper:- sa# 3muet paper size, paper source 3R print option Iefel T 3ifcers fHAerdr
g, TSI 39 310e Fofl 3TAR ol T Fohd ¢

3. Layout:- s## 3maer section 31 header & footer Ieet &r 3Heeret fAerer &, 5@ 3ma
39 Holl ITER olFe AT Tehd &

Page Setup ? X

Margins  Paper Layout

Section
Section start: iNew page  {&%
Suppress endnotes
Headers and footers

D Different odd and even
[] pifferent first page

Header: 0.5 =
From edge:
Footer: |0.5° £
Page
Vertical alignment: |Top v
Preview
Applyto: |Whole document |V Line Numbers... Borders...

Set As Default Cancel




Share: - z@ 3ifcers % arr #ieer sREie &1 Microsoft One Drive X 37elis &% 3
AT Fr RR I THA E

Export: -zu sites & garr Alser seggic & PDF wigd 3 TS 3 dad 8
Close: -zu% zarr 39 MS Word &' Close anfer &7 &g o Hahdt &

Account: - o 3ifcersT Microsoft Word & aisdd &1 Mfdede axa & fIw g2r 3r93c
aferm & AT =S F v 39T Far S g

Options: - Microsoft Word &r @=qul afésa & daer el & T 5@ 3ifceret &1 392
forar Smar g

MS Word home menu
MS Word &T Home Menu 5 #?T & de1 gam grar g1

1. Clipboard
2. Font
3. Paragraph
4. Styles
5. Editing
H O A~ 0O = Document2 - Word (Product Activation Failed) ?T EH - O %X
3] 7
FILE HOME = INSERT  DESIGN  PAGELAYOUT  REFERENCES  MAILINGS  REVIEW  VIEW Microsoft accoun t -
= - P —m a—  a— = | g # Find
[ Cabr Body) ~[105 | X 4 Aa- 0 EZ-E-E = AT asceod sassceod AaBb AaBbC AL | 5o
Paste poy BT U -aex x! A-W-A- SEEE=E= E- Do TNormal | NoSpacing Heading1 Heading2 — Title  [3] p o
Clipboard | ] Font [} Paragraph ] Styles [F} Editing

1. CLIPBOARD: - cClipboard 3 3muys Cut, Copy 3 Paste, Paste Special a&& &
3iteersT fAerar g1 g9 Clipboard &r @gRrar & 39 feet Word, wier & Cut, Copy 3iR
Paste & @&d gl

® 4 O A~

FILE HOME IMSE

ol

[

Paste . _
- % Format Painter

Clipboard T

v’ Cut: - SEFgAT # fa e 1 T T § g8 T W AT o & T Cut 3ioreT &
3UART I 8] THEC P Fe A & (o0 TFEE Fl [Belge HEr R Cut 3T W Foa
FL| ST eAfcahe Fr Ctrl + X gy &




v" Copy- Selected Text & Duplicate Copy &=t & forw Copy Option @1 3uier faar
ST &1 3HET Qe Hr Ctrl + C gt &l

v Paste- Cut ar Copy f&& a1 Text & Cursor & TIH Paste &a & faU 5@ e
AT 3TN I gl

v’ Paste Special:- Cut ar Copy fv a1t egoe 1 31faRed PR & @y 9w &=t & fov
g 3TCer T 3UANT Fd 8§, o - foiep §a7, NFaR & T F 9T FEET 30|

v Format Painter:- ot $r v )y st & fOw 39 3o &7 393eT g &, 99
eFE Fr BT HId FET § 3T TFRE W HER W O Format Painter 3ifcerd R Fash
#Y, 3P §I¢ 39 CHEC Hl Holde HY o W BIATET 3ces el gl

2.FONT: - Font =2 & 3mushr font &1 €S §¢a1 Teal AT 3T T change a&t a1
38aT background check &% 3R oft Tgd $O HA $HS @RI fhd I Fhel g 34 font
$r FgrIar ¥ 39 R word @W%&g@ﬂmaﬁﬁﬂﬁmﬁhaﬂqu SITET Sthercd
$H W X THhd ol

Calibri (Body) =105 = A~ a4 Aa- A
B I U -aex, x> [A-3%-A-

¥ Font M
v' Font Style: - Font Style & gart 3mq word # for@ 1w fandlt 3ft words &7 style change
H Thd ¥, FEH MU ggd AR Text Style e STEET @ garT 3T U4 Text &

Style &I Attractive &T &hd &

v' Font Size: -¢F¥e T TS FH AT FIET Hlal & o0 Font Size 3T/ &7 STIATT
gl

v" Change Case :-¢otc &I $fi¥ecd FH, TATT HH, AT T 3¢ H gt & far Change
Case 3iTeeT & SEAHATT Fa & 3R off 38 Tools 3ucre¥r §, fSeg 31T 99T & Tohd
gl

Sentence Case
Uppercase
Lowercase

Capitalize Each Word
5. tOGGLE cASE

v' Clear All Formatting: - 3@ garr 319 word & o5& fRelt words o St off sthared
STel & 37 T3 StheFed FI T AT A geT &Il
v" Bold {Ctrl + B}:- Selected Text &I Her a1 & fAT sHHT 39T fFar ST B

PWNPRE



v Italic {Ctrl + 1}:- Selected Text &' foRST a1 & fOT sHEHT 3uANer FAT F7AT B

v" Underline {Ctrl + U}:- Select f&& a1v Text & & T o5 WA & U]

v’ Strikethrough:- 8% & garr 39 Rt Words &t dig & & &ic ¥od §, S et
39e Copy # for@a &g o Teid Words @I sl & @hic & & same el H1H g Hicl

gl

v Superscript {Ctrl + Shift + +}:- Select &% 7T Text & STABA & FW (T & FT H)
X & AT sHT 3UART AT o &1 - (A+B) 2= A2+b%+2ab

v Subscript {Ctrl + + =}:- Toae fFY T TR F TWABA & AT I & [T FHH
3arer far Srar g1 C2H1206 = Glucose

v Text Effects:- s & g@rT 39 319« Words & deide X 50 W g &1 3T Fhered
STel Hhd &, 6 W fFeleh et o 39t Sgd TR Design Taehr fewar oir o 3okt #er
8 39 W Folh |

sad ot e 1 3 Tga IR AR o B S § OrwE gart 3 e words W
3R 9gd ST Fhaew 3 FHhd ©

7.

o un ke wWNR

Outline
Shadow
Reflection
Glow

Number styles
Ligatures
Stylistics sets

v" Text Highlight Color: - goises gU SHEC I EIREIZC A & v 50 3iTCRIT T SEIAT
ad g
v' Font Color:- @i eeee @ & faT Font Color 3ot &7 SEJATT Hld &l

3. Paragraph: - tawc, @ @ Rl ReEme # e (Align) #e 3R 3T e
Words & ggel numbering a1 bullets o@m & s& 3% attractive a1 I § 3R
Paragraph #Ie & 3iced et fashew #Hlge 8l Bl

iz Lhoe &3 2] T

I— i £

=

Paragraph P



v Left: - ¢ # U997 # 98 % T @ & v Left 3ifcere &1 sEddATT d & -
v Center: - ¢Re & 97 & &g 7 for@a & faw Center 3iTceT &7 STd#ATT A &1
v Right: - awe & 991 & aIfgell R® @ @ & faw Right 3icee & sTddATe - B
v Justify: - 3@ 3T & gaRT ST A for@r I Saee g8 g a1 Aol § SN A< 8l
STl &
v Line And Paragraph Spacing:- 0@ 71t ¢aee & ozl & &g g a1 g = e
A & TIT 57 3HTCAT T 3TAT FA gl
v Border: - 3@ Paragraph & Select ¥ f5eh W 319 Us Border & @TT Algd ¢l
v Bullets — 5 STARY fr 31-311sT foke g0 & fIT Bullets 3iTeeT &7 STAHATT F &1
3
e MS Word
e MS Excel

e MS PowerPoint

v Numbering — &8y STl &1 3SR fore et & foT Numbering 3iceieT &7 STd#ATe
A §l S -
1. MS Word
2. MS Excel
3. MS PowerPoint
v Increase/Decrease Indent: — & REmE &t g0 a1 90 {AFS & T 39 3ice=
T SEAAT Fd gl 38 AT WA W HIR W@ AR 3T W Ferer |
v' Sort: - 39 Option & HAeg T §H 3Us) 3T A Sort X Thd & STHHA &H Udh U 3TeldT-
3ToT9T Feld HT Sort T Thd gl

4. Styles: - e ¥ ganr tae 1 AT wwat (Styles) & Sea-aga X for@T ST FahelT
¢ Tl o EIAS Wied Al 3UASH gicl § el erdl GHAEl FIged hive 8l T dahd &l

AQAQLE AaB AaBbC AaBbC -

P11 H1 P11 H2 TMormal = Mo 5Spacing Heading1 |+

Styles M



5. Editing: -su i3 & 3w & it e & St 1 95 useful ¥, ar afdw
ST § 3% R H Ush Tah Floh-

i Find ~

3.c Replace
[} Select =
Editing e

v Find: —sregic & el ereg a1 Sl 1 @ieet & faw Find  3ifeers &1 s&ddATer aed
&1 sgdT eAféshe & Ctrl + F gy &

v" Replace: —saggic # fag toee # Rl ereg I SR &1 fhdll 30 STt &
Jeoll & foIT Replace 3ieeT T SEAATT FA &1 ST QAiche I Ctrl + H gdr B

v Select: —s&g#c & ¢aee, AoH AT fFdl 3 3ifsaiee &I Helae X & fov 38 R[eeq
T 3TN fRaT ST B

MS Word Insert Menu

$oHC ¢ & IHAId SEgIC A U, oo, Hifsan, dvw, foiw, Reew nfg & dsa & fov
el e 3T 81 37 | el &1 faffieer od & aier 3 § S et TR §-

- 0 o - e N © = - ©
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[ Blank Page . - & ~ 1l Chart ® & |* Bookmark [ Footer q - F.:l. € Symbol -
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1. Pages: - =@ 3mua Cover Page, Blank Page wd Page Break dfier 3ifeereT o &

| 3T 3iTeered 61 Tgadar & 3T word & 9T &l USe ¥l &l 1A FT Tohd gl

B Cover Page -
O Elank Page
“# Page Break

Pages

v" Cover Page: - sagiic & faT sa¥ 97 &t & faw Cover Page 3ifoeret &l g¥dHTel &id
g1 3aH F$ AR WA SR 9H F HIE 8T gl FHaX I SEIAC & Wee UST BT g,
fSaa segeic @ dafia SreeRar fodr s &)

v" Blank Page:-3@ R Fd% & 31T Word & 9T R s 31K Blank 95 o ¥a &, o
& 3T 57 W Feh T o ST8r 3M9sr Cursor gRM agl & Cutting ST Line 3 Sraem
AR 30 R I & ar Ul &1 77|

v' Page Break: -39 ¥ [Fae #T 3mT Word & T & 95 W U7 s Y Thd ¢ Tl dhr
Teh Usl &l 39 SIdelr aR) 18 s dehd g

2. Tables: - =a3 3musr % wa & Table @ 3ifcue Bodr & AP 3T 3wc MTIHT

g 3o fAed g1

O U T

ME INSERT DESIGM PAGE LAYOUT

=,
. ) = 5mar

=l lad O
= 1l Chart

Table  Pictures Online Shapes

- Pictures = @4 2Cree

Insert Table

I I e
I
I
I
I
I
I
|

Bl Insert Table...
™ Draw Table

E['g Excel Spreadsheet
Bl Quick Tables 3



v Insert Table - 3@ 3ifceret & gart sEgdc & U AR FleaA ¥ &0 &9 S5 ¥ &, @@
fre g T SAFRT A T 3R HiaA A for@r ST Fhar Bl

v' Draw Table -s& 32 & g@anrt 9ffe &1 39d0T ad gU <o S A Tohd &, d @A &
3UANET A ATARY dd 9T Hohd &

v Excel spreadsheet -s@d @graar & 39 Word 7 Excel & Sheet &l o Ihd § |

v" Quick Tables - @ @graar @ 319 word & T & gfear adier &1 Calendar 3R caar
Insert @&d g

3. lllustrations: -za a=a= & 3iaeia sergAc A faffiet YR & 3ifealercd &l ST o
HehclT §| STeT HT AlMthehel Bid A GE&Id =1 & AT lllustrations @l & Hcdd e
3fTeereT 39T fhU ST Tha g

FERFERrAR = | I
Pictures Online Shapes SmartArt Chart Screenshot
Pictures - -

Hlustrations

v' Pictures: — Document # offline ATead & Pictures S & AT 38 3iTcere &1 39ATer
A Bl

v" Online Pictures: — Document # Online ATEIH ¥ Pictures s & fav 39 3
T 3UART HA g

v' Shapes: — seg#e # faffiest g & 3msfaar 4 - Circle, Box, Triangle, Line, Arrow,
Flow Chart 31nfg Sisat & fow Shapes 3iceT T 39AeT i &1

v Smart Art: — THIC 3¢ Ue AMhehdl 3iTeolde BIAT §, Sedohl STAHTST aleh [hdl STeTeh T
S el MR 3nfe & ve @1y List, Process, Cycle, Hierarchy, Pyramid 3mfe great
# 9efdid U T &l

v" Charts :— =€ 8t t& Graphical Object gar g Chartsl sTddaer & rows 3R
columns # fordy SRR 1 Tfhehel TefTd HT Tava &1 G oY e # gor frdT Sy
$ ari¥er dod RAE # =€ A Agg @ Tdd H Hhd 2|




v" Screenshot:- g gR—Iar @ 39 word & 3Ua JdUeid & s Y T A1 dEH F
ThIeTRIe &l A ol el §

Note: - sifsage #1 Rewr, 3MsFE, A9, IEH 7 & TFha &, o« FA 3ifeaige &
Qelee fFar STar § Y Aoaes 3ifeoige & Feld Fla & ¢ Format T ¥ Ts 3T &
(Tab) T@&@ & 30wt (Open) & SITel &, TSHA 3Tel@r-37efer Jifeolored & AR fdehed QT g
g dur $o fashed @l & fov i gid &1 3 Fef fashow efafaa ¢ -

OB H ©- Ad- O H Document! - Word (Product Activation Failed) PICTURE TOOLS 7 H - O X
HOME INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW FORMAT Microsoft accoun t -
Eﬂ Corrections = &I, A — L7 Picture Border= Bring Forward &~ =:; 27
’ Color~ o) ||l || | ol amal el |~ | O} Picture Effects ~ Send Backward o
Remove — — — Position Wrap _ . Crop =3[; 24
Background Ar‘tlstl( Effects - “L] - s E—‘D Picture Layout = - Text- 0kt Selection Pane h- A

Adjust Picture Styles [F} Arrange Size [P
L i g 1 2 3 4 s 6 7 -

‘Title

w

X

-

1
I

0

Categaory 1 Categary 2 Category 3 Category 4

WSeries 1 M Series 2 W Series 3

w

Options in Format Tab

v’ Styles: — zUF ganrT 3ifeoidc A TS H S Thd & aam AT object I shape,
picture 3nfe = [AfFie wwdt A I THa ¢

v Fill Color: — 3@R #$ object shape & a 38@a Color Fill IFa &

v Outlines: — 3@ 3ifceld & g@RT A9 AT object HI 33T Fer IR A HAAsT W
Thd gl

v Effects: — object W Rffiet yhR ¥ ghee & X WHd §, ¥ - Drop Shadow,
Reflection, Glow 3mfe|




v" Positions: — object &I U5 & fFE W W A FET gU Ig AT &N Thd & oF -

Top, Bottom, Center, Right, Left, and Middle.
v Text Wrap:— s&g#c # fo@ ¢aee &I sifeade & @ e & & faw Text Wrap

3T &1 STdHATd X &, far object @I In Line, Tight, Square, Behind Text, In
front of Text 3nf¢ &I & A< HT F&HA gl

v’ Arrange :— SEHAC # 39X TH § 3% object s aw §, dur 3944 & fer object
I fheT object & FW AT i T § dr Arrange TRl & Ad9d Send to Back/Bring
to Front 3fcered & SanT & & &l

v" Align; — #c&d object &t T TTY afcahelr AT BIRSIecoll TS el & foIT 37 3iTeersT
T SEIATS I ol

v Group: — TH @ 3% object I TF WY YT FE TS Jfesiae A & fAT Group
3TSRIET T SEAATST A 8, U U 3T object @I YeT: 3@ A & fIT Ungroup 3iTeerst
FT SEIATT I &

v' Rotate: — e Re=r, A7 a1 object & 90, 180, 360 f3afr &= gAE & faw Rotate
HTORIT T FEAATA I &

v’ Size: — z&& garT Object & Height @ Width Adjusted & dd &1

4. Media: - =@ 3m9ar &% we Online Videos @ 3ifeere f&oar § oo aegs @
31T Word & &1 8fY 3iiTenss (ST &1 I I5a &
Online

Video
Media

v" Online Videos - 38 W e &d € 3198 JHARTS ARET , 39 Hig o YouTube 2T
3T Fgl F1 fafsd #1 PIRTST T ok | ok A & 38 fold @ Fefda fafar amash

Word # S5 Sfream|

5. Links: - STgAC A fhdl Toee W Toleh oemel & T foeet 3ffoersd &1 3uier famar s

v gl

E=8 >
B [r A
Hyperlink Bookmark Cross-

reference
Links



v" Hyperlinks:— Document & for@ fFelt e a1 IR W R aEd 9s1, URL, File,
Folder 3mfg &r foid oM Tha g1 TaT #a & fow Text Select & T Hyperlink
oI WX fFereh aXeh T SieTsht &7 Link &= § @& Option F=iar| Hyperlink @r
Aeshe Hoft Ctrl + K grelr &

v’ Bookmarks:— af& Document # s & 3% Pages g o Document &I H&Y
STTRIRAT & Bookmarks #IUc #T Tahd g, difth 30 SAhER W o= Thiel fhT srae
ggar S &h| Document & f&& STesl &1 Bookmark $I0e &ell § 38 SAlefehil &
Jee X sHF a1 Bookmark 3icerT o Fales &Y 3R foar wow for foredt a7 & @9
FY| §aATC T Bookmarks &I tdd@ e & ot Bookmark 3ifcerer &1 9ler &3]

v Cross Reference:— Cross Reference & gart Document & Sl & faw Cross
Reference &1 ¥hd §, 388 U Label & garr Document & 3 SIhRIRAT deh
I & IgDT ST b & 5 ST & fAv Cross Reference s« amm &1 Cross
Reference ot & fow Headings 39aier off fohar ST @ehar g1 s@s fow @ Cross
Reference &TaT & g8l &k W 3iX X Insert>Cross Reference Option R e HY|
sd+ a1 Reference Type # Heading f@d@c &Y, R @& Heading I foi@arr Cross
Reference == § 31X Ok #%| 38 TR ¥ 39 gfsr & fow Cross Reference Label &=
ST, 319 Label 9 Ctrl + Click &% @ 3@ Heading W 9ga Sear|

6. Comments: - 3w F1 39T R e TT TTH W A A foga & e fFar
ST gt §, 0 urar ar R@mrr a1 g g

7. Header and Footer

00 e

Header Footer Page
- = MNumber~

Header & Footer

v Header and Footer: - Document & Ycd& Ul 9T U & SHET Holl AT STAHRT I
Header Option & carT Yfid & ¥+d gl Header # &g Text, Page Number,



Picture 3nfg siig @ha &1 Header Page & Top URAT & wefdia g &1 Footer Page &
Bottom tRam # yefdia g &, sdem & ¢ Header & @AW & &dr Bl

v' Page Number — Document # T& & 310 Page gl WX 38 Option & @RI 9cds
Page WX Page Number 3 @&d &l

7. Text Box — Text box siea us 3ffesige 81T &, 34 sagse 7 #ef off v fvar o
Tohar &1 Text box & Text s Multiple Directions & fo@ g&a g1

A |;| 4 [# signature Line -

] ) L_-j!.Date & Time
Text CQuick Word&rt _
Box~ Parts- \ ] Object -~

Text

v Quick Parts :— Quick Part Microsoft Word T Ts 39leT HlR g, 0% carT odT
STTRIRET el FIF&IT AT ST FehelT § Tog IR-IR 3UANT A AT STl 81, S - @IS 1,
gar 3fgl SEIERr @ Quick Part & 9 A & fAU SIFE o Helde W OAR
Insert>Text>Quick Part>Save Selection to Quick Part 3iTcred WX Faer &Y, dAT 1A,
AMPAT T 3T FATHRT AT Ok Y1 Quick Part & 376X & RQeeg 3 § 3T -
Document Property & 37X &l segic @ Reids &8 fddhed 3Ueey gld § o9 -
Author, Subject, Title, Category, Company, Publish Date 37fg| 37 hresd &I Siagae
H 5ed¢ Y SThRT Hl 3USc fhdT T TohdT gl

v Word Arts :— Word Arts decorative text objects &d &, 3¢ Document & Hgr &Y
o fhar ST @ehar g1 Selected Word Art & foiw 37eeT & Format tab open g1ar § &t
¥ 38 faffi=T options & gaRT FHEcATSS o fhaT ST Fha B

v Drop Cap — 39 option & garr fRdT paragraph T 9gar 37&R 8T ST Tohd oC diish

IJg UdT I TF T AT section gl ¥ Starts @ T@T &l

v’ Signature Line — 3@ fd&ed & garr & document 3 Form, Certificate 3nfg &
gTaleR ¥@r (Signature Line) Siis @ahd g1 signature line Sse & fow &g &R @
R 39 3iTcereT 9 fFas Y 3R A8 91 ased N 3R Ok 3T ) fFae 1|

v' Date and Time :- @1 93197 &T 319 word & goaeT e 3 afi@ &I o ghd &1 594
3R T 3R ARG & Sgd AR e A §, M9 S 9 & IR T A



v" Object :— 30 f&Fed & g@nT slagic A 317 frdll voeliaere & 3ifsaisre SN3 fT ¥hd §,
JAT BISel I T §¢ fFT 39 sRFe F7 Y Far &1 Gohar g1 5@ - MS Paint, Excel
Spreadsheet, Photoshop Document scarfgl

v Text from File :- 58 W s X 30a TRl & 1S PDF $Isel 1 T4 , 3 31T @
T 39 PDF & fadar o text 3R wier o1 af @t word & 311 Sem|

8. Symbols: - zas sy & sifeert B & S f AT @ Gt @1 ¥, saF gawT
39 Word & &I$ o a1f0ra & Rieg 3R g3 a1 o ¥ 81

T Q

Equation Symbol

- -

Symbols

v Equation :- 38 W fFae #Xd & 39! A0 & @R gF A ST €, 39w word
S ot @@ 1 FH 8, 39 W Foreh X al [Selshel MU FF & AT &7 word & 3T SIR&Em
3R qar € feem

v Symbols :- 3@ W Feaw d & 3y 10T & IR e e I g, 3muer Sraem
39T word H FET £, 39 R Fodh Y | 3R 39l 3% Af0g & fKeg wfgw ar 3ma
More Symbols X fFee &Y

MS Word Desigh Menu

Design menu # 2 T § |

1. Document Formatting
2. Page Background

@ H OA- N - Docurnent] - Word (Product Activation Failed) ? BH - O %
HOME INSERT DESIGN PAGE LAYOUT REFEREMCES MAILINGS REVIEW VIEW Microsaf ft accoun t -
| TITLE TITLE Title Title TITLE Title Title Tithe TITLE n _E‘,J Paragraph Spacing ~ D @
— — el Eemeemeee AN | pammmeeems 1PE S R M @ Effects ~ _
Themes |srrmmmeess SISITIES, SESTARSTT  Dimmoemms Shoumhos Shaeomnt SImITRE SRR e | Colors Fonts Watermark Page Page
N e — —_— + @ Setas Default Color = Borders
Document Formatting Page Background A

1. Document Formatting: - s smr & @ 3m9 6 3fcer fAear &1 & @ &
EaRT AT Uo7 W text 3R 91 Fstyle : Jgarer &1 w7 fvar Frar g



v Themes - 8% garT 3M9 Text & 3@ design 3R 3797 @7 7 o Tohd & 399 U
AT TR T STH &1 3T Telde il dl 3T & T text & style Scole o@EM|

v Colors - 8% gaRT 3T text & W &l Jeo Tohd & AT & TP AT W1 3R 3R &
Seeldm &

v Fonts - 38& gaRT 319 text & style T gl Thd o

v Paragraph spacing - 8% garT 379 af Sentence & 19 & TIH &I HFA AT SAGT I
Fhd 8, MR H @ Yoot TScelr 3maeh! e # T4 @eT g

v Effects - s&# 3uf®ua Design &I 39 et 30al font # Apply & #sd gl

v" Set as Default - 33 W Fae #T 3T text & Apply IR @ST & g Tgal >idm
Normal & &&d gl

2. Page Background

v' Watermarks — 8 & g@nrr 97 & Background & &g text Im image & T X oo
g, S & U9 W §AE &7 @ YeRd giar 81 SHerl FTa STFgde & T ke W g1 gsal
g1 SHHT 3TN IFFER Al AT SIS e ST J&fid axa & faw fasar arar gl

NGLISH [UNITED STATES) 23 B

v’ Page Color — 3@ 3ifcerdl & g@RT 9T & Background # #FedTer T AT X Thd g

v' Page Border — 957 WX §7sY o9TsT & folv Page Border 3fceeT &7 3Td#Tel i &1 Page
Border & 37ddd 3=ie Tersforer Page Border 3ucistr gld & foieg 997 & °RY 3R o€
g gl




MS Word Page Layout Menu

Layout Menu & 3 19T 21

1. Page Setup
2. Paragraph
3. Arrange

E] H &) A.‘" | s Docurment! - Word (Product Activation Failed) ?2 H - MO0 %
HOME INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW Microsoft accoun t -

¥ [ ’# Ereaks ~ Indent Spacing 2 \: Align =
0 = 0 - - i
Col : ction

i1 Line Numbers~ 3= Left: |0" 2 |1= Before: [0pt

Margins Orientation  Size Columns 3 . Tle=
- - - - b Hyphenation- =% Right: |0" L |+= After |8 pt

Page Setup [r] Paragraph ] Arrange -

1. Page Setup: - smerpic & d3mse & 3T T F AT [ffeT gavR F 3icer
Page Setup AT & A 3Teled gl ¢ o fo¥eed TR £

v' Margins — Margin Page & aRi 3R & &7 g1 §, 38 Margin 3ifce & garT ac
frar ST @har &1 Page & Top, Left, Right, Bottom & faidar Margin @i &34, Page &
CHEC AT ATPRT 3d4T Margin disea fordr Suai|

v’ Orientation — Orientation Option % garT 9 & Portrait ar Landscape Mode #
deof Ihd gl Portrait Mode & 95 Fa15 A1s # g8Ia1 §, Landscape Mode # U< diss
Als A g1 &

v Size — 3§ 3@ % g@rT Page Print &% & U Printer Paper & 38R U7 &I A5
dc T Thd & o - Letter, A4, A3, Legal 3nfe

v Columns — 957 & ae & & ¥ 30f9% &l & fo@ar & O Column  3ifeere &
SEIATT I ¢

v Breaks - $HH IS 9gd WX Options fAerd & fSraer g=ior T g4 Page P P HET
# RufSa & a €1 & 319 MS Word & #is 0ar U wisd Open @ aiferd &t
% T A 4-5Page &7 g 3R 319 Breaks # & #15 off Options R Felsd H| 3T Y
$r 37 3T & fgae & & 3T Page fasnfaid g s/ & 319 34 Options & 9]

Ig 37GISTT o Tehd o @l dl fohdel RN & AR Page &I Argam|
v" Line Numbers — s& 3ifcersT &7 399197 & Document $r arsar ar Paragraphs o
Serial Numbers @c T &d ¢l




v" Hyphenation :— &9 f&&Y line & 3id & frdY 93 e & for@er g 3R T &7 & ar
S 3ATCq &Y 3T el W olaT s S (-) & a1y form f&ar arar &, 319 ose & Shiaar
3R O@ ovd & @ S16er arhr new line & Iof STTar|

2. Paragraph:- s« Section & 3iaef@ paragraph #r spacing &' control & ¥&d
g1 S R paragraph @t Top, Bottom, Right, Left frdeir space T § I8 set T Thd
gl

Indent Spacing
3= Left: (0" > |1= Before: |Dpt -
=& Right: | 0" Di= After |Bpt :

Paragraph M

v Indent: - 38 3m9ar ar options fAed §, foE® garT 319 af text & & g F T
I T S & 9T F TG P hF AT SIET AT ST ¢l
v/ Spacing: - & 39 a1 options e §, TSU% @RI 31T gF text & T FR A
ST AT AR IW & A & A FH HA T SA1ET TRAT S gl
3. Arrange: - s&& cart 317 MS Word & 9T W Text File & ®1$ #f Photo ar
Shape & Edit & T&d &l
EP} & Align -
e
Arange
v Position — & Shape ar Picture & 9o & & #9T & Automatically Set &= &,
38 Option & EaRT & Tohd &l
v Word Wrap — &t Shape am Picture &I 957 & 3¢ e WX 39 Ul & for@r eaee e
ghR & SAH] gHT g de X T &

v" Bring Forward/Send Backward — & Shape 3ar Picture & f&dt 3r=x Shape ar
Picture & 39X a1 sir o =1 & faw 39 Option &1 39ANT FIA £

v Selection Pane — & Option W el & & Th Pane Window o Siell 8, oras
Document & g v Teft Shape & TFFRT wefa gidr &1 S 37cl9r-37eer Shape i
T& WY Selection Pane & gaRT &giel fohdT ST TehdT &l



v" Align — %3 Shape & us &g Vertically ar Horizontally Align @ & farw 3@ Option
$T 3TAFT F &1 9% T gt Shape &t v ary Select &Y 33X fGw arw Option W

Click =Y

v' Group — &% Shape & u& @Y Group IT Ungroup =t & faw 3@ Option &
ELRICIETCR S

v" Rotate — f&t Shape ar Picture @& 90, 180 ar 360 3t ga= & faw g&@ Option
FT SEAATT Fd B

MS Word References Menu

References Menu H 6 T ¢ |

1. Table of Contents

2. Footnotes

3. Citations & Bibliography
4. Captions

5. Index

6. Table of Authorities

@ H (&) -&" 0 = Document! - Word (Product Activation Failed) ? EH - 0O 3
FILE HOME INSERT DESIGN PAGE LAYOUT REFEREMCES MAILINGS REVIEW VIEW Microso ft accoun t -
Tﬂ Add Text ~ ABJ_ ﬁ']lnsert Endnote B @‘,,Manage Sources |:;|—| [ Insert Table of Figures ﬁ [ Insert Index Er EET Insert Table of Authorities
[ Update Table A, Next Footnote ~ ER style: |Is0 690 - - ’
Table of Insert nsel o Insert e Mark Mark
Contents ~ Footnote Citation = & [ Bibliography ~ Caption "o Cross-reference Entry Citation
Table of Contents Footnotes [F] Citations & Bibliography Captions Index Table of Authorities

1. Table of Contents

% B Add Text -

I Update Table
Table of D P

Contents ~

Table of Contents

v" Table of Contents:- document & headings & 3T4R W table of contents create
X Fhd &1 Ig document T YFIHT H YR gled aTell Teh YR HT A Il & S T8
Yeiid aar & & document & =is @ heading T 957 W 81 38 saF & faw Table
of Contents W Fash & 3R Tk format T|



v Add Text - 39 3m9s text & cursor IW@eR 39 3T add text & Fold R FS &Y
3O TR fFeleh Y| Selell Fel TR YR text &l oeh deol Sea|
v' Update Table - 3@ ¥ fFa& & 319 319 table of contents & update &= F&d g

2. Footnotes

1 ﬁ'} Insert Endnote

AE, Mext Footnote -
Insert

Footnote

Footnaotes P

v Insert Footnote: — s& fd&cd &7 39397 9 & Last & O & TT SABET st &
foT aa g1

v Insert Endnote: — a &%cq &1 39dT sageic & Last 7 SgAc & Hafdd STl
e & faT g B

v" Next Footnote: - 38 9T fFas T 3M7 MS Word & 937 9¥ faiasr @R Footnote 3R
Endnote sa g 39 9T 39 SO ST hd & & 39 W [Fae X 39 3T R/

fFoler T TN-I1 @ 39T Footnote 3R Endnote W ST ¥ehd &
v Show Notes: - 39 W Felsh & 3T 379 9T W ¥ 3T AR Footnote 31k Endnote
W SRIEE ST d6hd gl

3.Citations & Bibliography :- smr 3ma #¢ Research Paper far@ @ & ar 3@a
Y AT TR B AT § TR 3muer R @ Statement & T wgl & 3egys AT & ar Fig
Formula, a2a ar 9gor & Research & oRume kg 9@ 39 3MUR 911 § 38 Falr 9
forar §1 3R 3T A% og o forg @ § o 3y A Citations 3Tl 9sd § difes I dTr
Tol I 3T fordy ST T YR FAT § O A FE A AT B THCE 95 H o 39 30
Document # @Tsears AT Bibliography 1 Siis @&hd & dife ar 3R & garOie o)

SHHA 39S 04 AT e

._.ﬁ @,,‘.Manage Sources

R Style: |150 690 - ~
Insert

Citation ~ & [ Bibliography ~

Citations & Bibliography

v Insert Citations :— 37 fd®eq & garr Citations Insert &7 ¥&d g1 58+ foT 39
T o click &Y 3R Add new Source X click &¥ 3R & IR & #Y| 348 IhR



¥ ts ¥ 33 Citations create X ¥ahd g1 319 5 Citation & 5@ ¢Fee & @y
SISt § 30 ¢Fee & felae X 3R Citation feree & create f&v 7w Citation X click
| 30 NRE F THC & ok H dfehe & 31X (Name, Year) A & Citation s=a¢ &
siwar, foraehr Details @1 Bibliography 3o & arT sg#e & 3M&Y (Last) & ar
Fel W o SeqE HT Foha B

¥v" Manage Sources: — 38 fasmeq & 3ideia @t Citations &1 fore ueiia g § oas
I (Source) @ g&RT UfSe (Edit) far ST @ar &1 Manage Source & 3=ddid
Master List g Current List wefea gy §, Master List & & Citations & fare wefitia
gict & St Wl srargeie 7 wefd gt & dar Current List & (i dael adATT STagee &
faw Citations #r faee wefdd g |

v Styles: — =gl Citations & T T T8 g1 Hehel §, St Si1s ¢ Citations 1 fafdes
TRl A T T g

v’ Bibliography: — zg 3ifcerst v & 319 $ive fhv arv Citations @ Detailed foee &t
Yefid #cr §, o sTapgic A 39 3 & AGg & SAIST S Hehell &

4. Captions: - s@# 3mgs 3 smr FAaa &

|:;|—| [ Insert Table of Figures

Insert
Caption (-] Cross-reference

Captions

v Insert caption: - 38 9T Click &% 3mq fFet Photos & = 319 text add &= Fed
gl
v Tables of figure dialogs: - 5@ W Click &% 3T ar IR caption 3@ Thd § ST 37T

page W SIgl Sigl oIt gl

v" Update Table of figure: - s& 9¥ Click &% 39 ar @R caption & update &
Hohd & S 39« page W 8T I8l ofdaT gl

v Insert cross-reference: - s W Click &% 37T & photos &' 3t & 3TW IR Hbd
gl




MS Word Mailings Menu

Mailing Tab & 3ided dex T 99 Aot & fow faffiea fawea 3mad &1 7 @ef Options &r
fafdest o & aier arar § S e yeR §-

FHHA ISP 5 T e 8

1. Create

2. Start Mail Merge
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Shortcut Keys Effect

1. Ctrl + A Selects all text in the document

2. Ctrl + B Text bold

3. Ctrl + C Copies selected text or images to the clipboard

4. Corl + V Pastes copied text or images from the
clipboard

5. Ctrl + X Cuts selected text or images

6. Ctrl + P Prints the document

7. Ctrl+S Saves the document

8. Ctrl + N Creates a new document

9. Ctrl + F Opens the Find command

10. Ctrl + H Opens the Replace command

11. Ctrl + 1 Makes text italic

12. | Ctrl+ U Underlines text

13. Corl + E Centers the line of text where the cursor is
located

14. Ctrl+L Left aligns text

15. Ctrl + R Right aligns text

16. |Ctrl+ M Indents text

17. | Ctrl + Shift + L Creates a bulleted list

18. Ctrl + K Insert Hyperlink

19. Ctrl+ 0O Opens a document




20. | Ctrl + End Go to End of Document

21. Ctrl + Home Moves the cursor to the beginning of the
document

22. | Ctrl + Left Arrow | Moves the cursor one word to the left

23. Ctrl + Right Arrow | Moves the cursor one word to the right

24, Ctrl+ Up Arrow Move the cursor up by one paragraph.

25. Ctrl + Down Arrow | Move the cursor down by one paragraph

26. F7 Check Spelling

28. | Shift+F7 Thesaurus

29. Ctrl+2 Print Preview

30. Ctrl + W Closes the active window or application

31. Ctrl+Y Redoes the previous action

32. |Ctrl+Z Undoes the last action

33. |Ctrl+F4 Close the active document

34. Ctrl +Enter Insert page break

35. Shift + Enter Insert line break without breaking paragraph

36. Enter Insert paragraph break

37. Ctrl + Shift + Enter | Insert column break (break table)

38. |Alt+Ctrl+M Insert a comment

39. Ctrl + Shift + G Open the Word Counting dialog box.

40. ESC Close print preview




41. | Alt+Shift+D Insert current Date Field

42. Alt+Shift+P Insert Page Number Field

43. | Alt+Shift+t Insert current Time Field

44, | Alt+Shift+K Preview a mail merge

45. Ctrl+T Increase hanging indent

46. Ctrl+Shift+T Decrease hanging indent

47. Ctrl+1 Set line-spacing to single-space
48. Ctrl+2 Set line-spacing to double-space
49 Ctrl+5 Set line-spacing to 1.5

50. |Alt+Ctrl+1 Apply Heading 1 style

51. Alt+Ctrl+2 Apply Heading 2 style

52. Alt+Ctrl+3 Apply Heading 3 style

53 Ctrl+F1 Show or hide the ribbon

54 Shift+End Select current table cell

55 Ctrl+Shift+0O Switch to Outline View
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