
 

 

M.S. WORD 

 
1. Start -----  Sereach - Word 

 

2. Window Key/            + R ----- Winword ----- OK 

 

We can create any application, bio-data and any documents, file etc. 
 

-:File:- 
 

Info: - bldk ç;aksx viuh QkbZYk dh properties check 
djus (tSls& pages, size, word, File Location 

etc.) ds fy, ;k ikloMZ yxkus ds fy, fd;k tkrk gS  

New (CTRL + N):-  bldk ç;ksx dksbZ Hkh ubZ QkbZy [kksyus ds fy, fd;k 

tkrk gSaA 

Open (CTRL + O):-  bldk ç;ksx save QkbZy dks [kksyus ds fy, fd;k 

tkrk gSaA 

Recent:- bldk ç;ksx viuh gky gh es [kksyh xbZ QkbZYk dh fyLV ns[k 

ldrs gksA 

Save (CTRL + S):-  bldk ç;ksx viuh QkbZYk dks save djus ds fy, fd;k tkrk gSaA 

Save As (F12): -  bldk ç;ksx viuh QkbZy dks vyx&vyx ukeksa ls  save djus 

ds fy, fd;k tkrk gSaA 

Print (CTRL + P):-  bldk ç;ksx vius eSVj dks ist ij mrkjus ds fy, fd;k tkrk 
gSaA 

Close (CTRL + W):- bldk ç;ksx viuh QkbZYk dks cUn djus ds fy, fd;k tkrk gSaA 

Exit (ALT + F4):-  bldk ç;ksx viuh Program dks cUn djus ds fy, fd;k tkrk 

gSaA 



Home 
 
 

 
                            

         Horizontal Scroll Bar                         Vertical Scroll Bar 

-:Home:- 

 
Clipboard 

Cut (CTRL + X):-  bldk ç;ksx vius Select fd;s gq, eSVj dks dkVus 

ds fy, fd;k tkrk gSa mlds ckn ml eSVj dks Paste 
ds }kjk ,d txg ls nwljh txg o dbZ txg ys 

tk;k tk ldrk gSaA 

Copy (CTRL + C):-  bldk ç;ksx vius Select fd;s gq, eSVj dks Copy djus fy, 

fd;k tkrk gSa mlds ckn ml eSVj dks Paste ds }kjk dbZ nwljh 

txg ij Hkh ys tk;k tk ldrk gSaA 

Paste (CTRL + V):-  bldk ç;ksx viuh QkbZy ds copy o cut fd;s gq, eSVj dks 
paste djus ds fy, fd;k tkrk gSaA  

Paste Special: - bldk ç;ksx vius format esVj dks fcuk format esVj es 

paste djus ds fy, djrs gS  



Format Painter: -  bldk ç;ksx fdlh eSVj dh formatting dks nwljs eSVj ij 

(CTRL + SHIFT + C) formatting ykus ds fy, fd;k tkrk gSaA 
(CTRL + SHIFT + V) 

Office Clipboard:- bldk ç;ksx ckj&ckj cut vkSSj copy djus ls cpus ds fy, fd;k 

tkrk gS 

Font    bldk ç;ksx vius  (Select) eSVj dh Hkk”kk]            
(CTRL +SHIFT+ F/P)  LVkbZy] lkbt] dyj o Superscirp (X2, 22),     

(CTRL +D)    Subscript (H2o, H2So4) cnyus ds fy, rFkk dqN  

    vkSj effect Mkyus ds fy, fd;k tkrk gSaA 

 

CTRL + B Bold (Ctrl + Shift + B) 

CTRL + I Italic (Ctrl + Shift + I) 

CTRL + U Underline (Ctrl + Shift + U/W) 

CTRL + Shift + = Superscrip (X2, 22) 

CTRL + = Subscrip (H2o, H2So4) 

CTRL + Shift + > Size Increase lkbZt c<kus ds fy, 

CTRL + Shift + < Size Dencrease lkbZt de ds fy, 

CTRL +] 1 point Size Increase lkbZt c<kus ds fy, 

CTRL + [ 1 point Size Dencrease lkbZt de ds fy, 

Clear Formatting: - bldk ç;ksx viuh QkbZy ds eSVj es Mkyh xbZ  
(CTRL + SHIFT + N / Z) formatting dks feVkus ds fy, fd;k tkrk gSaA 

Change Case: - bldk ç;ksx vius sentence dks fdlh Hkh çdkj ds case esa 
cnyus ds fy, fd;k tkrk gS 

 

1 Sentence case 

2 lower case    Change Case 

3 UPPER CASE   Shift + F3  

4 Tittle Case    Ctrl + Shift + A 

5 tOGGLE case   Ctrl + Shift + K 

  



Paragraph 

Bullet Style: -  bldk ç;ksx vius eSVj eas bullet style, numbering    
(CTRL + SHIFT + L) nsus ds fy, fd;k tkrk gSaA 

Paragraph: - bldk ç;ksx vius eSVj dks  left, right and centre ls set 
djus ds fy, vkSj ykbZu esa xsi j[kus ds fy, fd;k tkrk gSaA 

CTRL + L Matter dks Left ls Set djus ds fy, 

CTRL + R Matter dks Right ls Set djus ds fy, 

CTRL + E Matter dks Center ls Set djus ds fy, 

CTRL + J Matter dks Justify ;k nksuks rjQ ls Set djus ds fy, 

CTRL + 1 Paragraph es Single Linedk Gap djus ds fy, 

CTRL + 2 Paragraph es Double Linedk Gap djus ds fy, 

CTRL + 5 Paragraph es 1.5 Linedk Gap djus ds fy, 

CTRL + 0 Paragraph ds mij Space j[kus ds fy, 

 

Shading: - bldk ç;ksx vius eSVj ds ihNs dyj Mkyus ds fy, fd;k tkrk 

gSaA 

Border: - bldk ç;ksx vius eSVj ;k ist ij dksbZ border Mkyus ds fy, 

fd;k tkrk gSaA 

Styles bldk ç;ksx vius eSVj eas headings ;k cuh gwbZ formatting 
yxkus ds fy, fd;k tkrk gSaA 

 

  



Editing 

Find (CTRL + F):- bldk ç;ksx viuh  QkbZy esaa dksbZ Hkh word ;k character 
[kkstus ds fy, fd;k tkrk gSaA 

Replace (CTRL+H): - bldk ç;ksx viuh QkbZy esa fdlh Hkh word ;k character 
dks cnyus ds fy, fd;k tkrk gSaA 

Select All (CTRL + A): - bldk ç;ksx vius lkjs  eSVj dks  ,d lkFk select djus ds 

F8    fy, fd;k tkrk gSaaA 

Go To (CTRL+G): - bldk ç;ksx fdlh Hkh Line ;k Page ij  tkus ds fy, fd;k 

F5    tkrk gSaaA  

 

Insert 
 

 

 

 
 

 

  



-:Insert:- 
 

Pages 

Cover Page: - bldk ç;ksx viuh QkbZy ds first page ij format change 
djus ds fy, fd;k tkrk gS ftls doj ist dgrs gSA  

Blank Page:- bldk ç;ksx viuh QkbZy esa tgkW dtZj gks ogkW [kkyh ist ykus 

ds fy, fd;k tkrk gSA 

Page Break: - bldk ç;ksx viuh QkbZy ds ist dks rksMus o vius nwljk ist 

ykus ds fy, fd;k tkrk gSA 

Table 

Insert Table: - bldk ç;ksx vko”;drkuqlkj table cukus ds fy, fd;k tkrk gS 

vkSj ftruh Hkh row vkSj column pkfg;s ys ldrs gSA 

Draw Table: -   blds }kjk isfUly ls table cuk ldrs gSaA 

Table Tools:- 

Design: - bldk ç;ksx viuh table esa format, color, border Mkyus 

ds fy, fd;k tkrk gSaA 

Layout: -  bldk ç;ksx viuh table esa row, column, cell rFkk eSVj dks 
set o cell, table dks  rksM+us ds fy, table esa fy[ks vadks dks 

vkjksgh o vojksgh dze esa djus ds fy, fd;k tkrk gSaA 

Illustrations 

Picture: - bldk ç;ksx dksbZ Hkh picture ysus ds fy, fd;k tkrk gSaA 

Online Picture / Clip Art: - bldk ç;ksx dksbZ Hkh cartoons ;k picture ysus ds 

fy, fd;k tkrk gSaA 

PictureTools: - (Format) bldk ç;ksx dksbZ Hkh  select picture ij 
Formatting djus ds fy, fd;k tkrk gSaA 

Shapes: - bldk ç;ksx dksbZ Hkh shapes ysus ds fy, fd;k tkrk gSaA 

Drawing Tools: - (Format) bldk ç;ksx dksbZ Hkh  select Shape ij 
Formatting djus ds fy, fd;k tkrk gSaA 



SmartArt: - bldk ç;ksx dksbZ Hkh SmartArt cukus ds fy, fd;k tkrk gSaA 

SmartArt Tools: - (Design & Format) bldk ç;ksx dksbZ Hkh  select 

SmartArt ij Formatting o Desinging djus ds fy, 

fd;k tkrk gSaA 

Charts: - bldk ç;ksx dksbZ Hkh Chart ysus ds fy, fd;k tkrk gSaA 

Chart Tools: - (Design, Layout & Format) bldk ç;ksx dksbZ Hkh select 

Chart ij Formatting, Layout o Desinging yxkus ds fy, 

fd;k tkrk gSaA 

Screenshot):- bldk ç;ksx vius Desktop dk Scrrenshot ysus ds fy, 

fd;k tkrk gSA 

Links 

Hyperlink (CTRL +K):- bldk ç;ksx fdlh ,d file dks nwljh file ls tksM+uss ds fy,

    fd;k tkrk gSA 

Bookmark (CTRL +Shift + F5)- bldk ç;ksx file esa marking djus ds fy, fd;k 

tkrk gSA 

Exp: -  vxj ge dksbZ eSVj i<+ jgs gS vkSj chp esa geas dksbZ dke iM+ tk;s 

rks ge ogka ij bookmark add  djrs gSA 

Header & Footer 

 

Header And Footer: - bldk ç;ksx vius ist ds mij o uhps dksbZ uke ;k ua0 nsus ds 

fy, fd;k tkrk gS ftldk mi;ksx Leter Head cukus ds fy, 

fd;k tkrk gSA 

Page Number: - bldk ç;ksx viuh QkbZy dks ist number nsus ds fy, fd;k 

tkrk gSA 

Text  

Text Box: - bldk ç;ksx dksbZ Hkh eSVj dks text box esa ;k text box esa 
eSVj fy[kus ds fy, fd;k tkrk gSA 

Quick parts 

Field: - bldk ç;ksx dksbZ Hkh dsYdwys’ku djus ds fy, fd;k tkrk gSA 



Word Art: - bldk ç;ksx dksbZ Hkh picture and style esa uke fy[kus ds fy, 

fd;k tkrk gSA 

Drawing Tools: - (Format) bldk ç;ksx dksbZ Hkh  select Shape ij 
Formatting djus ds fy, fd;k tkrk gSaA 

Drop Cap:- bldk ç;ksx vius eSVj dh igyh ykbZu dk igyk v{kj cM+k 

fy[kus ds fy, fd;k tkrk gSA 

Date And Time: - bldk ç;ksx viuh QkbZy esa date and time Mkyus ds fy, 

fd;k tkrk gSA 

Object: - bldk ç;ksx viuh QkbZy esa fdlh vU; çksxzke dks [kksydj 

mlesa dk;Z djus ds fy, fd;k tkrk gSA 

Text From File:- bldk ç;ksx fdlh nwljh QkbZy ds eSVj dks viuh QkbZy essaa ykus 

ds fy, fd;k tkrk gSA 

Symbols 

Equation: -   bldk ç;ksx viuh QkbZy esa dksbZ equation cukus ds fy, fd;k 

(ALT + =)    tkrk gSA 

Symbol: - bldk ç;ksx dksbZ Hkh fpUg ysus ds fy, fd;k tkrk gSA 

 

  



Design  

 

 

 

 

 

 

 

 
 

-:Design:- 
 

Themes 

Theme: - bldk ç;ksx viuh QkbZy esa back ground esa dqN cus gq, dyj 

;k themes yxkus ds fy, fd;k tkrk gSA 

Page Background 

Watermark: - bldk ç;ksx viuh QkbZy esa eSVj ds ihNs dksbZ Hkh name o 
picture Mkyus ds fy, fd;k tkrk gS ftldk print fudky 
ldrs gSA 

Page Colour: - bldk ç;ksx viuh QkbZy esa eSVj ds ihNs dksbZ Hkh  picture o 
colour Mkyus ds fy, fd;k tkrk gS ftldk print ugha fudky 

ldrsA 

Page Borders: - bldk ç;ksx viuh QkbZy esa dksbZ border o colour Mkyus ds 

fy, fd;k tkrk gS ftldk print fudky ldrs gSA 



 

Page Layout 

 
 

 
 

-:Page Layout:- 
 

Page Setup 

Margins: - bldk ç;ksx vius ist dks set djus ;k margin NksM+us ds fy, 

fd;k tkrk gSA 

Orientation: - bldk ç;ksx vius ist dks portrait o landscape page es 

set djus ds fy, fd;k tkrk gSA 

Size: - bldk ç;ksx vius ist dk size set djus ds fy, fd;k tkrk 

gSA 

Columns: - bldk ç;ksx vius ist esa columns cukus o page dks columns 
es ckVus ds fy, fd;k tkrk gSA 

Break: - bldk ç;ksx viuh QkbZy ds ist dks rksM+us o nwljk ist ykus 

ds fy, fd;k tkrk gSA 

Line Numbers: - bldk ç;ksx viuh QkbZy esa ist uEcj yxkus ds fy, fd;k tkrk 

gSA 

  



Paragraph 

Paragraph: - bldk ç;ksx vius paragraph dks left, right and centre 

ls set djus ds fy, fd;k tkrk gSA 

Arrange 

Arrange: - bldk ç;ksx vius box, picture vkfn dks set djus ds fy, 

fd;k tkrk gSA 

 

 
 

 

 

  



References 
 
 
 
 

 

 

 

 

 

 

-: References:- 
 

Table of Contents 

Manual Table - bldk ç;ksx viuh file ess Manualy content cukus ds fy, 

fd;k tkrk gSA 
Automatic Table - bldk ç;ksx viuh file ess Automatic content cukus ds fy, 

fd;k tkrk gSA 
 

Footnotes 

Insert Footnote: - bldk ç;ksx esssa dksbZ  Hkh tkudkjh dks fNikus ds fy, fd;k tkrk 

gSA 
 

Citation & Bibliography 

Bibliography: - bldk ç;ksx viuh File es Biography yxkkus ds fy, fd;k 

tkrk gSA 

Captions 

Insert Caption: - bldk ç;ksx fdlh Hkh picture dks serial name nsus ds fy, 

fd;k tkrk gSA 



Mailings 
 

 

 
 

 

-:Mailings:- 
 

Create 

Envelopes: - bldk ç;ksx fdlh Hkh Qzse ds envelopes ysdj ml ij 

typing djds print fudkyus ds fy, fd;k tkrk gSA 

Lebels: - bldk ç;ksx fdlh Hkh Labels fudkyus ds fy, fd;k tkrk gSA 

 

  



Start Mail Merge 

Start Mail Merge:- bldk ç;ksx ,d ySVj ds vusd ySVj cukus ds fy, fd;k tkrk 

gSA 
 

Start of mail merge 
 

Step by Step Mail Merge Letter and mailing 

 

Letter 
 

Next Starting Document 
 

Use the current document 
 

Next Select Recipients 
 

Type a new list 
 

Create / new write your letter 
 

Customize 
 

esa tkdj choose option mlds ckn mUgsa Hkj nks Hkjus ds ckn mUgsa close dj nks mlds 

ckn save dj nsrs gS mlds ckn select all ij fDyd dj nsrs gS fQj  
 

Next write your letter 
 

More item / Greeting line, Address block 
 

Insert option 
 

Next Preview you letters 
 

Next Complete the merge 
 

Edit individual letter 
 

All 
 

Ok 



Write & Insert Fields Or Finish 

bldk ç;ksx Hkh letters cukus ds fy, fd;k tkrk gSA 

 

 
  



Review 
 

 

 
 

-:Review:- 

Proofing 

Spelling And Grammar: - bldk ç;ksx viuh QkbZy esa spelling check             
(Alt + F7/ F7)   djus ds fy, fd;k tkrk gSA 

Research / Thesaurus: -  bldk ç;ksx fdlh word ds vf/kd meaning tkuus ds 

Shift + F7     fy, fd;k   tkrk gSA 

Word Count:-  bldk ç;ksx viuh QkbZy esa line, paragraph,            

(CTRL +Shift + G)  word, page  and character tkuus ds fy, fd;k tkrk gSA 

Comments 

Comments:- bldk ç;ksx viuh QkbZy ds eSVj esa dksbZ Hkh tkudkjh fNikus ds 

fy, fd;k tkrk gSA 

Protect Document 

Restrict Editing:- bldk ç;ksx viuh QkbZy ds esVj dks protect ;k password 
yxkus ds fy, fd;k tkrk gSA 

 



View 
 

 

 
 

-:View:- 

Document View 

Read Mode: - bldk ç;ksx viuh QkbZy dks cMs+ page ij read djus ds 

fy, fd;k tkrk gSA 

Print Layout:- bldk ç;ksx viuh QkbZy ds document etc. dk print 
fudkyus ds fy, fd;k tkrk gSA 

 

Wap Layout:- bldk ç;ksx viuh QkbZy dks internet ds page ij save 
djus ds fy, fd;k tkrk gSA 

Outline: - bldk ç;ksx viuh QkbZy dks dot ds fpUg yxkus ds fy, fd;k 

tkrk gSA 

Show 

Ruler: - bldk ç;ksx ruler dks ns[kus vkSj fNikus ds fy, fd;k tkrk gSA 



Gridlines: - bldk ç;ksx viuh QkbZy esa lines ykus ds fy, fd;k tkrk gS 

ftldk print ugha fudkyk tk ldrkA 

Navigation Pane: - bldk ç;ksx headings cukdj mudh details ns[kus ds fy, 

fd;k tkrk gS vkSj bldk ç;ksx pages dks NksVs&NksVs :iksa eas 

ns[kus ds fy, fd;k tkrk gSA 

Zoom 

Zoom: - bldk ç;ksx viuh QkbZy dks % ij ns[kus ds fy, fd;k tkrk 

gSA 

Window 

Arrange All:- bldk ç;ksx viuh lHkh QkbZyks dks ,d lkFk Horizontal Mode 

ns[kus ds fy, fd;k tkrk gSA 

View Side by Sidel:- bldk ç;ksx viuh lHkh QkbZyks dks ,d lkFk Vertical Mode 

ns[kus ds fy, fd;k tkrk gSA 

Switch Windows:-  bldk ç;ksx viuh lHkh QkbZyks dks ,d & ,d djds ns[kus  

(Alt +Tab)   ds fy, tkrk gSA 

Macros 

Record Macros: -  bldk ç;ksx viuh QkbZy esa eSVj dks fjdkMZ fd;k tk ldrk    

(Alt + F8)    gSA  

 

  



Short Commands In M.S.Word 
 

Ctrl+M Tab Speed(0.5) 
Ctrl+Q Quite Tab 
Ctrl+T Tab Speed(0.5) 
Ctrl+Y Redo 
Ctrl+Z Undo 
Ctrl+F1 Minimize Ribbon 

Ctrl+F6 All File Open  djuk One by One 

Ctrl + F9 Bracket  

Ctrl+F10 Maximize or Restore 

Ctrl+F12 Open 

Ctrl+- Select Metter Delete 

Ctrl+ Shift+H Delete 

Ctrl +Shift+C Formatting Copy 

Ctrl +Shift+V Formatting Paste 

Ctrl+ Shift+F6 All File Open  djuk One by One 

Ctrl+ Shift+F12 Print 

Ctrl+Shift+D Double Underline 

Ctrl+ Shift+G Word Count

Ctrl+ Shift+Q Language Symbol 

F7 Spelling & Grammar Check 

F8 Select All 

Shift+F10 Right Click 

Alt+F10 Minimize or Restore 
 

 


 

 

 

 

 

END Microsoft Word 
 


