M.S. WORD

1. Start ----- Sereach - Word

2. Window Key/ @98 + R ----- Winword ----- OK

We can create any applicaﬁon, bio-data and any documents, ﬁ[e etc.
-:File:-

Info: - ST TN AU BIger @ properties check
&1 (SI— pages, size, word, File Location
etc.) @ forg a1 ureaS oM & forg fohar wimaT @ MR

New (CTRL + N):- SBI YA Big W 78 BIsd @led & fog fear

,,,,,

e § -
Open (CTRL + O):-  S9PT WANT save BIEd & Wew & fow b
ST & oo
Recent:- SHBT WA AT BT & A Wel TS Bsd & fore 3@
gad o |
Save (CTRL + S):- SHBT TANT AU BIseT DI save BT & forg far <imar €1
Save As (F12): - SHT YA U BIsel DI A —INeNT Ml A save B
o forg favar wmar €
Print (CTRL + P):- ?mmaﬁﬁaaﬁWq?wzsmﬁmw
I
Close (CTRL + W):-  SHDT HANT U Bisdd DI g€ &Y D forg fHar <imar € |
Exit (ALT + F4):- SHPT TART 39N Program & % 37 & forg fsar s

g1



Horizontal Scroll Bar Vertical Scroll Bar
-:Home:-

Clipboard

Cut (CTRL + X):- DI TANT 307 Select fHA gY Hex a1 @re iy
& fore fam Sirer € Swe 918 99 HeX @Y Paste | Jhe
STRT ST bl & |

Copy (CTRL +C):- ST WANT 3109 Select f&d g¢ #ex @1 Copy &%+ forq
farar irar € S9® 91 99 AR B Paste B gRT b5 gl
S R W & STRT ST 9T & |

Paste (CTRL +V):-  TE®I WANT U+l Bigel @ copy 9 cut {6y §Y #iex &1

Paste Special: -

paste & & forg far omar € |

TEBT VAT U format SR & 9T format AR A
paste & B fog & B



Format Painter: -

(CTRL

+ SHIFT + C)

(CTRL

+ SHIFT +V)

Office Clipboard:-

Font

(CTRL +SHIFT+ F/P)

(CTRL +D)

CTRL
CTRL
CTRL

CTRL

+ B
+ I
+ U

+ Shift +

+ =

CTRL

CTRL

v

+ Shift +

CTRL

A

+ Shift +

CTRL +]
CTRL + |

Clear

Formatting: -

(CTRL +SHIFT+N/2)

Change Case: -

i A W N =

Sentence case
lower case
UPPER CASE
Tittle Case
tOGGLE case

$9HT T 5 A 1 formatting d T AR W
formatting @M & forq faear wiram 21

DT TN IR—R cut 3R copy I & T2 & forg fowam
NIGIE

SEBT  WANT IO (Select) #Hex @1 «mEm,

WIkd, A5, Bk 9 Superscirp (X%, 2%),
Subscript (Hz20, H2S04) 8 & fog den ¢
IR effect som & forg far wimar € |

Bold (Ctrl + Shift + B)

Italic (Ctrl + Shift + I)

Underline (Ctrl + Shift + U/W)
Superscrip (X2, 22)

Subscrip (Hzo0, Hz2So04)

Size Increase '\“l'lg\_:l M B %I'Q

Size Dencrease mévr D %I'Q

1 point Size Increase mévr <M B %I'Q
1 point Size Dencrease s $H P fog

SIDT TR AT BIEd B Hex § Trell T3
formatting ™ fiem & fog far smar 21

SIPT VAT 31U sentence & Al Y YR & case H
e 9 forw fosam <imar 2

Change Case
Shift + F3

Ctrl + Shift + A
Ctrl + Shift + K




Paragraph

Bullet Style: -
(CTRL + SHIFT + L)

Paragraph: -

CTRL + L
CTRL + R
CTRL + E
CTRL + J
CTRL + 1
CTRL + 2
CTRL + 5
CTRL + O

Shading

Border: -

Styles

SHBT WA AU AR # bullet style, numbering
o9 & forw foar <mar €1

SHST WANT 39 #ek 1 left, right and centre ¥ set
B B foIT iR aE9 # N9 e B e fHar Sirar #)

Matter @t Left & Set &1 & fog

Matter @ Right & Set & @& forg

Matter @ Center ¥ Set &%= & forg

Matter @ Justify a1 9l OR% 9 Set &1 & forg
Paragraph # Single Line®T Gap & & forg
Paragraph # Double Line®T Gap &1 & fog
Paragraph # 1.5 Line®T Gap & & forg
Paragraph @ SWR Space @1 & forq

?mmaﬁﬁa$th®wm$mﬁmm
|

SHT AT 399 AR AT UST R P border S & fog
fovar imar €1

ST WART 3797 #ex # headings A1 9+ g8 formatting
T & forg far wmar 21



Editing

Find (CTRL + F):- THBT VAT U BIEd ¥ Bg 4 word AT character
QoM @ fore frar T € |

Replace (CTRL+H): - SH®T WANT 301 Bise & B € word A1 character
DI g B forg foar wirar & |

Select All (CTRL + A): - ST TRINT 09 AR JeX H TP 9 select v &
F8 fore fovar <irar €

GoTo (CTRL+G): - 59 5N f&dl #f Line a1 Page R <M & forg fama

F5 ST & |




Pages

Cover Page: -

Blank Page:-

Page Break: -

Table

Insert Table: -

Draw Table: -

Table Tools:-

Design: -

Layout: -

Tllustrations

Picture: -

-:Insert:-

DT WART (AT BIsd @ first page W format change
B @ forg fpar oirar 2 e R 9 @ed B

SHBT AT U BISeT § o8l Hoik & 98l Frell UsT o™
& fore favar war 21

ST AN A0 BIRA & U9 DI dled 9 09 ST U
oM @ forw frar imar 2

SHBT WANT AMTLIHAIR table T & forg fawar <iram @
AR 1= A row 3R column a1fRA o Haa & |

S9® gRT Uf~ql 9 table 391 9&d £ |

SH®T JANT 39T table §# format, color, border ST
& fore far wmar €1

SHT TANT 3+ table § row, column, cell T deX &I

set 9 cell, table &1 drex & foW table ®# for@ 3iadr &
IRIE T JARIE B9 § B B forg fbar wmar € |

SUHT TANT B A picture o & forg fomar <mam € |

Online Picture / Clip Art: - 8&T WART ®I§ T cartoons AT picture o9 &

PictureTools: -

Shapes: -

Drawing Tools: -

fore fopam <irem &1

(Format) ST WAINT ®I§ W select picture ™
Formatting &< & fog far wimar 3 |

AP TN B A shapes o & forg fasar wimar € |

(Format) $E®T WM &g 1 select Shape W
Formatting &< & forg foar wmar 2|



SmartArt: -

SmartArt Tools: -

Charts: -

Chart Tools: -

Screenshot):-

Links

Hyperlink (CTRL +K):-

SHPT TANT DIs N SmartArt 91 & forg fear wimer € |

(Design & Format) gG&T WA @13 1 select

SmartArt w® Formatting 9 Desinging &%« & fog
fawam S € |

SHST AN BS W Chart o9 & o far e &1

(Design, Layout & Format) SH&T YORT @I 4 select

Chart ® Formatting, Layout @ Desinging @ & forg
fawam < € |

SEPT WART a0+ Desktop @1 Scrrenshot oF & forg
fawa S 2|

DT AN 5l 1@ file @ O filed wed & fog
fpar <mar 2|

Bookmark (CTRL +Shift + F5)-  g&®T YT file § marking &1 & fog fsan

Exp: -

Header & Footer

Header And Footer: -

Page Number: -

Text

Text Box: -

Quick parts

Field: -

AT 2

IR T DS AR Ug W ¢ 3R 99 # & < oW 18 W
ol 89 981 W bookmark add &¥d 2|

BT TN 39 UST & SR g AIg BIS A9 AT 50 39 D

forg fPam Siar @ Rra®T SYART Leter Head T919 & forg
far <rar 2|

SHBT TANT U BIEd B UST number B9 & g fHar
T 2

SIBT AT B W X B text box F AT text box H
fex formm @ forg fovam wimar 2 |

SUPT TN B N Segholv H B forg fsar omam 7|



Word Art: -

Drawing Tools: -

Drop Cap:-

Date And Time: -

Object: -

Text From File:-

Symbols

Equation: -
(ALT + )

Symbol: -

DT WART B8 A picture and style # 9 foraw & forg
fpar <mar 2 |

(Format) SH&T WA 1§ W select Shape W
Formatting &%= & forg fosar <imar 2 |

SHBT WANT 3T HeX &I USell oS- &I USAT IR §SI
forgm & forw fovar wiam 21

SHBT AN 39 BIgel d date and time Se & fog
far <mar 2 |

SODT TN AU BIEd d  fHdl I WU B Widdx
SEH DR B @ forg fvam sirar 21

ST TN {6l GH BIsa @ AT T (U BIRel § o
& forg fosam S B

s'ﬂiﬁr%mﬂ I BIsA H PIS equation M & forg faa
NI

SHBT TANT Bis A R o1 & foru far <iar 2



Design

T @& g = \’; Documen 1 - Word 7 ®m - &8 X

FILE HOME ~ WPSPDF  INSERT  DESIGN ~ PAGELAYOUT  REFERENCES  MAILINGS  REVIEW  VIEW Sign in
e e E S rumenming= [ R
bt neAsnG L 1 et e g —— - Effects =
= SEmmee St Seneem. TRINT = Colors  Fonts Watermark  Page  Page
- - @ Setas Default - Color~  Borders
Documen 't Formatting Page Background ~

PAGE 1 OF 1 oworDs  [[#  ENGLISH (UNITED STATES) B B -——+—+ num

= ENG . 5148 PM
!' Q, Search T e o oag20es &

-:Design:-

Themes

Theme: - SH®I TN AT BIsad 7 back ground § FB & §Y Her
I themes T & forg fwar omar 2

Page Background

Watermark: - SHBT WANT IO Bied ¥ Je¥ & 99 3 49 name T

picture Stem & forg far s & @ print e
o T

Page Colour: - SHDT TN U BIRel # #ex & f8 3Is W picture 9

%%’Igfur@m#zﬁm%mm%mmprimﬁﬁm
|

Page Borders: - TOHT TANT U BISd ¥ DI border T colour SIq &
forg feen wirar & /@ print e wad B




Page Layout

-:Page Layout:-

Page Setup

Margins: - ST TART AU U BT set R AT margin Bigd & forg
fvar <irar 21

Orientation: - SEPT WART 309 U &1 portrait @ landscape page A
set B B forw fam <imar R

Size: - ?mmaﬁﬁﬁmsizesefmﬁibmﬁsmw

I

Columns: - SH®I TN 397 ST A columns ¥ @ page &1 columns
q greq & forg fosar <iram 2

Break: - SHDT TANT AT BIsd & Ul Pl Ared 9 GO Ul o™
& fore far wmar 21

Line Numbers: - SHDT YA AT BIEd § U1 FFR o= & forg fahar <irar

2



Paragraph

Paragraph: - SEPT TANT 899 paragraph @1 left, right and centre
¥ set & & forg faram < 2|

Arrange

Arrange: - ST WANT 310 box, picture 3Mfd &I set &x= & forq

fvar <irar 21



References

-: References:-

Table of Contents

Manual Table - BT TN A9l file ¥ Manualy content M & forg
fpar <mar 2 |

Automatic Table - $E®T YT A9 file ¥ Automatic content 99 & forg
fpar <mar 2 |

Footnotes

Insert Footnote: - ?ﬁﬁrmﬁaﬂ?ﬂﬁﬁl‘mﬁ%ﬁ%mmw

|

Citation & Bibliography

Bibliography: - DT T 30 File § Biography @™ & fog famar
ST 2 |

Captions

Insert Caption: - @1 AT f& f picture #1 serial name <1 & fog

fram < 21



File Home Insert Page Layout

e R e
=’

Envelopes bels | Start Select

Edit Highlight ~ Address Greetiny
Recipients ~ Recipient List [ Merge Fields Block  Line

Create

Envelopes: -

Lebels: -

Reference
di

Previ

o

Ly ENG  1224PM
VE W e

-:Mailings:-

BT WA &N T B P envelopes WaR S W
typing @& print ff@re™ & fog foar < 2 |

96T TN fHdl W Labels fRierem & forg fasar simar 21



Start Mail Merge

Start Mail Merge:- SIDT WANT U Ak & 3P e} a9 & forw fan wmar
gl

Start of mail merge

Step by Step Mail Merge Letter and mailing
%

Letter
v
Next Starting Document

%

Use the current document

%

Next Select Recipients
\/

Type a new list

Create / new write your letter

%

Customize

# SR choose option SH® 918 978 WX & WRA & d1q I close IR 3T THD
9I< save IR <4 8 SUD 91 select all R faed &= <4 & fiR

Next write your letter

\%
More item / Gr‘eeﬂng\llline, Address block

Insert option
\Z

Next Preview you letters

\%

Next Complete the merge
Edit individ\i/.lal letter

All

\%
Ok



Write & Insert Fields Or Finish
s9aT WART Y letters g9 & forg fosar <irem 2|




-:Review:-
Proofing
Spelling And Grammar: -  $H®I WA 394l ®Isad #  spelling check
(Alt + F7/ F7) o B forg faam < 2|
Research / Thesaurus: - DT WART fd word @ 3% meaning S &
Shift + F7 forg fosar o 2
Word Count:- SUBT  WART SOl Wisd  #  line, paragraph,
(CTRL +Shift + G) word, page and character ST & fog faar oimar 21
Comments
Comments:- SIPT TANT YT BIee] @ AeX & s A SHerN oI &

forg fvam <iram 21

Protect Document

Restrict Editing:- DT TANT U BIged  Wex &l protect AT password
N ® forg famam wmar 2|




Document View

Read Mode: -

Print Layout:-

Wap Layout:-

Outline:- -

Show

Ruler: -

-:View:-

SHPT TANT Sl BIEd B §9 page W read &A &
forg foram S 21

ST WANT O BIEAd & document etc. & print
o™ @ forw fbar wimar 21

SHPT TANT 9l BISA PI internet & page W save
A @ fory forar wimar 21

wgﬂwmmzﬁrdoﬂﬁﬁ%’wﬁ%mﬁm
ST B

SH®BT TN ruler &Y <@+ IR UM & fore favar <imar 2 |



Gridlines: -

Navigation Pane: -

Zoom

Zoom: -

Window

Arrange All:-

View Side by Sidel:-

Switch Windows:-
(Alt +Tab)

Macros

Record Macros: -
(Alt + F8)

SHPT AT U BIEd | lines M & fow fvar <imar 2
fSre1 print w181 fAeTer ST Heva |

ST WART headings @R S9@ details t@ & forg
far Sar & iR SH@ST T pages @ BIe—-BIC WUl
e9q & forg far smar & |

?mmaq#rwéazﬁr%wéaﬁiﬁmﬁmw
|

SHBT TANT N T BIge B b |rF Horizontal Mode
@ & forg far simar g1

THBT TANT AT T WISl DI Uh A1 Vertical Mode
g4 & fore far sirar 21

TADT TRNT TN I BIE B T — TP P &+
& forg o 21

?mmmmﬁﬁaﬁﬁzm@ frar < Hopar
|



Short Commands In M.S. Wozrd

Ctrl+M Tab Speed(0.5)

Ctrl+@Q Quite Tab

Ctrl+T Tab Speed(0.5)

Ctri+Y Redo

Ctri+7Z Undo

Ctri+F1 Minimize Ribbon

Ctrl+Fé6 All File Open &3T 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 &3 One by One
Ctrl+ Shift+F12 Print

Ctrl+Shift+D Double Underline

Ctrl+ Shift+G Word Count

Ctrl+ Shift+@ Language Symbol

F7 Spelling & Grammar Check
F8 Select All

Shift+F10 Right Click

Alt+F10 Minimize or Restore

END Microsoft Word




