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Home Tah Microsoft Word = default tab 2\ <=+ related commands = five group -

Clipboard
‘Font _ -
*Paragraph S e e e

[ ] [ - . . ' -
S ty {es oyt Plody}. __ =[1} -# « IZvizv o | AaBbCcD: | AaBbCcDe AaBbCt AaBbCc AsBbCCD

T Normal T Mo Spac.. } qud-n.; 1 Iﬁg,1.-_||n|.:| 1-Ig.'u:]lng 3

.Edl'tl'y\'g p‘_“f ¥ Format Painter B I Ul~axx x

Clipboard ] Fant u Paragraph
0 GET GENUINE OFFICE  Your license isn't genuinefand you may be a victim of software counterfeiting] Avoid mterruption and keep your files safe with genuine Offfte today.

Styles
Get genuine Office
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Clipboard Group

Clipboard data = f<rw U= temporary storage area = S USer U T ¥ Y ¥ 9 COPY FIAT ATedT gl T8
related commands = four tools =;

Copy

Cut

Paste

Format painter

17

Paste

- S Format Paint
Clipboard @
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Copy
Microsoft Word & &t document =& T section &T

duplicate FT HFd & A 3T text F document § i | paste

H

o R Copy

* Farmat Painter

Clipboard T
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Cut
Microsoft Word ¥, 7T document & TF area T text cut FX
Hehdl g ST 39 text F document H Tl AT paste FT TFd 2.
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Paste

Paste 1o 7 Teq a1 e 3T Cut =r Copy = 1w Text,
Image =7 Shape =1 Paste =< a=q g| =9 319

9+ Keyhoard & Ctrl+V zar=r< <7 Paste =< 9= g
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Format Painter
Format Painter =+ MS Word Home Tab = Cliphoard ==er= & fH1 STTT 2, 92!

tl‘{Sthra@l foFeTeh ¥ o TANT L Tohd gl
o | 3T K5 Shortcut (Ctrl + Shift + G) =1 s=qwT<r 2 = T =9 Option

El?rEPﬂ‘Toh( qhd |

= =

File Home Inse

I

Paste
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Font Group

Font group text 1 U% g%’ca( representation g STEH TF AT typeface, point size,
weight, color aT design ¢ gIaT 3|

-Font

-Font Size : :
talic | Home Insert Design Layout References Mail

-Bold
-Underline Calibri(Body) *i1 ~ A" A Aa~- A
-Strikethrough

-Subscript ] T
-Superscript ¥ Format Painter ¥ = A A
-Change case s - )
Highlight

-Text Color
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Font Size
Document F GX AT IT 3T [T HT AT HT Font Siza IIAT ST THdT g

‘ Home Insert Dnﬁigﬂ Laj.ruut References kail

Calibri (Body) p.‘ o | na~ | e

B I U ~-abke X, X° ﬁva}?vﬂ,

¥ Format Painter

phoard Ma Font Ma

Bold
MS Word & Home Tab % 33T Font stF & Bold T siteer faam ger & sigt & faheft oft Text #r Bold

F THA g STH! ST | (@7 I 3.

Home Insert Design Layout References Mail

Calibri (Body) ~{11 ~ A A  Aa~-  ##
I U ~abex, x| B~ A~

phboard M Font
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Italic
[talic Effect FTITART Text F fawam @™ & g w39 €.

‘ Home Insert Design Layout References Mail

Calibri (Body) ~|11 ~ A A  Aa~- 1@

I. - £ LT d -
¥ Farmat Painter B ﬂ AR K X 4 '&

phoard e Ta

Underline
Underline: Ig maeht 319 document F text &t Underline FH @1 & |

Haome Insert Design Layout References Mail

Calibri (Body) - A A Aa- T

l""Fu:lrrnatF‘alnt:?_r E e X, X0 [~ - A '&

phoard Font
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Strikethrough
T AT T 7SS F AT Y TR Hl strikethrough FT THd g, FET gHAA AT H

ICEIRL

| Hame Insert Dﬂign Laj,ruut References Mail

Calibri (Body) ~{11 =~/ A A |Aa~- #A#

5 Coy : 0 )
¥ Farmat Painter B L ’ x| Q-7 o

pboard P Font Ta

Change Case

T AT T STEAHTA < A9 Ot ThU 1T Text FT Sentence case, lowercase, UPPERCASE,

Capitalize Each Word, tOGGLE cASI|E ﬁwmﬁ‘
Home Insert Design Layout References M ail

Calibri (Bedy) ~|11 ~ A ,q' <

B I U - abe X, X° ,g&.,va?v_&_

¥ Farmat Painter

phoard P Font




Text Highlight Color

S g fharal # ZrEeTsed 39 7 T8I H H fhedt 989 Y ZEATae FLd ¢, IHT g g T A it 7T 4 gH
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‘ Hame Insert Dﬁigﬂ La}ruut References Mail

Calibri {(Bedy) = |11 - A A Aa- Fe

¥ Format Painter B2 Lt x| U8) ‘

phoard P Font

Font Color
TH AT Sl A q §H AT SAgHE A SoRe F FHALC I 9ad I6d gl

Home Insert Dﬂign La}ruut References Mail

Calibri (Body) - - A A | Aa-

¥ Format Painter B I U >k x, x| &y~ j.
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Paragraph Group
THH ATTHRT ST | Faterd e ed g, & {3 3T & 9T gl € % T Sl Figl Gcd g,
qade foh Soee o TAT 912S TohadT AT g1 ScATie, S8 g6 Wi 14 A(eerd @+ &l [9e ST 2|

At - |
3

“E

Paragraph

Bullets

Bullets e FT TEAATA FX 3T 3G Line or Paragraph % T Bullets F¥TT @ § ST it A9 39
Paragraph ¥ Bullets FT 3&HT {347 §
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Numbering
Numbering TR FT TETATA FX AT I Line or Paragraph & 3 Numbers (3F) R 95 &

Multilevel List
multilevel List S8 FT TEAATS HLeh AT I List F iq¥ ot F2 List T97 T g
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Decrease Indent

S;érr%’ease Indent ST FT TEARTA FX AT AATE (Paragraph) F A9 15 § T (Move) FT
I
I=- | &=
Increase Indent

;v%r%ase Indent QT FT TEAATT HL AT ITATH (Pamgmpt«) T W€ 9T5€ W {T (Move) X
I

Paragraph
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Align
Alignment 1 Taoia giaT & T S AT o9 T
qEd | AT 39 Si¥ 3@ | | 37=a1 a9

FYEL H MS Word & 3T Align
gunction ®r 4 AT Tl R =T

*Align Left
Align Center
*Align Right
Justify
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Align Left
Align Left JTca FT TEAATA T 3T oot 6T T IRTH 7 Left %mﬁwaﬁ%u

| Yoy wrment

Align Center
Align Center IR HT TEIATA F T AT fFT T Paragraph it Center & 9 F forg fHam At &,
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Align Right
Alig% Right S8R T TEAATA HT AT AT T 1 Paragraph &t Right & AT F1 & forg 1w
SIGIES

Paragraph
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Line and Paragraph Spacing
Line and Paragraph Spacing 9T FT SEAHTA FX AT A9FE Line AT Paragraph & &= &
Space 1 I=T AT 9T T g

Paragraph
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Shading
Shading =ticer T TedaT T 39 a7 Paragraph & Theme Celor T Thd g, TaH I aga a1 Color
aAteer fRet ST g

= .
]

Paragraph

Bovrders
Borders st T e ¥ 3T 379+ Paragraph = Borders =T Table s91 @=a g

Paragraph
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Styles

Styles Group =71 ==aHT<r 2 3T o1a+ WS Word Page & Normal, No Spacing, Heading 1, Heading 2, Title,
Subtitle S TeT=o AT TR B

_ 1L
AaBbCcx | AaBbCcx AaBb(: AaBb(« dt] ﬁ &
T TPL < e T Guietie

P pe
hyle -

P Fcimaa ! Na S8 2 1g P AT

Editing Group

Editing Group F & 3T9al {19 At fAea § Find, Replace, Select {19 5@ R A fS¢eq | a7 74T g
A2 Find ~

E'E.: Replace

[:_‘f.: Select ~
Editing
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Find
Find a‘r'cszr«é FT TEAATA HTh 3T (9 StFLAC A fFft ff Text AT Paragraph 1 @<t a%d g, T shot Key
“Ctrl+F”’ g|

ce STQT FT TEAHTA HT MY AT SihgAE A FHeT ers3 it STg I T 9T I G g | SHHT Short Key

Rerlace
Repla
“Ctri+H g

Select
Select ST T TEAATA FTh ST I S(HIHE H Text AT Object T s T a9 & Short Key Ctrl + A
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Insert Tab

MS Word ¥ Insert TF file menu 3T ribbon section g ST user & FRET document | T add it AT
2dq7 2 THH related commands % following 7 group 3
‘Page

“Tables

*lllustration
o i o o Pictures £ leons Il Chart A
Links . B Hoeaddns W | o a
@ Online Pictures () 30 Models = g, Screenshot - ¥ |® Bookmark c ] Footer~ 4 -l ) Symbol~
- i omment

, Table Caaes o Wikipedia ﬂl‘l|ll:ll.‘
> H@&ld@ V & FO Ot : ; ¥ Shapes * r:_':,Srnart.ﬁ.rt n My Add-ins e Video 5j._:. Crots-reference |£I Page Number *
‘Text g Tables [Hustrations Add-ing Media Links Comments '~ Header & Footer Symbols

*Symbols

Document! - Waord
Help :;: Teldl e what you want to do

'rm1- %link = [ E-l£- X Equation -
¥ |

| Insert Tab
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Cover Page

Cover page d9% World document FT front cover g, ISHH 370 thing % e, document title, author,
T HierH description, date, TF background, I1T TF image 21 FFdT §

Click insert tab

*Gio to page group

Click down arvow of cover page

*Choose cover page

B coverpage] P

| ] Blank Page
= Table
'— Page Break .

Pages Tables




Blank Page

U Blank pa‘g'e U= UAT page g [STHH HI5 text ITHE 97 content &l 2idl 2l
Click insert tab

-Gio to page group el =~ €3 =

Click on blank page —

Home

Ei Cover Page - D

| 1 Blank Page
Table

= Page Break

Page Break Fages Tables
Page Break MS word H TF 4T & ST AMTHT T A7 page T T content start FI adl 2|

Click insert tab 0 ©- ¢ -
Gio to page group
Click on break page

File Home

E Cover Page ~

D Elank Page
# Page Break
Pages
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Table

N\

Word | &1 column 3T row | 9T TF grid 8, ST 3T cell T a=1dT @ SH

enter FT THA &
Click insert tab
*Go to table group = QUGS Design Leyout  References  Mailings
oC({'Ck dOWV\- arrow OF ta D I__Igpicturlﬂ '?;;'} lcons 1 1 Chart

'S@(@Ct C@” of tab{e S E‘._g.ﬂnline Pictures E‘:EJ 3D Models ~ g4 Screenshot -
- Céy' Shapes - 5] SmartArt

Pl.Cture Tables Mustrations

Picture =T 51 THHT =151 T TF visual representation 2
Click insert tab

*Go to illutration gro

C lick on the pl’CtMV'e = Design Layout  References  Mailings

D [och Pictures 5 lcons

= E'g. Online Pictures E‘_EJ 3D Models = g, Screenshot -
able :
“ [ Shapes ~ T SmartArt

-

Tahles Mustrations
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Shape

E1E sb,\zpe document F important item 1 highlight F3d1 2. 72 document =T content =i dgd¥
understand = T reader T a
Click insert tab

*Go to illutration group
Click down arrow of the shay D (2, Pictures % Icons 11 Chart
*Choose Shape = [.& Online Pictures  £7) 30 Models ~ g Screenshot =

. L&y Shapes - 5 SmartArt

Tables [HNustrations

Design Layout References Mailings

Smart Art
SmartArt JTH only content FT use F F Instead of graphics F a1 information communicate T

il SAIATT 3T B
Click insert tab =
‘GO tO l'”(,(tV‘atl'OV\ gy‘oup File Hame Design Layout References Mailings Review View

Click on the smart art |_|
.Choose the (l’St EZH:Er E@k Page E F'Ezs SI:\aiﬂ ﬁ @

°C{l'Ck on Ok buttOV\ Page~ Page Break i >, x MI‘JdElS"

Pages Tables Illustrations
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Chart

Chart TF tool g SEHT use AT information &1 graphic FT F interpreted FI % 7T T Thd .
Click insert tab

*Go to illutration group

'C”Ck the Cha‘/‘t Design Layout References Mailings

Choose the templet of chart — R Sl

.C“Ck on Ok bMttOV\ = I__.Ig.l!]nline Pictures E:E] 3D Models = g4 Screenshot -
able :
- [ Shapes ~ = SmartArt

Tahkles IHustrations

Hyperlink
%gﬂgerlmk T word, phrase T image g NE 92 AT Current Document * HIdY

new document IT fFHT new Section 9T ST & T click T Thd 8.
C“Ck “/\,S@Vt tab Haome Insert Design Layout References Mailings Review View

*Go to links group =SE RO O EEEE

D Footer ~

Click on the [/\ylger{fmk sble  Pictures Online Shapes  lcons i Add- Onfine || Comment =

Pictures - Ins ~ Video

bles IHustrations Media Comments Header &
[T

reference
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https://www.microsoft.com/en-in/microsoft-365/word?activetab=tabs:faqheaderregion3

Bookmark

Bookmark 377 places & nevigation % T document | one place (word, phrase, object, =f) F1 mark
AT Bl

Click insert tab me what you want to do

*Go to links group

Click on the bookmark

-IJ] Cross-reference
Links

Cross-Reference

Cross-reference document authors & document o TFIT Other Places &
important sections IT objects, S column, image, T chart & link FTT T STTATA
B

Click insert tab Link

*Go to links group » Bookmark

Click on the cross-reference




Header

Header page % Ha¥ Zui &0 #T header Tl STaT 8
Click insert tab

*Go to header & footer group
Click down arrow of the headei ]_Fiemdcies
*Choose the header list

#] Page Number ~
Header & Footer

Footer

Footer page * &=r® fA=T i2&0 #T header g1 ST 2 = =

Click insert tab _| Header

*Go to header & footer group Y Footer ~

Click down arrow of the footer

*Choose the footer list #] Page Number ~

Header & Footer
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Page Number

Page number THT document ¥ specific page =1 d&aT 2
Click insert tab

*Go to header & footer group
«Click down arvow of the page numt f§ ] Header -

*Choose the option [[]] Footer ~

=+] Page Number ~

Header & Footer

Text Box

;’%t;ox ATF document | TF AT area 2, SEH boundaries 3T position AT g ISH AT change FT
Click insert tab

Gio to text group

Click on the text box

*Choose the option
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Quick Part

Quick part Microsoft Office ATIAN | I: Usable Text Element 2. 3T 32 A0 document ¥ text &
Frequently (3FY) used T STH ATl block SIS+ * foIT use T T d &.

Click insert tab

*Gio to text group

Click down arrow the quick part
*Choose option
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Word Art

Word art STt 799 text T 3L ATAF attractive T AT ATATT & * T design am 1w g
Click insert tab

*Go to text group

Click down arrow of the word art

*Choose the art e

REVIE‘-I'U' WVIEWW

o ypertnk S
Bookmark
ent eader Footer Page
= rence - -
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Drap Cap

Drap cap TF large capital letter g ST text block o1 paragraph #1 start § present FIA1 g AR THH

regular text =T a1 1 201 | ATIF Gi<rat AT depth ZrdT 2|

Click insert tab

Gio to text group

Click down arrow of the drap cap

Select the option

Signature line STTHT T Microsoft Word document T THT predefined location T STAT Sign Enter
AT STTH =T 2,

Click insert tab

Gio to text group

Click on the signature line

Date & Time

Current date T time & current dcument & insert 3 H use Fd @
Click insert tab

Gio to text group

Click on the date & time

*Choose list of date & time

Click on ok button




Object

Am{)bject Word = THHT element T representation FIATE, S a document, a paragraph, a
bookmark, or a single character

Click insert tab

*Gio to text group

Click down arvow of object

choose list

Equation

A word equation letters, numbers, 3T operators & aSTTT sl T use Fh chemical reaction I
mathematical equation T present FIAT 2

Click insert tab

*Go to symbol group

Click down arrow of equation

Select the option




Symbol

Microsoft Word ® symbol 718 T special features g 57H user document | F< HAeRT-3e
type & symbol FT insert FT THATE

Click insert tab

*Go to Symbol group

Click down arrow of symbol

*Choose symbol
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Page Layout Tab

MS Word % Layout Tab & X | ST, Layout Tab &1 T Keyboard & Alt+P =@TH Active F H%d g
AT T8 Mouse & gIRT Wl T Fhd g

E & - i i Wiard - Wied HAR| MOHAN SINGH “ i)
File Home  Insei  Design References  Malings  Rewew  View  Hedp "-.,.1" Tell me what you want to do

_ +— Breaks - Indent Spacing & Align -
a=-E. ] !(iLine Mumbers = | *= Left |0 em :E Befare: |0 pt "% I
i 4 ' stlection
bc Hyphenation =t Right: |0 om +& After. |8 pt Pane - M Rotate -

Margins Onentation  Sme  Columns

Fage Setup Faragragh Arrange
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Layout Tab ¥ 3 Groups Bd 3|
1.Page Setup

2.Paragraph

3.Arrange

=1 A9 T8 Details H ST 3

1. Page Setup
Page Setup Group = ¥ [Rferiard sieed gid g

F‘jq’ ]j % '— Breaks ~

, : , , [ Line Numbers ~
Margins Orientation Size Columns . |
3 " bc Hyphenation ~

L

Page Setup




a. Margins

Margins AT FT TETATA FLh AT A4 MS Word F Page H Margin T &R T%d &, 919 fSHiee g 39 414
T AL ATC H UH-UF 5 HE BId 2 | THH T Aq Za1e F AT FEHTSS ek 6T AT page H Margin T R0 Thd
2l

b. Orientation

Orientation AT FT TETHT Fileh AT a9 MS Word * Page 1 @=T (Portrait) a1 92 (Landscape) FX
Thd g 19 [SWHIee I8 @1 (Portrait) 91 H g1 €9 3Tl g

c. Size
Size JAT T TETHTA Feh AT ATT MS Word F Page T ATS & H TIRT FT Thd 2 | AT ZHH G F AT IS
T2 &l 947 96 g | MS Word 2016 5 78 a1T RWiee 78 A4 (21 cm % 29.7 cm) TS H He 3T o



https://techstation.in/ms-word-tutorial/

d. Columns

Columns ST T TETHTA Feh AT ATH MS Word % Page H Column-wise ToTE & 10 TR FT FHd 2,
THH ATHT 1,2,3 3T Left, Right T Atcerd T a1 2 | 31T Move Columns I T3 iTsh 3o+ 28T | |1 29
FECHTSS Y Thd g

e. Breaks

Brreaks ST T TETATA Fileh AT TLUTE AT T =T L 0L IS H o ST Hhd &, THH Short Key
Ctrl+Enter 31aT 2 | Breaks &t Page Break Wt g1 SITaT @ | Column Break 1 TEIHTA Column T 9399 &

feTT 3T STTAT 2 31T Text Wrapping T TEHT SXRITE d26 3 o7 5647 ST 2, ST st Enter 9127 &1 | 2Id]
2l

f. Line Numbers

Line Numbers 3eeTT &1 SETHTA Fileh 3T T8 @ Tl @ hl Io1 | text Tha«t ared | forEt 12 g
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g- Hyphenation

HyLoIAematiom AT T SEAHTA I TR THAT SITAT g ST AT forell T2 2oee TITH LU 31 gL ATed H Fedl
STt & 9 % e IUL ATl TIRITR | &f T8 ST g A Tk BIeT T S & Fileh T=71 AT AN A= d7el TTRTE | A7 S1ar

g, I8 Automatic ST Manual AT AT E | 272 51 Hyphenation F&T STTaT 3|

2. Paragraph
Indent Spacing

3= Left: |0 cm "~ |1 Before: |0 pt

=&Right 0cm [ |3= After |8pt

f Paragraph

Paragraph Group ¥ =< Reeliad siver 2id g




a. Indent

Indent eI FT TECHTA Fh<eh 3T I TLRTE Tl Uk F @l a<g [ncrease 3T Decrease FT Tahd g STl 3T
TIH < T2 T&T & AT Increase a1 Decrease FT Tahd g, 3T T AT TR Home Menu H dT e STt g

b. Spacing

féoacimg AT T TEAHTA leh ST (T TLTE o TUTERT il =T AT IET Tohd &, Tg AT TR Home Menu |

et STt 2




3. Arrange
Arrange Group = ¥ RHfeIiEd siced gid g

[ = Align ~
LI e

Selection )
e A Rotate ~

d Arrange

a. Position
Position T8I T TEAHTA Fidah 3T I Ul H AT 3T {2 T Position T e FT THhd g

b. Wrap Text

Wrap Text ST T TEHTA e AT AT UST H 99 A {07 w7 Square, Tight, Through, Top and
Bottom, Behind Text, In Front of Text 3 H ¥ FT Thd g




¢. Bring Forward

Bring Forward #TceT T SEHTA Fideh ATT THHT HT 9 ST TOF=T 1 U g8 § I 19 H FT Thd 2, TqH
ATRT A1 A9 [9e1 ST @ Bring Forward, Bring to Front #iX Bring in Front of Text

d. Send Backward

Send Backward ST T SETHTA Fiteh T fohelT W T 3T TUaFaT &l Teh L | A= Fld § HiT Thd g, SHqH
STTRT i Areerd e Sira g Send Backward, Send to Back 3T Send Behind Text

e. Selection Pane

Selection Pane TS FT SEAHTA Hikeh AT el HT AT 3 T 1 Show a1 Hide ¥ %4 g




f. Align
Align STeaT= T TEHTA F0h AT A0 AT AT (0= A7 Left, Center, Right, Top, Middle =fe FT Td g

g- Group

Group AT T TECHTA T &1 AT AT T9F=T 1 G F3 6 o107 FTq 2, THeh (70 STkl A1 99 A7 9= fHerse g
=TT THT Group AT 9T T, TH T Ctyl Fa a7 % THerF FT T 3|

I. Rotate

Rotate AT FT TEAHTA Feh 3T A AT AT THFAL FT e FT Thdl g SHH SATIH[ dgd o e W ST & STH ahl
Rotate Right 90°, Rotate Left 90°, Flip Vertical, Flip Horizontal =% 31T More Rotation Option T

ToFeTeh T¥eh AT (QOTd o HeeHTesT HI T Tohd g
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References

MS Word % References a9 L | ST, References Tab &1 3T Keyboard & Alt+S ZaTh
Active T Tahd g, AT =0 Mouse % GIT T T 9hd ¢ |

ko : M5 Word - Word HARI MOHAN SINGH H e

File Home Inset  Design  Layout QEEEEIECEN Malings Revew  View  Help '-._..1" Tell e what you want to do

= 1) Add Text - g T Insert Endnate /(D (B [iManageSources | [N [insenTobleofFigures | ¥ [ Insert Inde T (27 Insert Table of Authorities

. , x - -
l'I!Lf date Tahle AE Mext Footnote - s Shele Elarvard = e
LI Up B

Table of Insert Search Insert Insert _ hark Mark

Contents - Foatnote ' Citation - ¥0 Bibliography * Caption - Cross-reference Entry Citation
Table of Contents Fagtnotes T Research Citations & Bibhography Captions Table of Authorities
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References Tab® 7 Groups 81 d B

1.Table of Contents
2.Footnotes

3.Research

4.Citations & Bibliography
5.Captions

6.Index

7. Table of Authorities
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