M. S. OFFICE M. S. WORD

M.S. OFFICE

M. S. Office - y3 -uu Microsoft Office.
Microsoft Office 2i suy2z-l x5 usasii Application Software 8.

M. S. Office ui Microsoft Power Point, Microsoft Word, Microsoft Excel %<
WIAHAL AL A 6.

Microsoft Power Point -l Guaial Presentation duiz sa 12 i 9.
Microsoft Word - Guaiol 2ui-=a ld Document oi-itaal Wil i 9.
Microsoft Excel -l Guaiol 515 ugt usizs 2614 3 Aaddl- sid sau-d sl cul i 9.

Microsoft Office -l Guaia 2u% 254l WiflA U3, 6ivs, 344 R, ULE 3 515 uL 1A
su-dlui w6,

MICROSOFT WORD

Microsoft Word 21 M.S. Office il %5 sl Application Software 8.

Microsoft Word -l Guaiol ausi-a d Document, Letter, Application 433 oi-iaal #12
AU 6,

Microsoft Word i Guuiol 25l wifld 243, 6i-s, 3ad R, 21U 3 s ua widl
sudlui i 9.

Microsoft Word Al File 4 Document seciui »ud ¢9.
Microsoft Word -l File 1 3a s2dl aud .DOC Extension &t €9.

®» Microsoft Word g sl od :— Start = Programs = Microsoft Word uz Click $3l.
2241 Desk Top u 284 Microsoft Word «i | con R sud sdls s3l.

®» MICROSOFT WORD MENU :-

> Microsoft Word i & 9 Menu 2uden iu 8,

> 51§ wa Menu -l Short Cut Key daau Alt (»1¢22) Key ud o ¢iu 8.

> Microsoft Word wi 281 Menu »u uwigl 8.
(1) FileMenu - Alt+F
(2) Edit Menu - Alt+E
(3) View Menu - Alt+V
(4) Insert Menu Alt + 1
(5) Format Menu Alt+0O
(6) ToolsMenu Alt+T
(7) Table Menu Alt+A
(8 Window Menu Alt+W
(99 HelpMenu Alt+H
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(1) FILEMENU (ALT +F)

New [ Ctrl + Nor Alt+F+N]:-

21 2l Guaidt Microsoft Word #i -dl File si-iacn w2 i 8. New Option uR
Click sauell Window L esugll euey Task Pane Open a4 #4i Blank Document uz Click
sl 1dl File oirudl asiu 8.

Open[Ctrl+Oor Alt+F+0] :-

L 2L Gual Microsoft Word si 21006 ei-uddl si9aa iU a1 12 A 69,
s15@ 21U 5307 dul ¥3RuUd Yot 3812 53 AsU .

Close[ Ctrl +W or Ctrl + F4or Alt+F+C] :-
21 AL Guaiol Microsoft Word Hi a1d sidén 6ig sa1 12 i 6.
Save[ Ctrl +Sor Alt+F+ S] :-

21 AL Guaidl Microsoft Word i si-ide siSad Computer i siau w2 das
sALHI2 AU O, AR 208 AR AUR %32 SIU QU AL SI5A U 5307 dni 33 YAUR—aQIRL
s as 9. Filed Save sadl auid »10u6 vi-uddl sida o um 2udl asisl 1€l

Save As[ F12 or Ctrl + Shift + Sor Alt+F+A ] :-

21 2L Guaiol Al s15d B o Adl siSe Aal undl si-iaan w2 i S, 2l w1008
ol s16a B un 20l asigl 2.

Web Page Preview [ Alt+ F+B] :-

211 2L Guaiar Microsoft Word i si-udd) siSan Internet u2 3424 24a1 54
E Mail uisel2l cul d 3d) oic undl d-i Preview oial w2 2 9.

Page Setup [Alt+F+ U] :-

2L AL GUAL A1d $15AAL WS AZ1L sa1 2 A 9. Fui WS- Guz, 1A, sl 3
opuell oy 32dl oour Al © drd AloL s As . d Buid WSy 213, Bl 3 WSyl S Hi
QaRI—8213l 53 as 6.

Print Preview [ Alt+ F+V ] :-

211 2ilugl Guaiat Microsoft Word i ei-uda si§asd Print Out siecl uden dd Print
Out 34 508l d-i Preview oia w2 2 8.

Print[Ctrl+ Por Alt+F+P] :-

21 2L Guaidl Microsoft Word #i ei-ida siSad Print Out siean w2 2 9.
udlui Filesi s Page -l s2¢l Copy stedl © dsd Setting $31 asia 6.

Exit[Alt+F4or Alt+F+X]:-
21 AL Guaiel Microsoft Word Program - 614 sa1 #i2 iy 69,
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M. S. OFFICE M. S. WORD
(2) EDIT MENU (ALT +E)

Undo[Ctrl+Zor Alt+E+U] :-

21 QAL GUUIRL AL SISARE S3c Deal AR 5 AQIAA 2 5L 3 UL ANadl W2 A
.

Redo[Ctrl+Y or At +E+R] :-

241 2l Guaidt Undo -l Heedll €2 s36 WRAA Yd Andal 3 ud Hisdd H2 A
8.

Cut[Ctrl+ X or Alt+E+T]:-

211 240l Guaiol Select s3a HlRdlA Cut sal w2 i 8. 20 wRAA Cut sl d
Ho opouL uAl g2 A o1 8. 2L Cut 536 HRAA Paste siaiq-l weedl oflon 515 WSoyui, 6l
s siSaul 3 oflon 515 Program ui s 3 asia 9.

Copy[Ctrl+Cor Alt+E+C]:-

211 2L Guaiol Select s3a Rl Copy s w2 wy 8. 21 Copy s3d HilRdlA
Paste sl uegdl ol i Uorn, ol siS siSani 3 oflon siS Program si s1: 53 asia
8.

Paste[Ctrl+V or Alt+E+P] :-

211 2L GuadL Cut 3 Copy 34 HilRdlA olont 51 USorui, ollol 516 sidaui 3 ollon
sUS Program i €192 s W2 0 6.

Clear [Alt+E+A]:-
21dlal e 6 A Al 1A ©. Bl GuaidL RdA Clear saL 12 iy 9.
» Formats[Alt+E +A+F]:-

21 L Guaiol Select s3d dvuard Formatting s3d ¢l di 2i2d 3 2«ia:4 Bold,
Italic, Color, Size adi3ui 32512 534 ¢4l dl dA g2 s W2 w8, Clear Formatting sal cue
QUL -l {O A3UHL 2ud) ol

> Contents[Delor Alt+E+A+C]:-

21 AL Gualol Select $3a WRAlA g2 a1 12 a8,
Select All [Ctrl + Aor Alt+E+L ] :-

211 2L Guaiel 21d stSani 8l oiell o wRAA A58 Select sa1 w2 i 9.
Find [Ctrl+ For Alt+E+F] :-

21 AL Buaiol 21d sidauiedl sieS a2 5 AoE Al 12 WU B,
Replace[Ctrl+Hor Alt +E+E] :-

201 AL Guaiol ¢ siSauidl SIS w2 3 ace A d-l oo A ol waR 5 ave
auial |2 A 69,

GoTo[Ctrl+Gor Alt+E+G] :-

211 2L GUARL A1 15Ul 515 uBL AisH, 432, WS, sii-e 3 wdlsu v gal w2
A1 69,
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(3 VIEWMENU (ALT +V)
(1) Normal [Alt+V +N]:-

21 AL GuaidL Word wi si-iida File -l el View oiar w2 i 8. Normal View
ui Vertical Ruler, Picture, Graphics 3 WordArt 1S asid -¢l. Normal view #i 6l 4y
Q23 $5d ol 2ust awll cusq 1S asa B duesr Normal View si Background »ul aisid <.

Web Layout [Alt+V +W ] :-

211 -l Guaidl Word i ei-uda File 4 Web Layout (Web Page) a3usi ia
w2 w9, i Vertica Ruler ol vad) el 214 6l 4o a2 518 ueL usiz-l ooun vuadl -2l
Vi2d 5 quuRl AUioL oidl WL 69,

Print Layout [ Alt+V +P] :-

21 2L GuaeL Word i ei-udd Filed 2 wwid Print daid 6 d waseid Layout i
w2 w8, Fui Vertical - Horizontal Ruler, 6l 4o a2 Margin, Graphics ¢4 % %ial 14 8.

Outline[ Alt+V + 0] :-

211 2L Guaidr Word wi ei-ude File A Out Line a3 oidl 32 i 8 BHi qri
Left Alignment i o asicw 1ol 8. gui Vertical - Horizontal Ruler asian vovdl 2l 244 dSesui
284 ALIRL AL oial HAL 69,

Task Pane[ Alt +V +K ] :-

21 2l Guadl Task Pane A4 4 3 via sa1 w2 wia 8. Word Window - esugll
oy i wadl udld Task Pane 58 .

Toolbars[Alt +V +T]:-

241 QAL Gualol Toolbar 4 i 3 oia sa1 W2 wa 9. s1.d. Formatting Toolbar,
Standard Toolbar, Drawing Toolbar adiz.

Ruler [Alt+V +R]:-
211 AL Gualol Vertical 3 Horizontal Ruler 4 214 3 i@ sa1 w2 2 89,

Document Map [ Alt+V +D] :-

21 AL GUUL SLSYA-2 -l A5 il WS Al B, FHL SisUH-2HL 8L HvY UiS+2 il
HAL D B+ U Click 53 A4 % siSani sieS unL ooun uell d uis-2 v oS Asi 9.

Header & Footer [Alt+V +H ] :-

2 AL Gualol siSaHl W8Nl Gu 3 DA cuoml WSy -oiR, aidlu, uana 3 ollof i
Rl GHaL 12 iy 9. 2 HUR AL 245 avid 2uuaell €35 Uy u 2udl o 6.

Markup [Alt+V +A] :-

211 AL Gualol Insert Menu Il ueedl BRI Comment - 14 3 6ig $a1 12 i 9.

Full Screen[Alt+V +U] :-

21 2L GuAldL A sidaL avuad tién Toolbar eig s34 Computer <0l uvll
Screen uR olal W2 2y 9.

Zoom[Alt+V +Z]:-

21 AL GUARL A4 s15aA Percentage usudl Al 3 1l ausSaui Zoom s34 View
oflal W12 W 6,
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(4) INSERT MENU (ALT +1)

Break [Alt+1 +B] :-

L 2L GuAL SSAHE B woul s Gl il @Rl as sAA Adl s uR, A
SIAHHL 5 Al USoHl A oar S i 69,

Page Numbers[ Alt+1 +U] :-
L 2L GuaidL WSyl GuR 3 A 5 2 ollami U9y 02 GHRAL HIS Wy 8.
Date& Time[Alt+1 +T]:-

B, WAL GUALLL USHHL 3 woUL $UR 81U Ul 5 28 oLl Al wi uHy GHRaL 1
A1y 69,

Symbol [ Alt +1 + S] :-

L 2L Gualdl sidaq avuRHl SIS Rl ol Font Wil mad—uddl usik-u
Symbol Guzal w2 w6,

Comments[Alt+1 +M ] :-

201 AL GuaidL sianL avuaii Comment GHal w2 a8, Comment d3 24
Rl 2udl asu 8.

Picture[ Alt+1 +P] :-

21 2l Guadl g sidani Clip Art, Picture, Graphics, Auto Shape widl
uQ-AAdL usR-U Picture 5 Shape »i1 WordArt wiell iaa—1401 Shape wi avuw GHa we
AU 69,

Diagram [ Alt+1 +G] :-

211 Al Gualel Current File ui Organization Chart, Pyramid Diagram, Pie
Diagram, Redial Diagram, Cycle Diagram %<l 24491 24491 Usizi Chart GHaa we i 8.

Text Box [ Alt+1 + X ] :-

21 A0l GUAIRL A1y, SUSAHE SIS UL L @il dvial HI2 Text Box GHral w2
IOR

File[Alt+1 +L]:-

21 AL GUAL A SISAHT S5 URL BUA R Sid L 1A 1S File GAan w2 ai
8.

Object[Alt+1 +O] :-

211 2l Guaidr Word File Al 2ig2 oflon 51§ Program 4 Object 2434 Open $:4l
2 2 9 gl Excel, Power Point ai Program A Open 31 aisiu .

Hyperlink [ Ctrl + K or Alt+1 +11] :-

211 - Heedl 14 siSa-u avugy e oflon 515 Program -l File 4 Link (#isia)
sa1 12 i 8. Hyperlink »uwa oue d Link s sidad Word si 284 Open s3l asia 6.

Bharat Chauhan




M. S. OFFICE M. S. WORD

(5 FORMAT MENU (ALT +0)

Font[ Alt+O+F]:-

211 2l Gualdl Select s34 qruid Formatting san w2 4 8. Rl @i Font

Size, Bold, Italic, Under Line, Super Script, Sub Script, Shadow, Color %<l Effect
2udl asta 6.

Paragraph [ Alt+ O +P] :-

2L 2L Guaidl Select $3a avuaui q3ausd AdloL saL w2 Ay 9. Fui 4sl
Gur, 1A, s16ll 5 el buoy 3 6L s ARl S2d vidR Avd €9 a9l Ao 590 as B,

Bullets & Numbering[ Alt+ O+ N ] :-

L 2L Gualol W3S 21010 A@2—2140 usiR-L Bullet 3 Number »uya 1
8. Bullets a5 xnea1—u1¢21 usi-t Symbol G4 asiu 6.

Borders& Shading[ Alt+O +B] :-

211 AL Guaidl Select s3@ avinani s, 432us, 5 tial U Aa—u1adL usR-l
Border uual Hi2 241 d-i Setting sau w2 i 8 d Guia arual wiesa Fill Color wa 2udl
ASIL .

Columns[ Alt+O +C] :-

2L ANAAAL GUARL Select $3A ariad 6l $dl A8 SlaMHl adual W2 WA 9. FHi
Column 1 Wy 211 6t Column A 2id2 Set 3 asu 8.

DropCap[Alt+O+D]:-

21 AL GUALLL ABIRIAL US AL AR HIZL a1 HI2 A 6,
Text Direction[ Alt + O + X ] :-

211 2l Gualel Text Box i avicl aviad 28 3 G s2a1 12 a9,
ChangeCase[Alt+ O +E] :-

211 wd-l Guainl Select s3d qeuaid Upper Case, Lower Case, Title Case,
Sentence Case a3l §adl Wi Wy ¢,

Background [Alt+ O +K ] :-

211 2L Guaidl WSyl Background tuan w2 2y 9. gl wad—aa Color,
Gradient, Texture, Pattern, Picture 3 Printed Water Mark -t Guaiat s3) asi 6. Printed
Water Mark 415 Picture 5 Text uil asiu €.

Object [ Alt+O + O] :-

211 -l Guaial Select s34 Picture 3 Graphics - Formatting s:an +2 aia 6. gl
Fill-Color, Line-Color, Size asdi?+ Setting s<l asu €.
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(6) TOOLSMENU (ALT+T)

Spelling & Grammar [ F7or Alt+T + S] :-

21 UL GualL stSaq avuriui 8l Grammar 3 Spelling -l &l aauRa 12 a
8. Spelling Il a4 14 cwet Underline 214 Grammar -l &4 12 dledl Underline »ud €. »u
sl wgeel Computer vzl Spelling -l oo il Spelling »ud 8. vzl Spelling Gu:
Right Click s2aiell umi d »andl as e,

Word Count [AIt+T +W ] :-

21 AL GUARL A1 SISAUL UL WA 3 UL ARIR S2cl HR B, S2al Ase O, Sedl
S 89, S2cl Uaus 89, Seal Uy € d il WS WY .

Protect Document [ Alt + T +P] :-

211 -l weedl sidan Protect 530 asiu 8. siSad Protect sl sie dui yaii—aail
530 astan .

Macro[ Alt+T +M ] :-
21dlal e 61 AL Al HA O,
» Macros[ F8or Alt+T +M+M ] :-
21 AL BuALRL 24908 si-itdd Macro A Run a1 112 iy 69,
Record New Macro[Alt+T+M +R] :-

21 UL Guaidl Macro oi-taar ®i2 i 8. Macro di siS ust HilRdl- -ia s394
Al 22e 53 A5 O x4 32 i1 AR A1 Run s34 g1 s asia 8. Macro eisiiaal w2
Record New Macro uz Click sl 215 Dialog Box Open a1 8 gui Macro «i -un
2l OK 2A1ud. IR 6iIg S1S el Qe avd, <R sue Macro i ¥$- Stop Recording
uud, 2uH, sl Macro duir 28 a8,

AutoCorrect Option [ Alt+ T +A] :-

211 Al Click sl ¢ Dialog Box Open aid € d-it stén Option A A%E ¢4l di
51 ua vzl Spelling avidil e o Computer id wAl Spelling »uudl. siS ase-l Gualdl
QAR S UL S1A AR UBL L 2L GuloL Al .

Customize[ Alt+T +C] :-

241 2l Guaiol Toolbar A1d 3 ol $2a1 W2 24841 con 4 Large a3y idl w2 i
8. widla Word - 835 Menu - Setting 2udd siu 8.

Options[Alt+T +0O ] :-

211 el Guaiol Security i %S+ Word File 4 Password uuai w2 i 8 i
Password »uw sug Password @212 d File Open as asdl A8, »u sl »ig2 @y Word -
Setting 2udg i 8.
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(/) TABLEMENU (ALT+A)
(1) Draw Table[Alt+A+D]:-

21 2L GuARL 2iq uR Click sl Table & Border -y Toolbar Open aia
8. gl Table gidl asu & i1 d-4 Formatting st 58 asiu 8.

(2) Insert[Alt+A+1]:-
21dlal e €9 AL Al 1AL B,
> Table[Alt+T +M +M]:-

211 -l Guait Word File -l »ig2 2uddl Row 14 Column L dey wwdl
Table GHa w2 au 8.

Columnstotheleft[Alt+ T+M +R ] :-

211 el Guaidl Table Al 2ig2 % oout v 5242 2udd sia d Column L siofl sugy
+dl Column GHaan w2 2 69,

ColumnstotheRight[Alt+T +M +M ] :-

211 2AlwdAl Guaidl Table Al 2ig2 3 ooul vz s wudd sia d Column -l euell
ooy Al Column GHRaL W2 iy ¢,

RowsAbove[ Alt+T+M +R] :-

21 2l Guaidl Table -l »ig: % oul u2 s2 udd sia d Row -l Gua-l eusy
4l Row GHau w2 2 69,

RowsBelow [Alt+T +M +M ] :-

21 20l Guadl Table Al 2ig: % %oul u2 542 2udd €iu d Row -l 1Al ous
dl Row GHau w2 i 69,

Cels[AIt+T +M+M ] :-

211 2l Guaiol Table wi 3 Cell | 2uugl 542 i d Cell A anell euoy 3 A
drs WAL Al gowil Ad Cell Gaar 12 &y © duy 2 sl 4dl Row 3 -l Column
GHI asu e,

Delete[ Alt+A+D] :-
> Table[Alt+A +D+T]:-
21 AL Guaiel Word File Al %ig: si-ida Tabled Delete sa1 w2 i 9.
Columns[Alt+A+D+C]:-

211 240l Guaiol Table -l 212 % oul u2 $42 »udd ¢in 4 Column 3 Select
s34 Columns < Delete sraiHi i 6.

Rows[Alt+A+D+R]:-

211 2L Guaial Table Al 212 % %ou1 v 2 2udd $ia d Row & Select s34
Rows+ Delete a1 W i 6.

Cells[Alt+A +D+E]:-

211 -l Guaidl Table wi 3 Cell wi »uug 522 sia d Cell 4 Delete 5314 ol
oy 3 1A dzs 8 Cells A wAdA d-dl gowd dlar 12 i 9. due 21 -l Gualdl
Row 3 Column 4 Delete a1 12 vl iy 8.
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(4)

)

3)

Select[Alt+ A +C] :-
> Table[Alt+A +C+T]:-
211 2l Guaiel Word File Al 2ig2 oi-uda Tabled Select sa1 w2 a9,
Columns[Alt+A +C+C]:-

21 2l Guaidl Table -l »ig2 % %ol u 542 »udd iu 4 Column 4 Select
$ALHS A 8,

Rows[Alt+A+C+R]:-

21 Bl Guaiol Table +l 212 % %oul u 2 2udd ¢ia d Row 4 Select s2a
CIERIDRS

Cells[Alt+A +C+E]:-

211 -l Guaia Table -l 2ie2 % %ou1 u 2 2udd siu d Cell A Select s
CIERIDRS

MergeCels[Alt+A+M ] :-

211 2L Guaiol 6L 3 Al R Cell 4 Select s34 Merge (@ou) s34 »is Cell i
Sl WIS Ay 69,

Spilt Cells[Alt + A + P :-
211 2L Gualol 21s Cell A 6L 3 el eual adadl 12 2y 9.
Spilt Table[ Alt + A + T ] :-
21 AL Guaiol Table A 6l cuol adaal w2 iy 9.
TableAutoFormat [Alt+ A +F] :-
211 2l Guaiol Table A wadi—»iaal Format Hi dlisaa w2 2 9.
Sort[Alt+A+S] -

21 2l Guaia Table ui 284l wlRdA Ascending (u3di) 3 Descending (Gdzei)
SUHLONSAAL HI2 U B,

Formula[ Ctrl + K or Alt+A+0O] :-
24 2L Gl Table Hi araw, sugond s2a0 1id Formulazuua 1 i 8.
Hide Gridlines[ Ctrl + K or Alt+ A + G :-

211 AL Gualdl %l Table Auto Format widl Gridline awi Table dlg ¢4l di
Gridline 1 4 5 eia sa {2 A 9.

(8 WINDOW MENU (ALT +W)
New Window [ Alt + W + N ] :-
211 AL Gualal Current File A ai Window sl Open »iiust s w2 i 6.
ArrangeAll [AIt+W + A ] :-
21 AL Guaiol Open s34 €35 Window A 15 18l Screen u dlisac Wi 2 8.
Spilt [Alt +W +S] :-
211 2L Guaiel Window A 6L et adadl w2 2y 9,
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