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M. S. OFFICE 
 

� M. S. Office G]\ 5}Z]\ GFD Microsoft Office K[P  

� Microsoft Office V[ Sd%I}8ZGM V[S DCtJGM Application Software K[P 

� M. S. Office DF\ Microsoft Power Point, Microsoft Word, Microsoft Excel H[JF 
5|MU|FDGM ;DFJ[X YFI K[P  

� Microsoft Power Point GM p5IMU Presentation T{IFZ SZJF DF8[ YFI K[P  

� Microsoft Word  GM p5IMU ;FDFgI ZLT[ Document AGFJJF DF8[ YFI K[P   

� Microsoft Excel GM p5IMU SM. 56 5|SFZG]\ 8[A, S[ U6TZLG]\ SFI" SZJFG]\ CMI tIFZ[ YFI K[P 

� Microsoft Office GM p5IMU VFH[ :S},YL DF\0LG[ VMlO;4 A[gS4 Z[,J[ :8[XG4 V[Z5M8" S[ SM® 56 DM8L 
S\5GLDF\ YFI K[P  

MICROSOFT WORD 
 

� Microsoft Word V[ M.S. Office GM V[S DCtJGM Application Software K[P  

� Microsoft Word GM p5IMU ;FDFgI ZLT[ Document, Letter, Application JU[Z[ AGFJJF DF8[ 
YFI K[P  

� Microsoft Word GM p5IMU :S},YL DF\0LG[ VMlO;4 A[gS4 Z[,J[ :8[XG4 V[Z5M8" S[ SM® 56 DM8L 
S\5GLDF\ YFI K[P  

� Microsoft Word GL File G[ Document SC[JFDF\ VFJ[ K[P  

� Microsoft Word GL File G[ ;[J SZTL JBT[ .DOC Extension ,FU[ K[P  
 
� Microsoft Word RF,] SZJFGL ZLT ov  RF,] SZJFGL ZLT ov  RF,] SZJFGL ZLT ov  RF,] SZJFGL ZLT ov Start ���� Programs ���� Microsoft Word 5Z5Z5Z5Z Click SZMPSZMPSZMPSZMP    

VYJFVYJFVYJFVYJF    Desk Top 5Z ZC[,F  5Z ZC[,F  5Z ZC[,F  5Z ZC[,F Microsoft Word    GFGFGFGF\\ \\    Icon 5Z 0A, S,LS SZMP 5Z 0A, S,LS SZMP 5Z 0A, S,LS SZMP 5Z 0A, S,LS SZMP 
 
� MICROSOFT WORD MENU :- 

� Microsoft Word DF\ S], 9 Menu VFJ[,F CMI K[P 

� SM. 56 Menu GL Short Cut Key C\D[XF Alt (V<8Z) Key ;FY[ H CMI K[P 

� Microsoft Word DF\ ZC[,F Menu VF 5|DF6[ K[P 

(1) File Menu  -  Alt + F 

(2) Edit Menu  -  Alt + E 

(3) View Menu  -  Alt + V 

(4) Insert Menu  -  Alt + I 

(5) Format Menu  -  Alt + O 

(6) Tools Menu  -  Alt + T 

(7) Table Menu  -  Alt + A 

(8) Window Menu -  Alt + W 

(9) Help Menu  -  Alt + H 
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(1) FILE MENU ( ALT + F ) 

 

(1) New [ Ctrl + N or Alt + F + N ] :- 

VF VM%XGGM p5IMU Microsoft Word DF\ GJL File AGFJJF DF8[ YFI K[P New Option 5Z 
Click SZJFYL Window GL HD6L AFH] Task Pane Open YX[ H[DF\ Blank Document 5Z Click 
SZJFYL GJL File AGFJL XSFI K[P 

(2) Open [ Ctrl + O or Alt + F + O ] :- 

VF VM%XGGM p5IMU Microsoft Word DF\ VUFp AGFJ[,L OF®,G[ VM5G SZJF DF8[ YFI K[P 
OF®, VM5G SZLG[ T[DF\ H~lZIFT D]HAGF O[ZOFZ SZL XSFI K[P 

(3) Close [ Ctrl + W or Ctrl + F4 or Alt + F + C ] :- 

VF VM%XGGM p5IMU Microsoft Word DF\ RF,] OF®,G[ A\W SZJF DF8[ YFI K[P 

(4) Save [ Ctrl + S or Alt + F + S ] :- 

VF VM%XGGM p5IMU Microsoft Word DF\ AGFJ[, OF.,G[[ Computer DF\ SFID DF8[ ;\U|C 
SZJF DF8[ YFI K[P ElJQIDF\ VF56[ UD[ tIFZ[ H~Z CMI tIFZ[ VF OF®,G[ VM5G SZLG[ T[DF\ H~ZL ;]WFZFvJWFZF 
SZL XSFI K[P File G[ Save SZTL JBT[ VUFp AGFJ[,L OF®, H[J]\ GFD VF5L XSFX[ GCLP  

(5) Save As [ F12 or Ctrl + Shift + S or Alt + F + A ] :- 

VF VM%XGGM p5IMU RF,] OF®, H[JL H GJL OF., GJF GFDYL AGFJJF DF8[ YFI K[P VCLIF VUFp 
AGFJ[,L OF®, H[J]\ GFD VF5L XSFX[ GCLP  

(6) Web Page Preview [ Alt + F + B ] :- 

VF VM%XGGM p5IMU Microsoft Word DF\ AGFJ[,L OF®,G[ Internet 5Z D]SLV[ VYJF SM.G[ 
E_Mail DMS,LV[ tIFZ[ T[ S[JL HMJF D/X[ T[G]\ Preview HMJF DF8[ YFI K[P       

(7) Page Setup [ Alt + F + U ] :- 

VF VM%XGGM p5IMU RF,] OF®,GF\ 5[®hG]\ ;[8L\U SZJF DF8[ YFI K[P H[DF\ 5[®hGL p5Z4 GLR[4 0FAL S[ 
HD6L AFH] S[8,L HuIF ZFBJL K[ T[G]\ ;[8L\U SZL XSFI K[P T[ p5ZF\T 5[®HG[ VF0]4 pE]\ S[ 5[®HGL ;F®h DF\ 
JWFZMv38F0M SZL XSFI K[P  

(8) Print Preview [ Alt + F + V ] :- 

VF VM[5XGGM p5IMU Microsoft Word DF\ AGFJ[, OF.,G]\ Print Out SF-TF 5C[,F T[G]\]\ Print 
Out S[J]\ GLS/X[ T[G]\ Preview HMJF DF8[ YFI K[P    

(9) Print [ Ctrl + P or Alt + F + P ] :- 

VF VM%XGGM p5IMU Microsoft Word DF\ AGFJ[, OF.,G]\ Print Out SF-JF DF8[ YFI K[P 
VCLIF\  File DF\ SIF Page GL S[8,L Copy SF-JL K[ T[G]\ Setting SZL XSFI K[P 

(10) Exit [ Alt + F4 or Alt + F + X ] :- 

VF VM%XGGM p5IMU Microsoft Word Program G[ A\W SZJF DF8[ YFI K[P 
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(2) EDIT MENU ( ALT + E ) 

 

(1) Undo [ Ctrl + Z or Alt + E + U ] :- 

VF VM%XGGM p5IMU RF,]\ OF®,DF\ SZ[,F K[<<FF ;]WFZF S[ JWFZFG[ N}Z SZJF S[ 5FKF D[/JJF DF8[ YFI 
K[P  

(2) Redo [Ctrl + Y or Alt + E + R ] :- 

VF VM%XGGM p5IMU Undo GL DNNYL N}Z SZ[, DFlCTLG[ 5ZT D[/JJF S[ 5ZT DMS,JF  DF8[ YFI 
K[P 

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

VF VM%XGGM p5IMU Select SZ[, DFlCTLG[ Cut SZJF DF8[ YFI K[P VF DFlCTLG[ Cut SZJFYL T[ 
D}/ HuIF 5ZYL N}Z Y® HFI K[P VF Cut SZ[, DFlCTLG[ Paste VM%XGGL DNNYL ALHF SM® 5[®HDF\4 ALHL 
SM® OF®,DF\ S[ ALHF SM® Program DF\ CFHZ SZL XSFI K[P 

(4) Copy [Ctrl + C or Alt + E + C ] :- 

VF VM%XGGM p5IMU Select SZ[, DFlCTLGL Copy SZJF DF8[ YFI K[P VF Copy SZ[, DFlCTLG[ 
Paste VM%XGGL DNNYL ALHF SM® 5[®HDF\4 ALHL SM® OF®,DF\  S[  ALHF SM® Program DF\ CFHZ SZL XSFI 
K[P  

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

VF VM%XGGM p5IMU Cut S[ Copy SZ[, DFlCTLG[ ALHF SM® 5[®HDF\4 ALHL SM® OF®,DF\  S[  ALHF 
SM® Program DF\ CFHZ SZJF DF8[ YFI K[P  

(6) Clear [ Alt + E + A ] :- 

VCLIF\ S], A[ VM%XG HMJF D/[ K[P H[GM p5IMU DFlCTLG[  Clear SZJF DF8[ YFI K[P   

� Formats [ Alt + E  + A + F ] :- 

VF VM%XGGM p5IMU Select SZ[, ,BF6G]\ Formatting SZ[, CX[ TM V[8,[ S[ V1FZG[ Bold, 
Italic, Color, Size JU[Z[DF\ O[ZOFZ SZ[, CX[ TM T[G[ N}Z SZJF DF8[ YFI K[P Clear Formatting SIF" AFN 
,BF6 T[GF D}/ :J~5DF\  VFJL HX[P  

� Contents [ Del or Alt + E + A + C ] :- 

VF VM%XGGM p5IMU Select SZ[, DFlCTLG[ N}Z SZJF DF8[ YFI K[P      

(7) Select All [Ctrl + A or Alt + E + L ] :- 

VF VM%XGGM p5IMU RF,]\ OF®,DF\ ZC[,L AWL H DFlCTLG[ V[S;FY[ Select SZJF DF8[ YFI K[P  

(8) Find [Ctrl + F or Alt + E + F ] :- 

VF VM%XGGM p5IMU RF,]\ OF®,DF\YL SM® V1FZ S[ XaN XMWJF DF8[ YFI K[P    

(9) Replace [Ctrl + H or Alt + E + E ] :- 

VF VM%XGGM p5IMU RF,]\ OF®,DF\YL SM® V1FZ S[ XaN XMWLG[ T[GL HuIF  V[ ALHM V1FZ S[ XaN 
,BJF DF8[ YFI K[P 

(10) Go To [Ctrl + G or Alt + E + G ] :- 

VF VM%XGGM p5IMU RF,]\ OF®,DF\ SM® 56 ,F®G4 5[Z[U|FO4 5[®H4 SMD[g8 S[ U|FOLS; 5Z HJF DF8[ 
YFI K[P 
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(3) VIEW MENU ( ALT + V ) 

(1) Normal [ Alt + V + N ] :- 

VF VM%XGGM p5IMU Word DF\ AGFJ[, File GM ;FNM View HMJF DF8[  YFI K[P Normal View 
DF\ Vertical Ruler, Picture, Graphics S[ WordArt HM® XSFTF GYLP Normal view DF\ A[ 5[®H 
JrR[ OST 5FT/L 85SF JF/L ,F®G HM. XSFI K[ T[DH Normal View DF\ Background VF5L XSFT]\ GYLP  

(2) Web Layout [ Alt + V + W ] :- 

VF VM%XGGM p5IMU Word DF\ AGFJ[, File G[ Web Layout (Web Page) :J~5DF\ HMJF 
DF8[ YFI K[P H[DF\ Vertical Ruler HMJF D/TL GYL VG[ A[ 5[®H JrR[ SM® 56 5|SFZGL HuIF VFJTL GYL 
V[8,[ S[ ,BF6 ;/\U HMJF D/[ K[P  

(3) Print Layout [ Alt + V + P ] :- 

VF VM%XGGM p5IMU Word DF\ AGFJ[, File G]\ H[ 5|DF6[ Print ,[JFG]\ K[ T[ D]HAG]\ Layout HMJF 
DF8[ YFI K[P H[DF\ Vertical - Horizontal Ruler, A[ 5[®H JrR[ Margin, Graphics AW]\ H HMJF D/[ K[P  

(4) Outline [ Alt + V + O ] :- 

VF VM%XGGM p5IMU Word DF\ AGFJ[, File G[ Out Line :J~5[ HMJF DF8[ YFI K[ H[DF\ ,BF6 
Left Alignment DF\ H HMJF D/[ K[P H[DF\ Vertical - Horizontal Ruler HMJF D/TL GYL VG[ 5[®HDF\ 
ZC[,]\ ,BF6 ;/\U HMJF D/[ K[P  

(5) Task Pane [ Alt + V + K ] :- 

VF VM%XGGM p5IMU Task Pane G[ RF,] S[ A\W SZJF DF8[ YFI K[P Word Window GL HD6L 
AFH] HMJF D/TL 5˝LG[  Task Pane SC[ K[P  

(6) Toolbars [ Alt + V + T ] :- 

VF VM%XGGM p5IMU Toolbar G[ RF,] S[ A\W SZJF DF8[ YFI K[P NFPTP Formatting Toolbar, 
Standard Toolbar, Drawing Toolbar JU[Z[P   

(7) Ruler [ Alt + V + R ] :- 

VF VM%XGGM p5IMU Vertical S[ Horizontal Ruler G[ RF,] S[ A\W SZJF DF8[ YFI K[P   

(8) Document Map [ Alt + V + D ] :- 

VF VM%XGGM p5IMU 0MSI]D[g8 GM GSXM HMJF DF8[ YFI K[P H[DF\ 0MSI]D[g8DF\ ZC[,F D]bI 5M®g8 HMJF 
D/[ K[ H[GF 5Z Click SZLG[ ;LW]\ H OF®,DF\ SM® 56 HuIF 5ZYL T[ 5M®g8 5Z H® XSFI K[P     

(9) Header & Footer [ Alt + V + H ] :- 

VF VM%XGGM p5IMU OF®,DF\ 5[®HGL p5Z S[ GLR[GF EFUDF\ 5[®H G\AZ4 TFZLB4 ;DI S[ ALHL SM® 
DFlCTL pD[ZJF DF8[ YFI K[P VF DFlCTL V[S JBT VF5JFYL NZ[S 5[®H 5Z VFJL HFI K[P  

(10) Markup [ Alt + V + A ] :- 

VF VM%XGGM p5IMU Insert Menu GL DNNYL pD[Z[, Comment G[ RF,] S[ A\W SZJF DF8[ YFI K[P 

(11) Full Screen [ Alt + V + U ] :- 

VF VM%XGGM p5IMU RF,] OF®,GF ,BF6G[ AWF Toolbar A\W SZLG[ Computer GL VFBL 
Screen 5Z HMJF DF8[ YFI K[P 

(12) Zoom [ Alt + V + Z ] :- 

VF VM%XGGM p5IMU RF,] OF®,G[ Percentage 5|DF6[ GFGL S[ DM8L ;F®hDF\ Zoom SZLG[ View 
HMJF DF8[ YFI K[P 
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(4) INSERT MENU ( ALT + I ) 

 

(1) Break [ Alt + I + B ] :- 

VF VM%XGGM p5IMU OF®,DF\ H[ HuIF S;"Z CMI tIF\YL ,BF6G[ A|[S SZLG[ GJL ,F.G 5Z4 GJF 
SM,DDF\  S[ GJF 5[®HDF\ ,® HJF DF8[ YFI K[P   

(2) Page Numbers [ Alt + I + U ] :- 

VF VM%XGGM p5IMU 5[®HGL p5Z S[ GLR[ S[ 8[1F AM1FDF\ 5[®H G\AZ pD[ZJF DF8[ YFI K[P 

(3) Date & Time [ Alt + I + T ] :- 

VF VM%XGGM p5IMU 5[®HDF\ H[ HuIFV[ S;"Z CMI tIF\ S[ 8[1F AM1FDF\ TFZLB VG[ ;DI pD[ZJF DF8[ 
YFI K[P  

(4) Symbol [ Alt + I + S ] :- 

VF VM%XGGM p5IMU OF®,GF ,BF6DF\ SM® 56 HuIFV[ Font DF\YL V,UvV,U 5|SFZGF 
Symbol pD[ZJF DF8[ YFI K[P   

(5) Comments [ Alt + I + M ] :- 

VF VM%XGGM p5IMU OF®,GF ,BF6DF\ Comment pD[ZJF DF8[ YFI K[P Comment TZLS[ 8}\SL 
DFlCTL VF5L XSFI K[P   

(6) Picture [ Alt + I + P ] :- 

VF VM%XGM p5IMU RF,] OF®,DF\ Clip Art, Picture, Graphics, Auto Shape DF\YL 
V,UvV,U 5|SFZGF Picture S[ Shape VG[ WordArt DF\YL V,UvV,U Shape DF\ ,BF6 pD[ZJF DF8[ 
YFI K[P    

(7) Diagram [ Alt + I + G ] :- 

VF VM%XGGM p5IMU Current File DF\ Organization Chart, Pyramid Diagram, Pie 
Diagram, Redial Diagram, Cycle Diagram H[JF V,U V,U 5|SFZGF\ Chart pD[ZJF DF8[ YFI K[P 

(8) Text Box [ Alt + I + X ] :- 

VF VM%XGGM p5IMU RF,] OF®,DF\ SM® 56 HuIFV[ ,BF6 ,BJF DF8[ Text Box  pD[ZJF DF8[ 
YFI K[P  

(9) File [ Alt + I + L ] :- 

VF VM%XGGM p5IMU RF,] OF®,DF\ SM® 56 HuIFV[ S;"Z CMI tIF ALHL SM. File pD[ZJF DF8[  YFI 
K[P 

(10) Object [ Alt + I + O ] :- 

VF VM%XGGM p5IMU Word File GL V\NZ ALHF SM® Program G[ Object :J~5[ Open SZJF 
DF8[ YFI K[ H[DF\ Excel, Power Point H[JF\ Program G[ Open SZL XSFI K[P  

(11) Hyperlink [ Ctrl + K or Alt + I + I ] :- 

VF VM%XGGL DNNYL RF,] OF®,GF ,BF6 ;FY[ ALHF SM® Program GL File G[ Link sHM0F6f 
SZJF DF8[ YFI K[P Hyperlink VF%IF AFN T[ Link SZ[,L OF®,G[ Word DF\ ZCLG[ Open SZL XSFI K[P 
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(5) FORMAT MENU ( ALT + O ) 

 

(1) Font [ Alt + O + F ] :- 

VF VM%XGGM p5IMU Select SZ[, ,BF6G]\ Formatting SZJF DF8[ YFI K[P H[DF\ ,BF6G[ Font 
Size, Bold, Italic, Under Line, Super Script, Sub Script, Shadow, Color H[JL Effect 
VF5L XSFI K[P  

(2) Paragraph [ Alt + O + P ] :- 

VF VM%XGGM p5IMU Select SZ[, ,BF6DF\ 5[Z[U|FOG]\ ;[8L\U SZJF DF8[ YFI K[P H[DF\ 5[Z[U|FOGL 
p5Z4GLR[4 0FAL S[ HD6L AFH] S[ A[ ,F®G JrR[ S[8,]\ V\TZ ZFBJ]\ K[ JU[Z[ ;[8L\U SZL XSFI K[P 

(3) Bullets & Numbering [ Alt + O + N ] :- 

VF VM%XGGM p5IMU 5[Z[U|FOGL VFU/ V,UvV,U 5|SFZGF Bullet S[ Number VF5JF DF8[ YFI 
K[P Bullets TZLS[ V,UvV,U 5|SFZGF Symbol pD[ZL XSFI K[P 

(4) Borders & Shading [ Alt + O + B ] :- 

VF VM%XGGM p5IMU Select SZ[, ,BF6DF\ ,F®G4 5[Z[U|FO4 S[ AWF 5[®HG[  V,UvV,U 5|SFZGL 
Border VF5JF DF8[ VG[ T[G]\ Setting SZJF DF8[ YFI K[ T[ p5ZF\T ,BF6GL 5FK/ Fill Color 56 VF5L 
XSFI K[P  

(5) Columns [ Alt + O + C ] :- 

VF VM%XGGM p5IMU Select SZ[, ,BF6G[ A[ SZTF JW] SM,DDF\ JC[RJF DF8[ YFI K[P H[DF\ 
Column G]\ DF5 VG[ A[ Column JrR[G]\ V\TZ Set  SZL XSFI K[P   

(6) Drop Cap [ Alt + O + D ] :- 

VF VM%XGGM p5IMU ,BF6GF 5C[,F V1FZG[ DM8M SZJF DF8[ YFI K[P   

(7) Text Direction [ Alt + O + X ] :- 

VF VM%XGGM p5IMU Text Box DF\ ,B[,F ,BF6G[ VF0] S[ pE]\ SZJF DF8[ YFI K[P  

(8) Change Case [ Alt + O + E ] :- 

VF VM%XGGM p5IMU Select SZ[, ,BF6G[ Upper Case, Lower Case, Title Case, 
Sentence Case JU[Z[DF\  O[ZJJF DF8[ YFI K[P     

(9) Background [ Alt + O + K ] :- 

VF VM%XGGM p5IMU 5[®HDF\ Background VF5JF DF8[ YFI K[P H[DF\ V,UvV,U Color, 
Gradient, Texture, Pattern, Picture S[ Printed Water Mark GM p5IMU SZL XSFI K[P Printed 
Water Mark TZLS[   Picture S[ Text D]SL XSFI K[P  

(10) Object [ Alt + O + O ] :- 

VF VM%XGGM p5IMU Select SZ[, Picture S[ Graphics G]\ Formatting SZJF DF8[ YFI K[P H[DF\ 
Fill-Color, Line-Color, Size JU[Z[G]\ Setting SZL XSFI K[P  
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(6) TOOLS MENU ( ALT + T ) 

 

(1) Spelling & Grammar [ F7 or Alt + T + S ] :- 

VF VM%XGGM p5IMU OF®,GF ,BF6DF\ ZC[,L Grammar S[ Spelling GL E},M ;]WFZJF DF8[ YFI 
K[P Spelling GL E}, GLR[ ,F, Underline VG[ Grammar GL E}, GLR[ ,L,L Underline VFJ[ K[P VF 
VM%XGGL DNNYL Computer BM8F Spelling GL HuIFV[ ;FRM Spelling VF5[ K[P BM8F Spelling p5Z 
Right Click SZJFYL 56 T[ ;]WFZL XSFI K[P  

(2) Word Count [ Alt + T + W ] :- 

VF VM%XGGM p5IMU RF,] OF®,DF\ HuIF ;FY[ S[ HuIF JUZ S[8,F V1FZ K[4 S[8,F XaN K[4 S[8,L 
,F®G K[4 S[8,F 5[Z[U|FO K[4 S[8,F 5[®H K[ T[ HF6JF DF8[ YFI K[P 

(3) Protect Document [ Alt + T + P ] :- 

VF VM%XGGL DNNYL OF®,G[ Protect SZL XSFI K[P OF®,G[ Protect SIF" AFN T[DF\ ;]WFZFvJWFZF 
SZL XSFTF GYLP 

(4) Macro [ Alt + T + M ] :- 

VCLIF\ S], A[ VM%XG HMJF D/[ K[P    

� Macros [ F8 or Alt + T  + M + M ] :- 

VF VM%XGGM p5IMU VUFp AGFJ[, Macro G[ Run SZJF DF8[ YFI K[P   

� Record New Macro [ Alt + T + M + R ] :- 

VF VM%XGGM p5IMU Macro AGFJJF DF8[ YFI K[P Macro DF\ SM® 56 DFlCTLGL GM\W SZLG[ 
T[GM ;\U|C SZL XSFI K[ VG[ H~Z CMI tIFZ[ T[G[ Run SZLG[ CFHZ SZL XSFI K[P Macro AGFJJF DF8[ 
Record New Macro 5Z Click SZJFYL V[S Dialog Box Open YFI K[ H[DF\ Macro G]\ GFD 
VF5LG[ OK VF5J]\P tIFZ AFN SM® 56 ,BF6 ,BJ]\4 tIFZ AFN Macro DF\ H®G[ Stop Recording 
VF5J]\P VFD4 SZJFYL Macro T{IFZ Y. HFI K[P 

(5) AutoCorrect Option [ Alt + T + A ] :- 

VF VM%XGDF\ Click SZJFYL H[ Dialog Box Open YFI K[ T[GF AWF Option RF,] ZFB[, CX[ TM 
SM® 56 BM8M Spelling ,BTFGL ;FY[ H Computer HFT[ ;FRM Spelling VF5X[P SM® XaNGM p5IMU 
JFZ\JFZ SZJFDF\ VFJTM CMI tIFZ[ 56 VF VM%XGGM p5IMU YFI K[P  

(6) Customize [ Alt + T + C ] :- 

VF VM%XGGM p5IMU Toolbar RF,] S[ A\W SZJF DF8[ VYJF Icon G[ Large :J~5[ HMJF DF8[ YFI 
K[P VCLIF Word GF NZ[S Menu G]\ Setting VFJ[,]\ CMI K[P   

(7) Options [ Alt + T + O ] :- 

VF VM%XGGM p5IMU Security DF\ H.G Word File G[ Password VF5JF DF8[ YFI K[ VF 
Password VF%IF AFN Password JUZ T[ File Open Y® XSTL GYLP VF VM%XGGL V\NZ ;\5}"6 Word G]\ 
Setting VFJ[,] CMI K[P 
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(7) TABLE MENU ( ALT + A ) 

(1) Draw Table [ Alt + A + D ] :- 

VF VM%XGGM p5IMU VM%XG 5Z Click SZJFYL Table & Border GFDG]\ Toolbar Open YFI 
K[P H[DFYL Table NMZL XSFI K[ VG[ T[G\] Formatting  56 SZL XSFI K[P   

(2) Insert [ Alt + A + I ] :- 

VCLIF\ S], K VM%XG HMJF D/[ K[P    

� Table [ Alt + T  + M + M ] :- 

VF VM%XGGM p5IMU Word File GL V\NZ VF5[,L Row VG[ Column GL J[<I] 5|DF6[ 
Table pD[ZJF DF8[ YFI K[P    

� Columns to the left [ Alt + T + M + R ] :- 

VF VM%XGGM p5IMU Table GL V\NZ H[ HuIF 5Z S;"Z VFJ[,] CMI T[ Column GL 0FAL AFH] 
GJL Column pD[ZJF DF8[ YFI K[P    

� Columns to the Right [ Alt + T  + M + M ] :- 

VF VM%XGGM p5IMU Table GL V\NZ H[ HuIF 5Z S;"Z VFJ[,] CMI T[ Column GL HD6L 
AFH] GJL Column pD[ZJF DF8[ YFI K[P    

� Rows Above [ Alt + T + M + R ] :- 

VF VM%XGGM p5IMU Table GL V\NZ H[ HuIF 5Z S;"Z VFJ[,] CMI T[ Row GL p5ZGL AFH] 
GJL Row pD[ZJF DF8[ YFI K[P  

� Rows Below [ Alt + T  + M + M ] :- 

VF VM%XGGM p5IMU Table GL V\NZ H[ HuIF 5Z S;"Z VFJ[,] CMI T[ Row GL GLR[GL AFH] 
GJL Row pD[ZJF DF8[ YFI K[P   

� Cells [ Alt + T  + M + M ] :- 

VF VM%XGGM p5IMU Table DF\ H[ Cell DF\ VF56]\ S;"Z CMI T[ Cell G[ HD6L AFH] S[ GLR[ 
TZO B;[0LG[ T[GL HuIFV[ GJ]\ Cell pD[ZJF DF8[ YFI K[ T[DH VF VM%XGYL GJL Row S[ GJL Column 
pD[ZL XSFI K[P   

(3) Delete [ Alt + A + D ] :- 

� Table [ Alt + A  + D + T ] :- 

VF VM%XGGM p5IMU Word File GL V\NZ AGFJ[, Table G[ Delete SZJF DF8[ YFI K[P       

� Columns [ Alt + A + D + C ] :- 

VF VM%XGGM p5IMU Table GL V\NZ H[ HuIF 5Z S;"Z VFJ[,\] CMI T[ Column S[ Select 
SZ[, Columns G[  Delete SZJF DF8[ YFI K[P    

� Rows [ Alt + A + D + R ] :- 

VF VM%XGGM p5IMU Table GL V\NZ H[ HuIF 5Z S;"Z VFJ[,\] CMI T[ Row S[ Select SZ[, 
Rows G[ Delete SZJF DF8[ YFI K[P    

� Cells [ Alt + A  + D + E ] :- 

VF VM%XGGM p5IMU Table DF\ H[ Cell DF\ VF56]\ S;"Z CMI T[ Cell G[ Delete SZLG[ HD6L 
AFH] S[ GLR[ TZO ZC[, Cells G[ B;[0LG[ T[GL HuIFV[  ,FJJF DF8[ YFI K[P T[DH VF VM%XGGM p5IMU  
Row S[ Column G[ Delete SZJF DF8[ 56 YFI K[P 
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(4) Select [ Alt + A + C ] :-    

� Table [ Alt + A  + C + T ] :- 

VF VM%XGGM p5IMU Word File GL V\NZ AGFJ[, Table G[ Select SZJF DF8[ YFI K[P       

� Columns [ Alt + A  + C + C ] :- 

VF VM%XGGM p5IMU Table GL V\NZ H[ HuIF 5Z S;"Z VFJ[,\] CMI T[ Column G[  Select 
SZJF DF8[ YFI K[P    

� Rows [ Alt + A + C + R ] :- 

VF VM%XGGM p5IMU Table GL V\NZ H[ HuIF 5Z S;"Z VFJ[,]\ CMI T[ Row G[ Select SZJF 
DF8[ YFI K[P    

� Cells [ Alt + A  + C + E ] :- 

VF VM%XGGM p5IMU Table GL V\NZ H[ HuIF 5Z S;"Z VFJ[,]\ CMI T[ Cell G[ Select SZJF 
DF8[ YFI K[P  

(5) Merge Cells [ Alt + A + M ] :- 

VF VM%XGGM p5IMU A[ S[ T[YL JWFZ[ Cell G[ Select SZLG[ Merge sE[UFf SZLG[  V[S Cell DF\ 
O[ZJJF DF8[ YFI K[P  

(6) Spilt Cells [ Alt + A + P ] :- 

VF VM%XGGM p5IMU V[S Cell G[ A[ S[ JWFZ[ EFUDF\ JC[\RJF DF8[ YFI K[P   

(7) Spilt Table [ Alt + A + T ] :- 

VF VM%XGGM p5IMU Table G[ A[ EFUDF\ JC[RJF DF8[ YFI K[P  

(8) Table Auto Format [ Alt + A + F ] :- 

VF VM%XGGM p5IMU Table G[ V,UvV,U Format DF\ UM9JJF DF8[ YFI K[P    

(9) Sort [ Alt + A + S ] :- 

VF VM%XGGM p5IMU Table DF\ ZC[,L DFlCTLG[ Ascending (R0TF\) S[ Descending (pTZTF\) 
S|DDF\ UM9JJF DF8[ YFI K[P 

(10) Formula [ Ctrl + K or Alt + A + O ] :- 

VF VM%XGGM p5IMU Table DF\ ;ZJF/F4 AFNAFSL SZJF DF8[ Formula VF5JF DF8[ YFI K[P 

(11) Hide Gridlines [ Ctrl + K or Alt + A + G ] :- 

VF VM%XGGM p5IMU HM Table Auto Format DF\YL Gridline JF/]\ Table ,LW]\ CX[ TM 
Gridline G[ RF,] S[ A\W SZJF DF8[ YFI K[P 

 

(8) WINDOW MENU ( ALT + W ) 

(1) New Window [ Alt + W + N ] :- 

VF VM%XGGM p5IMU Current File G[ GJF\ Window DF\ Open VM5G SZJF DF8[ YFI K[P  

(2) Arrange All [ Alt + W + A ] :- 

VF VM%XGGM p5IMU Open SZ[, NZ[S Window G[ V[S ;FY[ Screen 5Z UM9JJF DF8[ YFI K[P 

(3) Spilt [ Alt + W + S ] :- 

VF VM%XGGM p5IMU Window G[ A[ EFUDF\ JC[\RJF DF8[ YFI K[P 


