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File Tab |

9.1 — MS Word § File Tab @1 87

9 ¢4 & 3 8 MS Word File % @RI &%+ &g fafe=1 faded & w3 81d € | O €1 g 59

File tab = fdets &=l €, o omuadT faff=1 29 fawars <9 o €1 S — Open, Save, Print, Export etc.
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Inspect Document — S 3iRE &1 TART &Ra 3M9 M= Word File @1 Tafcil &1 gar R Adbd & |

Export

Close

Account

Feedback

Options
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MU BISA DI Ad 781 har g, a1 39 i@ HI ITANT HA W AMUa A= U Dialog Box Open 81T, =¥ wrsal
2g T TAT BIgel BIIC g A S Bl TFHRI WG AT & g W [dadd P |
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9.1 — MS Word § Home Tab qar 2?

Home Tab &7 S7arT MS Word # Text Formating @ forg fasar i 21, Home Tab @ gRT &9 fosft ff Text &1
Bold, Italic, Underline, Copy, Past & Edit #x& 31 dId W Represent =9 & forg &=a € | Home Tab &7 g Shortcut
Key (Alt + H) @& gRT *1 Access & I&d 2 |

] o o SOFind -
o KutiDev010~ 12 ~ A A Aa 3= 50 T | AaBbCeDd AaBbCcDd AaBbC( AaBbCcl AaBbCcD /—\aB AaBbCeD AaBbCcDA AgBbCcDd  AoBbCcDd  AaBbCeDe 2 Replace

TNormal | TNo Spac.. Heading1 Heading2 Heading 3 Title Subtitle  Subtle Em... Emphasis Intense E... Strong =| Iy Select~

aslcae B I U-sex,x A-¥-A-
- ~ Forma inter o —

Clipboard ~ Font F] Paragraph & Styles 5 Editing ~

» MS Word & Home Tab ®T &1 &9 & g 9RT # dfer 1 8| &t 7171 g 2|
faem 91€ (Clipboard)

wic (Font)

Rmme (Paragraph)

wrgal (Styles)

offeT (Editing)

ISAEE I A

> fasta 9IS gu (Clipboard Group)

e Clipboard - 9 gu @& afcdoiad g4 Cut, Copy, Paste, Paste Special & Fomat Painter <@ | <
Bl fAerar 2 []

o Copy-z9¥ M@ BT YANT B fopedt Y Text, Image & Objecta%’r U ¥ 31t Hidl g9 Pajte ¥ Format Painter
& fore fopar Siram 21 Rras v &% 9duey 99 feR a1 SRe b1 Aolde BT 817 | 5HP Clipboard 5
forg sitéme — @1 (Ctrl + C) &7 TN fbar o 2|

e Cut-— 39 3ifeM & TIrT fdl 1 Text, Image & Object &1 U UM ¥ TR WH R of I & fofg fhar ST
7| e oy g |dued 39 fUger a1 TRe &1 Aelae &_AT B8R | 9@ forg siidame — @1 (Ctrl + X) &1 uanT
b ST ® 1

e Paste — Copy & Cut f&d i1 Text, Image & Object &I aift o™ & fofv 39 3™ & YA fdhar Sar 8, g9
gRT Ta aR $9 i@ &1 TART fha1 SIRAT | Sa+1 &1 9R §ART STl 31T I8 | 39 wicde-al (Ctrl + V) &1
ff T fohar ST 2

e Paste Special — 39 @M & gRT Copy & Cut fhd T Trer &7 faxil 3 wiie # Paste &x= & ford1 Paste
Special Option &7 TART fHar STar § | 9@ Acdhe-al (Alt + Ctrl +V) &1 START fhar ST g

e Format Painter — s9& gRT fail 1 Text ©R f3 7 Formating &1 f 3/ Text &R o1l &1 & forg foanm
ST B |

e Format Painter &I &l &= & forg wifcame-dI (Ctrl + Shift + C) @ Paste &%+ & forg wiicawe-at (Ctrl + Shift
+ V) BT YT fopar 7 2

» ic 9 (Font Group)

e Font -3 MS Word &1 U& d98d & Important Group &, fS9& #meas & g9 —
Font Size, Font type change & Wdd &, T W1 <Re &I Bold, ltalic, |KwtiDevoio-12 - A A Aa~
Underline @ #rea® & 1 Formate @) dd 2 | B T U-abex ¥ A--A-

e Font Group @ Dialog Box @I Open &= & fog wiicwe-a! (Ctrl + Shift +F

A

Font [

or Ctrl + D) &1 W forar Sirar 2
e Font Type — 9 3ifwd &7 ¥ Font Type &I Change &x=1 & forg fdar Siar 81 S — Times New Roman,
Kruti Dev 010 s&a1fe |
e Font Size — 39 3@ T YA Font & WATgS &I BT AT 91 $H-F & fory fhar Sirar 8| s gRT 72 3id aab
Font Size g1 |&d g | 3k MS Word # arfead Font Size 1638 3i% dd a7 Adhd ® |
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e Font Size Increment — 9 3@ BT WA BB 8 TH-UdD | fon ? x
Y PP Font?ﬁ NIESHE EbAf Ela-lﬁ §| Foit  Advanced

e Font Size Decrement - 39 3@ &I FIRT HRD &4 Ub-Udh Latin text
VY Fvd Font & |Eel 31 Terd § 1T=—mmln

e Change Case — % 3if@< &7 WA <& &F - Font Case [~ o~
@1 Change @= e | ST — Sentence Case, lower case, | . e
UPPER CASE, Capitalized Each Work & tOGGLE cASE. Font Font sty Size:

e Clear All Formating — 5% affer T Wit @ve MS Word # | "5 e
WT_S; ﬁ?_ﬁ Tl’ﬁ = yer o Text Formating EET ‘s"c’ﬁ $ f%f({ Font color: Underline style: Undlerline color:
gAdHT TR fhar Srar 2 | futomatie  [¥] Linone <l [ Avomate ¥

o Bold (Ctrl + B) — 59 i &1 SUANT Rl )l SR BT AT |y eeporonn et
W a% f%]‘q ﬁ;—q‘[ NIGH %| [ Double strikethrough [ all caps

o ltalic (Ctrl + 1) — 537 aifer B ST Rl ) Text @1 RROT | Do’ s
B B forw fpam e 2 preview

e Underline (Ctrl + U) — 39 3ifwd &1 yarT fodt ff Text @ o Sampe e
iﬂﬁ Tdh ollgd @?{ﬁ Eﬁ 1%]'(’ ﬁfTﬂT NGl %| This is a TrueType font. This font will be used on bath printer and screen.

e Strikethrough — MS Word # forg fo=ft ft Text &1 =1 9
HIe B §9 = BT YART fHar rar 2 | T | compmat | | rotgrecs. -
- RajKumar

e Subscript — MS Word # f&=fl ¥t Text @& == BIC 3eRl # forgs & oy 39 offem &1 wanT f&ar siar €1 o
— H,0, H,S0, seaife | s9& forg witidape-at (Ctrl + =) &1 9arT fohar S 2 |

e Superscript - MS Word # f&f ft Text & SR BIC 31eRi # foraw & folv g9 3w &1 yanT fhar Siar g1 o

— X2+ Y2+ 2XY, (A+B)? ganfe | 39& forg witcame-ar (Ctrl + Shift + =) &1 yanT foar Sirar 21

Text Effect — MS Word # s 3ifer &1 vt fasdl 1 Text § faf~1 yor & Effects <7 @ fore fdar Siram 21

[

S — Outline, Shadow, Reflection, Glow, Number Styles etc. Ex. —MS WORD , Excel, A A A A
Tally

s Text Highlight Color — 59 ff= & Suam MS Word # =i +f Text &I gsage a- A A A
@ forg far wrar 21 Sy — Hathras AAIA A/

e Font Color — 39 3ifed @ gRT g4 foheft Y Font & @R &1 95t dahd 2| o & By |7 ...
Default Black & 2rar 2| 1 89 3+ $eoTaR ard, e, @, 91, & gante, < # |, 0
ged Wahd &1 o - LRS ADVANCE ACADEMY , HATHRAS

> W g9 (Paragraph Group)
e Paragraph —MS Word # 9 Ju &I HeRIar ¥ &4 &1 W IR1T% & 984 /=8 ¥ | Represent &R dad g,
39 YU & ARIF 9 g9 IREME & Alignment @1 Left, Right, Center or Justify &= Sied & | |11 €1 |1 Paragraph

Border, Sort, Shading s&nfe fdwen WY el R Adhd 2 |
e Bullets — 39 @M &1 TINT AR STCT BT U BT WL UG dRT & g fhar | © =
AT 8 | 39D gRT BH U STeT BI fIgaR wu # yehRia o) dad F | oW — ===E1=- &~
e Excel Full Course.

e Tall Full Course.
e Numbering — 59 3ife™ & gRT 89 MS Word & STeT &1 HAgaR TR &1 & foy fasan srar & | fe gy
TH U STl Pl HHIR USRId & Fad ¢ |
1. Operating System
2. Server
3. Hardware
e Multilevel List — g% 3@ &1 warT MS Word # STeT &1 b w9 e &_1 Ud Uh o e ofdai § g2+
% fo faar Srar | fe gRT 89 1l &l fIgar a1 R ysRid &R 9ad & | oY -

1. GKin Hindi

a. History

b. Human Body
2. Tally Notes
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a. Accounting
b. Inventory
c. GST Entry
e Decrease Indent (Ctrl + Shift + M) — 9 3if®eM & gRT MS Word # IRTITH §ST &1 &A &1 & forg fhan
ST B |
e Increase Indent (Ctrl + M) - 9 3if@M & gRT MS Word # IREM% < & g1 &= & ol fhar <iar g
e Sort— s i@ &1 &R MS Word # STel &1 3ific &x- & fory fhar mar &, I gRT 89 81ue STl &l
HHATTAR HR Add © | o —AtoZ,Zto A and 1t0 10, 10to 1.
e Paragraph (Ctrl + Shift + 8*) - & t& IRRm% &1 Symbol grar g, 17 &7 Show or Hide &R A € |
e Left Alignment (Ctrl +L) — 39 3ife &1 yamm MS Word # €gd f&a 1 Document @ <awe &I Left Side #
Align &= & forg fsar Sirem €1
e Center Alignment (Ctrl + E) - 39 3ifwrd &1 yarT MS Word # <rgu f&3 11 Document @& <ave &1 Center #
Align &% & fog B Smar |
e Right Alignment (Ctrl + R) - 39 3iferd &1 warT MS Word # 289 f&d 7 Document & <ave &1 Right Side
# Align &1 & forg fasar S 21
e Line and Paragraph Spacing —
o U8 TP 9gd Bl AedqUl AR 7, N¥d §RT 89 QI dfs+l a1 & IRTUTHI & &9 &1 g $I HH I SATET
FRA B T B E |
I8 g MS Word # ugal 9 1.15 cm fFiRd g1l € | f591 &9 3o gfoeTgaR &9 a1 Sa1eT ) Fad 2 |
ARl @ 7 H Lem @l g9 & fory wiicame-ar (Ctrl + 1) &1 9arT fHar S 7 |
T ARl @ 7 H 2em @l g9 & fory wicme-ar (Ctrl + 2) &1 9ArT f&Har S 7 |
o T ARA D HIH L5cm @ I & oy wcme-at (Ctrl + 5) &1 WANT fFar S 2
e Shading — 39 3ff@M &1 ST MS Word & 3icivra =it +i Text, Image and Object # Shading 3§ & &
forg fasam e 7
e Border —39 3w & gRT MS Word # 89R §RT fod T, Text &7 Border T |ad ©, AT IAD ARI AR ATS
ST &R Fhd & |

O O O

> ¥ergd Ju (Styles Group)

e Style -39 U &1 9AT MS Word # T18U 8 dTel Text &1 ISl 9aa @ forg har Sier 2 |

o U YU B 3 AN YR Wizl g W € A 81 § | Silfd Pre-Define 81d € | Sl AT ®Reb &4 b
TR vd gwraemell Document TR R Fad € |

AaBbCcDd| AaBbCeDd AgBbC( AaBbCcl AaBbCeD AaB AaBbCcD AaBbCcDd AaBbCeDd  AaBbCcDd  AaBbCeDe |
TMormal | TNo Spac... Heading1 Heading2 Heading 3 Title Subtitle  Subtle Em... Emphasis  Intense E... Strong =

Styles T

> WfSféT gu (Editing Group)
e Editing — MS Word & 3fex 39 gu &1 ¥arT Document File &1 Edite &< & forg fovam Smar 21
o Find (Ctrl + F) — 39 3ifwM &1 g Document File # fa¥T 1 Text or Letter &1 @i & fog faeam

ST 2 | } s OFind -
o Replace (Ctrl + H) — 39 3iferd &1 warT Document File 3 f&¥T Text or Letter Replace & |, S—

i 1%*]'(’ gl o . [s Select -
o Select (Ctrl + A) — 39 3ifer &1 yanT fdT +i1 Text, Image or Object @1 Select @3+ & forg N

FC §| Editing
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Insert Tab

“]

3.1 — MS Word % Insert Tab a7 2?

Insert Tab &1 ST T MS Word # Table, Picture, Shapes, Charts g&rfe @ Document File # Insert & & forg
foar ST 21 Insert Tab # S @ fog 89 Shortcut Key (Alt + N) &1 TR &R & | T 39 TR 9199 & §RT 1 ST S

KEZUR

Layout References Mailings Review View Help Q Tell me whatyouwant to do

File ome
A D Ll D ) = @ & Link
» ) = T Get Add- =
B (] o lag [&) & = M @ Botasin W g e
Cover Blank Page Table Pictures Online Shapes lcons 3D SmartArt Chart Screenshot @ wy Add-ins - Wikipedia Online

Page- Page Break - Pictures - Models -
Pages Tables lllustrations Add-ins Media Links

Video | ZHCross-reference

A share

D R0 W EE A4 AT T Q

Comment Header Footer Page Text Quick WordArt

) Equation Symbol
- Number- Box- Parts- - =] Object - - -

Comment ts Header & Footer Text Symbols ~

» MS Word & Insert Tab & g&aa: <9 Jaf # qfer =1 €| S 7 uaR 2

Pages

Tables
Illustrations
Add-ins

Media

Links
Comments
Header & Footer
. Text

10. Symbols.

© XN~ wWNE

o 39 89 39 91 Groups & dR # TH-Udh d¥d AN fIRdR | S |

» Pages Group

e Y YU & ATTI BH U @M & aR H ST | Siifes feforiRaa € - Cover Page, Blank Page and Page Breck.

e Cover Page — 39 3= &I JAN &R 89 94 Document & oy U Cover Page a1 Hahdl
g1 $9% SR e faf=t ymR @ Cover Pages <&+ @1 el Wi, R & o e & | By | ] »%

Costomize 91 &Y F&d 2 |

e Blank Page — 39 3@ &7 U %<& &4 g+ Document File & U@ WTGT UGl §HT &1 Hahd

=l

Cover Blank Page
Page~ Page Break
Pages

e Page Break — 9 3@ &1 Y3 &xe g4 (B0 W1 RMUTH BT AR Ul TR o S Fohdl & |

» Table Group

e S YU P SUANT 8H 3fu+il Document File % v& Table or Draw &=+ & foTq & & |
e IS AU B g4 Excel Spedsheet, Quick Tables @ fieg & Calendar a1 &1 +ft Siie dad 2 | .

» lllustrations Group

==

Table

Tables

e IO YU F AT AMUDT AT THR & A <@ BT e SRet | Siifes ffaRad 2

e Picture — 39 M@ &1 YINT HRd g9 70+ Document File
# ara+ Device & Saved Picture &7 Insert &31 Haod & |
e Online Picture — 59 3IT@M &1 YIRT ®HR&b 89 39+ Docu-

ment File & Internet & &meg® & Online Picture Insert &x
Fhd ¢ |

D T QO Bl a-

Pictures Online Shapes Icons 3D SmartArt Chart Screenshot
Pictures - Models - =
llustrations

e Picture tool (Format) - I8 Tab 1% @ fR@E a1 8, W@ gIR gRT fd=dl fal Picture or Object &I JAetae

forar ST g1
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Brightness — 39 i@ &I TART Picture @1 brightness & &# @ SATGT &- & forg fdhar Sirar €1
Contrast — g9 3= &1 YA Picture IR THGIAT U9 &F T SATGT &3 & forg faar Sirar © |
Recolor - 39 3if@« &1 YT Picture & color ®! 98 & forg favar Sirar 2|

Change Picture — 3 3@ &1 TIRT Picture &1 gga= & fory fohar <mar g |

Reset Picture — g 3if@< &1 YT Picture & Size & fy T 9219 BT remove &34 & fhar 9ar 8 | 39
T Picture 319 QR size ¥ o T ¥ |

Picture Style — 3 3ife™ &7 WIRT Picture @1 Style &1 9ga & forg favar Sirar €|

- F#FEFEEF

Picture Shapes - 39 == &7 WART Picture &1 f&dt Y Shapes # deo™ @ ford fohar Siram 2 |

Picture Border — 39 3if@e &7 9T Picture R Color Border 7= & ford fohar SIram 2 |

Picture Effect - 539 3if@rd &7 AT Picture T f-lt 4 geR &1 Effcet 37 & fordy fvar Siam 21

Bring To Fron / Send To Back - 37 &1 Options &T AT &x& &4 ford g Text @& HuR Picture &1 front

and Back # Send ®=+ @ forg o Iahd = |

Align — 39 3w & UaRT 9 Picture am Text &1 left, right, top and bottom # Align fdm <7 \aar 2 |

Group — 3 3if@E &7 JART & & 37 &I 9 31fda Picture &7 & A1 Sired & forg v irar 21

Rotate — 57 3if@ &1 5aT fbdt ¥ Object &1 Rotate &= & forw fovar Sirar 2 |

Crop — 339 3@ & gIRT 84 319+ Picture @ Extra Part @7 e & forg &=d 2 |

Height & Width — Picture @1 Height & Width &1 &H a1 Sa1QT &7 & ol 39 @M & YT fHar S

2l

e Shapes — 39 3i®F &1 TIART T & YT SIFHC H ITT-31eRT YBR & Shapes Add &R Fad & | S — Lines,
Rectangle, Basic Shapes, Block Arrows, Equation Shapes, Flow Chart etc. $9& 3refrar 39 =1 Shapes &I
Draw #xa& ¥ g1 T ¢ |

B O ™

e lcons — s 3M@M &1 TART &-aé 39 39+ Document File % faff=1 &R & lcons &1 STl &R Adhd & |

e 3D Models — 3 3if@M &1 JIRT d-& MY 4= Document File # This Device & Online #rew &1 3D Models
P g B FHA T |

e SmartArt — 39 3i=M & TART &R AT (=1 Document File % SmartArt &1 RTT 9&d €, I8 U Shapes &1
g, Sir Communiction (4TI &1 SR & | $9@ 3faR TUDl UThadd foRe iR U oI 98d I SIUT™ Q@ &l
e ST | 72 $¥ie &7 & 918 S e Al g€ <Isy fBa1 S e © |

MS Word Frt— @ m
- o Y lardwar: j
MS PowerPoint 3 * Input Y Outpu
] —
MS Excel Networkf| @

e Charts — 39 3@ &1 YINT &)& MY 9= Document # Chart Insert & Add § | 39 3I®E @& SfTd MIH!
983 UBR & a1 <@ @I fAid SRAT | S — Column, Line, Pie, Bar, Area etc.

e Screenshot — g9 3ff@M &1 YINT & 89 9= Document File § &1 & SRME fHdl | UdR &1 fol 8=
Windows @&T Screenshot Insert &% & 2 |

FEFEEFE R EE
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» Add-ins Group

e I8 MS Word &1 U& 9gd & #edqul 3w 2, e SuaRT 9)a g9 319w MS Word
# 37 Options & Add &= Fad &, I 8 MS Word % gt & 721 fda I | e
ysR &R Android Mobile # Play Store B1aT &, RTdT SXHIe oxd &9 9 wift | P My Add-ins - Wikipedia
Applcation & Softwares @I Install &R @i 8, S Ugel & g9 Mobile % &1 &3 gU Add-ins
Bl 8 |

B Get Add-ins W

» Media Group

e 9 JU & YART Online Video ®r 3ra= Document # Add &R Sad € |

e TG ¥ MU W AwH W fFad w=IT a ug M Video &1 URL or embed code &1 STaf &) 39 E?é;
fafear @1 ea=r MS Word @t Document File % <1 \dd € | 31T 91e @ 398 Youtube & Video ¥y | Online
EHIRSCE Video

Media

» Links Group
o T YU D AT T A1 ST S BF ferd €1 S 7 § — Hyperlink, Bookmark | & (inic
& Cross-Reference. =
o Link — 39 i &7 YOI oxa 89 a9 SIRFIC & A fdl 1 File, Folder, Photo, > Bookmark
Video, Document wrer € =1 website 7 1 Link @ waxt §1 99 i &) @ | [ Cross-reference
BT 1 98 ST Gl SR | .
e Bookmark — Links
o 39 MM T IUTINT d¥a AT 3= Word Document # it #f o .k Bookmark &1 @11 & € |
gad forg emudT wed ugel 39 Word @1 Select == 811 ik Bookmark # u& Heading or Specific
Text forg=m gr |
o f 3MY U=l maeashar & IJAR Bookmark @ Dialog Box @I Open &’ & d1&@ 39 Bookmark &1
Select #x&» GO To & s B T4 B8 |
e Cross-reference — 39 3ffeF &1  UART %<& 84 3= Document § Numbered Item, Heading, Bookmark,
Footnote, Endnote, Table, Equation 3mf& & 38R T& Hyperlink Insert &R H&d & | 39 gRT 3 |+ Hhead-
ings @ T List IR Ugel IS IR gHC ) Wahd § | O @ 37 Uge U WR IEd gY@ fh ¥ Heading or
Table .} % Ud foeid & gRT S Add 8 | 39 fo1¢ amuyaT Ctrl @ Ay # 499 & Left Click &7 gam1 811 |

» Comments Group +

e T YU HT WANT MY fhel 0 cave R Comment & & folg &R |ahd 2 | LV:‘

o fHRfl Y TRe W Comment &= & foU ax ugel 9 Text @1 Select H=AT BT | S¥® 9TG MUl | Comment
Comment Section WR ¥ BT BRI, I d1& Ags ¥ Udh Comment Box Gel SIRAT, T4 39
39T Comment Type &R Hdd & |

Comments

» Header & Footer Group
o U YU B IFCIIIA ADI A4 AR <@ Bl el & | Header, Footer & Page Number. D D
#

e Header -
o MS Word & weRi W drer i Rerd €11 8, §90 S &1 SUAN ey || cooe Footer Page

- = Number ~
amr Document Header # Lesson Name, Title, Page Number etc. forg \ad € | e G e

o TWUN B AN & fRAre & gery ar g ft S Adhdr § |
e Footer —
o MSWord® e - arel 719 & Rerd g1 €, 39 8@ &I SYANT &xa 3y Document Footer #
Lesson Name, Title, Page Number etc. fora e € |
o TUUW & Ao & Y™ W gcrr A1 il Wl ST JdhdT © |
e Page Number -
o 39 i@ &I YT &xa g Header or Footer # Page Number &1 \ahd & |
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o 39D AT A= ydR & FaRT B I T 8T €, R 3 o 87 U+ e 9 Customize ¥
B Fhd 2 |

» Text Group

o U YU P AT IMMUBT AT M@H @ bl Hed — Text box, QUiCk D 4 A — [# signature Line ~

Parts, Word Art, Drop Cap, Signature Line, Date & Time and Object. i (5% Date & Time
Text Quick WordArt Drop

e Text Box— Box~ Parts~ - Cap~ 3] Object -
o 39 WM PT SUIRT X 3MY 3199 Document # T Stylist Text B
Box g7 A& € |
o 39 3mu®m! Draw Text Box &1 1 U@ i faar war & | et TaT &va 319 3+ f2rd i Text Box
Draw &R A& & |
e Quick Part — 39 3w &1 YT &-a 39 Document Property # Author Name, Company Name, Category,
Company Address 31f& @I ¥R A& & |

e Word Art — 39 i@ & TN &R 31T 9= Document # Stylist Words Type &R ddbd 27|

LRS A dyqne€ Ay

Ea v s

e Drop Cap — 39 @M &7 YA Ixd IRWUTH & Ygal 3MeR $I 991 IR Fdhd 8 | O -

Video provides a powerful way to help you prove your point. When you click Online Video, you can paste
in the embed code for the video you want to add.

e Signature Line — 39 @M &1 JART &xa& MY 9+ Digital Signature &1 Add &1 |dd &1, oiffds SH6T START
fw Microsoft Partner € &R & 2 |
e Date & Time — 39 3= &1 SYANT &) g9 -1 Document # Current Date & Time @7 §dc &R Adhd & |
e Object — 3 3@ & SYANT Ha ¥l 3 Software @& File &1 MS Word # ¥ fvar 51 dahdr 2|
o Text From File @1 #igg ¥ a7y fbdl T8 BIsdl & 3iax [ T SRe &I Current File % &1 A& & |

» Symbols Group T[ Q

e U YU B AT IMUBT T AR <@+ &I e — Equation & Symbol. Equation Symbol

e Equation — 39 3@ &1 YN & 3110 O A AR Siias A1 ®iel &, 39 S 94 Bl e[g9 | - .
R W gﬁ—l Symbols

e Symbol -
o 39 JI@M & IUANT B 3MY 319+ Document # =TT +f1 Symbol &7 Insert &R Had © |
o 39 JI®M & 3R MUP! 9gd AR Stylist Text 1 e SRR 5= Select @%@ Insert Button gam1 W a8
3@ Document # S¥E & SIRATT |
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)
Design Tab J

¥¥.1 — MS Word # Design Tab @t 87

Design Tab — MS Word &7 & VAT <9 &, a1 SUART a”a &4 39+ Document @1 Design @7 39 <9 # fad
el & YANT dxRab AU ZHE F TIR dR Fad 2| 39 Tab IR o9 & forg Shorcut Key (Alt + G) &1 gamT fasar

ST &, TAT AISE & §RT W1 §9 <9 UR Ugal Sff |l & |

e 9 Tab @ ofcvd Rw o Ju f¥ I &, S FfaiRad €1 — Themes, Document Formatting and Page Back-
ground.

m A
woser | @

''''''' — Colors Fonts
A ]

Paragraph Spacing - D
Effects =

Set as Default

Page Background ~

Watermark Page Page
- Color - Borders

a 0

» Themes Group
e ITH YU BT WAN xS AU UH & R # 3+ Document & &1 Formats &1 d&et
o £ |

o I MM &1 YINT ok RI% o &1 fdad 7 &9 399 Document & Heading, Font,
Color, Design @ Change &= d&d 2 |

e 39l Themes Group & 3iciTd 98 A feoie e SR, RTF®T SUANT MY 370+
Document § & & ¢ |

» Document Formatting Group

Gallery Integral

\\\\\

Ao [2] 2]

] (] T ]
"""""" ed | o
E® o [ Jow
ol el el e

Dividend

e TN YU P IWIN &x& 39 319-1 Document & Colors, Fonts, Paragraph Spacing, Effects @1 s+ fgame & 9
B Fhd 2 |

TITLE

rrrrr 51

TITLE e Title Title

it

nnnnnn t Formatting

= Colors

A g,‘ Paragraph Spacing ~

Effects ~

Fonts
Q Set as Default

e 3 3iferE # Themes & W 9 Level @ Formatting & Design 39 33 T 810 €, RiFdT SUINT &xas 319 3719

Document # Line, Margin, Spacing, Board & @< &I Impact &% |dd & iR i+ f2dre 3 Design 941 & Save

B FDhd 2 |

» Page Background Group

e 9 YU BT YANT IR 84 A4+ Document # Watermark, Page Color & Page Borders @1

Set B Adhd T |
e Watermark —

Water

P e [

mark Page Page
Color - Borders
Page Background

o 39 JiM@M & IWANT H &9 391 Document & Background # Text or Picture @1 fa@r Had ¢ |
o 3T MM & IAUd B8H o 99 M@ @ T Herd &1 Text Watermark & Picture Watermark.

1. Text Watermark — 9 3R &1 SUINT TP 89 AU SIRHAC & dHUSS H CRe dIexHD DI il

Tad g | e forw g6 Watermark arer 3@ WR faeid o)1 81T |

ited Watermark

o (Watermark = Custom Watermark->Text watermark —>Select |®herse=s

text = Type you text = Press Ok) 3R 3rTel & Udl Mg TRl @l

O picture watermark

Select Picture...

Scale Auto

Text Watermark 3maa Document # T &7 & | -

2. Picture Watermark — 39 3@ &1 ISUINT dRd & AU SIRHC D
JeruTSs d fUder arexdre & o 96 © | 9 fou 9e9 ugar Wa-
termark drel 3@ 9R et BT BN |

Language: |English (india)
Texts Asap

Font: Calibri

? X
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o (Watermark - Custom Watermark ->Picture watermark ->Select text > Type you text = Press
Ok) 3R arTel 1 ual 3 <@ @1 Picture Watermark amaes Document % & a7 & |

e Page Color — 39 i@ &1 IUANT TR 3MT 3T ISl B FoR < Fhd ¢ | $9 M@ & I MUD! 980 AR
ek e SRAT | 512 o1 oo f2d 91Ut SfdRpie & Usl WR 3Twlls PR 9dhd & |

e Page Borders — 39 @M &7 UIRT &Xa M4 9= Document % Border &1 \ad & | 39 R & icTd 3MMId]
U9 |9 offwe <@ & e € — Borders, Page Border, Shading.

1. Borders—s9 @M &7 FANT 3179 319+ Paragraph # Border s snaswaang ? x
BT T Adhd 8 | oI fory 3! Page Borders aTet Jffwr o | smsesoreer shacing
R T BRAT BN, SHD 918 aUD AT Th Dialog Box = 0 | ™ o tagampsowor e
None 10 apply borders

Open 8T | ST 3T Borders arel 3iferd &7 Select &=
BT, foTas a1 JMueT 9ga 9 feaig et SRRt | S99/
o7 A1 &S @1 o 81 I9 Select #%& OK &7 g

aqr < | - B

2. Page Border — 9 @M &1 YINT dxab 3T 07 Ul H oo | [
Border @1 & &ad €| raa forw amuet Page Borders R .
qrel e R fFedd AT BN, SHH q1g TP AT U Py
Dialog Box Open &rm| fSrad amual Page Border atel p—

3ifer @1 Select &A1 BN, RM® q€ MUDI 9gd AN
feomsa e SRt | S8 | R ft fesig= @1 &= 81 99 Select &)a Ok &1 g+ a1 <F |

3. Shading — 9 3if@ &1 YIRT &Ra AT 310 Text & Background # Color &1 ¥ &) dad & | 3% 3maa! Color
Pattern @ 9gd @R Style i T 81 & | f59as forg amue!l Page Borders arel &ffed wR s w1 811, I
915 s JHE Ua Dialog Box Open &R | RS/ amdee! Shading aret sifere @1 Select =1 8FT, R I9& 918
3! i1 1 Color or Style @1 81 39 Select #)a OK &1 g1 &aT I |
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%1 -

&)
m Layout Tab J

MS Word # Layout Tab @ 8?
MS Word & 3T Layout Tab T 9gd & Asc@yqul <d 3, foIaT SUIRT Page ¥ Wafd e & 3% & foy

foar S €1 Layout Tab & W9 & forg wifdde-a1 (Alt + P) &1 YT fhar ST €1 59 29 IR &4 A8 & gRT 41 o

Fhd 2 |

File

39 <9 @ i g I <9 <Em @ fea €| Sife famfaRaa € — Page Setup, Paragraph, Arrange.

Home Insert Draw Design Layout References Mailings Review  View Help QTeII me what you want to do

¥ N ¥ Breaks ~ Indent Spacing [ [ Align -
T O 1 = O P R
- } ! - il |Line Numbers 3= Left 0 . 4= Before: |0 pt . ;
Margins Orientation Size Columns __ ; __ — - Selection
- - - . bc Hyphenation~  =&Right: 0" D t=After 8pt : Pane
Page Setup M Paragraph Ta Arrange
» Page Setup Group
. o . ¥ N v= Breaks ~
e Margins — 39 3@« &I ITANT HDb AT 319 MS Word # @ DD ID EL N
. . . H ine Numopers -
Margin Set &= wod &, By Default a8 Left, Right, Top and  |margins Orientation Size Columns T
Bottom # 1 inch Set 8T 81 T o9 310 fewg & Set ava | - - - ol DR

Page & Margin o1 & 27 | Page Setup ~
Orientation — 9 3i@F & IUIRT Fxa 39 94 MS Word & U &1 @l (Portrait) a1 <ier (Landscape) &=
Aod ¢ | I8 By Default Portrait Mode # & rar 2|

Portrait Landscape

Size — g9 @M &1 ITINT &9 30 MS Word & U5t &1 1gel &1 & fofg &d & | 3777 =R o1 399 g & fedd
A W U TS of |ahd 8| 399 By Default Page Size — A4 (21cm x 29.7 cm) size § de BIaT 7 |
Columns — 9 i@ & JIRT & 89 99 MS Word & Ut # Column-wise foas @ forg vainT &R dad € |
39 3@ & SichTa el 1, 2, 3, Left and Right @ 3if= <@ &1 fiie S1d € | 39 39 More Columns R faeras
PR I f2vama & At Customize aR & ¢ |
Breaks —
1. 39 3@ &1 SR G ff W & ogd &l o9 e [ R 09 W o 91 & oy faar s
2| 9@ wicme-at (Ctrl+Enter) &1 ¥ vt fhar Sar 2 | 39 Page Break & =19 9 ) ST STl & |
2. Text Wraping — 9 3@ &7 YN IRWUTE & A8 9ea- & oy fdhar Srar €| s9a forg Enter Key
& T far S 2
Line Numbers — 39 3@ &1 YN &Ra Ig 91d (AT ST Fahdl &, b 3maa gy forar 1 Text fha- amgAr
# forar a7 7 |
Hyphenation — 39 3ifeM &7 STANT 39 9 IR &A1 ST 8, 5 §AR §RT AT Big 1 IREMH T 8w 8
AR H FAT ST & | I FHY {B @ FW dTell 189 H 81 I8 W 8 3R U BT AT S SR FdT 3Tl 1T
I arelt @rge # o Sar ¥ g8 Automatic & Manual g € Mode # BT B |

Paragraph Group Indent Spacing
Indent — 39 3= &1 YANT HRS 3N 309 RETH BT Tab & SUANT B [3=1erc 025° - [ZBefore: 0pt

A1fT Increase and Decrease @) Fdhd & | ST fb U ATl <9 BT g TaIHY | =€ Right: 0° S ¢=ater spt -
A fhar ST Adhar € | I8 i@ madT Home Tab § 1 <@+ &1 el Siram 2| paragraph E

Spacing — 39 3@ &7 SUIRT $HRd 3MY Y IRMWTH & WRAT BT °eT AT 967 Fdhd &1, Tg 3@ Mydr HamTab
# ofl <@ @1 e SR |
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» Arrange Group = & Align -
e Position — 39 3= T AN @R MY 39+ Docu- \
ment % Shape and Picture &1 Position set &%= & forg Selection
39 3@ BT YA R Fdhd ¢ | Pane
e Wrap Text — 39 i@ &7 WANT & 3MY U+ Doc- Arrange
ument # =71 ¥ Shape and Picture @7 Square, Tight, Through, Top & Botto, Behind Text, in front of Text etc.
¥ B Gahd © |

e Bring Forward — 59 3ifer &1 SuanT amg fawdt it Shape and Picture &1 & T8 & W oM & oy a= Aad
21 39 sl A sifwre e SIRRT | St f=1 € — Bring Forward, Bring to Front and Bring In front of Text.

e Send Backward - 59 3iT® &1 IUANT 37 =i 1 Shape and Picture &7 T& §¥R & A< o &M & o @R
|hd B | 3AH AMUPI A 3ifer e SRt | i 71 € —Send backward, Send to Back and Send Behind Text.

e Selection Pane — g9 i@ & ITANT & MY fAT T Shape or Picture @I Show & Hide &1 |ad & |

e Align — 39 3@ & IYANT b M9 (4= Shape or Picture &7 Left, Right, Center, Top, Middel and Bottom
H X Ahd &8

e Group — 39 @M &1 ST & MY T AT 1 9 ¥ Shapes or Pitures &1 I &1 & folt &R Adhd 2 |
9@ forg amaaT <M1 Shapes or Pictures @ Select &A1 8T | I Select 81 T MU YU &7 A== Show BRI |

e Rotate - 9 3if®M &1 YART &= M9 B A1 Shape or Picture BT AT Febd 81 | $HS 3fcTT 3MUD! 95 o
sifer fier Wi €1 o f — Rotate Right 90°, Rotate Left 90°, Flip Vertical, Flip Horizontal 3ma =12 d More
Rotation Option TR faeid o 39 U fR4me & 1 Ratate & A & |
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References Tab J

9.1 — MS Word § References Tab @1 87

I8 MS Word &1 U& d98d &1 dewayol Tab 2, fer Suanr &9 fadl Book and Notes Writing & SR &_d 2 |
9 viche-d (Alt+S) ® R 59 TR T1AT ST FHaT & | 3T a8 o A8 & gRT W1 39 Tab R 1 Fad 2 |

e 39 < & 3fd w7 Group i3 W €, S e fafRad £

File Home Insert Draw  Design [EYGI References Mailings  Review \View Help Q Tell me what you want to do
1) Add Text - ABI I3 Insert Endnote ﬁ) @ =l Manage Sources [ Insert Table of Figures D [2] Insert Index +_r Egr Insert Table of Authorities
[l update Table AR, Next Footnote - [E& style: Chicago -
Table of Insert Smart Insert FoL B Insert Mark Mark
Contents = Footnote Lookup | Citation = =1 Bibliography - Caption EE Cross-reference Eniry Citation
Table of Contents Footnotes = Research Citations & Bibliography Captions Index Table of Authorities

» Table of Contents Group

39 U & YA MS Word Document # List 95 o ferg fopam Sirem 8, v &9 i S E)Add Text -
v g ff wEd €| 39 AT A offe ¥ ¥ €| 39 <@ ' g W o
Faad 2, f& RT Lesson fhaw U & fhad US a@ Rerd 21 &R a8 v g | Table of
Clickable ¥t &Kt 2| amue! 797 #Y Lesson W WI+T &1, 99 Lesson W= Ctrl + Click | Contents -
Press %1 W &9 WY 99 Lesson W Ugd T & | Table of Contents

e Insert Table of Content — s @& AT ¥ Page W &+ Headings &7 YIRT &xa fobsdl o1 favarg @1 Content s=mT
ST AhdT 8 | I uar aetar € f @9 a1 Topic fed Page W 21 8k 99 Heading W Ctrl & <1er click #_a
UgAT S Fehell 2 |

e Add Text— g9 @ 5T Level Heading a1 & Sirew @& ford o i 2 |

e Update Table — 9 &T UaRT Page & 3ieX f&d T Changes ( add Title, Heading, etc.) @ Update &%= & forg
foar S ® | R/ & rer & Table of Content 1 Update & SITaT 2 |

D' Update Table

Content :-
Heading 1. e 2
Heading 2 ..o 5
Heading 3. ..o 8
Heading 1. ..o 12
Heading 2......cooiiii i 15

» Footnates Group

e Insert Footnote - S YU &T YANT FRa AW 391 MS WORD & Document # &ig =
~ 1 i Insert Endnote
A1 == A1 Important Note Add @R |ad 81, 99 amaer Document 3iiR 1 STt X
AT 95 STRATT | o AE Next Footnote ~
o Footnate @1 &4 1 UST TR oW &, I8 S U & ARG H 7T © | Footnote
o Endnote @ 81 9¥ Document # &g W I &R, ¥ gem & Document & Footnotes E
3MRERY ¥ ST STl 2|

e Next Footnote / Endnote — g8 & UarT & fail i1 footnote / Endnote &1 OdT @RI ST AT & | 519 & 3ieR
ama &1 (Next Footnote & Endnote, Previous Footnote & Endnote) f&am <mar 2 |

e Show Notes — 39 &T 3T fed ¥ Footnote & Endnote &1 Show &)= & foru fovar Siam € |

» Research Group
e Smart Lookup — $9 3i@H &1 SN & 89 A4 dad-sAasl & fwr 1 Definition, image, Web
Pages sa1fe @ IR # Research & A ¢ |

17



LEKHRAJ SINGH TRAINING INSTITUTE PVT. LTD.
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e Show Comment — $9 @M & STIRT Ul W & g Comments &1 Show & Hide a=™ & forg foar Simar =1

» Tracking Group
e S U HT IUANT 3M9 39+ Document # Track Change &1 &1 & &, fordan P ES) Al Markup -
BrRIET I8 BT | fb afe g ot e amae Document @ wrer # foit ) gebR 7" 2 Show Markup -
m@'m% amﬁmmmﬁWWWmmﬁ TraCk_ReviewingPane'
<ot a1 Reefie a8, 1 3 S 3w Wahd & | 9T 39+ 99 Document @1 g | Changes |
el B IRE A IR A & | Tracking E
e 39 39 Track Change &1 Lock i @R Wahd 2, [oTe¥ @IS SOV A SHEHT SRMIA 8l $HR URAT | D! 560D
3T AR @M iR <@ &1 e o = | ( Track Ch anges, All Markup, Show Markup and Reviewing Pane).

» Changes Group
o 9 YU P SYINT IH FHY AT Srar 8, 519 amde ara< Document # Track Changing € Previous
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