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Introduction of MS Word 2007:- 

Part -1 Introduction of MS Word 2007, Print Preview, Print etc... 

Microsoft ,d Important and Joined Detail Application Software gS] ftldks ge word 

Processing Software  Hkh dgrs gSa] bl Software  esa Latter Typing, Memos cukuk] 

Invitation, Appointment Latter, CV, Bio data, Project Work, Draft vkSj cgqr dqN cuk 

ldrs gSa] blds lkFk gesa dksbZ Spelling Cheek djuh gks ge Cheek dj ldrs gSa] lols igys 

Åij blds Product  dk uke vkrk gS] 

blesa Seven Different Tab gSa] igyk Home Tab blesa blls lEca/kh Tools Available  gSa]  

nwljk Insert blesa Insert ls lEca/kh lkjs Tools Available gSa] blh rjg Page Layout, 

Reference, Mailings, Review, View bu lkr Hkkxksa esa MS Word Divided gS]    

Office Button 

Office Button ftlesa Common Button ekStwn gS tSls & New, Open, Save, Save as, 

Print, Prepare, Send, Publish, Close. 

New: - Use for create new document (Ctrl+N) 

File esa ;fn New Page Open 

djuk pkgsa rks ge New ij Click 

djrs gSa] bkSj blds ckn Create 

ij Click  dj nsrs gSa] rks New 

Page vk tkrk gS]  

 

 

 

 

 

 

Open: - Use to open save file. 
(Ctrl + O) 

Open ij Click djus ls oks 

Application tks igys ls dgha Hkh 

ftl Location esa Save gSa mudks 

ogka ls Open dj ldrs gSa] og File 

Open gks tk;sxh] vxj File dks 

Close djuk gS rks Close Button 

ls File Close dj ldrs gSa] 
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Save: - Use to save file which already save. (Ctrl +S)  

or 

Save as: - Use for save file of name. (F12)  

File esa dksbZ dke fd;k gS rks bl File dks Save dj ldrs gSa] to dh Save As dh en~n 

ys dj ge File dks fdlh nwljh Location ij Hkh Save dj ldrs gSa]  

Important ;g gksrk gS fd ;fn ge bl File dks fdlh nwljs “k[l dks bZ esy dj jgs gSa]  

fdlh vkSj Computer ij Open djus okys gSa vkSj gedks ;g ugha ekywe dh oks O;fDr Office 

2007 Use dj jgk gS ;k ugha] ;k Office 2003 Use dj jgk gS 

vxj Office 2007 ds vUnj dksbzZ File Create dh Hkh gksxh rks og Office 2003 ds vUnj 

ugha [kqysxh] vkSj Office 2003 dh reke Files Office 2007 ij vklkuh ls [kqy tk;saxhA     

tks Low Version Software gS og Higher Version Software mldks Support  ugha 

djrk gS] vkSj Higher Version Software tks gS Low Version Software dks Support  dj 

ldrk gS 

ge bl File dks fdlh dks esy djrs gS vkSj mlds ikl Office 2003 gS rks ge bl File 

dks Office 97- 2003 esa Save djds mldks esy dj ldrs gSa tks mlds ikl vlkuh [kqy tk;sxhA 

blls ;g Qk;nk gksrk gS fd Office 1997 ls ysdj Office 2007 rd dk Version Use 

dj jgk gS rks mlesa ;g Files vklkuh ls [kqy tk;saxhA 

Print:-  Use for print of created file. (Ctrl +P) 

Documents dk Print Out fudkykuk pkgrs gSa rks Print dh Command dk bLrseky dj ldrs 

gSa] blds fy, gekjs ikl fizaVj gksuk vko”;d gS] vkSj oks fizaVj Computer  esa Install gksuk pkfg;sA 

igys ge Printer Chose dj ldrs 

gSa fQj blds ckn Printer dh pkgsa  

Properties Change dj ldrs gSa]  

vxj gesa iwjh File dk Print fudkyuk 

gS rks Print to file Hkh dj ldrs gS]  

lHkh Page ds Print fudkyus gSa rks 

All dks Select djds Print fudky 

ldrs gSa 

;fn Window ij fn[kk;h ns 

jgs Page Print djuk gS rks Current 

Page dks Select dj Print dj 

ldrs gSa] ;fn ohp chp esa ls Page 

Print djus gS rks Page No. Mkydj Coma Use djds Print dj ldrs gSa tSls 1]5]7-12]14  

vxj gesa File ds 1 ls T;knk Print fudkuys gksa rks Number of Copies ls ftruh Copy Print 

djuh gksa dj ldrs gSaA 
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File dk Print fudkyus ls igys gesa mldk Print Preview t:j ns[ksa fd ge ftldk fizaV fudky 

jgs gSa mldk Print lgh vk jgk gS ;k ugha blls ;g irk py tk;sxk fd fdruk ektZu NwVk gqvk 

gS] fdruk Space vk jgk gS dgha dksbZ deh rks ugha gS] vxj gS rks ge mldks lgh dj ldrs gSa 

D;ksafd vHkh gekjk fizaV fudyk ugha gS] ftlls gekjk fizaV [kjko gksus ls cp ldrk gSA    

   

 

 

 

 

 

Preview dks ns[kus ds ckn ge Preview dks Close Preview ls can dj ldrs gSaA 

Office Button ds ikl gS Save Option tgka ls ge viuh File dks Save dj ldrs gSa] Undo 

Typing dj ldrs gSa 

ckgj ls gesa vxj dksbZ Hkh Command Operate djuh gS rks ge  Customize Quick 

Access Toolbar ls ge vkSj Hkh Tools can vkSj [kksy ldrs gSaA 

vkSj uhps dh rjQ gS Status Bar ls ftlls gesa irk pyrk gS fd geus fdrus Pages 

Use fd;s tk pqds gSa] vkSj fdrus Word tks gSa Type fd;s tk pqds gSa vkSj blh esa ge Right 

Side esa ns[ksaxs Zoom in and Zoom out Option   vxj ge + dh rjQ c<saxs rks Zoom in gksxk 

vkSj & dh rjQ c<saxs rks Zoom out gksxk 

Prepare:-          
Prepare the document for distribution inspect document, in crypt document 

restrict permission, add signature, run compatility. 

Send: -  
Use for send document created file. 

Publish:- 
 Distribute the document to other people blog document server,  

Create document workspace: -  
Create a new site for the document & keep the local copy synchronized. 

Close: -  
Use for close M.S. Office. 
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Home Tab 

Part 2 –(Clip Board) Cut, Copy, Paste, Format Painter... 

Clip board: - Use to show the office clip board task pan 

Cut: - Use to cut the selected text.    (Ctrl +X) 

Copy: - Use for copy the selected text.    (Ctrl + C) 

Past: - Use for past on any other place to copy text.      (Ctrl +P) 

Format Painter: - Use for Copy – Formatting from one place and apply in to 
another. Double Click this button the same formatting to multiple place in the 
documents.         (Ctrl + Shift +C) 

Home ds Tab vUnj Command gS Clipboard vkSj Clipboard ds vUnj pkj Different 

Option Available gSa] fdlh Hkh Text dh Duplicate ge cukuk pkgrs gSa rks ge ;gka ls Copy 

djrs gSa] vo gesa bldh Number Of Copy tgka pkfg;sa rks ge ogka tkdj Past ds cVu ij 

Click djrs gSa] vxj gesa ,d okj Copy djs gq, dks dgha vkSj Hkh Paste dj ldrs gSa] vxj gesa 

bl Text esa ls dqN Cut djuk gS rks ge Text dks Select djds Scissors (dSph) ls Cut dj 

ldrs gSaA vkSj dgha Hkh Paste dj ldrs gSaA 

Format Painter bl Command dk Qk;nk ;g gS fd ge tks Hkh Font Style, Color, 

Size  ge fdlh Hkh ,d Text ds Åij j[ksaxs] rks ge Text Select djds Format Text dks 

Select djsaxs vkSj ckfd Text ds Åij Brush /kqek nsaxs rks lkjs Text tks gSa tks igys okys Text 

dh rjg gks tk;saxs] Size, Color, Style lo igys okys Text dh rjg Apply  gks tk;saxhsA  

ge pkgrs gSa fd ;g reke Size, Color, Style lo ij ykxw gks tk;sa rks ge lo ij 

Format Text dks Select djk gqvk czq”k /kqek nsaxsA 
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Part 3 – (Font Block) Change Font, Font Style, Highlight Text, Change Case... 

Font: - To change the font style to selected text.   (Ctrl + Shift + F) & (Ctrl+Shift+P) 

Font Size: - Use to change font size.   (Ctrl + Shift + P) 

Grow Font:-Use to increase the font size   (Ctrl +>) 

Shrink Font: -Use to Decrease the font size.  (Ctrl +<) 

Clear formatting: - Use to clear all the formatting from the selection, leaving only 
plain text. 

Bold: - For make the selected text bold.     (Ctrl +B) 

Italic:-Use to italicize the selected text.     (Ctrl + I)  

Underline: - Use to underline the selected text.    (Ctrl + U) 

Strikethrough: - Use for Draw a line through the middle of the selected text. 

Subscript: - Use to create small letters blow the text baseline. (Ctrl +=) 

Superscript: - Use to create small letters above the line of text. (Ctrl +Shift++) 

Change case:-Use to change all selected text to upper case lowercase. 

Text Highlight Color:- Use to make text to create text highlight color. 

 Font Color: - Use to fill color in selected text. 

Home ds Tab esa ge Paragraph-2 esa Text Font Style  ls ge Font Style Change  dj 

ldrs gSa] nwljk gS Font Size  blls ge Font Size  cM+k dj ldrs gSa] Grow Font 

blls Hkh ge Text Size cM+k dj ldrs gSa] Shrink Font blls ge Text Size NksVk 

dj ldrs gSa] Font Bold  dj ldrs gSa] Italic dj ldrs gSa] Underline  dj ldrs gSa] 

Strikethrough  ls ge tks Text xyr gS ge mldks dkV ldrs gSa vkSj mldh txg lgh 

Text fy[k ldrs gSa] Subcript dj ldrs gSa ¼Example10 oka &10oka ½] Superscript dj ldrs gSa 

¼Example10 oka &10
oka

 ½]  

Change Case ds }kjk ge vius  y[ks Text dks Sentence case, lowercase, 

UPPERCASE, Capital Each Word, tOGGLE cASSE  esa Change dj ldrs gSa] ;gka ij  

gesa Text dks ftl Hkh Case esa onyuk gS oSlk gh gesa blesa gesa fn[kkbZ ns jgk gS tSls& Capital 

Each Word Case esa onyuk gS rks bldk Topic esa Hkh gesa lHkh Word mlh ds vuqlkj fn[kkbZ 

nsjgs gSaA 

Text dks Highlight Color dj ldrs gSa]  

Font Color dj ldrs gSaA   
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Part 4 – (Paragraph Blog) 
Bullets & Numbering, Text Alignment, Line spacing, Shading, Border... 

Bullets: - Use to insert bullets on selected text. 

Numbering: - Use to insert Numbering bullets on front of selected text. 

Multilevel list:-Use to insert the line number to selected text. 

Decrees indent:- Use to decrees the indent level of the paragraph. 

Increase:- Use to increase the indent level of the paragraph. 

Sort:- Use to sorting numerical selected data or text. 

Align text left:-Use to align text to the left.   (Ctrl +L) 

Center:-Use to text aligns to center.    (Ctrl +E) 

Right: -Use to align text to right.     (Ctrl +R) 

Justify: - Use to align to both the left and right.   (Ctrl +J) 

Line spacing: - Use to change spacing between lines of text. 

Shading: - Use to fill the background behind the selected text or paragraph. 

Border: - Use to customize the border of the selected cells or text. 

Home ds Tab esa Paragraph-3 ftlesa igyk Option gS Bullets dk gesa dksbZ Content rS;kj 

djuk gS rks mlesa gesa Bullets dh t:jr iM+rh gS 

geus   Content esa Bullets yxk;k gS vkSj Next esa Hkh ogh Bullets yxkuk gS tSls gh 

ge Enter djsaxs rks Next Option esa Bullets [kqn yx tk;sxkA 

Example:- 

 Sri Sai Solutions Point 

 Computer Institute 

 Sri Sai Solutions Point 

 Web Tech Institute 

vxj gesa yxk;s gq, Text esa Bullets dks Change djuk gS rks ge lkjs Text dks Select 

djds  esa Bullets esa ge Define Bullets esa ls viuh ilan ls Different Type ds Bullets yxk 

ldrs gSa pkgsa rks viuh Photo Hkh yxk ;drs gSaA 

Change List Level ls ge Bullets dh Level Change dj ldrs gSa 
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Bullets ds Option ds vykok blesa nwljk Option gS Numbering Library dk ftlls ge fdlh 

Hkh izdkj dh List cukus ds fy, Different Type ls Numbering Hkh yxk ldrs gSa]  

Example:- 

1. Sai 
2. Institute 

Or 
1) Sai 
2) Institute 

Or 
i. Sai  

ii. Institute  and more options 
 

vxj gesa Multilevel Point yxkus gSa rks ge Multilevel List Hkh cuk ldrs gSa  

Example:- 

1. Sai 
2. Institute 

2.1. Solutions Point 
2.2.  Institute  
2.3.  Sub point          

3.             
 

bl rjg ge Enter dj ds Multilevel Point yxk ldrs gSa] vo blds okn gesa okil Main 

Point ij vkuk gS rks Shift nokdj j[ksa vkSj Tab Key dks nokdj j[kuk gSA 

Alignment ds }kjk ge dksbZ Mater type djsaxs rks og Left Alignment eSa gksxk ;kfu 

dh Left ls Right dh rjQ pysxk tSls gh ge vxyh Line cnysaxs rks oks Hkh blh rjg pysxk] 

gekjk iwjk Letter Left esa ,d lh/k esa vk;sxkA 

Right Alignment Select djrs gSa rks Right ls Left dh rjQ pyuk lq: gks tk;sxk]  

Center Alignment Select djrs gSa] Heading Mkyuh gS rks chp esa lq: gks tk;sxh 

ge dksbZ Hkh Matter type dj jgs gSa vkSj gekjs fnekx esa igys ls fd gesa bldks Left esa ysuk 

pkgrs gSa ;k Right esa ysuk pkgrs gSa ;k Center esa ysuk pkgrs gSa rks ge fy[kus ls igys gh 

Alignment Set dj ldrs gSaA 

geus viuk iwjk Matter fy[k fy;k gS vkSj gedks ckn esa ns[kuk gS fd dkSu lh pht Titale esa  

Set dh tk;sxh vkSj dkSu lk Part Left Alignment esa gksxk vkSj dkSu lk Right Alignment esa 

pkgrs gSa mlds fy, ge Mater Select dj ysa vkSj gesa ftl Position  esa pkfg;sa ogh Alignment 

Select  djds mlh Position esa dj ldrs gSaA 

ge Left Alignment pqurs gSa rks Left dh rjQ dh lkjh Line lh/kh jgsaxh vxj ge Right 

Alignment pqurs gSa rks Right dh rjQ dh lkjh Line lh/kh jgsaxh vkSj vxj ge Center 

Alignment  pqurs gSa rks lo Mater Center esa vk tk;sxkA 
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geus Left Alignment pquk gSa rks gekjh Left dh lkjh ykbZusa lh/kh gSa vkSj Right dh rjQ NksVh & 

cMh Line gSa vxj ges Matter dks nksuksa rjQ ls ,d lh/k esa djuk pkgrs gSa vxj ge Right  

Alignment djsaxs rks Left rjQ ls NksVh & cMh Line gks tk;saxh, gesa nksuksa rjQ ls gesa ,d lh/k 

esa ykuk gS rks gesa Justify djuk gksxk rHkh gekjh nksuksa rjQ ls ykbZusa ,d lh jgsaxhA 

Line Spacing ij oSls rks gekjk Normal Line Space jgrk gS vxj ge pkgrs gSa bldks c<+kuk 

rks ge igys Mater dks Select djsa blds ckn ge Chose djsa Line Space vo blesa vyx & 

vyx Size Line Space gSa gesa tks Hkh Space pquuk pkgrs gSa mldks Select dj ldrs gSa] ge 

tks Hkh Line Space pqusaxs ogh Line Space yx tk;sxkA 

ge pkgsa rks bldh Side esa NksVk lk fu”kku gS ml ij Click  djsaxs rks Paragraph 

Dialup Box  [kqy tk;sxk ftldh en~n ls ge vius iwjs Paragraph dks Chang dj ldrs gSa  

 

Indentation esa eku fyft, gesa Left vkSj Right nksuksa ij 

cjkoj j[kuk pkgrs gSa rks ge nksuks ij cjkoj (Justify) 

pqusaxs 

/kVkus ;k o<+kus ij ;g dSlk utj vk;sxk ; fdruk vUrj 

iM+sxk oks gesa uhps Preview esa fn[kkbZ nsrk jgsxkA 

fQj blesa Option gS Special dk blesa vxj ge First 

Line Option vxj ge pqurs gSa rks ge ns[ksaxs igyh tks 

ykbZu gS oks FkksM+k Space nsdj ds lq: gqbZ gS] iwjs 

Paragraph esa tks igyh ykbZu gS oks FkksMk Space nsdj 

ds lq: gksxhA 

fdruk Gape NksM+uk gS oks ge By ds Option ls Select 

dj ldrs gSa 

Paragraph d tkss chp dh Spacing gS og ge Spacing 

ds Option ls Chose dj ldrs gSa Paragraph ds igys 

;kfu Before vkSj Paragraph ds okn esa ;kfu After fdruh Spacing djuh gS oks Hkh ge dj 

ldrs gS 
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Line Spacing tks fd okgj Hkh Option gS tks Hkh gedks Paragraph ds chp esa Spacing djuh 

gks ge ;gka ls Hkh dj ldrs gSasA 

iwjk Paragraph Set gksus ds ckn ge bldks OK dj nsaxs vkSj tSlk geus Set fd;k Paragraph 

oSls gh Set gks tk;sxkA 

geus tks Mater fy[kk gS mlds ihNs dksbZ Color gks mlds fy, gesa Shading Box ge blesa 

tkdj blesa vPNk yxs ge Fill dj ldrs gSa vkSj ge Color dks Fill djus ds ckn tSls & tSls ge 

Mater vkxs fy[krs tk;saxs oSls & oSls Color Hkh vius vki vkxs c<+rk tk;sxkA 

geus tks Background esa Color fd;k gS oks gesa ugha pkfg, ;k gVkuk pkgrs gSa blds fy, lols 

igys gesa lkjs Mater dks Select djuk gksxk mlds ckn  ge No Color ij Select djds 

Color gVk ldrs gSa  

Home ;k Paragraph Block Home ls ge vius Paragraph dh Seating dj ldrs gSa ;k 

fQj ge vius iwjs Paragraph dh Style Change djuk pkgrs gSa rks gesa ;g okyk Style 

Change Option feyrk gS blds }kjk dj ldrs gSa 

blds fy, iwjs Paragraph dks Select djuk gksxk blds ckn Change Style esa tkdj 

tks Hkh Style Change djuh gS dj ldrs gSa  

blds ckn Option gS Find dk ftlls ge vius fy[ks Mater esa ls fdlh “kCn dks izkIr djuk gS 

;k gekjh File dkQh cM+h gS vkSj gesa dqN Select Page pkfg, rks ge Find Option ls Search 

dj ldrs gSa 

;k geus viuh File esa fdlh “kCn dh Spelling xyr fy[k nh gS vkSj og “kCn dbZ txg Use gS 

rks gesa flQZ Replace Option ls lo txg ,d lkFk Change dj ldrs gSa 

vius lkjs Mater dks ,d lkFk Select djus ds fy, ge Select Option ls Select dj ldrs 

gSaA 
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Insert Tab 

Block -1 Pages  

Cover Page: - Use to insert a fully formatted cover page. 

Blank Page: - Use to insert blank page. 

Page Break: -  Start the next page at the current position.  (Ctrl + Return) 

blesa igyk tks Option gS og Cover Page gS blls ge vius Project File dk Front 

Page rS;kj dj ldrs gSa blesa igys ls gh Page rS;kj jgrs gSa ol gesa vius According 

Changing djds viuh  File dk Front Page ; Cover Page rS;kj dj ldrs gSaA 

fQj blds ckn gS Blank Page Option ftlds }kjk ge blh QkbZy esa ,d u;k Page ysuk pkgsa 

rks ge Blank Page ls ,d u;k Blank Page ys ldrs gSa ;k Page Break dj ldrs gSaA 

Block -2 Table 
Table: - Use to draw a table into the document. 

Insert Table: - Use to insert a table. 

Draw Table: - Use to draw the borders of a table. 

Convert Text to Table: - Use to separate the separate columns. 

Excel Spread Sheet:-  Use to insert excel worksheet. 

Quick table:- 

Calendar:- Use to insert table calendar. 

Double Table:- Use to insert double table. 

Matrix:- Use to insert spaced matrix table. 

With Subs Heed: - Use to light shading or table style. 

gesa fdlh izdkj dh dksbZ Table rS;kj djuh gS rks ge Insert Table ls ys 

ldrs gSa Insert Table ls ge Table Draw dj ldrs gSa 

blesa gesa NksVs & NksVs ls pksdksj tks Square fn[kkbZ ns jgs gSa buds }kjk ge 

Table Draw dj ldrs gSa  

blesa vxj ge ,d Square ij tk;saxs rks gesa ,d Row fey tk;sxh] vxj 

ge uhps dh rjQ tk;saxs rks gekjh Rows uhps dh rjQ cMrh tk;saxh vxj ge 

Left ls Right dh rjQ pysaxs rks gekjs Colum c<saxs ;k rks ge viuh Table 

bl rjg ls rS;kj dj ldrs gSa ;k fQj uhps Option gS Insert Table bl ij 
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ge tSls gh Click djsaxs rks gesa fdrus Coolum’s pkfg;sa vkSj fdruh Rows blesa Mky nsaxs vkSj 

OK ij Click djus ij Table Insert gks tk;sxh 

  

 

 

 

 

 

 

 

fdlh Hkh Colum esa tkus ds fy, ;k rks ge Mouse ls tks ldrs gSa ;k fQj Keyboard dh 

Arrow Key Hkh Use dj ldrs gSa 

ge bl Table esa Color Hkjuk pkgrs gSa blds fy, gesa Table Select djus ds ckn ge 

Table Style Block ij tkdj gesa blesa vyx & vyx rjg ds Shading feysaxs blesa tc ge 

More okys Option ij tk;saxs  rks blesa vyx & vyx rjg ds Color feysaxs ftlls vyx & 

vyx rjg dh Table ou tk;sxh 

ftl & ftl ij ge Click djsaxs uhps mldk Preview utj vkrk 

jgsxk tSlk gesa ilan gks og ge Hkj ldrs gSa 

 vxj gesa blds Border esa dqN Change djuk gks rks ge dj 

ldrs gSa vxj ge viuh ilan ds Color ls dksbZ Color Hkjuk 

pkgrs gSa rks ge Shading ij tkdj dj ldrs gSa  

tgka Mouse dk Cursor gksxk mlh Row dk Color Change 

gksxk blls ge gj Row esa vyx & vyx rjg ds Color Fill dj ldrs gSa  

 vxj iwjh Table dks ,d 

Color nsuk gS rks ge iwjh 

Table Select dj ysa vkSj 

mlds ckn Shading ij tkdj 

Color Change dj nsa 

 

S.No. Date Name Address 

    

    

    

    

    

    

S.No. Date Name Address 
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Table esa Border Chose djus ds fy, vkSj Color Change djus ds fy, ,d vkSj Option gS 

og gS Draw Borders blesa tkdj ds Arrow ij Click djus ij vk tk;sxk  

Borders ls ge dksbZ Hkh Border Set dj ldrs gSa 

blesa Border ds dkQh Option feyrs gSa ftlesa ls 

ge ys ldrs gSa vkSj blds Color ds fy, Color 

Option ls Color Fill dj ldrs gSa 

Shading ds fy, Shading ij tkdj tks Hkh Color 

gesa pkfg, og ys ldrs gSa blds okn OK ij Click 

dj nsa 

Table dks Move djus ds fy, ge Table esa dgha ij 

Hkh Click dj nsa tSls gh ge viuk Curser vUnj 

yk;saxs rks ge ns[ksaxs dh Table ds Corner ij ,d 

Handle cu tk;sxk ogka ij Mouse dk Pointer j[k 

dj Click djds tgka pkgsa ogka Move ldrs gS 

 

Layout Block 

Insert Rows & Columns, Change Size of Rows, Columns & Table. Marge Cell:-  

Table esa Text Alignment dks cnyuk vxj gekjk Text Left esa gS vkSj gesa iwjs Table esa gesa 

Left Alignment ls Right / Center Alignment esa ykuk gS rks mlds fy, ge iwjh Table Select 

dj ldrs gSa vxj bldk dksbZ fgLlk gedks cnyuk gS mlh dks Select djds Alignment 

Choose dj ldrs gSa  

fdlh Colum ;k Rows tksM+us ds fy, ge Table Select djus ds ckn ge tk;saxs 

Layout esa bl ij ge tc Click djsaxs rks ;gka Rows & Colum Block esa gesa vyx vyx 

Option feysaxs gesa tgka ij Hkh gekjk Cursor j[kk gS mlds lkFk vxj ge Insert Left fd;k rks 

tgka Cursor gS rks mlds Left esa gedks Colum fey tk;sxk] Insert Right fd;k rks mlds Right 

esa vk tk;sxkA 

Table esa dksbZ Row tksM+uk pkgrs gSa rks tgka gekjk Curser gS mlh ls vxyh Row tqM+ 

tk;sxh] ge Insert Below ij Click djsaxs rks mlh ds uhps vxyh Row  tqM+ tk;sxkh vkSj gesa 

blds mij gesa Row tksM+uh gS rks Insert Above ij Click dj nsaxs] rks mlds mij Row tqM 

tk;sxkh] bl rjg ls ge ,d u;k Colum tksM+ ldrs gSa 

fdlh Hkh Colum or Row  dk vkdkj NksVk ;k cM+k djus ds fy, Colum Row ij 

Curser j[ksa vkSj mls Drake djrs gq, bldks ge NksVk vkSj cMk dj ldrs gSa 
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ge lHkh Row or Colum dk vkdkj ,d tSlk djuk pkgrs gSa rks ge Table Select djus ds ckn 

mlds Corner ij tks Handle gS ml ij Right Click djrs gh gesa Option feyrk gS Distribute 

Row Evenly bl ij ge tSls gh Click djsaxs rks lkjh Row ,d Size ds gks tk;saxh] blh rjg 

ge Distribute Colum Evenly ij Click djsaxs rks gekjs lkjs Colum ,d Size ds gks tk;saxsA 

fdlh Hkh Colum esa ls Row or Colum dks Delete djus ds fy, ml Row or Colum esa 

Curser j[ksa Layout ds Row & Colum Block esa Option gS Delete dk blesa tkdj blds 

Corner ij Click dj ds blds Option [kqy tk;saxs  

blesa Delete Colum dk Option gS bl ij Click djrs gh iwjk Colum 

Delete gks tk;sxk  

blh rjg ls gesa ftl Row dks Delete djuk gS blh rjg ls ge Row 

Delete dj ldrs gSa  

blh rjg ls gesa vxj iwjh Table dks Delete djuk gS blh rjg ls ge 

Table Delete dj ldrs gSa Table dks Delete djus ds fy, iwjh Table dks 

Select djuk gksxk 

fdlh Hkh Table esa Cells Marge djus ftl Row esa Sales Marge djuh gS ml Row 

dk iwjk Select dj fy;k mlds ckn Layout Tab esa Sales Marge ij tkdj Click dk fn;k rks 

gekjh lkjh Row Marge gks tk;sxh vkSj gekj ,d Row rS;kj gks tk;sxh tks fd ,d Title Row 

gkxhA 

 Address List    

S. No Date Name Contact No Address 

     

     

 

Address List 

S. No Date Name Contact No Address 

     

     

vxj gesa bl Table esa Total djuk gks rks ge Layout Tab ds Data Block esa Formul a 

Option esa tkdj dj ldrs gSa 

Mahesh Pawan Mohan Prem Total 

100 250 200 520  
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Excel Spreadsheet:- 

Excel Sheet ysrs gh Excel ds lkjs Option [kqy tkrs gSa ftl ij ge Excel Work dj ldrs gSa 

Quick Table:- 

viuh Sheet ij Calendar rS;kj djuk gS og dj ldrs gSa 

 

 

 

Double Table Insert dj ldrs gSa 

The Greek alphabet 

 

Letter name Uppercase Lowercase Letter name Uppercase Lowercase 

Alpha 𝛢 𝛼 Nu 𝛮 𝜈 

Beta 𝛣 𝛽 Xi 𝛯 𝜉 

Gamma 𝛤 𝛾 Omicron 𝛰 𝜊 

Delta 𝛥 𝛿 Pi 𝛱 𝜋 

Epsilon 𝛦 𝜀 Rho 𝛲 𝜌 

Zeta 𝛧 𝜁 Sigma 𝛴 𝜍 

Eta 𝛨 𝜂 Tau 𝛵 𝜏 

Theta 𝛩 𝜃 Upsilon 𝛶 𝜐 

Iota 𝛪 𝜄 Phi 𝛷 𝜑 

Kappa 𝛫 𝜅 Chi 𝛸 𝜒 
Lambda 𝛬 𝜆 Psi 𝛹 𝜓 

Mu 𝛭 𝜇 Omega 𝛺 𝜔 

 

buesa ls ge vkSj dkQh Sheet gSa tks ge viuh t:jr vuqlkj ys ldrs gSa 

Mahesh Pawan Mohan Prem Total 

100 250 200 520 1070 

December 
M T W T F S S 

      1 

2 3 4 5 6 7 8 

9 10 11 12 13 14 15 

16 17 18 19 20 21 22 

23 24 25 26 27 28 29 

30 31      
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Block -3 Illustrations 

Picture: - Use to insert picture on the page. 

blesa igyk tks Option gS oks gS Picture vxj ge dksbZ Picture vius Computer ls 

Insert djuk pkgrs gSa rks igys Picture ij Click djsa vkSj fQj Picture gekjs Computer esa 

ftl Location ij gS ml Location ij tkdj Picture dks ge ogka Select djds Insert ;kfu 

ys ldrs gSa A 

 

 

File esa ls Picture Insert djus ds okn ge ns[ksaxs fd Picture ds pkjksa Corner ij gesa 

Cercal fn[k jgs gSa ;kfu gekjh Picture Selected gS] vxj ge Picture ds okgj Click djus ij 

tks Cercal fn[k jgs gSa pys tk;saxsA 

Picture dks gesa nqckjk Select djuk gS rks ge Picture ij Click dj nsaxs rks Picture 

Select gks tk;sxh vkSj Cercal fn[kkbZ nsus yxsaxs 

gesa bl Picture dks NksVk ;k cM+k djuk pkgrs gSa rks ge fdlh Hkh Cercal ij ge ;k 

Corner ij ge Pointer j[ksa vkSj mls Click djrs gq, NksVk ;k cM+h dj ldrs gSaA 

Picture ij tc ge dke djsaxs rks ns[ksaxs dh 

Picture ds tks Toolbar gSa oks [kqy tk;saxs  

blesa vxj gesa vkSj Hkh dqN djuk gS rks 

ge bl Toolbar ds ek/;e ls dj ldrs gSa 

ckgj ge dqN dke djsaxs rks ns[ksaxs fd 

Picture Tools pyk tk;sxk vkSj Picture dks 

Select djrs gh nqckjk vk tk;sxk 

ge bl Picture dks ,d txg ls gVk dj nwljh txg ys tkuk pkgrs gSa rks vxj ge ,sls 

gh Picture dks ys tkus ds fy, Try djsaxs rks Picture ugha tk;sxh 

blds fy, gesa ;gka ij Position ge Position ij tkdj ds Click djsa vkSj blds ckn 

uhps More Layout  ds Option gS vc ge blesa ge dksbZ lk Hkh Option ys ldrs gSa vkSj viuh 

Picture dks tks gSa dgha Hkh Move dl ldrs gSa 

gesa bl Picture dks vxj Rotted  djuk gS rks ge ns[k jgs gSa fd 

Picture ds pkjksa rjQ Corner ij gesa Cercal fn[k 

jgs gSa vkSj chp esa ,d gjk Cercal gS tSls gh ge vius 

Pointer dks ;gka ys tkrs gSa rks Rotted  djus dk 

fu”kku vk tkrk gS]  
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bl ij viuk  Pointer j[ksa vkSj Click djds bl Picture dks Rotted dj ldrs gSa ge tSls pkgsa 

bl Picture dks /kqek ldrs gSa  

gesa ;g Picture ugha pkfg, rks ge bl Picture dks Select djds vius Keyboard ls 

Delete Key dks nckdj Picture dks Delete dj ldrs gSa  

gesa Picture dks  fdlh Paragraph  ds lkFk gesa Set djuh gS rks ge vxj ge pkgrs gSa 

fd gekjk Mater tks gS Picture ds vkl ikl vk;s ftl Position ij ge tks gS Set djuk pkgsa 

rks dj ldrs gSa 

Picture dks Insert djus ds ckn tSls gh Pointer dks Picture ij ys tkdj Click djsaxs rks Åij 

Picture Tools vk tk;sxk ml ij Click djus ds ckn Picture Tools ds Option [kqy tk;saxs 

vkSj Position Option ij tkdj ds Click djrs gh Picture vkSj 

Paragraph ds vyx vyx Option fey tk;saxs ge ns[k ldrs gSa 

fd gekjh Picture fdl Location ij dSlh yxsxh  ge ftl 

Location ij pkgsa yxk ldrs gSa vkSj gesa ftl Location ij 

pkfg;sa ml ij Click dj nsa 

Picture dks Select  djus ds ckn ns[krs gSa 

fd Picture Tools ds vkSj Hkh Option gesa fn[kk;h nsrs gSa ftl dk Use ge 

Picture dks Modify djus esa dj ldrs gSa 

Adjust:- 

Brightness: - Picture dh Brightness de ;k T;knk dj ldrs gSa blh esa uhps  Picture 

Corrections Options gS ftlls ge Picture dks Different Type ls Modify dj ldrs gSa  
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Contrast: - blls Picture dh Contrast de ;k T;knk dj ldrs gSa bl esa Hkh esa uhps  Picture 

Corrections Options gS ftlls ge Picture dks Different Type ls Modify dj ldrs gSa 

Recolor: - blls ge viuh Picture esa ge Recolor dj ldrs gSa  

Compress: - blls ge viuh Picture dks Compress djds NksVh dj ldrs gSa  

Change Picture: - vxj gesa yxh gqbZ Picture dh txg gesa nwljh ubZ Picture yxkuh gS rks 

Change Picture ls yxh gqbZ Picture dh txg nqljh Picture yxk ldrs gSa 

Picture Styles:-  

Picture Styles ls ge viuh yxh bqbZ Picture dh Styles / Shape / Border / Effects    

Change dj ldrs gSa 

Arrange:- 

Picture Arrange ls ge viuh Picture dh Position/ Align / Rotate / Group esa dj ldrs gSa 

Size:- 

Size ls ge Picture dh Crop ; Height / Width Change dj ldrs gSa 

Clip Art:- Use to insert clip art into the document, Including drawings, movies, 

sounds, or stock photography to illustrations aspecific concept.    

gekjs ikl dksbZ Picture ugha gS vkSj gesa vius Documents Title ls feyrk gqvk dksbZ 

Picture Mkyuk gS rks M.S. Word gesa Facility nsrk gS Clip Art dh blesa Stock gesa feysxk dqN 

Picture dk tks vxj gekjs dke dh gksa ge mls ge ys ldrs gSa blds fy, ge Clip Art ij Click  

djrs gh gesa Clip Art dk Task Bar feysxkA 

bl Task Bar ij ,d iV~Vh cuh gqbZ gS vkSj mlds vkxs Go fy[kk gqvk gS bl 

Go ij vxj ge Click djrs gSa rks blesa ftrus Hkh Clip Art ekStwn 

gksaxs og lc gesa ;gka ij fey tk;saxsA 

blesa tks Hkh Clip Art gSa og gesa blesa utj vk tk;saxs blesa 

lo vyx vyx rjg ds gSa blesa ls vo ge pqu ldrs gSa ftl rjg 

dk Hkh gesa Clip Art pkfg, mldks ge ys ldrs gSa 

;k fQj Sarch For esa tks iV~Vh ekStwn gS mlesa gesa tks Hkh Clip Art 

pkfg, og Mky dj lpZ dj ldrs gSa tSls gesa House pkfg, rks blesa 

ge Type dj nsa House fQj mlds okn ge Go ij Click dj nsa 
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blesa gedks ;gka House dh lEcafU/kr ftruh Hkh Clip Art gSa og ges blesa 

utj vk tk;saxs vo blesa ls tks Hkh Clip Art gesa ilan vk jgk gks og ys 

ldrs gSa ol gesa ml ij Click djuk gS og Insert gks tk;sxkA 

 

 

 

 

Shapes:-  Use to insert shapes such as rectangles and cards, 

arrow, line, flowchart symbols and callouts. 

Shapes bl ij ge tSls gh Click djsaxs rks gesa vyx vyx rjg dh 

Shapes utj vk;saxs gekjs Documents esa tks gekjk Data gS ;k Text gS 

mlds vuqlkj gesa tSls Hkh Shape dh t:jr gS og ge ys ldrs gSa 

tSls blesa vyx & vyx rjg dh ykbZu gSa Basic Shape / Block Arrows/ 

Flowchart / Callouts / Stars & Banners gSa tks ge vius Use ds vuqlkj 

ys ldrs gSa 

dksbZ Hkh Shape ge Select djsaxs rks og ,d ne ugha vk;sxh mlds fy, gesa 

Shape dks Select djus ds ckn vius Blank Page ij  

gesa tgka Hkh Draw djuk gS ge ogka ij Click djds mldks Drake dj ysa ge bldks ftl Size 

esa pkgsa Drake dj ldrs gSa  

Shape dks Draw djrs gh ge ns[ksaxs fd Drawing Tools gekjs lekus vk tkrs gSa  

   

   

  

blesa dqN Shape Style gSa tks gedks blesa utj vk jgh gSa tks blesa nh Hkh gSa blls ge viuh 

Shape esa tSlk Color Hkjuk pkgrs gSa Hkj ldrs gSa vkSj blesa gesa bldh T;knk Shape dh oSjk;Vh 

ns[kuh gSa rks ge Arrow Key ls uhps djds ns[k ldrs gSa blesa gesa vyx & vyx jax vkSj Line 

Style gSa ftldks ge ;gka ls Change dj ldrs gSa tks Hkh gesa Shade djuk gS dj ldrs gSa  

blds vykok blesa  vyx ls Option Hkh gSa gesa blds Option ugha pkfg, gesa viuh 

vyx Style pkfg, rks vyx ls Option Hkh gSa  

Shape Fill Option gS Themes Color esa ls ge tks Hkh Color Shade djuk pkgsa 

dj ldrs gSa ftl Color ij Click dj nsaxs og Color Fill gks tk;sxkA 
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gedks buesa ls Hkh dksbZ Color ilan ugha vk jgk gS rks ge More Fill Colors ij Hkh tk 

ldrs gSa More Fill Colors ij tSls gh ge Click djsaxs rks gesa blesa nks Colors Option 

feysaxs Standard vkSj Custom  

Standard esa ge tks Hkh Block ns[k jgs gsa ml ij Click djds mls Fill dj ldrs gsa vkSj 

ogh pht gesa Custom ls Hkh fey tk;sxh ;gka ij gesa ;g lqfo/kk feyrh gS fd gedks tks 

jax oks ughsa fey jgk gS tks fey jgk gS mlesa dqN Percentage  de ; T;knk gS vxj gesa dksbZ 

Color cukuk gS rks ge cuk ldrs gSa  

Shape ds vUnj dksbZ Picture yxkuh gks rks ge Picture ij tkdj Click djsa vkSj gekjs ikl 

Computer esa tgka ij Hkh Picture gS ogka ls Insert dj ds bl esa Draw dj ldrs gSa 

Shape Fill esa ,d Option gS Gradient blesa gesa vyx & vyx rjg ds Color dk 

Combination  feysxk tSls dgka ij Light vkuk pkfg, vkSj dgka ij Dark djuk gS dj ldrs gSa  

vkSj More Gradients ls ge Texture / Pattern / Picture Hkh yxk ldrs 

gSa bldks vkSj ;gh 

Option uhps Hkh fy[ks 

gSa ogka ls Hkh yxk 

ldrs gSa 

gesa vius bl Shape 

esa dksbZ Hkh Color ;k 

Pattern Use ugha 

djuk gS rks ge No Color ij Click djsaxs rks gekjs Object ls Color pyk tk;sx vkSj  Normal 

Position esa gks tk;sxkA 

Shape Outline 

Shape Outline ls gekjs Object dh Outline gS bldks ge Color Hkh dj ldrs gSa eksVk & iryk 

Hkh dj ldrs gSa] vyx & vyx Style esa Hkh dj ldrs gSa blds fy, ge tks Hkh Color pquuk pkgsa 

pqu ldrs gSa]  

Weight Option ls gesa vyx & vyx rjg dh gesa ftl rjg dh Outline pkfg,sa yxk ldrs gSa 

Shape Outline esa vxyk Option tks gS og gs Dashes dk Dashes esa vyx & vyx izdkj dh 

Dashes gSa vxj ge viuh Outline dks Dashes esa pkgsa rks dj ldrs gSa More Line Hkh pkfg,sa 

rks ge og Hkh pqu ldrs gSa 

Shape Outline esa ,d vkSj Option feyrk gS og gS Pattern esa blls Hkh ge Outline dks 

Change dj ldrs gSa 
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gesa vxj dksbZ Hkh Option ugha pkfg, rks ge Dashes esa tkdj igyk Solid Line ckyk Option 

pqu ysa Object Normal gks tk;sxkA 

blds okn ,d vkSj Option gS Change Shape geus tks Shape Draw fd;k gS ge bls cnyuk 

pkgrs gSa ;k rks ge bldks Delete djsa vkSj Insert Shape esa tkdj tks Hkh Shape gesa pkfg, 

mldks Draw dj ysa  

vxj ge bldks fouk Delete fd;s Change djuk pkgrs gSa rks ge Change Shape ij tk;sa vo 

bldh txg gedks tks Hkh Shape ysuk pkgrs gSa ml ij tkdj Click dj nsa  

Shadow Effects  

Shadow Effects blesa dkSu ls Effects gekjs Use ds gSa mldks ys ldrs gSa] vxj ge Shadow 

dk dyj cnyuk pkgrs gSa] cny ldrs gSa  

vxj ge Shadow Effects gVkuk pkgrs gSa rks No 

Shadow Effects ij Click djds gVk ldrs gSa 

 

3 –D Effects  

gekjs ikl tks Hkh Object gS mldks ge 3-D Effects nsuk pkgsa ;gka ls ns ldrs gSa 

blesa Color Fill dj ldrs gSa 
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Smart Art 

Smart Art: - Use to insert smart art 

graphic on the document. 

blesa gesa Smart Art Graphic dh jsat 

feysxh ftldh en~n ls ge Visually 

Information Comment dh tk ldrh gS  

bl ij ge Click djds tks Hkh ge pquuk 

pkgsa pqu ldrs gSa  

 

Chart: - Use to insert a chart for to see table in chart & compare data. Chart dk Use Excel 

esa djsaxs 
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Block -3 Links 

Link:- Use to link current file of another file. 

Hyperlink:- Hyperlink dk Use ge rc djrs gSa tc gesa fdlh ds fo’k; dh iwjh tkudkjh 

nsuh gks rks gesa ftl “kCn ds ek/;e ls fdlh ds ckjs esa mldh iw.kZ tkudkjh nsuh gks vkSj mldh 

Information gekjs Computer esa fdlh vkSj Documents File esa gks ;k dksbZ Video gks ;k 

Website Link ij gS rks mldks ge Hyperlink ds ek?;e ls ftl “kCn ij Hyperlink yxkuk gS 

mldks Select djds ml Location dk Path ns nsaxs  

 

Error! Reference source not found. geus ftl “kCn ij Hyperlink dk Path Use 

fd;k gksxk] mldk Color Change gks tk;sxk vkSj tSls gh ge ml “kCn ij Ctrl Key ds lkFk 

Click  djsaxs] ge ml Location ij pys tk;saxs tgka dk geus Hyperlink esa Path fn;k gSA  

Bookmark:- Create a bookmark to assign a 

name to specific point in a document.  

You can make hyperlink that jump directly 

bookmarked location.  

Bookmark dk Use ls ge viuh File dh tks Hkh Heading 

Add dj nsrs gSa vkSj vxj gesa ml Heading ds Paragraph 

esa tkuk gks rks gesa ml Heading dks Search djus dh 

vko”;drk ugha iMrh ge Bookmark ds }kjk Add djh Hkh Heading dks Select djds Go to 

ds }kjk ml Heading ds Paragraph esa tk ldrs gSa 
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gesa Bookmark esa ls Add djh Hkh Heading dks gVkuk gks rks Bookmark esa fy[kh Heading dks 

Select djds Delete dj ldrs gSa 

Cross - Reference:-   

Use to items such as heading, 

figures, and tables by inserting 

a cross reference. 

= cross references are 

automatically updated if the 

content is moved to another 

location, by default, cross 

hyperlinks.  

geus File esa dkSu & dkSu ls 

Option Use fd;s gSa og ns[k ldrs 

gSa A 

gesa bldh List esa ls fdlh dk Link  

viuh cuk;h File esa fdlh Hkh Text ;k Heading esa bl List esa ls fdlh dk Link nsuk pkgrs gSa 

rks og ge Cross Reference ds ek/;e ls Insert  djds yxk ldrs gSA 

Link Open djus ds fy, tgka ij Link yxk;k gS ogka ij Ctrl ds lkFk Click djus ij ml 

Location ij igqap tk;saxsA  
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Block - 4 Header & Footer 

Header:-  Use to edit the header of the document. 

Footer:- Edit the footer of the document. 

fdlh Magazine esa ;k fdrkc esa gesa Page ij Åij dh rjQ dqN fy[kk gqvk gksrk gS] ogha 

Page ds uhps dh rjQ Hkh dqN fy[kk gqvk gksrk gS ;k rks og Book / Magazine dk uke gksrk gS 

;k mlesa tks Hkh LVksjh ;k tks Hkh Chapter ge i<+ jgs gSa mldk uke gksrk gks ldrk gS]  

,d okj geus vxj Header Insert dj fn;k gS rks oks gedks gj Page ij feysxk 

Header / Footer Insert djus ds fy, ge Insert tab ij tk;saxs ml ij tkdj Click dj nsa vo 

blesa ls ge vyx & vyx rjhds ls Header & Footer Mky ldrs gSa vkSj mlesa viuk Title 

fy[k ldrs gSa 

Footer Insert djuk gks rks Footer ij tk;sa vkSj Footer Insert dj ysa ; fQj Scroll Bar ls 

uhps vkdj Page ij Double Click dj nsa rks Footer vk tk;sxk vo gedks blesa tks Title 

fy[kuk gS fy[k ldrs gSa  

fy[kus ds ckn blls ckgj vkus ds fy;s Page ij 2 okj [kkyh txg esa Click dj nsa  

gedks blesa dqN Change djuk pkgrs gSa rks ge Header ;k Footer ij Double Click  dj ds 

dj ldrs gSa 

ge igys Page ij vyx Header pkgrs gSa rks Header ;k Footer ij Click djus ds ckn tks 

Option vkrs gSa mlesa Different First Page dks Chose djsa fQj ge igys Page ij tks Hkh 

Header ; Footer nsuk gS ns ldrs gSa igys Page ij Change gks tk;sxk okfd ;gha ls gesa blesa 

vxj Picture ; Clip Art yxkuk gS rks og Hkh Insert djds yxk ldrs gSa 

Different Odd & Even Page 

ge pkgrs gS fd gekjs ,d Page ij vyx Header or Footer gks vkSj nwljs Page ij vyx gks 

rks ge blesa blh rjg gj Page ij yx dj vk;s rks ge Different Odd & Even Page ls dj 

ldrs gSa ;kfu ge tks Odd Page ij tks Heeder ;k Footer Mkysaxs oks Odd Page ij vk;sxk 

vkSj tks ge Even Page ij Mkysaxs og Even Page ij vk;sxk 

Show Documents Tex 

ge Show Document Text ij ls Click gVk nsaxs rks gekjk fy[kk gqvk Text fn[kkbZ ugha nsxk 
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Page Number 

Use to insert page number in to the document. 

ge tks Hkh Document fy[k jgs gSa mlesa gesa vxj Page No. Mkyus gSa rks ge Page No ij gesa 

Page No Page dh ftl Location ij yxkuk gS ogka yxk ldrs gSa 

ge tSls & tSl vkxs Page ysrs tk;saxs Page No. Serial ls iM+rs jgsaxs   

Format Page No ls ge ftl rjg ds pkfg, ys ldrs gSa tSls %& Numerical, Alphabetical ; 

Roman ge ftl rjg ls pkgsa yxk ldrs gSa vxj gesa Page No ugha pkfg;sa ; gVkus gSa rks ge 

Remove Page No ij Click dj nsaxs rks gV tk;saxs 

Block -5 Text Box, Insert Word Art, Drop Cap, and Symbol 

Text Box: - Insert preformatted text boxes.  

Txt Box ls ge vius Txt dks Box esa fy[kus ds fy;s Use djrs gSa 

Quick part:- 

Document Properties: - Use to including fields, document properties such as title and 

author. 

Word Art: -Insert decorative text in your document. 

 Word Art Insert djuk] ge bl ij 

tkdj ds tc ge Arrow ij Click 

djsaxs rks gesa bl Gallery esa ftrus 

Hkh vyx & vyx Style ds Word 

Art gSa oks gesa bl esa fey tk;saxs 

blesa ls dksbZ lk Hkh tks gesa Bhsd 

yxrk og ge pqu ldrs gSa  

Select djus ds okn gesa ;gka ij ge blesa viuk tks gesa 

Title esa fy[kuk gS og Text fy[k ldrs gSa vkSj vxj ge 

bldk Font Change djuk pkgrs gSa rks Font esa tkdj 

Font Change dj ldrs gSa  

ge Size cnyuk pkgrs gSa rks Size cny ldrs gSa Bold / 

Italic dj ldrs gSa vkSj blds ckn ge bldks OK dj 

ldrs gSa 

tks geus Style Select fd;k Fkk ml Style esa ;g Text 

fy[k dj vk x;k vxj ge bldks cM+k ;k NksVk djuk 

pkgrs gSa rks ge bl ij Click djds Drake dj ysa 

fQj ;g Text cM+k ;k NksVk gks tk;sxk 
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ge WordArt Change djuk pkgrs gSa gesa ;g ugha pkfg, cnyuk gS vkSj gesa okil 

Gallery ij tkuk gS rks ge ,d okj bl ij Click djsa fQj blds okn ge Åij tkdj Format 

ij Click djsa Format ij Click djrs gh gesa Block feysxk WordArt Style dk blds Arrow 

ij ge Click djsaxs rks Gallery [kqy tk;sxh blesa ls ge tks Hkh WordArt yxkuk gS ml ij 

Click djsaxs mldk Preview gesa uhps fn[kkbZ nsrk jgsxk tks gesa yxkkuk gS og yxk nsaxs  

WordArt Style Select djus ds ckn vxj ge blesa Color cnyuk pkgrs gSa rks ge Shape Fill 

ls cny ldrs gSa  

Shadow Effect / 3 D Effect nsuk pkgrs gSa og Hkh dj ldrs gSa  

vxj gesa bl Text esa dqN Editing djuh gks rks ge Edit Text ls dj ldrs gSa 

vxj ge Text dh Spacing cBkuk ; /kVkuk pkgrs gSa rks og ge Spacing ls dj ldrs gSa 

 

Even Height:  

blesa Option gS Even Height yxkuk gekjs Text esa tks Capital Latter tks gSa og cM+sa gSa vkSj tks 

Small latter tks gSa og NksVs gSa vxj ge pkgrs gSa dh nksuksa Latter dh Height tks gS cjkoj gks rks 

ge bl Option dks yxk ldrs gSa 

 

  

 

Vertical Text: vxj ge Vertical text dks Select djrs gSa rks gekjk Text Vertical 

Arrange tks tk;sxk vxj gedks ugha pkfg, rks okil mlh ij Click dj nsa 

 

Drop Cap: Use to create large capital letter of the beginning of paragraph. 

News Paper ;k cqd esa ns[krs gS fd tks Hkh Text gksrk gS mldk tks igyk v{kj gksrk gS oks okfd 

Text ds eqdkoys dkQh cM+k gksrk gS  

bl Option dks Insert djus ds fy, ge Text Block ds Drop Cal Option ij tk;sa vo ;gka ij 

gedks vyx & vyx rjhd fn;s gq, gSa gesa ;g dSlk fn[kkbZ nsxk ge ml ij 

Click djds Preview  esa ns[k ldrs gSa vxj ge bl ij Click dj nsaxs rks 

;g Option Select gks tk;sxkA 

Select djus ds ckn vxj ge bldk Font 

cnyuk pkgsa rks ge blh esa uhps Drop Cap 

Options esa tkdj cny ldrs gSa  
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gesa bldks fdruh ykbZu rd djuk gS ge ;gha ls dj ldrs gSa 2 Line rd ; 3 ; 4 Line rd 

ge vius vuqlkj dj ldrs  gSa  

bl Text dh okfd ds Text dh fdruh nwjh jgsxh og Hkh ge Distance from Text Seat dj 

ldrs gSa Set djus ds ckn ge bldks O.K. dj nsa tSls gh ge O K dj nsaxs tks Hkh Seating geus 

dh gS oh yx tk;sxhA 

vxj ge bldks gVkuk pkgsa rks ge Non ij tkdj gVk ldrs gSa  

Signature Line: - to insert signature line that specifies 

the individual who must sign. 

Signature Line dk Use ge vius cuk;s Latter Head ds 

uhps viuk uke vkSj Post Mention djus ds fy;s djrs gSa] 

ftlds }kjk gekjs }kjk fy[ks Latter ds uhps gekjk uke vkSj 

Post uhps lgh Location ij fy[k dj vk tk;sxh ftl ij 

ge vius Signature dj ldrs gSa 

Date & Time:- Use to insert current date & time in to 

the document. 

Date & Time Option ls ge vius Paragraph / Hiding / 

Matter ij Date & Time vxj yxkuk gks rks ge bl Option 

ls yxk ldrs gSaA 

 

 

Object: - Use to insert an embedded object. 

Object Option ls ge viuh File esa fdlh vkSj Software ds 

ek/;e ls cuk;s Object dks Insert dj ldrs gSa 

 

Equation: - Use to insert mathematical symbol.   

Symbol: - Use to insert symbol in to the document. 

Symbol esa ls ge Symbol Insert dj ldrs gSa 
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Tab -3 

Page Layout 
Block 1 Themes-  

Themes:-  

 Color themes:- Use to change the color for the current themes. 

 Font themes:- Use to change fonts for the current theme. 

 Effect theme:- Use to change the effects for the current themes. 

Theme dk Use ge viuh cukbZ File dh Color Themes Effect Change djus ds fy, djrs 

gSa 

Block 2 Page Setup Block-   

Margins:- Use to select the margin size for the entire document or current section. 

blesa dqN Margins igys ls gh Set gSa vxj buesa vxj ge 

vius vuqlkj Margins Set djuk pkgsa rks Custom 

Margins ls Set dj ldrs gSa  

blesa Top ge fdruk pkgrs gSa vkSj Bottoms esa fdruk 

pkgrs gSa Left & Right esa fdruk NksM+uk pkgrs gSa og lkjk 

ge blls Set dj ldrs gSa] buds Arrow ls Size ge de 

o T;knk dj ldrs gSa ge Margins tSls Set djsaxs uhps 

mldk Purview fn[kkbZ nsrk jgsxkA 

viuk Margins Set djus ds ckn OK dj nsa 

Orientation:- Use to switch the page between portrait & landscape layouts. 

ge vius Page dks fdl rjg pkgrs gSa og ge ;gka ls Set dj ldrs gSa ge vius Page dks lh/ks 

esa pkgrs gSa rks Portrait (Vertical) dj nsaxs vxj pkSM+s esa pkgrs gSa rks ge bldks Landscape 

(Horizontal) dj nsaxs 

Size:- Use to choose a paper size for the current section. 

ge vius Page dks fdl isij ds Size ij Print djuk gS vlds vuqlkj Paper Size Set dj 

ldrs gSaA 
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Columns: - Use to split text into two or more column. 

gesa vius isij esa fdrus Columns djus gSa dj ldrs gSa vkSj ge 

blesa More Columns ds Options esa tkdj bldh vius vuqlkj 

Seating dj ldrs gSa tSls geus rhu Columns fy, vkSj ge pkgrs 

gSa fd bu Columns ds chp esa ykbZu gks rks blds fy, gesa Line 

Between ij Click djuk gksxkA ftlls bu rhuksa Columns ds 

chp esa ykbZu vk tk;sxhA 

vo tc ge viuk Matter bu Columns esa fy[kuk lq: djsaxs rks 

igyk tks Matter gS og igys igys Columns esa iwjk Finish gksxk 

mlds ckn gekjk Cursor nwljs Columns esa tk;sxk vkSj nwljs dk [kRe gksus ij rhljs esa vk;sxkA 

ge ,d lkFk rhuksa Columns esa Matter fy[kuk pkgrs gSa ;kfu ge ,d lkFk rhuksa Columns dks 

pykuk pkgrs gSa rks blds fy, gedks Columns dks  Brake djuk gksxkA 

blds fy, gesa Page Setup Block esa Option feyrk gSa 

Insert Page and Section Brakes Use to add page, 

section, or column break to the document. 

blesa gesa Columns Brake dk Option feyrk gS mls ge 

Select dj ysa ge ftruh okj Columns Brake djsaxs mrus 

Columns Brake gks tk;saxA vo buesa ge ftl Hkh Columns 

esa fy[kuk pkgsa fy[k ldrs gSa  

Line number:- Use to add line numbers in the margin 

alongside of each line of the document. 

Hyphenation:- Use to turn on hyphenation, which allows 

word to break lines between the syllables of words. 
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Block -3- Page Background Block  

Watermark: - Use to insert ghosted text behind the 

content on the pages. 

fdlh Hkh Text ds ihNs Background ds :Ik esa File ls 

Relative Heading / Particular Mark ;k Logo yxkuk 

pkgrs gSa rks og ge Watermark ls yxk ldrs gSa] gesa viuk 

tks Hkh Text fy[kuk gks ;k Picture yxkuh gks rks og ge 

Custom Watermark esa tkdj dj ldrs ldrs gSa 

blesa ge Font, Size, Color Change djuk pkgsa rks og Hkh dj ldrs gSaA vxj ge bl 

Watermark dks Remove djuk pkgrs gSa gesa vxj ;g ugha pkfg, rks ge okil Watermark esa 

tkdj Remove Watermark ij Click dj nsa blls yxk gqvk Watermark gV tk;sxkA 

Page Color: - Use to choose a color for the background of the 

page. 

viuh File esa ge tks Hkh Text fy[k jgs gS 

fdlh Hkh Page ij ml Page dk Color 

vxj ge Change djuk pkgrs gSa] rks mlds 

fy, ge Page Color ls dj ldrs gSaA 

blds vykok vxj ge blh esa ls Fill 

Effects Select djrs gSa rks bles ls vxj 

ge ,d Color ysuk pkgrs gSa rks One Color 

ij Click dj nsa vkSj Color Select dj ysa 

vkSj ftruk Light or Dark djuk pkgrs gSa dj ldrs gSa] ;fn ge 

Two Color esa tkrs gSa rks ge ,d ds lkFk nwljk Color vk 

tk;sxk] ftldks ge Select djds yxk ldrs gSaA 

ge Texture Change djuk pkgrs gSa vius Page dk rks ge Texture ij tkdj vyx& 

vyx rjg ds Texture vk tk;saxs ftlesa ls ge yxk ldrs gSaA 

blh rjg ls Pattern dk Option Hkh gS] vxj gesa Pattern pquuk gS rks Pattern ij Click djus 

ls vyx & vyx rjg ds Pattern vk tk;saxs] buesa ls tks Hkh Pattern ge pkgsa yxk ldrs gSa] 

vkSj budk Color Change djuk gks rks og Hkh ge blesa ls dj ldrs gSa 

vxj gesa Page dks Blank djuk gks rks ge No Color esa tkdj gVk ldrs gSaA 

vxj gesa Page ij dksbZ Picture ykuh gS rks mlds fy, ge blh Option esa Picture ij Click 

djus ds ckn Select Picture ij Click djus ds ckn Computer esa ftl Location esa Picture gS 

ogka ls ys ysaA 
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Page Border: - Use to add or change the border around the page. 

viuh File esa gesa vxj dksbZ Text fy[k jgs gSa 

mlds vkl&ikl ;k ml Page esa vxj dksbZ 

Border yxkuk gks rks blds fy, ge Page 

Layout Tab ds Page Background Blog esa 

Page Border Option esa tkdj Click djus ij 

blesa gesa igyk Option feyrk gS Border dk 

blesa ge Setting esa ls pqu ysa  

Border Option: - Tkks Hkh Text ge fy[k jgs 

gSa] mlds vkl&ikl vxj gesa Border pkfg, rks 

mlds fy, geus Box Option Select djus ds 

ckn gedks tks Hkh Border gesa pkfg, og ge 

Style Border esa ls Select dj ysaA 

vkSj blds ckn gesa vxj bl Border dk Color Change djuk gks rks ge Color Option esa 

tkdj dj gesa ftl Hkh Color esa ;g Border pkfg, og Color Select dj ldrs gSaA 

Page Border Option:- gesa iwjs Page ij Border pkfg, rks ge Page Border ls yxk ldrs 

ldrs gSa] tks Hkh Style esa Border pkfg, og Style Select djds yxk ldrs gSaA 

Border esa Shadow ;k 3-D Effects pkfg, rks og ge Side okys Option ls Select djds 

Border esa Effects yk ldrs gSaA 

Border dk Color Change djuk gks rks ge Color Option esa tkdj dj gesa ftl Hkh Color esa 

;g Border pkfg, og Color Select dj ldrs gSaA 

;k Border dh Width Change djuh gks rks dj ldrs gSaA 

geas dqN vyx gV dj Border pkfg, rks ge Art esa tkdj buesa 

ls Hkh ge Border yxk ldrs gSaA 

dksbZ Hkh Text ge tks fy[k jgs gSa vxj mlds ihNs vxj gesa 

Color pkfg, rks mlds fy, ge Page Borders & Shading 

Option esa tkdj ds Shading Option Select djsaA blesa ls 

ge Color Choose dj ds yxk ldrs gSa vkSj Patterns ls 

Color Style Change dj ldrs gSaA 
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Block -4- Paragraph Block  

Indent:- Use to move in the left side of the paragraph by a certain amount. 

Indent:- Use to move in the right side of the paragraph by a certain amount. 

Spacing:- Use to change the spacing between paragraphs by adding space above the 

selected paragraph.  

geus tks Hkh Paragraph fy[kk gS] vxj gesa bldks Left dh rjQ ls Right dh rjQ f[kldkuk gS 

rks ge Indent Left djsaxs vkSj vxj gesa Paragraph Right rjQ ls Left dh rjQ f[kldkuk gks 

rks ge Indent Right dh rjQ djsaxsA 

Position:- Use to position the selected object on the page. 

Bring to front:- Use to bring the selected object in front of all other objects so that no part 

of it is hidden behind another object. 

Send to back:- Use to send the selected object behind all other object. 

Text wrapping:- Use to change the way text wraps around the selected object. 

Align:- Use to align the edges of multiple selected object. 

Group:- Use to group objects together so that they can be treated like a single object. 

Rotate:- Use to rotate or flip the selected object. 
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Tab -4 

Reference Tab 

Table of Contents Blog –1-  

Table of Contents:-  Add a table of contents to document. 

Add Text:-  Add the current paragraph as an entry in the table of contents. 

Update Table:-Update the table of contents so that all the entries refer to the c 

Table of Contents Blog ls ge fdlh Particular Books ;k File dh Information dk Page 

cukus ds fy, djrs gSa tks ge blds }kjk Table of Contents  cuk  ldrs gSaA 

Footnotes Blog -2-  

Insert Footnote:-  Add a note to the document.    (Alt +Ctrl +F) 

Insert Endnote:-  Endnotes are place at the end of the document.  (Alt + Ctrl +D) 

Next Footnote:- Use to navigate to the next foot note in the document. 

= click the arrow to the document. 

Show Notes:-  

 Scroll the document to show where the footnotes or endnote are lo 

Footnote Insert djuk ge ns[krs gSa fd fdlh Books esa fdlh “kCn ij ;k rks Star yxk gksrk gS 

;k dksbZ Number yxk gksrk gS] vkSj uhps Footnote ds :i esa mldk vFkZ fn;k gksrk gSA 

Footnote fdl rjg ls Insert fd;k tk;s ge ;g lh[krs gSa  

geus eku ysa fy[kk M.S vo ;g MS D;k gS ge ;g le>kuk pkgrs gSa 

ge M.S ij Cursor j[k dj Insert Footnote ij Click dj nsaxs 

M.S. ij Click djrs gh uhps End esa ,d Line vk tk;sxh vkSj bl Line esa geus M.S. dk eryc 

fy[k fn;k Microsoft  

vo ge mij tkdj ns[ksaxs fd tgka M. S. fy[kk gqvk gS ogka ij Number 1 vk x;k gS  

ge bl ij viuk Mouse ys tk;ssaxs rks ;g gesa ork nsxk fd bldk eryc Microsoft gS 

bl rjg ls gesa iwjs Paragraph esa dgha Hkh dksbZ ,slk Word gS ftldk eryc ge le>kuk pkgrs 

gSa rks ogka ij ge Footnote Insert dj ldrs gSaA 
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Footnote gVkuk gS rks tgka Footnote yxk;k gS ogka ls Delete dj nsa rks Footnote gV tk;sxk 

vkSj tgka geus uhps mldk vFkZ fy[kk gS ogka ls Hkh fy[kk gqvk Delete gks tk;sxk A 

Note:- Footnote tks gksrk gS ges”kk Page ds uhps ;kfu End esa gksrk gS vkSj vxj ge pkgrs 

gSa fd gekjk tks Paragraph gS mlds End esa gh Footnote nsuk pkgrs gSa rks mlds fy, ge 

Inset Endnote ij tkdj Click dj nsa vkSj mldk eryc fy[k nsa 

Example:- 

 

 

 

 

 

 

Citations & Bibliography Blog -3-  
Manage Sources: - View the list of all the services cited in the document. 

Bibliography Style:- Choose the style of citation to use in the document. 

= popular choices include apa style Chicago style, and MLA style. 

Bibliography:- Add a bibliography which list all the source cited in the document. 

 
Citation & Bibliography ds }kjk ge viuh 

cukbZ File dh iwjh tkudkjh Add djrs gSa fd 

geus tks File / Books / Report rS;kj djh gS 

mldh tkudkjh ge blesa Add djrs gSa fd ;g 

File fdlls lEcafU/kr gS 
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Insert Citation: - Insert Citation ls ge u;k Source Add djrs gSa 

 

Manage Sources: - Source dks Delete djuk gS ;k Edit djuk gS rks blds fy, 

ge Manage Sources ds Option esa tkdj dj ldrs gSa  

 

Style: - vxj Source dh Style Change djuh gS rks ge Style ls dj ldrs gS  

 

Bibliography: - vxj Source dks Page ij ns[kuk pkgrs gSa rks ge Bibliography 

ij Click  djds Page ij yxk ldrs gaSA  
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Captions Blog -4-  
Captions dk Use ge Table / Content cukus ds fy, 

djrs gSa 

 

Insert Captions – Insert Captions dk Use 

ge Table / Content cukus ds fy, djrs gSaA 

New Label ls vius According Label cuk ldrs gSa] 

vkSj Delete Label ls cukbZ Hkh Label dks Delete dj 

ldrs gSa 

 

Insert Table of Figures – Use to insert a table of figures into the document. 

Insert Table of Figures ls ge tks Table Insert djuh gks og Insert dj ldrs gSa 

Update Table of Figures:- Use to update the table of figures to include all of the entries in 

the document. 

Cross - Reference:-   

Use to items such as heading, 

figures, and tables by inserting 

a cross reference. 

= cross references are 

automatically updated if the 

content is moved to another 

location, by default, cross 

hyperlinks.  

geus viuh File esa dkSu & dkSu ls 

Option Use fd;s gSa og ns[k ldrs 

gSa A 

gesa bldh List esa ls fdlh dk Link  

viuh cuk;h File esa fdlh Hkh Text 

;k Heading esa bl List esa ls fdlh dk Link nsuk pkgrs gSa rks og ge Cross Reference ds 

ek/;e ls Insert  djds yxk ldrs gSA 

Link Open djus ds fy, tgka ij Link yxk;k gS ogka ij Ctrl ds lkFk Click djus ij ml 

Location ij igqap tk;saxsA 
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Index Blog -5-  
Insert Index:- Use to insert an index into the document. 

=an index is a list of keyboards found in the document along with page number the words 

appear on. 

Mark Entry:-  Use to include the selected text in the index of the document.   (Alt + Shift 

+X) 

Update:-Use to update the index so that all the entries refer to the correct page number. 

 

Mark Citation:-  Use to add the selected text as an entry in the table of authorizes. 

           (Alt +Shift +I) 

blds }kjk ge Text Mark djrs gSa vkSj Index / Content cukus ds fy, Use djrs gSa 

 

Insert Table of Authorities -6- 
Insert Table of Authorities:- Use to insert table of authorities into the document. 

bldk Use Hkh ge Index / Content cukus ds fy, Use djrs gSa 
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Tab -5 

Mailing Tab 

Create Blog –Envelopes & Labels –  

Create Envelopes:- Use to create envelop & print. 

Labels: - Use to create a label. You can select from a number of popular paper label style 

and shapes.  

Envelops & Labels Function dk Use ge tc djrs gSa tc gesa fdlh dks Envelopes Hkstuk 

gks vkSj ml ij gesa Print Out fudkyuk gks ml ij gesa Hkstus okys dk Address fy[kuk gS [kqn 

dk Address fy[kuk gS mlds fy, ge bl Envelopes Option dk Use djrs gSaA 

blds fy, gesa Create Blog esa Envelops Option ij Click djus ij  Envelopes Or Labels 

Dial up Box Open gks tk;sxk 

blesa ge Delivery Address  

ge fy[k ldrs gSa] eryc 

ftldks gesa Hkstuk gS mldk irk 

fy[k nsa] vkSj uhps Return 

Address fy[k nsa] rkfd gekjk 

Latter Deliver ugha gks irk gS 

rks og okil fdl Address ij 

vk;s og gks x;k Return 

Address  

gesa vius Envelopes dk Size 

vxj Change djuk gS rks 

Option esa tkdj tks Size gesa 

pkfg, og ge Select dj ldrs 

gSa vkSj og uhps Preview  esa 

fn[krk tk;sxk fd og Size D;k 

vk;sxk vkSj fdruk oMk vk;sxkA 

tks Hkh gesa Bhd Size yxrk gS 

mls ge pqu dj Ok dj nsaA 
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mlds ckn Add to Documents ij 

tkdj Click  dj nsa 

;gka ij gels iwaNsxk Do You Want 

to Save the return Address as 

the default return address  ;kfu 

tks geus return address  fn;k gS 

og ge as a default set  djuk 

pkgrs gSa ;kfu tc Hkh gesa Envelops 

Hkstuk gks rks return address  ogh 

vk;s  

;fn ge ,slk djuk pkgrs gSa rks Yes  

ij Click  dj nsa vkSj vxj ugha rks 

No  ij Click  dj nsa 

 

Create Blog –Labels tab – Labels Tab dk mi;ksxk gesa djuk gksrk gS] tc gekjs 

ikl Envelops gSa vkSj gesa mu ds mij ;k dgha vkSj gesa Address fpidkus gSa muds fy, gesa 

Labels cukus gSa ;kfu Sticker cukus gSa] rc ge bl Option dk Use djrs gSa 

vo blesa gesa tks Address fpidkus 

gSa og fy[k nsa  

bl le; tks Size uhps fn[kkbZ ns 

jgk gS oghs jgsxk vxj gesa Size esa 

dqN Changing djuh gS rks mlds 

fy, ge Option esa tkdj ge tks Hkh 

Size pqusaxs rks ogka ij Side esa mldh 

Height vkSj Width Change gksrh Hkh 

fn[kkbZ nsxh  

vkSj gesa 1 Page Sheet ij fdrus 

Labels fudkyus gSa og ge ;gka ls 

Select djds Ok  djus ds ckn New 

Documents ij Click dj nsaxs 

ftlls gekjs Labels vk tk;saxsA 

vxj gesa lHkh Sticker ij ,d gh 

Address j[kuk rks ,sls gh jgus nsa vxj Address Change djuk gks rks og Hkh dj ldrs gSaA  
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Start Mail Merge Blog – Use to start a mail merge 

to create a form letter which you internet to print or e-mail 

multiple times sending each copy to a different recipient. 

= you can insert fields such as name or address, which word 

will replace automatically with information from a database 

of contact list for each copy of the form letter. 

Start Mail Merge ls ge Letters / E- Mail Messages / 

Envelopes / Labels / Directory ys ldrs gSa vkSj Page dks 

Normal Word Documents esa dj ldrs gSa   

Select Recipients –  

Use to choose list of people you intend to send the 

letter to. 

= you can type your own list use your outlook 

contacts or connect to database. 

1-Type new list 

2-Use existing list 

3- Select from outlook contacts 

 
Select Recipients ls ge Address List Create djrs 

gSa  

Edit Recipients – Use to make changes to the list of recipients and decide which of 

them should receive your letter. 

= you can also sort, filter, find and remove duplicates, or validate address from the list. 

  
Edit Recipients ls ge 

Address List Edit djrs gSa  
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Write & Insert Fields Blog –   
 

Address Blog – Use an address to your letter. You specify the formatting and location, 

and word will replace it with actual address from your recipient list when you finish the mail 

merge. 
Address Block ls ge Address dk Preview Set djrs gSaA 

 

Highlight Marge Fields – Use to highlight the fields you have inserted into the 

document. 

= this make it easy to see what part of your for letter will be replace by information from 

the recipient list you have chosen. 

 Highlight Marge ls ge Address dks Highlight djrs gSaA 

 

Greeting Line – Use to a greeting line such as dear document. 

Greeting Line ls ge Address esa Title Use djrs gSaA 

 

Insert Merage – Use to add field from your recipient list to the document, such as last 

name, home phone company name or any other field. 

= when you finish the mail merge word will replace these field with the actual information 

from the recipient list. 

Insert Merge dk Use ge Envelop esa Title / First Name / Last Name / Company Name 

/ Address Line / City vkfn dh Line ysus ds fy, djrs gSaA 

 

Match Fields – Use to match allows you to tell word the meaning of different fields in 

your recipient list.  

= for example, you can indicate that you custom field 

home is equivalent to normal built in field home phone. 

Update levels:-  

 Use to if are crating level update all the levels in 

the document to list use information from the recipient 

list. 

= for a mail merge to a printed letter or e- mail this 

command is not nieces 

 

 Match Fields dk Use ge Envelop esa Special 

Feature Component dh Seating ds fy, djrs gSaA 
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Preview Result – view merge data:- Use to replaces the merge fields in your document 

with actual data from your recipient list so you can see what it looks like. 

Preview Result dk Use ge Envelop dk Priview ns[kus ds fy, djrs gSaA 

 

Finish –  

Find Recipient:-  Use to find and preview a specific record in the recipient list by 

searching for text. 

Auto check for error:- 

 Specify how to handle error that occurs when completing the mail merge. 

= you also have the option of simulating the mail merge to see if any error would occur. 

Finish Merge:- Use to complete the mail merge. 

= you can create separate documents for each copy other letter send than all directly to the 

printer or send them via e-mail. 

Finish dk Use ge Envelop dks Finish or Print nsus ds fy, djrs gSaA 
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Tab -6 

Review Tab 

Proofing Blog –  

Spelling & grammar:-  Use to check the spelling and grammar of text in the document. 

(F7) 

Thesaurus:- Use to suggest other word with a similar meaning to the word you have 

selected.         (Shift +F7) 

Translate:- Use to translate the selected text into a different language. 

Translation:- Use to enable a screen tip that translates words you pause your cursor over 

into another language. 

 

fdlh Hkh File esa fdlh Hkh Documents esa vxj ge dksbZ Text fy[k jgs gSa vkSj Text fy[krs le; 

vxj dksbZ fdlh Hkh Word ds uhps yky ;k gjh Line vkrh gS rks bldk eryc ogka dqN xyr gS] 

;k rks Spelling esa Mistake gS ; dksbZ Grammatical dksbZ Mistake gSA 

bldks ns[kus ds fy, vkSj lgh djus ds fy, ge ;gka ij iz;ksx djsaxs Review Tab esa Proofing 

Blog ds Option Spelling & Grammar dk 

tc ge bl ij tkdj ,d ckj Click djsaxs rks ns[ksaxs fd tks Spelling geus Check djh gS og 

ykyk jax esa vk jgh gS] ;kfu geus ;g xyr fy[kh gS  

 

 

 

 

 

 

blesa gesa dqN Suggestions feysaxs blesa gesa bldh lgh Spelling fy[kh Hkh fey tk;sxhA 

Change ij tkdj Click djus ij 

spelling lgh gks tk;sxh 

Green Line vkus ij Grammatical 

Mistake gksrh gS   

blesa I ds lkFk has tks gS og Green 

vk x;k gS bldk eryc  blesa tks 
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Grammatical Mistake tks gS og Subject – Verb- Agreement blesa lgh ugha gS] 

blesa I ds lkFk has ugha vkuk pkfg, og fudkyus ds fy, og uhps fn;k gqvk gS Change ij 

tkdj Click dj nsa  Dial up Box ij Ok dj nsaxs rks gekjk Sentence lgh gks tk;sxk 

 

Note:- Spelling & Grammar Check djus dk nwljk rjhdk ;g Hkh gS ftl Word ds uhps 

ykbZu gS ml ij Cursor j[ksa vkSj Right Click djsa blesa vyx & vyx Suggestions feysaxs 

blesa gesa bldh lgh Spelling fy[kh Hkh fey tk;sxhA 

dbZ ckj ,slk gksrk gS gekjh Spelling lgh fy[kh gS 

T;knkrj tc ge dksbZ uke fy[krs gSa D;ksfd og Dictionary esa  ugha gksrk gS] blfy, gekjk 

Computer ml ij Red Line nsxkA 

,sls esa ge mldks Ignore djuk gS rks Ignore Option  ij Click dj nsus ls uhps ls Line gV 

tk;sxh] 

ge ml Word dks Dictionary esa Add djuk pkgsa rks og Hkh dj ldrs gSa 

Research / Thesaurus / Translate: - Use for search file and folder. (Alt +Click) 

Research dk Use ge Word dk Meaning / Translate djus esa djrs gSa 

Set Language: - Use to set the language used to check spelling and grammar of the 

selected the text. 

Set Language dk Use ge Language dks Select djus ds fy;s djrs gSa 

Word Count: - Use to find out the number of 

word characters paragraph and lines in the 

document. 

ge fdlh Hkh File dk Status Check djuk gS fd 

mlesa fdrus Pages gSa] fdrus “Cn geus fy[ks gSa] 

fdrus Paragraphs fy[ks gSa ;g vxj ge tkuuk 

pkgrs gSa rks ge Review Tab ds Proofing Blog ds 

Word Count Option ij Click djus ij lkj phtsa 

vk tk;saxh 
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Comments Blog –  

New comment:- Use to add a comment about the selection. 

fdlh Hkh Word ij vxj dksbZ Comment nsuk gks rks ge New Comment ds }kjk nsrs gsa  

Previous Comment:- Use to navigate to the previous comment in the document. 

Next comment:-  Use to navigate to the next comment in the document. 

T;knk Word ij Comment yxs gq, gSa rks mudks ns[kus ds fy;s ge Previous or Next ds }kjk 

ns[k ldrs gSaA 

Delete Comment:- Use to delete the selected comments. 

gesa Comment dks Delete djuk gS rks ge Delete ls yxs gq, Comment ls Delete dj ldrs 

gSaA 

Tracking Blog –  

Track Change: - Use to track all changes made to 

the document including inserting deletion and 

formatting changes.   

Tracking Change Option ls ge fdlh Text Line 

dks vyx fn[kkus ds fy, Use djrs gSa 

,d okj Tracking Change Option Apply gks tkrk 

gS vkSj nqckjk Clock djus ls Option gV tkrk gSA 

Change Tracking option ls ge blesa tks Option Apply djuk pkgrs gSa og Set dj ldrs gSaA 

Tracking option esa vkus okyk Color, Line, 

Underline, Out Side Border vkfn ge blesa ls Set 

dj ldrs gSaA 

gesa tks option ughsa pkfg, ml txg Non ij Click 

dj nsaA 
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Balloons – Use to choose how to show 

revisions to the document. 

Show revision in balloons = 

 Show all revisions inline:- 

  Use to show only comments and formatting in balloons. 

Find showing markup = 

 Display for review:-  

 Use to choose how to view the proposed change to the document. 

= find shows the document with all proposal changes. Original show the document before 

any changes were made. 

Find, original showing markup Original. 

Show mark up:-  

 Use to choose what kind of markup to show in the document. 

= you can hide or show comment insertions and deletions formatting change and other 

kinds of markup. 

 

Ballons ds iz;ksx ls ge tks  Option Show djuk pkgrs gSa ml ij Click dj nsaA 

 

Show Markup –  

Show Markup ls ge Track esa Show gksus okys Option Select djrs 

gSaA 
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Reviewing Pane:- Use to show revisions in a separate window. 

= check here to choose a layout in which to display the reviewing pane. 

 

 

 

 

Reviewing Pane Vartical – Reviewing Pane Vartical ls ge Text Data dks 

Side esa Show gksus djds ns[krs gSaA 

 

 

 

 

 

 

Reviewing Pane Horizontal – Reviewing Pane Horizontal ls ge Text 

Data dks Down esa Show gksus djds ns[krs gSaA 
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Changes Blog – 

Accept and Move to Next:-  Use to the current change and move to the proposed change. 

 1-Accept change 

 2- Accept all change show 

 3- Accept all changes in document 

 

Reject and Move To Next:-  Use to click the arrow to accese other options such as 

rejecting all changes in the document. 

Previous Change:-  Use to navigate previous revision in the document so that you can 

accept or reject it. 

Next Change:- Use to navigate to the next revision in the document so that you can accept 

or reject it. 

Change Blog ls ge Accept ds }kjk Track dks Accept djus ds fy, Use djus ds fy, djrs 

gSa] Reject ls ge ftl Track dks Delete djuk gS ml ij Mouse j[k dj mldks Reject dj 

nsaA 

Previous or Next ls ge Previous or Next Track ns[k ldrs gSaA  

 

Compare Blog – Use to compare or combine 

multiple versions of a document. 

Project Document:- Use to protect document. Restrict 

how people can access the document. 

Restrict Formatting and Editing:-  Help restrict people 

from making certain types of editing or formatting to the 

document by specifying a password. 

Unrestricted Access:- Use to allow anyone to read and 

change this document. 

Restricted Access:-Use to specify a list of users and their permissions. 

Manage Credentials:- Use to change log on credential. 

Compare Blog ls ge nks File dks vkil esa Compare djus ds fy;s djrs gSa 
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Protect Blog – 
 

Restrict Formatting and Editing:- Help restrict people from making certain types of 

editing or formatting to the document by specifying a password. 

Unrestricted Access:- Use to allow anyone to read and change this document. 

Restricted Access:-Use to specify a list of users and their permissions. 

Manage Credentials:- Use to change log on credential. 

fdlh Hkh Documents dks fdl rjg ls Protect fd;k tk;s bldh t:jr gesa rc iMrh gS tc 

geus dqN dk;Z djds j[kk gS viuh File esa vkSj dksbZ ml QkbZy dks [kksyrk gS] vkSj og mlds 

Format esa dqN Change dj nsrk gS ;k dksbZ Qsj & cny dj nsrk gS] og ge ugha pkgrs rks ge 

vius Documents dks Protect dj ldrs gSa 

 

blds fy, ge Review Tab ij Protect Blog esa to ge tk;saxs rks blesa gesa Formatting 

Restrictions and Editing Restrictions feysaxs 

vxj ge bldks Formatting Restrictions Select djsaxs rks dksbZ Hkh bl Formatting esa 

Changing ugha dj ik;sxk tSls Bold, Italic, Font Style vkfn vkSj ;fn ge lkFk esa Editing 

Restrictions Hkh Select dj ysaxs rks dksbZ blesa Editing Hkh ugha dj ldrk ;kfu mlesa dqN vkSj 

ugha fy[k ldrkA 

Select djus ds ckn ge uhps Yes Start Enforcing Protection ij Click djus ds ckn og gels 

,d Password ekaxsxk] og Password ge blesa Mky nsa vkSj OK dj nsa 
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vo gekjk tks Matter gS og Protect gks x;k gS blesa dksbZ Hkh dqN Changing ugha dj ldrk 

vkSj uhps fy[k dj vk tkrk gS This Modification is not allowed because the selection is 

locked   

blesa dksbZ Change djuk pkgs rks ugha dj ldrk ge fdlh Hkh Tab ij tk;saxs tSls Bold, Italic 

vkfn lHkh Option cUn vk;saxs 

vxj ge bldks gVkuk pkgrs gSa bldks Normal Mode esa ykuk pkgrs gSa rks ge Stop Protection 

ij Click djus ds ckn ogh Password nqckjk Mky nsus ij Normal Option esa gks tk;sxk lkjs 

Option [kqy tk;saxs vkSj ;g Protraction ls ckgj gks tk;sxk 
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View Tab -7 

Documents Views Blog – fdlh Hkh Documents dk Views cnyuk  

Print Layout Option: - Use to view the document as it will appear on the printed page. 

Print Layout Option by Default on jgrk gS] Print Layout Option on jgus ls ge 

vius Pager dh Seating vlkuh ls dj ldrs gSaA  

Full Screen Reading Option: - Use to view the document in full screen reading 

view in order to maximize 

the space available for 

reading or commenting on 

the document. 

Full Screen 

Option Select djus ij ge 

vius] Documents ds 

Matter dks fdrkc dh rjg 

iM+ ldrs gSaA 

Next Page ij ge Click 

djus ls vxys Page ij pys 

tk;saxs 

Close djus ls Normal View esa vk tk;saxs 

 

Web Layout Option: - Use to view the document as an outline and show the outline 

tools. 

Web Layout Option Select djus ij ge vius] Documents dks Web Page Layout 

dks :i esa iM+ ldrs gSaA 

Outline Option: - Outline Option djus ij ge vius] Documents ds Matter ds gj ,d 

Heading dks vyx & vyx ns[k ldrs gSa Outline ds :i esa gksus ij lkjs Heading/ 

Paragraph vyx & vyx fn[kkbZ nsaxsA 

vxj gedks Outline ugha pkfg, rks ge Close Outline esa tkdj gVk ldrs gSa A 

Draft Option: - Use to view the document as a draft to quickly edit the text. 

= Certain elements of the document such as headers and footer will not be visible in this 

view. 

Draft Option Select djus ij lkjk Matter Plane gekjs lkeus vk tk;sxk] blesa tks Hkh 

Graphic ; Picture gSa og Hkh ugha jgsaxh] Plane Matter iM+ ldrs gSaA 

Note: - Documents Views ds lkjs Option Page ds uhps Right Side esa Hkh vkrs gSa 

;gka ls Hkh ge  Documents Views ds lkjs Option Use dj ldrs gSa 
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Show / Hide Blog 

Ruler Option: - Use to view rules, used to measure and line up objects in the 

document. 

Ruler Option Select djus ij gekjh Documents File ds Åij Ruler Line vk tkrh gS 

tks gekjs Paragraph dks Manage djus ds dke esa vkrh gSA 

;gha ls ge Ruler Line dks gVk o yxk ldrs gSaA 

Documents Map Option: - Use to open the document map, which allow you to 

navigate through a structural view of the document 

.  Documents Map Option Select djus ij gekjh Documents File ds Page esa tks 

Heading gksaxs mudks Side esa Mention djsxk ftl ij Click djus ij ge mlh Heading ds 

Page esa pys tk;saxsA 

;gha ls ge Documents Map dks gVk o yxk ldrs gSaA 

Gridlines Option: - Use to turn on gridline to which you can align objects in the 

document. 

Gridlines Option Select djus ij gekjh Documents File ds Page esa tks Text / 

Paragraph gS muds ihNs Line dk Graph cudj vk tk;sxk vkSj lkjk Text ml Graph ds 

Åij vk tk;sxkA 

;gha ls ge Gridlines dks gVk o yxk ldrs gSaA 

Thumbnails Option: - Use to open picture folder & show big picture on the screen. 

Thumbnails Option Select djus ij gekjh Documents File ds ftrus Pages gksaxs 

og lkjs Pages dk Preview ge Thumbnails Option ls Side esa ns[k ldrs gSa vkSj ftl 

Page ij tkuk gS ml ij Click djds ml Page ij tk ldrs gSA 

;gha ls ge Thumbnails Option dks gVk o yxk ldrs gSaA 

Zoom Blog 

Zoom Option: - Use for show big object & page. 

100%:-Use to 100% zooms in the document. 

One:- Use for show document in one page. 

Two Pages:- Use for show document in two pages. 

Zoom Option ls ge viuh Documents File dks Zoom djds ns[k ldrs gSa vkSj Page dh 

Zooming Hkh Set dj ldrs gSaA 

Note: - Zoom dk Option Page ds uhps Right Side esa Hkh vkrk gS ;gka ls Hkh ge  

Documents Zoom djds ns[k ldrs gSa vkSj Set Hkh ldrs gSa 
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Window Blog 

New Window Option: - Open a new window containing a view of the current 

document. 
New Window Option ls ge viuh Documents File dks New File esa [kksy ldrs gSaA 

Arrange All Option: - Tile all open program window side-by-side on the screen. 

Arrange all Option ls ge viuh New Open Documents File dks iqjkuh File ls 

Compare djrs gSaA 

Split Option: -  Split the current window into two part so that you can view different 

section of the document at the same line. 

Split Option ls ge viuh File dks Split /Freeze d ds ns[k ldrs gSaA 

View Side by Side Option: - View two document side-by-side so that you can 

compare their contend. 

View Side by Side Option ls ge viuh File dks Side by Side ns[krs gSaA 

Switch Window Option: - Switch to a different currently open window. 

Switch Window Option ls ge viuh File dks Close djrs gSaA 

 

-: Macros Option: - 

Click here to record a macro or to access other macro option. (Alt +F8) 

Macros Option ls ge viuh File ds fy, Template Create djrs gSaA 


