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,e- ,l- oMZ D;k gSa\ 

(What  Is MS WORD) 
ekbØkslk¶V oMZ ekbØkslk¶V dEiuh ds }kjk fodflr fd;k Xk;k ,d 
‘kfDr’kkyh oMZ izkslslj gSA blds dbZ laLdj.k cktkj esa dk;Zjr gSaA ;g ,e- 
,l- vkWfQl (M.S. Office) uked iSdst esa vkrk gSA ekbØkslk¶V vkWfQl 
vkids ?kj dk;kZy; ;k O;kikj dsnzksa esa lHkh rjg ds ys[ku lEcfU/kr 
leL;kvksa dk leqfpr lek/kku gSA  
oMZ izkslslj dh fo’ks’krk, ¡¡¡¡    

    (Features Of Electronic Word Processor)- 

 
oMZ izkslslj fof’k”V fof/k;ksa ls gekjh lgk;rk djrk gSA bldh fo’ks”krk,¡ 
fuEufyf[kr gSA 

 

oMZ jSi (Word Wrap)-   
 

tc vki dqN fy[krs gSa rks ykbu lekIr gksus ds ckn vki dks Lo;a gh ykbu 
cnyuk gksrk gS bysDVªWkfud oMZ izkslslj ,slh lqfo/kk iznku djrk gS fd ykbu 
vkidks cnyus dh vo’;drk ugh iM+rhA ykbu lekIr gksrs gh ;g Lor% 
vkids dtZj (Cursor) dks nwljs ykbu ij ys vkrk gSA bls ge Word Wrap 
dgrs gSA 

 

VSDLV dk laiknu (Editing Of Text)-  

 
oMZ izkslslj esa VSDLV Vkbi djrs gq, vxj dksbZ xyrh dj nsrs gSa rks mldk 
lq/kkj ge LØhu ij ns[kdj dj ldrs gSaA ;g lqfo/kk ekuoh; ;k VkbijkbVj 
ds )kjk lEHko ugha FkhA 

dk;Z dk vkmViqV izkIr djuk 

 (Output Of the Work)-  
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ge tks dk;Z djrs gS mldk vkmViqV eq[;r% ge isij ij NikbZ djds ys 
ldrs gSaA LFkk;h vkmViqV ls igys ge vkmViqV ekWuhVj ij Hkh izkIr dj 
ldrs gSa rkfd vius dk;Z dh ‘kq)rk dh tkWp fd;k tk ldsA bldk vkmViqV 
ge ¶ykih ;k nwljs Storage Device esa laxzghr dj ldrs gSA vkmViqV dks 
dkxt ij izkIr djuk gkMZ dkih dgykrk gSA tcfd bls ¶ykih ;k fdlh 
vU; Storage Device esa lqjf{kr djuk lkW¶V dkih dgykrk gSA 

 

esy etZ (Mail Merge)- 
eku ysa fd vkidks ,d gh i= 100 yksxksa dks Hkstuk gS rks blds fy, vkidks 
mldh 100 izfr;k¡ cukuh iM+sxhA ijUrq oMZ izkslslj esa ;g dke ,d gh ckj ds 
Vkbfiax ls gks ldrk gSA bl izfØ;k esa nks Qkbyksa] MkD;wesaV Qkby rFkk MkVk 
Qkby dks vkil esa feykdj djrs gSa ;g izfØ;k esy etZ dgykrh gSA 

 

i`”B dh QkjesfVax (Page Formatting)- 

 
oMZ izkslslj esa vki dEI;wVj dks vius }kjk mi;ksx fd;s tk jgs i`”B dh 
tkudkjh ns ldrs gSaA blds pkjksa vksj vki (Margin) ekftZu Hkh fu/kkZfjr dj 
ldrs gSaA ,slk djus ls Lor% gh dEI;wVj mlh {ks= fo’ks”k ds vUnj Vkbi 
djsxk ftldk fu/kkZj.k fd;k x;k gSA i`”B QkjesfVax ds le; vki i`”B dks 
vkd”kZd cukus ds fy, ckMZj ;k ‘ksfMax ns ldrs gSa ,oa vko’;drkuqlkj i`”B 
Øek¡d] gsMj QwMj] ,.MuksV bR;kfn Mky ldrs gSA  

 

iSjkxzkQ dh QkjesfVax (Paragraph Formatting) :- 

 
iSjkxzkQ dh ‘kq#vkr dk LFkku mles ykbu Lisflax ¼nks ykbu ds e/; dh 
nwjh½ rFkk iSjkxzkQksa ds e/; fjDr LFkku fu/kkZfjr dj ldrs gSA 

 

VSDLV dh QkWjesfVax (Text Formatting):-  
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oMZ izkslslj esa VSDLV dh QkWjesafVax ds fy, i;kZIr lqfo/kk,¡ tSls mldk 
vkdkj cnyuk] js[kkafdr (Under line)] cksYM (Bold), color djuk] frjNk 
djuk vkfn lqfo/kk miyC/k gksrh gSA 

 

dk;Z dks lqjf{kr djuk rFkk iqu% iz;ksx djuk (Saving 
And Retrieving The Work)- 
 
fdlh Hkh oMZ izkslslj esa fd;s x;s dk;ksZa dks ge lqjf{kr dj ldrs gS ,oa 
vko’;drkuqlkj nksckjk iz;ksx esa yk ldrs gSaA 

Lisfyax ,oa O;kdj.k dh tk¡p (Spelling & Grammar 
Check)- 
vki vius fy[ks tk jgs i=ksa esa Lisfyax ,oa O;kdj.k dh =qfV;ksa dk Hkh 
lek/kku oMZ izkslslj esa dj ldrs gSA 

 

New file create djuk 
 

Steps:-1. office button ij click djsaA 

2. new option ij click djsaA 
3 New Document Dialog Box vk tk;sxkA 
4 Blank document dks click djsaA 
5. Create button ij click djsaA 
;k  
Keyboard ls ctrl+N key press djsaA 
;k   
Quick access toolbar ls new icon ij click djsaA 

Opening and Existing file 
 

Steps:- 
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1. Office button ij click djsaA 
2. open option ij click djsaA 
;k 
Keyboard ls ctrl+o key press djsaA 
;k  
Quick access toolbar ls open icon ij click djsaA 
;k 
ctrl+F12 key press djsaA 
3. open dialog box vk tk;sxkA 
4.;gk¡ ls vius vko’;drkuqlkj] ftl file dks open djuk gS mls select djs 
;k fine name text Box esa file dk name type djsa  
5. open button ij click djsaA 
 

Saving  a new file(save as option) 
 
Save as option dk Á;ksx file ;k document dks new name ls Save 
djus ds fy;s fd;k tkrk gSA 
 

Steps:- 

 

1. Office button ij click djsaA 
2 Ánf’kZr list ls Save as option ij click  djsaA 
;k 
keyboard ls F12 Function key press djsaA 
3. Save as dialog box vk tk;sxkA 
4. file dks dgk¡ lqjf{kr djuk gS location select djsaA 
5. file name text box esa file dk uke type djsa ftl uke ls Qkby dks 
save djuk pkgrs gSaA 
6. Save button ij click djsaA 

 

Save option:- 
 
bl option dk Á;ksx igys ls cuh gqbZ Qkbyksa dks open djds la’kksf/kr 
djus ds ckn lwpuk dks Save djus ds fy;s fd;k tkrk gSA 
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Steps:- 

 

1. Office button ij click djsaA 
2 Ánf’Zkr list  ls Save option ij click  djsaA 
;k  
keyboard ls ctrl+s key press djsaA 
;k 
Quick access toolbar ls save icon ij click djsaA 
 

M.S word dh file/document dks close djuk 
 

Steps:- 

 
1. Office button ij click djsaA 
2. Ánf’kZr list ls close option ij click djsaA 
;k 
keyboard ls ctrl+f4/ctrl+w dh press djsaA 
 

M.S. word dh window dks close djuk 
 

Steps:- 

 
1. Title bar ls(x) close button ij click djsaA 
;k Alt+F4 dh press djsaA 
;k Alt+space+c dh press djsaA 
;k office button ij click djsaA 
2. Ánf’kZr list ls Exit word ij click djsaA 
 

Print preview option:-  
 
bl option dk Á;ksx vius document ;k file dks print djus ls igys mldks 
ge ns[k ldrs gS fd paper ij dSlk print fudysxkA 
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steps:- 

 
1. ftl Qkby dks print preview djuk gS mls open djsaA  
2. office button ij click djsaA 
3. Ánf’kZr list ls print option ij mouse pointer ys tk;sA 
4. Ánf’kZr miesU;w list ls print preview option ij click djsaA 
5. print preview window Ánf’kZr gks tk;sxkA 
 

Print option:- 

  
bl option dk Á;ksx file/document dks print djus ds fy;s fd;k tkrk 
gSA 

Steps:- 

 
1-ftl file/document dks print djuk gS mls open djsaA  
2- office button ij click djsa A 
3. iznf’Zkr list ls print option ij ekml pointer ys tk,A 
4-Ikznf’Zkr mi esU;w list ls print option ij click djsaA 
                    ;k  
Keybord bord ls ctrl +p button press djsa  
 5 .Print dialog box vk tk,xk A 
6+. Name dropdown list ls ftl fÁUVj }kjk fÁUV djuk gSA mls  select djsa  
7. print Range las vius vko’;drkuqlkj option dks select djsa A  
tSls – all , current page  , pages. 
8. number  of copies esa ;g fu/kkZfjr djas fd  document dk fdruk copy 
fÁUV gksuk gSA  
9. ok/print button  ij fDyd djsa 
  

Properties option :- 
 

bl option  dk Á;ksx document  ds properties Ánf’kZr djus ds fy, fd;k 
tkrk gSA  
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tSls: - file type , location , size, file create djus dh  date,modified , 
date , accessed date ,  vkfn ns[kus ds fy, fd;k tkrk gSa A  

steps:- 
 
1- ftl Qkby dh ÁkiVhZ ns[kuh gSA mls  open  djsa A 
2. office button ij fDyd djsa A 
3. Ánf’kZr fyLV list ls prepare option ij ekml pointer  ys tka,  
4. mi esU;w list   ls  properties  option ij fDyd djs A  
5. Ruler ds Åij document properties   ribbon Ánf’kZr gks tkrk gSA  
6. document properties  ij fDyd djsa A   
7. Advanced properties  ij fDyd djsa A  
8. file properties diolog box Ánf’kZr gks tkrk gSA  
 

Undo option  
 
bl option dk Á;ksx document esa 1 step back vkus ds fy, fd;k tkrk gSa 
A tSls – 
 1& xyrh ls ge fdlh object dks fMyhV dj nsrs gSA rks mls iqu% okil 
ykus ds fy, fd;k tkrk gSA  
2- ;k fdlh object  dks  document esa insert dj nsrs gSA ftls ugh djuk 
Fkk rks mls gVkus ds fy, undo option dk Á;ksx djrs gSA  
Steps:- 
1- click access tool bar ls undo vkbdu ij click djsa ;k keybord  ls 
Ctrl + z key Ásl djsa  
 

Redo option  
 
 Redo option  undo option ds myVk dk;Z djrk gSA tSls fdlh ‘kCn dks 
fy[kus ds Ckkn ctrl + y   key  Ásl djrs gSA rks ml ‘kCn retype (repeat) 
djrk gSA ;k  undo option ls tc fdlh object dks gVk nsrs gSA ] rks ctrl + 
y dh  Ásl djus ij iqu% okil vk tkrk gSA  

Step -   
 Quick access tool bar ls redo option ij click djsa ;k ctrl +y Ásl djs A  
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CUT OPTION   
bl option dk Á;ksx document ;k file esa fdlh text ;k object vkfn dks ,d LFkku ls 
nwljs LFkku ij move djkus ds fy, djrs gSA  

step – 
 
1. ftl text  ;k  object dks  move djkuk gSA mls select djsaA  
2- home tab ij click djsaA 
3- clipboard group ls  cut icon ij click djsa ;k keyboard ls ctrl + x Key Ásl djsa  
4 – ftl LFkku ij cut fd, x, object dks j[kuk gSA ml LFkku ij dlZj ysa tk,a A  
5- home tab ij click djsa  
6- clipboard ls ctrl + v dh  Ásl djsa  
 

Copy option   
 
bl option  dk Á;ksx fdlh text ;k object dks dublicate  djus ds fy, djrs gSA   

steps –  
 
1- ftl text ;k  object dk Áfrfyih  rS;kj djuk gSA  mls select djsaA   
2.- home tab ij click djsa clipboard Group ls copy option ij click djas ;k 
keyboard ls  ctrl+ c key Ásl djasA  
3 . ftl LFkku ij copy fd, x;s text ;k  object  dks j[kuk gSA ogka dlZj ysa tka,  
4.- home tab ij click djs clipboard group ls  paste icon ij click djsa ;k 
keyboard ls ctrl + v  key Ásl djsa  
 

Select all option :- 
   
bl option dk Á;ksx iw.kZ #i ls document dks select djus ds fy, gksrk  gSA  

steps: – 
 
1- Document ;k file open djsa A  
2- home tab ij fDyd djsa editing group ls select vkbdu ij fDyd djsa  
3 – click djus ij ,d pop-up  esU;w Ánf’kZr gksrk gSA  
4. ogka ls select all option dks click djs ;k keyboard ls ctrl + A Ásl djsa  
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Find  option:-  
 
Find option dk Á;ksx tc ges vius file ;k document  esa fdlh fo’ks”k 
word dks [kkstuk gksrk gSA rks rc ge find dk Á;ksx djrs gSA bles ge ,d 
ckj esa 255 character text box esa  type djds [kkst ldrs gSA  
 

Step –  
 
1- document ;k file dks open djs 
2- home tab ij click djsa   
3 – Editing group ls find vkbdu ij click djsaA  
4- find and replece dialog box vk tk,xk  
5- find what text box esa ml ‘kCn dks type djsxsa  ftls [kkstuk pkgrs gSA  
6- find next button ij clickdjsa  
;k reading highlight button ij click djsa  
7-.Ánf’kZr pop- up  esU;w ls highlight  all ij click  djsaA 
 

Replace option:- 
 
bl option dk Á;ksx file esa fdlh word  dks replace djus ds fy, fd;k 
tkrk gSA 
  

steps –  
 
1- file open djsa  
2- home tab ij click djsa  
3- Editing group ls  replace option ij click djsa A  
  ;k  keyboard ls ctrl + h  key press  djsa A 
4- find and replace dialog box vk tk,xk  
5- find what text box esa ml word dks type djsa A ftls replace djuk 
  pkgrs gSA  
6- replace with text box esa tks nwljk word j[kuk  pkgrs gSA mls type 
djsaA 
7- find next button click djsa  
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8- replace button ij click djsa ;k replace all button ij click djsa A  
 

text selection :-  
 
MkD;wesaUV esa VsDLV ij fdlh rjg dk QkjesfVx djus ds fy, mls igys 
flysDV djuk iM+rk gSA VsDLV dks ekml ;k  keyboard nksuks ek/;e ls 
lsysDV dj ldrs gSA ekml ls lsysDV djus ds fy, VsDLV ds ÁFke dSjsDVj 
ls ekml ls fDyd ,oa MªSx djrs gSA tcfd keyboard ls Shift + Arrow 
cVu dk bLrseky djrsa gSA  

Shortcuts     Task 
 
 
Shift   +   select charecters from left to right  
Shift   +   select charecters from right to left  
 
 
Shift   +       select lines from botton to top   
Shift   +      select lines from top to botton   
    
 
Shift   + home      select a line from right to left  
 
Shift   +  end     select a line from left to right  
  
Ctrl + shift  +  home       select entire contents up word  to the 

beginning from the cursor  
Ctrl  + shift  + end  select entire contents down word to the 

end from the cursor   
 

Page setup :-  
 
 
Page setup option ds }kjk vki vius document dh marigin, paper size, 
orientation ,oa vU; layout option dk Á;ksx dj viuh vko’;drkuqlkj 
page dks set dj ldrs gSA  
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 Step 1. –  
1-file ;k document  open djsa A 
2.-page layout tab ij click djsa  
3.- page setup group ls vko’;drkuqlkj margin, orientation (partraite, 
landscape) paper size , vkfn dks set djsa A ;k page setup quick ykUpj 
vkbdu ij click djsaA  
4.- Page  setup dialog box vk tk,xk A 
5.-  bl  dialog box esa rhu tab gksrs gSA  

Margin, paper, layout 
6.-  viuh vko’;drkuqlkj tab ij click djsa vko’;drkuqlkj option dks 
select djsa  
7.-  ok botton ij click djsa A  
 

Font selection  
 
Step 1.- 
 
 document esa ftl text dk font change djuk gSA mls select djsa A 
2.-  Home tab ij click djsaA 
3.-  font group lsa font combolist ls vko’;drkuqlkj font select djsa  
 ;k key-bord ls ctrl + shift + f  key press djsa A  
4.-  font dialog box vk tk,xkA 
5.-  font list ls vko’;drkuqlkj font select djds ok botton ij  
 click djsaA 
 

Text dh size cnyuk   
  

Step .- 1  : -   
 
Document window ls text dks select djsa ftldk size cnyuk gSA 
2 .- home tab ij click djsa A  
3.-   font group ls size droupdown list ls vko’;drkuqlkj font dh size 
select djsa A ;k  
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Ctrl + shift + p  key – press djsa  
4.-    font dialog box vk tk,xk A  
5.-  size list ls vius vko’;drkuqlkj size select djsa A  
6.-  ok botton ij click djsa A  
 

(font) text dks color djuk  
 
Step 1.- 
 
 ftl text / font dks color djuk gks mls select  djsa A  
2.-  home tab ij click djsa A  
3.-  font group ls font color list ls vius vko’;drkuqlkj font dk color 
select djsxsa A 
;k  font dialog box ls Hkh font dk color change dj ldrs gSA  
4.- ;k font dks select djus ij font formatting tool Ánf’kZr gksrk gSA ogka 
ls Hkh color change dj ldrsa gSA  
 

Text dks highlight djuk 
  

Step :-  
 
1-     ftl text / font dks hiylight  djuk gSA mls select djsa A  
2.-  home tab ij click  djsaA  
3 .-  font group ls text hiylight + color ij ekml IokbUVj ys tk,a 

  vkSj click djsa A  
4.-   Ánf’kZr color list ls vko’;drkuqlkj color select djsa A  
 

Supper script {(A+ B)2} 
 
Supper script dk mi;ksx text dks base line ls Åij fy[kus ds fy, 

rfd;k tkrk gSA  
As :- 9th   fy[kuk gks vc bles gesa th dks base line ls Åij fy[kuk gS] rks 
blds fy, gesa th dks select djds font group ls sopper script vkbdu ij 



14 Word processor 

 

click djuk gksxk A ;k key bord ls ctrl + shift + = dks ,d lkFk nckuk 
gksxk A  
;k font dialog box ls supper script dks check djuk gksxk A 
 

Sub script {H2O} 
 
Sub scropt dk Á;ksx text dks base line ls uhps fy[kus ds fy, fd;k tkrk 
gSA  
As.:- H2O fy[kuk gks vc blesa gesa 2 dks base line ls uhps fy[kuk gS rks 
1.- blds fy, gesa 2 dks select djds font group ls sub script vkbdu ij 
click djuk gksxk A ;k  
Key – bord ls ctrl + = key – press djsa A ;k  
Font dialog box ls sub script dks check djuk gksxk  
 

Text ;k paragraph  ds formatting dks gVkuk  
 
Step 1:-  
 
ftl text ;k paragraph ds formatting dks gVkuk gSA mls select djsa  
2:- font group ls clear formatting vkbdu ij click djsa A  
3:- text ;k paragraph dh lkjh formatting ,d ckj esa NwV tkrh gSA ;k 
key- bord  ls ctrl + space dh press djsa A 
  

Bold ,Italic , underline  
 
fdlh Hkh ‘kCn ;k paragraph dks bold Italic , ;k  under line dgus gsrq  
ml ‘kCn ;k paragraph dks select djuk gksxk A blds ckn vki viuh 
vko’;drkuqlkj mls bold , Italic o under line dj ldrs gSA  
 

 
 
Step1.-  
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1.-ftl text+sentence ;k paragraph dks bold Italic under line djuk gSA 
mls select djsa  
2.- home tab ij click djsa A 
3.- Font group ls bold  <B >FkkA ctrl + b dh press djsa A  
4.- select fd;k x;k text paragraph ;k sentence Bold gks tk,xk A  
 Italic djus ds fy, home tab ij click djsa  
5.- font group ls Italic    <I> ;k ctrl + I key Ásl djsa A  
 Under line djusa ds fy, home tab ij click djsa A  
6.- font group ls underline   <U> ;k ctrl + U  key press djsa A 
 

Font & font size  Selection  
 
Home tab ds font group ds font group down  list esa miyC/k font dh list  ls 
vko’;drkuqlkj font dks select dj ldrs gSA font ds nkfgus rjQ font size dh list 
gksrh gSA mDr list ls vko’;drkuqlkj font size select dj ldrs gSA fdlh Hkh text ds 
font ,oa font size dks ifjofrZr djus gsrq loZÁFke mls select djuk gksxk ,oa font / 
size dk p;u djuk gksxk A  
 

Changing the font  
 
1.-  document ls text dks select djsa A  
2.-   home tab  ij click djsa A  
3.-   Font group ls dropdown  list ls vko’;drkuqlkj Font dks select djsa A  
 

Changing the font size 
 
Step – 1.-  
 
ftl text dk size change djuk gSA mls select djsa  
2.- home tab ij fDyd djs A font group ls  font size  dropdown list ls viuh 
vko’;drkuqlkj font size select djsa A  
 
Ctrl + D    nckus ls font dialog boxçnf’kZr gksrk gSA   
Ctrl + B   select fd;k x;s text dks bold esa cny nsrk gSA   
Ctrl + I   Select fd;s x;s Text dks Itailic esa cny nsrk gSA  
Ctrl + U   Select fd;s x;s Text esa Underline gks tk,xkA  
Ctrl + ]    selected fd;s x;s text dk size increase djrk gSA   
Ctrl + [         Select fd;s x;s Text dh size Decrease djrk gSA   
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Ctrl + shift + =     selected fd;s x;s text dks superscript esa cny nsrk gSaA 
(baseline  ls Åij dj nsrk gSA½ 

Ctrl + =     select fd;s x;s text dks subscript esa cny nsrk 
gSA¼baseline ls uhps dj nsrk gSA½  

Alignment  of text :-  
 
MkD;wesUV esa alignment dk eryc text dk postion ls gSA document text 
dks  left, right, center,  justify  dj ldrsa gSA ;g text ;k paragraph dks 
document esa ,d manner ls (lqlfTtr) djus ds fy, bLrseky fd;k tkrk 
gSA  
 

Bullets &  Number :-  
 
Bullets & numbering  MkD;wesaUV es Ák;% bLrseky gksus okyk Vwy gSA ;g 
fdlh lsUVsUl  ,oa paragraph dks gkbykbV ,oa LVsi & ckb & LVsi  n’kkZus 
ds fy, bLrseky gksrk gSA bulleting esa simble dk bLrseky gksrk gSA tcfd 
numbering esa uEcj dk bLrseky gksrk gSA tks – 1, 2,3,------ ,oa jkseu I, II, 
III, ----- gksrsa gSA  
 
1:- ftl text ;k paragraph esa bullets & numbering yxkuk gSA ,ls select 
djsa A  
2:-   Home tab ij fDyd djsA  
3:-  paragraph group  ls vius vko’;drkuqlkj bullets ;k number dks 
select djsa A  
 

Changing Case :-  
 
 Case dh enn~ ls Alphabet  Charecter  dks ;k copital esa ifjofrZr dj 
ldrs gSA micro soft word  esa dbZ rjg ds dsl case commond gksrs gSA 
tSls upper case, lower case, sentence case , toglle case , title case  
bR;kfn A  
 

Step:-  
ml text or  content dks select djsa ftldk case  change < Aa> I con ds 
click djsa vkSj vius vko’;drkuqlkj case dks select djsa A 
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Page border :- 
 
 word document ds page esa Border set dj ldrs gSA ;s page Border 
document  page dks vkd”kZd yxus ds fy, bLrseky fd;k ] vki page 
Border fdlh ,d page ij ;k lEiw.kZ document esa yxk ldrs gSA page 
Border  style page border esa set dj ldrs gSA  
 

♦ Page layout tab ij click djsa A 
♦ Page back Ground ls page border  Icon ij click djsaA  
♦ Border and shading diolog Box vk tk,xk A 
♦ Page border tab ij click djsaA  
♦ ;gka ls vius vko’;drkuqlkj Border set djsa ] ok Botton ij click djsaA  
 

 Paragraph ij border nsuk :- 
 
 ftl paragraph esa Border nsuk A 
♦ ml paragraph dks select djsaA  
♦ Page layout  tab  ij click djsaA  
♦ Page Border Icon dks select  djsaA 
♦ Border & shading Diolog box vk tk,xk A 
♦ Border tab ij click djsaA 
♦ vko’;drkuqlkj border set djds Or Botton ij click djsa A 
 
 
 
 

Header & footer :- 
 
   Heades footer fdlh Hkh document page dk mijh vkSj uhps ds margin 
ij fy[kk gSA oks lwpuk gksrk gSA tks lHkh page ij ,d leku gksrk gSA bldk 
mi;ksx ge fdlh document ds fo”k; oLrq dks laf{kIr lwpuk ] fo”k; ] 
‘kh”kZd dk uke ]ys[kd dk uke date & time bZR;kfn dk  mi;ksx dj ldrs 
gSA 
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Steps:-  
 
♦ document ;k file open djsaA  
♦ insert tab ij fDyd djsa A  
♦ Header& footer group ls header Intractive Button ij Click djsaA  
♦ Ánf’kZr list vius bPNkuqlkj header Formate dks select djsa vkSj Header                          
esa tks lwpuk nsuk pkgrs gS mls type djsaA 
♦ Header and Footer area ls ckgj Click djsaA  
♦ Footer ds fy, ;gh çkslsl nksgjk, A 
 

Removing Header & Footer :-  
 
vki vius MkWD;wesaUV ds ist ls header vkSj footer dks gVk Hkh ldrs gSA 
tc Hkh header vkSj footer dks gVkuk pkgs rks fuEufyf[kr fof/k ls vki bls 
gVk ldrs gSA  
 

Steps:- 
 
� 1 Header ;k Footer ij Double click djds keyboard ls delete 

Botton nckdj feVk,a A 
 ;k 
♦ Insert Tab ij click djsa A 
 
♦Header & Footer group ls header Remove djus ds fy, header               
(Header) Intraictive Botton ij fDyd djsa A 

 
♦ Drop down list ls remove Header option ij fDyd djsaA 
  

Footer remove djuk %& 
 
♦ Footer remove djus ds fy, header & Footer group ls               
Footer (Intractive) Button ij click djsaA Remove Footer 
Button ij click djsaA 
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Inserting page Number :- 
 
vki viuk MkWD;wesaUV ds ist ij uaEcj lsV dj ldrs gSA ;g MkWD;wesaUV 
esa ,d vfr vko’;d Vwy gSA ftldh enn~ ls vki vius MkD;wesaUV esa 
bLrseky dj iwjs isTk dh la[;k tku ldrs gSa vkSj MkWD;wesaUV dks fÁUV djus 
dh fLFkfr es igyk ] nwljk] rhljk bR;kfn dks lqfuf’pr djus ds fy, ;g 
vfr vko’;d gksrk gSa A vki vius MkWD;wesaUV esa ist uEcj ist ds Åijh 
Hkkx ;k uhps Hkkx esa lsV dj ldrs gSA  

Steps:-  
 
♦ Insert tab ij fDyd djsaA  
♦ Header & footer group ls page number Intraictive Button ij fDyd 
djsa A 
♦ Top es nsus ds fy, Top of page . 
♦ buttom es nsus ds fy, buttom of page ij mouse pointer ys tk,aA 

♦ Ánf’kZr list ls viuh vko’;drkuqlkj page number format dks select 

djsaA 

Remove page Number :- 
 
vki vius MkWD;wesaUV esa bLrseky gq, ist uacj dks Hkh gVk ldrs gSA  
MkWD;wesaUV ls page number gVkus ds fy, fuEu steps-  

 
Steps:-  
 
♦ Header & footer ij double click djsa keyboard ls Delete button 
ds }kjk feVk,a A  
 ;k  
♦ Insert tab ij click djsaA  
♦ Header & Footer Group ls page Number Intractive button ij click 
djasA  
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♦  Drop down list ls  remove page numbers Intraictive button ij click 
djsaA  

 
Inserting footnote & Endnote :- 
 
vki vius MkD;wesaUV esa fdlh ‘kCn ;k ‘kCnks  ds lewg ij laf{kIr fVIi.kh 
QqVuksV dh enn~ ls ns ldrs gSA eku yhft, fdlh iSjkxzkQ esa dksbZ ‘kCn dks 
le>kuk dfBu gks ;k mldh laf{kIr ifjHkk”kk nsuh gks rc QqVuksV dh enn~ 
ysrs gSA ftlesa QqVuksV bUlVZ fd, tkus ds ckn ml fo’ks”k ‘kCn ;k ‘kCnks ds 
lewg ij ,d flECky ;k uacj bUlVZ gks tkrk gSA vkSj mldh ifjHkk”kk ;k 
fooj.k nsus ds fy, ml ist ds vUr ¼ckWVe ij½ esa ,d ykbuds uhps  mä 
flacy ;k uacj iqu% fy[kdj dlZj ogka igqpk nsrk gSA rkfd vki mldk 
fooj.k ns tcfd baM uksV fdlh ‘kCn ;k ‘kCnks  ds laf{kIRk ;k foLr`r  
ifjHkk”kk nsus ds fy, mlh ist ds ctk; MkWD;wesUV ds var es vkf[kjh ist ij 
ogh flacy fy[kdj ,d ykbu ds uhps dlZj igqpk nsrk gSA rkfd vki mldk 
fooj.k ogka Vkbi djsa A  
 

Footnote Steps :-  
 
♦ Cursor ml page ij ysa tk,a A  
♦ Tkgka  document esa   footer insert djuk pkgrs gSA   
♦ Refrences Tab ij click djsaA  
♦ Footnote group ls  insert footnote  intractive button  ij  
click djsaA 
 
 
 Endnote Steps:-  
 
♦ Document / file open djsaA  
♦ Reference Tab ij  click djsaA  
♦ Footnote group ls Insert endnote interactive botton ij click 
djsaA  
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♦ End note Document ds vUr esa ,d Line Insert dj nsrk gSA 
vkSj ,d  Number fy[k nsrk gSaaA blds chp vki fooj.k Vkbi dj 
ldrs gSA 
 
Inserting Symbol & Equations:-  
 
flacy ,d fo’ks”k Ádkj dk Árhd ;k lwpd gSA tks fdlh fo’ks”k rjg ds 
lwpuk ;k ek;us dks Ánf’kZr djrk gSA ge tkurs gSfd lHkh flacy ¼Árhd½  
dh&cksMZ es miyC/k ugh gSA rc ge ekbZØkslkW¶V vkWfQl oMZ ds bl Vwy dk 
bLrseky djrs gSA tgka ge yxHkx lHkh Ádkj ds flacy dks bUlVZ djk ldrs 
gSa tks fd*& cksMZ }kjk Vkbi djuk yxHkx ukeqefdu gksrk gSA ekbØkslk¶V 
vkfQl oMZ es ,sls x.krh; lehdj.k dks bDos’ku Vwy dh enn~ ls cMk 
vklkuh ls bUlVZ djk ldrs gSA  

Steps:-   
 
♦ Document esa ftl LFkku ij symbol insert djuk gSA ml LFkku 
ij dlZj dks ys tka,A 
♦ Insert Tab ij fDyd djsaA  
♦ Symbol Intractive Button ij click djsaA  
♦ Symbol Dielogbox vk tk,xkA ;gka ls vius vko’;drkuqlkj 
Symbol dks Select djds Insert Button ij fDyd djsaA 
 

Equations:- 
 
Msword esa Equation Tool dk mi;ksx djds fofHkUu çdkj ds 
x.krh; fpUg ;k Text dks Mky ldrs gSA  
Steps:- 
♦ ftl LFkku ij Equation dks Insert djuk gS ogka dlZj dks ys 
tk,a A 
♦ Insert Tab ij click djsaA  
♦ Semble Group ls Equation Intraictive Button ij Click djsaA  
♦ vko’;drkuqlkj Equation Insert djsaA  
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PageBackground color:- 
Ikst dyj ;k cSd xzkmUM dyj vki vius oMZ MkWD;wesaUV esa cMk vklkuh ls 
lsV dj ldrs gSA ekbØkslkW¶V vkfQl oMZ vkidks vius MkWD;wesaUV esa 
cSdxzkmaM dyj lsV djus dh lqfo/kk mIkyC/k djkrk gSA vki dbZ rjhdks ls 
ist dyj ;k cSdxzkmaM dyj lsV dj ldrs gSA tSls xzsfM,aV fQy] iSVuZ 
fQy rFkk dksbZ fiDpj dks crkSj cSdxzkmaM lsV dj ldrs gSA  
Step:-  
 
♦ Page Lay out tab ij click djsaA  
♦ Page back ground group ls Page Color intraictive button ij 
click djsaA  
♦ çnf’kZr fyLV ls vko’;drkuqlkj color dks Select djsA  
  ;k  
♦ Fill effect Option ij click djsA  
♦ Fill effect Dielogbox vk tk,xk A  
♦ bl Dielogbox esa pkj Tab gksrs gSA  

1. Grandient    
2. Texure 
3. Pattern 
4. Picture  

;gka ls vko’;drkuqlkj Tab ij click djds Back ground Color 
select djds Ok button ij click djsaA  
Page design and lay out:- 
 
EkbØkslkW¶V oMZ esa MkWD;wesaUV O;w djus ;k bLrseky djus ds fy, dbZ rjg ds 
O;w miyC/k gSA ftls vki vius t:jr ds fglkc ls bLrseky dj ldrs gSA ;s 
O;w VwYl vkidks yxHkx vyx&vyx rjg ls MkWD;wesaUV O;w ¼n’kZu½djrs gSA 
uhps budh foLRk`r esa fooj.k dh x;h gSA  
 

tSls&  
 

1. Print Layout view 
2. Full Screen Reading View  
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3. Web layout View  
4. Outline view  
5. Draft view  

Page orientation:- 
 
Ikst vksfj,aVs’ku ,sd Vwy gksrk gSA tks vkids oMZ MkWD;wesaUV ist ds ysvkmV 
dks ,d ykbuesaUV ¼vuqLFkkiu½ Ánku djrk gSA ;s vuqLFkkiu nks rjg ds gksars 
gSA igyk m/okZ/kj ¼portrait½ vkSj nwljk {kSfrt ¼landscape½A orientation 
ÁksVsªV lsV djus ij ist ds lkFk lkFk daVsV~l Hkh yEcor vuqLFkkfir gks tkrs 
gSA tcfd landscape ds p;u ij {kSfrt gks tkrs gSA  

1. Portrait  
2. landscape 

Step :-  
 
♦ Page layout tab ij Click djsaA  
♦ page setup group ls orientation Intraictive button ij click   
djsaA  
♦ çnf’kZr List ls portrait ;k landscape esa ls fdlh ,d dks select 
djsaA  
Paragraph column:- 
 
iSjkxzkQ dkWye ds daVsaV~l dks m/okZ/kj rjhds ls CkkWaV nsrk gSA iSjkxzkQ dks 
dbZ dkWye esa ckaV ldrsa gSA ,slk djus ij vki tc Hkh daVsaV~l Vkbi djsaxsa 
rc igys column dk txg Hkj tkus ij ;g nwljs column esa Lor% vk tkrk 
gSA vkSj daVsaV~l ogk ls Vkbi gksus yxrs gSA vki igys ls rS;kj paragraph 
dks Hkh dkWye esa ckaV ldrs gSA  

Step :-  
 
♦ Page layout tab ij click djsaA  
♦ page setup group ls Column intraictive button ij click djsaA  
♦ çnf’kZr fyLV ls viuh vko’;drkuqlkj column  dks click djsaA  
♦ ;k List ls more option ij click djsaA  
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♦ Column Dialog box çnf’kZr gks tkrk gSA ;gka ls 
vko’;drkuqlkj option dks Select djds Ok Button ij click djsaA  
 
Section  Break :- 
 
lsD’ku czsd MkWD;wesaUV esa dVsaV~l  ds QkesZfVx vkSj ysvkmV dks ckVus ds fy, 
bLrseky fd;k tkrk gSA lsD’ku czsd dk bLrseky eq[;r% ,d gh MkWD;wesaUV esa 
nks Ádkj ds ysvkmV dks vIykbZ djus ds fy, gksrk gSA tSls vki pkgrs gS 
dh ,d gh MkWD;wesaUV esa ist uacj ;k gsMj vkSj QwVj vyx rjhds ls bLrseky 
fd;k tk, rc vki lsD’ku cszd dk bLrseky dj igys lsD’ku esa vyx vkSj 
nwljs lsD’ku esa vyx rjg ds ist uacj gsMj vkSj QwVj dh QkesZfVx dj 
ldrs gSA  
bldk Á;ksx cqd QkesZfVx vkSj dEiksftax dh fLFkfr esa ,d pSIVj ¼v/;k;½dks 
nwljs pSIVj ls vyx djus ds fy, djrs gSA tSls & mudh gsMj vkSj QwVj 
vkSj ist uacj dh QkesaZfVx vkSj ysvkmV dks vyx rjhds ls j[kuk ;k lsV 
djuk bR;kfn A 
 

steps:- 
 
� dlZj dks ml iksthlu ij ys tka,s tgka ls Section break djuk 
gSA  

♦ Page layout Tab ij click djsaA  
♦ Page setup group ls Break intraictive Button ij click djsaA  
♦ çnf’kZr List ds section Break Part ls next page, Continous , 
Even page ,odd page , esa ls vius vko’;drkuqlkj Option dks 
click djsaA  
 
Page break :-  
 
isTk czsd ekbØkslkW¶V oMZ esa ,d Vwy gksrk gSA tks MkWD;wesUV ds fdlh Hkh ist 
es bUlVZ fd, tkus ds  ckn dlZj dks lh/ks vxys ist ij Ásf”kr dj nsrk gSa A 
tc Hkh gesa MkWD;wesUV esa dksbZz ist dks iwjk Hkjk u gksus dh fLFkfr esa Hkh vki 
vxys ist is tkuk pkgrs gSA rks ist cszd ds bLrseky ls tk ldrs gSA  
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Steps:-  
 
♦ dlZj dks ml LFkku ij ys tka, tgka ij page Break djuk gSA  
♦ Page Layout Tab ij click djsaA  
♦ page setup Group ls Break intraictive button ij click djsaA 
♦ çnf’kZr fyLV ls Page option ij click djsaA  
 

Tab Setting :- 
 
VSc lsfVax ,d fo’ks”k Ádkj dh lsfVax gksrh gSA vius Key-Board 
ls tc ge Tab dks Press djrs gS A rc ;g fMQWkYV   lsfVax dh 
fLFkfr es vkB dSjsDVj vkxs c<rk gSA ftldks vki bls Tab Stop 
setting ls cny ldrs gSA bldh lsfVax dh t:jr fo’ks”k rjg ds 
MkD;wesaUV Formatting tSls &Index ,Table , of Contents cukuk 
bR;kfn A VSc lsfVax fd fLFkfr es vki Lisl yhMj dks [kkyh LFkku 
ds ctk; dksbZ ,d yhMj LVkby dk p;u dj ldrs gSA  
 

Steps:- 
 
♦ Page Lay Out Tab ij Click djsaA  
♦ Paragraph launcher Button ij Click djsaA  
♦ Paragraph Dialogbox vk tk,xkA Dialogboxesa uhps Tabs 
Button ij click djsaA  
♦ Tab dialogbox vk tk,xkA 
♦ Tab Stop position Taxt Box esa Tab dks Stop Position Volue 
Type djsaA  
♦ Set Button ij Click djsaA  
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Editting and profile Tools :- 
 
ekbØks lkW¶V oMZ esa dbZ rjg ds ,fMV vkSj ÁksQkby VwYLk miyC/k gS 
tSls & Lisfyax ,oa xkzej ] fjlpZ] FkhlkSjl ] VªkalysV ] ySXost 
lsfVax ]oMZ dkmUV bR;kfnA blds ckjs esa ge uhps foL+r`r ls ppkZ 
djsxsA 
 

Checking and  Correcting Spellings :- 
 
Spelling and grammer Tool ekbØkslkW¶V vkfQl oMZ dk ÁwfQx 
Vwy gSA tks vkids oMZ MkD;wesaUV esa Vkbi fd, x, oMZ dh 
Lisfyx ,oa xzkej dh psfdax djrk gSA vki Lisfyax ,oa xzkej dh 
psfdax tc pkgs rc vkSj Vkbi djrs gh psd djsa ,slh lsfVax dj 
ldrs gSA Lisfyax ,os xzkej dh psfdx ds fy, fjO;w VSc ds ÁwfQax 
xzqi esa tkdj Lisfyax ,aM xzkej Vwy dks fDyd djsaA ;k dh cksMZ ds 
F7 press djsaA MkWD;wesaUV esa Vkbi djrs gh Lisfyx ,oa xzkej psd gks 
blds fy, vkidks ekbØkslkW¶V vkfQl oMZ ds ,Mokal lsfVax esa 
tkdj lsfVax esa rfCnyh djuh iMsxh tks lkekU;r% vkWu gh jgrh gSA  
 

Steps :- 
 
♦ Review Tab ij click djsaA  
♦ Proofing group ls spelling and Gramer intractive button ij 
click djsaA  
 ;k  
♦ keyboard ls F7 key press djsaA  
♦ Spelling And grammer dh psfdax LVkVZ gks tk,xh A  
♦ Spelling and grammer dialog box  vk tk,xkA   
♦ ftl word ds uhps Red line çnf’kZr gksrh gS rks bldk eryc 
Selling dk mistake gSa A  
♦ ftl word ds uhps Green line çnf’kZr gksrh gS rks bldk eryc 
grammer dk feLVsd gSA  
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♦ ftl ‘kCn dk Spelling xyr jgrh gSA mlls fjysVsM ‘kCn dh 
Spelling  suggestation  Box esa çnf’kZr gksrh gSA  
suggestation Box ls lgh Spelling Select djds Change Button 
ij click djsaA  
;fn vki ds }kjk Type fd;k x;k word lgh gksus ds ckn Hkh Red 
Line çnf’kZr gksrk gSA rks Ignore Button ij click djsaA  
Close button ij click djsaA  
 
Research & Thesaurus :-  
 
fjlpZ ekbØks lkW¶V vkfQl oMZ dk ,d ÁwfQax Vwy gksrk gSA tks 
FkhlkSjl ] Vªkalysa’ku dks lqapk: :Ik ls lapkfyr djrk gSA tc Hkh 
vki dksbZ oMZ dks lpZ djrs gSA ;k mldk Vªkalys’ku djuk dgrs gSA 
rc vkidks fjlpZ isu ls gh gksdj xwtjuk iMsxk A tgka ij pj.kc/n 
rjhds ls vkids dk;Z dks fØ;kfUor  fd;k tkrk gSA 
 

Thesaurus: - 
 
FkhlkSjl ,d fMD’kujh dh rjg gksrk gS tks Vkbi fd, x, ‘kCn dk 
dusD’ku lq>kus ds lkFk&lkFk fluksfue rFkk ,dk/k ,aVksfue dk Hkh 
lq>ko nsrk gSa A  
 

Translate:- 
 
VªkUlysV Hkh ,d rjg dk ÁwfQax Vwy gSA tks fd ‘kCn dh ekax ij 
funsZ’k Hkk”kk esa vuqokn djrk gSA ekbØkslkW¶V vkfQl oMZ esa vuqokn 
ds fy, dqN Hkk”kkvks dh lwph igys ls cuh gq;h gSA fdlh ‘kCn ;k 
‘kCnks ds lewg dks vuqokn djus ds fy, fjO;w VSCk esa tkdj VªkUlysV 
Vwy esa tkdj VªkalysV Vwy esa fDyd djsaA ;g vkidks fjlpZ isu ij 
Ásf”kr djsxk tgka vki bls fdlh Hkk”kk esa vuqokn dj ldrs gSA  
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Word Count  :- 
 
ekbØks lkW¶V vkfQl oMZ vkidks vius MkD;wesaUV esa bLrseky fd, x, 
dSjsDVj dh x.kuk dj ldrs gSA ;s Hkh ÁwfQx Vwy ds vURkxZr vkrk 
gSA ftldh enn ls vki uk dsoy bLrsrky fd, x, v{kjks] cfYd 
‘kCnks ]ist ]ykbu ] iSjkxzkQ]rFkk v{kj ¼ fcuk [kkyh LFkku ds vkSj 
[kkyh LFkku ds lkFk ½ dh x.kuk dj ldrk gSA  

Steps:-  
 
♦ Review Tab ij Click djsaA  
♦ Proofing Group ls word count tool ij click djsaA  
♦ word cout Dialog Box vk tk,xkA 
♦ ftlesa Pages, word, characters (NoSpace)  
Characters (with space), paragraph, lines vkfn lqpuk çnf’kZr 
djrk gSA  

AutoCorrect:-  
 
vWkVks djsDV ekbØkslkW¶V vkfQl oMZ dk ,d fo’ks”k Ádkj dk Qhpj 
gksrk gSA tks vkids }kjk lkekU; xyfr;ks dks Lor% nq:Lr dj nsrk 
gSA oMZ MkD;wesUV dks rS;kj oDr lkeus vkbZ NksVh&NksVh xyfr;ka 
tSls iSjkxzkQ ds vkjEHk esa igys v{kj dks dSfiVy ¼cMk v{kj es½ 
fy[krs gS ] ,slk u gks ikus dh fLFkfr esa ;g Lor% mls dSfiVy ysvj 
esa dj nsrk gSA vki vius fglkc ls dksbZ u;h vkWVks djsDV ,aVªh tks 
Hkh dj ldrs gSA  

Steps :- 
 
♦ Office Button ij Click djsaaA  
♦ Word Option ij click djsaA  
♦ Word Option Dialog box vk tk,xkA  
♦  Left Pane ls proofing Option ij Click djsaA  
♦  Auto Correct option button ij Click djsaA  
♦ Auto Correct dialog box vk tk,xkA  
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♦ Replace Text Box esa Text dk Short name type djsaA  

♦ mlds lkeus Text Box esa Full name type djsaA  
♦ Add Button ij click djsaA  
♦ Ok Button ij Click djsaA  
♦ vc ge vius Document esa Replace text box esa type fd, x, 
Text dks type djds space Button press djsaA  
♦ Space Button press djrs gh text dk Full name type gksdj vk 
tk,xkA   
 

Handling Graphics ;- 
 
ekbØkslkW¶V vkfQl oMZ esa vki xzkfQDl Hkh gS.My dj ldrs gSA 
tSls mUgs bUlVZ djuk]eSust djuk]‘ksi ¼cus&cuk, vkdkj ½ bLrseky 
djuk]LekVZ vkVZ bLrseky ,oa ,fMV djuk]fDyi vkVZ bUlVZ dj 
ldrs gSa bR;kfnA  
 

Inserting Picture in Active Document :- 
 
vki vius oMZ MkD;wesaUV esa dksbZ Hkh besat ;k fiDpj bUlVZ dj 
ldrs gSA vkSj bUgs MkD;wesaUV ist esa O;ofLFkr dj ldrs gSA uhps fn, 
x, funsZ’kks dk vuqlj.k dj vki MkD;wesaUV esa dksbZ Hkh fiDpj bUlVZ 
dj ldrs gSA  

Steps :- 
 
♦ Insert Tab ij Click djsaA  
♦ Illustrations group ls Picture Intractive Button ij click djsaA  
♦ Picture Library ls vius vko’;drkuqlkj picture dks select djsaA 
♦ Insert Button ij click djsaA  
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Drawing Shapes :- 
 
‘ksi ,d rjg dk Mªkbax ;k xzkfQDl Vwy gksrk gSA ftldh en~n ls 
ge dbZ rjg ds ‘ksi dks MkD;wesaUV esa Mªk dj ldrs gSA ge bUgs 
vius rjhds ls NksVk cM+k dj ldrs gSA dyj fQy dj ldrs gSA 
jksVsV dj ldrs gS bR;kfn A ‘ksi Vwy esa dbZ rjg ds ‘ksi dSVsxjht 
miyC/k gSaA tSls csfld ‘ksi ] ykbu ’ksi ] Cykd ,jks] ¶yks 
pkVZ ]dkWy vkmV] LVkj ,oa cSuj bR;kfn A  
 

Assign a Style to shape :- 
 
vki vius MkD;wesaUV esa Mªk fd, x, ‘ksi dks ,d LVkby Ánku dj 
ldrsa gSA ftlds fy, vkidks ‘ksi dks flysDV djuk gksxk rRi’pkr~ 
Mªkbx Vwy QkesZV VSc ds  ‘ksi LVkby xzqi ls dksbZ ,d LVkby dks 
pqus A  
 

Arrange and resize a shape ;- 
 
vki vius MkD;wesUV es Mªk fd, x, fdlh Hkh ‘ksi ds vkdkj esa 
ifjorZu dj ldrs gSA ftlds fy, vki ds ikl nks fodYi gSA igys 
ekml }kjk ‘ksi dks flysDV dj Ldsy dj ys vkSj nwljk Mªkbax  Vwy 
QkesaZV VSc ds lkbt xzqi es gkbV ,oa ,fMV VsDLV ckWDl esa budh 
oSY;w dks Vkbi  dj vki budh lkbt esa ifjorZu dj ldrs gSA 
 

Insert Clip Art :-  
 
vki vius oMZ MkD;wesaUV esa fDyi vkVZ bUlVZ dj ldrs gSA fDyi 
vkVZ ,d rjg dk xzkfQdy Vwy gksrk gSA fDyi vkVZ bUlVZ djus ds 
fy, fuEu LVsi& 
Steps:-  
1-insert tab ij click djsaA 
2-illustration Group ls Clip Art tool ij click djsa 
3-window esa right side clipart pane display gks tk;sxkA 
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4-Search for text box esa tks clipart pkfg, mldk name type  djas 
5-GO button ij click djsa] clipart list pane esa uhps display gks 
tk;sxh] 
6-;gkW ls ftl clip art dks insert djuk gS ml ij right  click djsa  
7- çnf’kZr pop up menu ls insert option ij click djsa 
 
Insert Smart Art ;-  
 
LekVZ vkVZ ,d cgqr gh cf<;k vkSj ÁHkkoh Vwy gSA xzkWfQDl Ánf’kZr 
djus ds fy, A uhps fn, gq, LVsIl ls LekVZ vkVZ MkD;wesaUV esa bUlVZ 
fd;k tk ldrk gSA  

Steps:- 
 
♦ Insert Tab ij click djsaA  
♦ Illustration group ls SmartArt Intractive Button ij Click 
djsaA  

• choose a smart art Graphics dialog box vk tk;sxkA 
♦ ;gka ls vius vko’;drkuqlkj SmartArt graphic dks Select djsaA  
♦ Ok Button ij Click djsaA  
 

Inserting Word Art :-  
 
oMZ vkVZ ,d çdkj dk xzkfQDl gSA ;wtj }kjk buiqV fd, x, VsDLV 
dks ,d fu;r ,oa pquh gq;h LVkby dh lgk;rk ls xzkfQDl esa 
ifjorZu dj MkWD;wesaUV esa bulVZ dj nsrk gSA budk Á;ksx Ák;% 
‘kCnks dks ltkdj ÁLrqr djus ds fy, gksrk gSA  

Steps :- 
 
♦ Insert Tab ij Click djsaA  
♦ Text Group ls wordArt interactive Button ij click djsaA  
♦ çnf’kZr List ls vius vko’;drkuqlkj wordArt dks select djsaA  
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♦ Edit wordArt text box vk tk,xk ;gka vko’;drkuqlkj text type 
djds ok button click djsaA  
Table Manipulatioin:-  
 
ekbØkslkW¶V oMZ esa Vscy fØ,V ,oa eSuhiqysV vklkuh ls fd;k tk 
ldrk gSA tSls Vscy fØ,V djuk gSa] Vscy esa jks ,oa dkWye dks 
tksM+uk ,oa ?kVkuk vkSj vU; Vscy QkesZfVax A 
 
 

Creating Table:- 
 
♦ Insert Tab ij click djsaA  
♦ Tables Group ls Table Tool ij Click djsaaA  
♦ çnf’kZr fyLV ls Insert Table option  ij Click djsaA  
♦ Insert Table Dialog Box vk tk,xk A 
♦ Number of columns Spiner Box esa Table esa ftruk column  
Insert djuk gSA column  dh Volue type djsaA  
♦ Number of Rows Spiner Box esa Row dh Volue type djsaaA 
ftruk Row table esa insert djuh gSA  
♦ Ok Button ij click djsaA 
 

Table create djus dk nwljk rjhdk 
 
Steps :-  
 
♦ Insert Tab ij Click djsaA  
♦ çnf’kZr fyLV ls Table esa ftruk row rFkk column pkfg, mruk 
Row rFkk Column range Select djsaA  
♦  Document esa Table insert gks tk,xkA  
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Table create djus dk rhljk rjhdk& 
 
♦ Insert Tab ij click djsaA  
♦ Tables group ls table tool ij click djsaA  
♦ çnf’kZr fyLV ls Mªk table option ij click djsaA  
♦ vkSj Document esa Mouse pointer ys tk,a rFkk Click vkSj 
drage djds table rS;kj djsaA  

 
Changing Cell Height & Width :-  
 
lsy ,d Vscy dh lcls NksfV ysfdu egRoiw.kZ fgLlk gksrh gSA tks 
Vscy esa oSY;w bUlVZ djus ds fy, bLrseky gksrh gSA ,d lsy ,oa jks 
dkWye ds Økflax ls cuk gksrk gSA ftlesa jks dh gkbV ,oa dWkye dh 
foM~Fk lsy dh lkbt fu/kkZfjr djrh gSA ftls ge fuUuor~ rjhds ls 
ifjofrZr dj ldrs gSA  
 
Alignment of Text in Cell :-  
 
Vscy esa ,d lsy dh oSY;w dks fuEuor~ rjhds ls ,ykbu dj ldrs 
gSA lsy esa VsDLV dh ,ykbuesaUV fuEu rjhds dh gksrh gSA  

Steps:- 
 
• Table esa ftl Cell dk Alignment Set djuk gSA ml Cell dks 

Select djsaA  
• Layout Tab ij Click djsaA  
• Alignment Group ls vko’;drkuqlkj Align dks Select djsaA  
 

Inserting And  Deleting Rows / Columns :- 
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Vscy esa jks ,oa dkWye viuh vko’;drkuqlkj bUlVZ ,oa fMyhV dj 
ldrs gSA ekbØkslk¶V oMZ Vscy esa jks ,oa dkWye dks 
tksM+us ,oa ?kVkus ds fy, dbZ Vwy miyC/k gSA  
 

Inserting Row:- 
 

• table ds ftl row ds Åij ;k uhps row insert djuk gSa ml 
row ds fdlh cell esa click djsaA 

• layout tab ij click djsaA 
• Row & Column Group ls Insert Above ;k Insert Below 

Tool ij Click djsaA  
 
Inserting Column :- 
 

• ftl Column ds Left ;k Right Column Insert djuk gSA 
ml Column ds Left ;k Right Column ds fdlh Cell dks 
Select djsaA 

• Layout Tab ij click djsaA  
• Row & Column Group ls Insert Left ;k Right Tool ij 

Click djsaA  
 

Delete Row :- 
 

• ftl Row dks Delete djuk gSA ml row ds fdlh cell esa 
Click djsaA  

• Layout Tab ij Click djsaA  
• Row & Column Group ls Delete Intractive Buton ij 

Click djsaA  
• Drop Down List ls Delete Rows Button ij Click djsaA  
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Delete Column :- 
 

• ftl Column dks Delete djuk gSA mls Column ds fdlh 
cell es click djsaA  

• Layout Tab ij Click djsaA  
 

• Row & Column Group ls Delete Intractive Button ij 
Click djsaA  

• çnf’kZr Drop Down List ls Delete Columns Button ij 
Click djsaA  

Table Delete djuk :- 
• ftl Table dks Delete djuk gSA ml Table ds fdlh ,d 

Cell esa Click djsaA  
• Layout Tab ij click djsaA  
• Row & Column Group ls Delete Intractive Button ij 

Click djsaA  
• çnf’kZr Drop Down List ls Delete Table Button ij Click 
djsaA  

esy etZ (Mail Merge)- 
eku ysa fd vkidks ,d gh i= 100 yksxksa dks Hkstuk gS rks blds fy, 
vkidks mldh 100 izfr;k¡ cukuh iM+sxhA ijUrq oMZ izkslslj esa ;g dke ,d 
gh ckj ds Vkbfiax ls gks ldrk gSA bl izfØ;k esa nks Qkbyksa] MkD;wesaV 
Qkby rFkk MkVk Qkby dks vkil esa feykdj djrs gSa ;g izfØ;k esy etZ 
dgykrh gSA 

steps:- 
1. ,d Letter rS;kj djsaA  
2. dlZj dks Letter ds Top ij j[ksA  
3. Mailing Tab ij fDyd djsaA  
4. Start mail merge Group ls Start Mail merge Tool ij 

ClickdjsaA  
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5. çnf’kZr List ls Step by Step Mail merge Wizard ij Click 

djsaA  

6. Window esa nka;h rjQ Mail Merge  Pane vk tk,xkA  

7. Letter Radio Button ij Click djsaA  

8. Next Starting Document ij Click djsaA  

9. Use The Current Document  radio Button ij Click djsaA  

10. Select  Recipient ij Click djsaA  

11. Type a New list radio button ij Click djsaA  

12. Create Button ij Click djsaA  

13. New Address list Dialog Box vk tk,xkA 

14. Address label column dks Custmize djus ds fy, Custmize 

column button ij Click djsaA  

15. Custmize address list Dialog Box vk tk,xkA  

16. ;gka ls vius vko’;drkuqlkj Field Name dks Custmize djds 

Ok Button ij Click djsaA   

17. Recepient Information Type djsaA  

18. Uk;h Enrty ds fy, New Entry  button ij Click djsaA  

19. bl çdkj ls vko’;drkuqlkj Record enter djsaA 

20. data dks Save djus ds fy, Ok Button ij Click djsaA  

21. Qkby dk uke Type djsaA  

22. Save Button ij Click djsaA  

23. Mail merge recipient List çnf’kZr gks tkrh gSA  
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24. ;gka ls vko’;drkuqlkj ftUgs etZ djuk gS]Record dks Select 

djsaA  

25. Ok Button ij Click djsaA  

26. Pane ls Write your Letter ij Click djsaA  

27. More Item ij Click djsaA  

28. More Item Insert Merge Field dialog box vk tk,xk A 

29. ;gka ls Field dks Select djds Insert Button ij Click djds 

ckjh&ckjh ls insert djsA 

30. Close Button ij Click djsaA  

31. Document esa Field dks O;ofLFkr djsaA  

32. Privew Your Letter ij Click djsaA  

33. Complete The Merge ij Click djsaA  

34. Print djus ds fy, Mail merge Pane ls Print Button ij 

Click djsaA  

35. Merge To Printer Dialog box vk tk,xkA 

36. ;gka ls vius vko’;drkuqlkj vkIlu dks Select djsA 


