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Introduction of MS Word 2007 in Hindi and English || T&
TH 95 2007 &1 9R=T

e TUH UH 5 UH UCeiIheled HAIFCAI &

e Ug UH U 3ifhE & amer ¥

o ¥ IS WU & 17 ¥ oY Il &

o ZHP TATATRA a1 .docx BT &

o THH FARN I BISA GEATAS & ATH F ATl STl &
o A o, TCallheld M §allel &7 H1F fohar J1ar &

e MS Word is an application software

e |tis part of MS Office

e |tis also known as the word processor.

e Its extension name is .docx

e The file created in it is known as the document.

e |tinvolves the work of making letters, applications, etc.

- How to open ms word

Start 2> All programs—> Microsoft office 2 Microsoft office word 2007

o FHH AT 3T I HHTS H FANT A U MS word T winword T ek 8ff @rer

Hahd & |Apart from this, you can also open MS word by using Run Command by
searching winword.

-
= Run

=== Typethe name of a program, folder, document, or Internet
resource, and Windows will open it for you.

Open: \vmwovd -

Press Window key + R to open Run Command
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UH UH 935 god & 919 FG TH RE fe@9m - After opening MS Word, it will look something like

this -
Quick Access Control Buttons
e Tool bar Title bar (Minimize, Maximize, Ck
Tab - . B2 Wk, * Jari A ;.'E‘;?’J” >
Ribbon [

Ruler bar

Status bar View Buttons

cIscd dR (Title bar)

I giaA fQust 7 @98 IR UH &ifdst 9edr gl & o ) 9 & fi¥ew (@rsed) fe@mar Smar
¥ 58 W et % I Fuoid e gia & oeTs 1 e, deddEe 3R Foer g § |

At the top of the program window is a horizontal bar on which the title of the program is shown, on the
right side there are three control buttons named minimize, maximize and close.

¢ ) (Tab bar)

Y T8 IR & S o glar § 98 W F5 dRg T & 8idr § 3 - Home, Insert, Page Layout,

Reference, Mailings, Review, View.

It is just below the title bar on which there are many tabs like - Home, Insert, Page Layout, Reference,
Mailings, Review, View.
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REsT ¥R (Ribbon bar)

¥ & F O v A gl @il § o W afhy &9 @ gesfeua situea g

It is a thick bar below the tab bar on which the options related to the active tab come.

el a1 (Scroll bar)

S0 Thor o FEd ¢ ¥ & 3R Fead gt § | Fer O i Aol 3R FIR dieiee o &
THha ¥ |

Itis also called scale. It is horizontal and vertical. By the help of ruler bar you can also see the margin
and cursor position of the page.

THhier a1 (Scroll bar)

¥ o & e & A 3 daad 81T § s S 9o H FWR-T 3R grfi-anft =erer ¢ |

These are also two types of horizontal and vertical. By this you can move page top-bottom and left-
right.

Office Button Options in MS Word 2007 in Hindi and
English ||
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=g (New - Ctrl+0O)

3 AT HI JANT 18 HSl SAlSed o folv fohdm JTaT § |

This option is used to add a new file.

39T (Open - Ctrl+O)

3 3Tl &1 JANRT EIgel Wieledl & folv fham Sdle S gH« Jgel 9 T gl ¢ |

This option is used to open a file which we have saved earlier.

dd (Save - Ctrl+S)

3 3T T YIAWPT TAHTT BISeT & IdHT 3eT Ad Fla & [T i & |

This option is used to save the current data in the current file.

d9 TH (Save As - F12)

g 3T T AT A BEeT Ad A & o I ¢ |

Use this option to save a new file.
* L]
e (Print)

sg% fAefaf@a e 3ifces fAea & -It has the following three options -

e (Print -Ctrl+P)

SHHT JIIT SFGHC Bigel A e FHe & T T & 58 30T T FEAATT P gU 39 X
e T oha § UaT 397 V¢ T Tha & 3R Tordely iy fic et & ar off 9 & Toa & |

It is used to print document files, using this option, you can select the printer, set the page range and
you can also set how many copies to print.

fFas e (Quick Print)

g 3iTcereT ST g7 Aoel I’ Je A =T Bic AT W & O fic =t & for Fa ¢ |

This option is used to print directly on the print settings set last.



fre dieg (Print Preview - Ctrl+F2)
S IO & YT X & g A 3@ Toha & 1 o Hex &1 g fic o @ ¢ o fic g w
T fe@a |

Using this option, we can see what the matter we are printing will look like when it is printed.

ufewee siegde (R9—R) Encrypt
Document (Prepare)

3H O & §A BIgel W UTHAS o7 3 ¢ o/ dg WISl hdel 3 qrHas & gola |

With this option we put a password on the file, after which the file will open only with the same
password.

AT (Send)

3H AT T TANT Fleh gH ISl Dl 3-Hel AT ST hard & GaRT Aol Thd & |

Using this option we can send the file through e-mail or internet fax.

Fallor (Close - Ctrl+W)

38 oA § & Fadl SiFgHC B3 Pl &1 d6 I & SH ol Bl & |

With this option we close only the document file, the program remains open.

ufdste a8 (Exit Word - Alt+F4)

g 32T & g7 WIH d¢ A & foras Iy wrsd off §¢ g adr § |

With this option we close the program with which the file is also closed.

Home Tab

@9 0" Decwerertd - Macromeh Wosd o x
=)
T wome S bt T st v T et TR T e “
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MS Word T Home Tab & &l 5 Group 8l &.

UA.TH. g5 2007 & g1 &9 A 9 A& IR W
ST & ToleTehl 3Taedenc 3if8eh gt 8| 3 3o Io|
HEd § -

The main options are kept in the Home Tab of MS Word

2007 which are more needed. These options are in
groups -

Clipboard Group

1. Cut (Ctrl+X)

39 3TCAT &l YT Jolde [hd AT &hee Pl he b
Foqels & A9 = & T = T |

This option is used to cut selected content and save it in
the clipboard.

2. Copy (Ctrl+C)

ST 32T I JAIT Holde Thd AT e &l
HIAY i Forgals & A9 e & v & ¥ |

This option is used to copy selected content and save it
to the clipboard.

3. Paste (Ctrl+V)

g 3{ToRTeT T YANET Cut 372aT Copy fhd 1T FHce &r
Bﬁwsﬂywaﬁrqﬂsﬁﬁqgaﬁé:ﬁv%mm



e |

This option is used to access cut or copied content in
the same file or new file.

4. Format Painter (Ctrl+Shift+C)

5T 30T & @R gA el Text WX o¢fr gt wide

HIAT HYeh AT Text T GgaT Fehd & |

Through this option, we can copy the format of any text
and access the new text.

Font Group

1. Font (Ctrl+Shift+F)

Y AT Text &7 Font dgolel o TIT TART THAT AT
J

This option is used to change the text font.

2. Font Size (Ctrl+Shift+P)

SH 3T HT YA Font HT ITHR FH AT AT HlA
¥ T F1a ¥

This option is used to increase or decrease the size of
the font.



3. Grow Font (Ctrl+>)

g 3ToRTeT T AT Font T 3R dal & ol i
el

This option is used to increase the size of the font.
4. Shrink Font (Ctrl+<)

g ATl &7 AT Font FT ITHR Gl & folT ad
el

This option is used to reduce the font size.

5. Clear Formatting

S TSI T AT Font W o@MAT =Y BidHe Ferx
el o ol A ¢ |

This option is used to clear the format applied on the
font.

6. Bold (Ctrl+B)

ST TAET Font T AIET 372aT 3 fe@e & fou
A ¢ |

It is used to make the font look thick or dark.
ST®(Example) - Computer

7. Italic (Ctrl+l)

SR TANET Font &l favaT for@sl & faw aa g |
It is used to write font Italic.
STH(Example) - Computer



8. Underline (Ctrl+U)

ST FANT Font i 3BT el & folT A ¢ |
It is used to underline the font.
9. Strike-through

SHHT FAT Font & & H A5 9o & ol X &
|

It is used to draw lines in the middle of font.
STH(Example) - Computer—

10. Subscript (Ctrl+=)

SHHT FAIT [Polaes e ol gafiece H i@ &
forT &ta B |

It is used to write selected text in subscript.
11. Superscript (Ctrl+Shift++)

gl yAT fAaas e # gRIEFe & faws &
T aa ¥ |

It is used to write selected text in superscript.

12. Change Case

ST 37T & 99T 39 fov fhar 6 g3 Text & i
g oed Small W@ § 3R HiT I ocd Capital T@ &

Used this option to know which letters we want to keep
small in text and which letters to keep capital.

I 9T g & 8id § - There are five types -



. Sentence case.

. lower case

. UPPER CASE

. Title Case/ Capitalize Each Word
. tOGGLE cASE

13. Text Highlight color

AT Text H FHeoR T BB el & [oT ad ¢ |
Used to highlight text with color.

14. Font Color

ST JANT Font &l Holk dgeled & oIl &d ¢ |

It is used to change the color of the font.



Paragraph Group

1. Bullets

SHSHT YANT YA WEATE Y Ggell TS T T3TT A
gdT ige T & T A |

It is used to place bullet points at the beginning of
the first line of each paragraph.

2. Numbering

SHHT AT T REME 6 ggell dASeT &Y AF3TT A
G e & T Fa ¥ |

It is used to place Numbering at the beginning of the
first line of each paragraph.

3. Multilevel list
T 3AToereT gfeed, Ta-gf39d & AaRer e & forw
AT TRy S ¢ |

These option is used to place numbering at the
beginning of Headings, Sub-Headings.

4. Increase Indent
SHAT CdRT THeldcs WAk H gR&iT aR% JE-™T SiTdl
g |

This increases the selected paragraph to the right.




5. Decrease Indent

SHAT ¢dNT THeldcs Y I aR&iT % Uer™AT SIdl
& |

By this, the selected paragraph is reduced to the left.
6. Sort

SHPI JANT 959 IT e & Ascending IT Descending
HH H e & Tov Har A1ar & |

It is used to arrange words or numbers in Ascending or
Descending order.

7. Show/Hide

SHHT aRT WA ATk FI gres/en fovar Jrar § |
To Show/Hide paragraph mark.

8. Left Align (Ctrl+L)

SHHAT ART Text T qofieled a7 dit I@T STl ¢ |

Through this, the position of the text is placed on the left
side.

9. Center (Ctrl+E)

SHHAT CaRT Text T draiiere srg @l AT & |

Through this, the position of the text is kept Center.
10. Right Align (Ctrl+R)

SHAT SdNT Text I dIiered grRIT aX% @l Sdr § |




By this, the position of the text is placed on the right
side.

11. Justify (Ctrl+J)

SHHT SaRT Text Hr giafere gt 3R i a¥w al &
SR TET ST & |

By this, the position of the text is placed equal to both
the right and the left side.

12. Line Spacing

SHRT JART WIATh 3R oged & T Sl gl A AT
SITET T ST § |

It is used to Increase or decrease the distance between
the paragraph or line.

13. Shading

AT TART WEATH & SHAB3S W Folk AT AT AT
e |

It is used to color shade on the background of the
paragraph.

14. Border

g% aRT RIAH F TR B & o Tohd ¢ |

Through this, you can put borders around the
paragraph.




Styles Group

59 9 # fAc dTel 3o & gaRT &8 Text @l Style
Jc Fd  §] - Text r ATFS IWT YT g3 3R
ge-6189T H Sl 3¢ |

Through the options we can set the style of the text.

Such as keeping the text normal or turning it into
heading and sub-heading etc.

Editing Group

1. Find (Ctrl+F)

SH 3fTCereT T JANT Bl H fHEl e Al ool &
fore forar Srar & |

This option is used to find any text in a file.

2. Replace (Ctrl+H)
3H 3ffcereT &l SN el H el ereg 1 fordl g
reg, T deolel & Tl fohar Srar § |

This option is used to replace a word in a file with
another word.

3. Goto (Ctrl+G)

S 37T T TINRT b g7 HET I BSd H fHar
Y g, WA, I 3G WA IgAT Fohol & |




Using this option, we can access the cursor directly on
any line, paragraph, page etc. in the file.

4. Select All (Ctrl+A)

g 31T & YT WS H 3UTEUd g Fce & T
iy el A & ol ad § |

This option is used to select all the contents present in
the file simultaneously.

5. Select Object

S AT T TANT §H HIST H CHFEC oh oral
3T 3ffcolac &l Helde Pl & Tol¥ ad & |

We use this option to select objects other than text in the
file.

6. Select Text with similar formatting

3T 3T & §H BIsd H 3UTEdd 4T Uah o Bide
drel ¢aEe &l Tolde Hlad il & [T A & oF
RE I BiHc 9T HAT N |

With this option, we select all the text in the same
format.

Insert Tab

Insert Tab

Insert Tab & el 7 Group g1 g.
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TH.TH. g8 &I 2007 30c ¢ H I 32 W 9T §

S8 ®Bd 7 $O-7-58 goac (Add) I ST § -
MS Word 2007 Insert tab contains options that Insert
some to the file.

Insert Tab
P

&

— 4
= Mom. raert | Fagelwyout  Feferen Mafingt  Revew  View

915 LB N @ 3 3 940 AT I

Date & Time

Cower Bant  Page 1»‘- Pcture Cw sru 4 SmartAnt Chact mpmnko«uu K Creas-referente oac Focter  Page vap 'Is tquation Symt

Fage~ Fage Break v Number~ su - i Objess « b -
P:gh '''''' Ihunirationy Liras Meater & Footer Test Hymboh

5;:[:

Pages Group

Cover Page

ST 3T & BISel T $al Yol aIR fmar Srar g
foae [T 39 302 & $aX 9T ¢Fveie o Ao &

With this option, the cover page of the file is prepared,
for which the cover page template is also found in this
option.

Blank Page

5 ATRMA WX Feled H & BT H AT Uof folar

ST § |
By clicking on this option, a new page is taken in the file.

Page Break (Ctrl+Enter)

ST TR & Yol dlsl SIdTl g 37 d 5 S e
QT gIaT & 98 I STeT 39T gl AT Uol U Il STl
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e |

With this option, the page is broken.It means the data is
separated and move to next page from the place where
the cursor is blinking.

Tables Group

3H Heeld H &g 3R 3T gid & 8ld & Tolelsh gaRT
WISl H ¢dol Sod¢ P Tohd g YAl 31 I Thd &
|

There are many more options in this option, through
which you can insert or draw a table in a file.

lllustrations Group

Picture

SH 3T &l AT hecged fAEed # 3uied R

O ey Aolae P BI5d H s Tohd o |
Using this option, you can add a picture to a file by
selecting a picture from computer system.

ClipArt

T Y T g & [Ue=R gidl § S MS Office & AT
31T Office Collection & 3Tl 8 | 8¢ Y Toldc i

BISeT H SISl off b & |

This is also a type of picture that comes in the Office
Collection that comes with MS Office. These can also be
selected and added to the file.




Shapes
S 3TCeT TR T Tpiadl fAeldl & fSee ®igel &

SIS ST GehdT & 3T 39% 3T 3T &7 F ST

3TER Feell ST el § |

This option provides the different types of shapes that
can be added to the file and we can modify it easily.

Smart Art

SH T $T Ace & AT Yo &1 HTHfcar eanr
HIT T GRAAT S & | g0 TS, argf,

R e SETH e ST Thd ¢ |

With the help of this option, information is displayed by
special types of shapes. Diagrams like pyramids,
bicycles, herbal etc. can be made in it.

Chart

5H 3TeereT &1 FAce & gA fohdl srer 3R 3qa dog
FI TMheh FT JAJ-PicH TIC , I8 ATE ¢ a8 &

C \ \
qTE TR ST ohd & |

With the help of this option we can create graphical form
of data and its value like column chart, pie chart etc.

Links Group

Hyperlink (Ctrl+K)

S ATCAT I AGG g 3Tail BIsel H fohdl
3T Wisd & foldh A Tdhd g| IR 39 Ctrlkey &
arr A3 ¥ foe W T & & ®ISd HF @rar o




gehaT & |

With the help of this option, we can link any other file in
our file. And it can be opened by clicking the link with the
mouse with the Ctrl key.

Book Marks

S 3T & BISdT & fhdl 9ISieeT &l AT T
Fehd ¢ 3R S T1¢ O 38 e W A ggy
dohd & |

With this option, you can mark any position in the file
and whenever you want, you can directly access that
position.

Cross-reference

S8 3HTCAs @ Jeh HIFH AT 30 RiH <59 &I Toish
ST Thd & o 3EH 397&Ad & |

With this option, you can create a link to book marks or
other reference types that are present in it.

Header&Footer Group

Header

T UST I U Aol H Il & STH gH PIs caec
ST Y Fehdl § Sl B8 & Yodeh ol T S SIYam

It is in the top margin of the page, in this we can type
any text which will be added on every page of the file.




Footer

I U FT el AT & gIdr § S5 g5 $is cFHEe
TS FT Tehd ¢ 3R 9o 37 Sis Tha §, S wisd
% JhF U W 3 S |

It is in the lower margin of the page, in this we can insert
any text, page number, number of page etc., which will
be added on every page of the file.

Text Group

Text box

g 3T & WIS H Udh cdig &l digd AT ofl
ol ¢ ST Text for@r 1 @har & |

With this option, a box can be created in the file in which
text can be written.

Quick Parts

54 3Rl dT Aee d PR Bisd # Fo fawr rdr &
ST U=l T &ITH, 9dT, 31fe | T 38 319Tell R 39
wed & fo9ar esg $r off Ser ghar § |

If something is written in the file like company name,

address, etc. Then it can be added to the file the next
time without typing it with the help of this option.



Word Art

d U g & AThehdl cFEC BIdT ¢ oI ghT &g g
$r Tersd Y fHedr & | S Uielde BISd AMG T dal

OST S H A aXdl g |

This is a kind of graphical text, which also has many
styles. Which helps in creating the cover page of the
project file etc.

Drop Cap

ST 3TCeT T YIIIT WIEMH & Tgeol 3SR Hl a3
R H feuar & o foar mar & | 39 g
fe@rar Srar g |

This option is used to make the first character in large
size of current paragraph. As in magazines are shown.

Date&Time

50 ATRIA & BISd H dadel 97T 3R arg e
S S 9o ¢ |

With this option, the current time and date can be added
directly to the file.

Object

S 3ToeeT ¥ A fhdl 3T I S8 TR,
giaigise, Aleds, BIeRng e # sl IR v
39T UH.UH. 935 $T BISd H T o7 of ehdl o




37T 3GA ST T S fhar 51 ehar g 3R wisa &

ST ST HhTT & |

By this option we can add other program's file like Word,
Excel, Powerpoint, Photoshop etc. Or we can Insert
already created file of other program then MS Word.

Symbols Group

Equation

SH AT & BIsel A ORIV g & ¥ 91 3R
WY S T T |

With this option, special formulas can be created and
added directly to the file.

Symbols

g TRIT Y Ace & RAffesT g A Reg BT &

SIS ST 99hd § |

With the help of this option different types of symbols
can be added to the file.

Page Layout Tab
Page Layout Tab & el 5 Group 8 &.

UH T ds &l ol JI33¢ ¢ A I 30T 3T &

S8 997 & ToaTSd HT T § |

In the page layout tab of MS Word, there are options
that have to work related to the page.
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Page Layout Tab

/'//
On) d Dacument) - Micros ot Weed
> wowe o . Wferences  Mallng: evaw New
e R A et W B |
R PRl 02 L R e
Themes Group
1. Themes
g 3TCRAT T JATIT BISoT T AT Feolad & foIw fhHam
ST & |
This option is used to change the theme of a file.
2. Colors
g 3ToRTeT T AT NF FT T[T dcoled & [T fohar
ST & |

This option is used to change the color of the theme.
3. Fonts

g ATl &7 A &7 HIveC deolel & ToU fhar Srar
g |

This option is used to change the font of the theme.
4. Effects

SH 3T & FATC AHTC /A & GaRT FARIT hr
IMftheh I NA dgeled & T A ¢ |

Effect Option is used to change the theme of the graphic
created Smart Art by the option from Insert Tab.

Page Setup Group
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1. Margins

AT 957 & R I ©Iss aret 918 8lal & | 39
T2l & GaRT Ul & IR 3R T ATl °erg a1
gers ST § |

Margins are the leaving spaces on the sides of the page.
Through this option, the margins around the page are
reduced or increased.

2. Orientation

SH 3T & 9 I HINTAA SEell AT &, A
al & & gld § - Wée 3N dsEh |

With this option, the orientation of the page is changed,
there are two types - Portrait and Landscape.

3. Size

g 3TCRAT T JAIT UST T 5ol deoled & [T fham

STaT g, 38 - A4, A3, Letter etc.

This option is used to change the page size, such as -
A4, A3, Letter etc.
4. Columns

g 3T & U &l & Hicdld AT STIST Hicdld H §ic

dohd ¢ |

With this option, the page can be divided into two
columns or more columns.



5. Break

3 3T & U, Picdd 3R SFEC dSa I dIs dls

T HEL I 3Tl IST, HiclH AT oAlSel W IGATIT SATcl]

& |

With this option, the cursor is moved to the next page,
column or line by breaking the page, column and text
line.

6. Line Numbers

S TR & BT H 33U SFEC ST T BT

H FaRX P Tohd ¢ |

With this option, you can place the number at the
beginning of the text line present in the fil

7. Hyphenation

g 3T & WRIATH H gTRABARA(-) FT FATh o4
dhd B

With this option you can set hyphenation mark in
paragraph automatically.

Page Background Group

1. Watermark

3T 3T @ U & dha3s WX [UaaX AT Taee
TR dleXATh ST ST g |

This option places a picture or text based watermark on
the background of the page.




2. Page Color

g 3T & ISl T 9T d&oll oIl & |
The color of the page is changed with this option.

3. Page Border
S 3T & 9ol & IRY 3R S5 9T ST g

With this option, borders around the page are placed.

Paragraph Group

1. Indent

g 3T & Yamw g8¢ & erir 3T aRi 3R
T rRT ST @har § s @I WETw AT Toldr g |

With this option, the paragraph indent can be moved to
the right and left along which the paragraph also moves.

2. Spacing

ST 3T & ar 1 3T Ik Jolde i 3elch
9T TIF ST AT FA fRAT ST

We can increase or decrease space between two or
more selected paragraph.

Arrange Group

1. Position

g 3T O T 99, Mer 3nfe &1 el wrsd
H dcell Sl § |



With this option, the position of a shape, picture, etc. is
changed in the file.

2. Bring to Front

5H 3fTcereT & fohdll e a1 A9 &l q@dr e ar
AT o 3T oITAT ST & |

With this option, a picture or shape is bring to front of
another picture or shape.

3. Send to Back

5H 3fTcereT & fohdll e a1 A9 &l q@dr e ar
AT & qS AT 1T & |

With this option, a selected picture or shape is sent
behind another picture or shape.

4. Text Wrapping

3H 3TCeleT ¥ & ¢aRT Uy IT AT HI CFEC & AT

JARNTST fhaT 1T ¢ |

With this option, the picture or shape is adjusted with the
text.

5. Align

59 AT & fohdl e a1 Q9 TaS«IHe dGold &
foT e & |

To change a picture or shape alignment.




6. Group

SH 3T & &H & IT &F H 31T Heldge I AT
fOere I1 e &1 Y9 Tl Fohdl § |

With this option we can create group two or more
selected pictures or shapes.

/. Rotate

SH TR T SEAATST Uere AT AT Y AW & foIw
fora ST § |

This option is used to rotate the picture or shape.

Reference Tab
References Tab & %o 6 Group gl

Reference Tab

ew
AB' “mntnam } ijm
A Next Footnate e L Sevbes | apa
lllllll . Footnote .l 9 Ratson = .)’3 ography * <e Enkry
k—h——-—h-—l——-——.m-d__, " ) L [ Table of Actnoriss |

_J _]Im-lut\a of Figurey L L)t ledec | :_2’ 3 beueit Tabie ot Authordies
AMr InZe . ' sate ToL

.nuﬂ | D.lul . Mark
) Cross referen: o

Table of Contents Group
Add Text

58 JTre fAelees CoFee &l dael 36IER gisar 3R
-39 9T &

This option makes selected text as level-wise heading
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and sub-heading.

Table of Contents
3 3T F 891 3R ge-gl3eq Fr ss99 o
AR ST g

With this option, an index table of headings and sub-
headings is created.

Update Table

g 3T @ 339 ¢ddl 3Use A & Ife BisdT &
forair 88T 312ar Aa-gfSer # sSgara fohar ar=am & A

With this option, we update the index table if there is a
change in any heading or sub-heading in the file.

Footnotes Group

Insert Footnote

g 3TC2AT T JAT Bisd & frdr osg & Toaad
STAPRT UsT & $eX TRAT A forwst & fov fohar e
el

This option is used to write information related to a word
in the file in the footer area of the page.

Insert EndNote
g 3ToRIeT &7 99T Bisd & Y ereg & g&afaa
ST BIseT & 3id & fogs & fov Far Srar g

This option is used to write information related to a word




In the file at the end of the file.

Next Footnote

g 3T & 3 3 o Ao § a9 wsd

3T e Roe Pedle a1 Usdle | FI Tged

Other options are also available in this option from which
the cursor reaches the file next or previous footnote or
EndNote.

Show Notes

ST 3T F FA Hl BT H 3T 1918 qgucﬁ & forw
feham ST & ST8T Uselle 3rdr Peele for@r amr g

With this option, the cursor is moved to the file where
the EndNote or footnote is written.

Citations & Bibliography Group

Insert Citations

S TR @ DIl e, ATl 3T{Cehel, 3TTC 3T ol
e formsr & fow far S g

With this option, The Citation of book, magazine, article,

art etc. can add or write.
Bibliography

=g AT & fAeesr fr Safoaiardr wea e &

foT aa g

With this option, The Bibliography of citation can be

insert in file.
Manage Sources




g 3T @ @ees & Bellc 3ruar guifed fohar

ST g
With this option, the citations are deleted or edited.
Captions Group

Insert Caption

S AT T FIsel H 3URYT UFax W Heel for@r

ST g

With this option, the caption is written on the picture
present in the file.

Insert Table of Figures

g 3T & 3 ey 7 3399 ol ST STl &
ST W gHar Feere for@r giar g

With this option, an Index table of those pictures is
created on which we have written captions.

Update Table

e e & FUAT H FIS deolid THAT I-T § ar 39
533 ¢dd H fc@a & ToIT 37 3T FT ST
frar ST § |

If there is a change in the caption of the picture, this
option is used to make it appear in the index table.

Mailings Tab

Mailings Tab & & 5 Group 81d &. ¢ 3T FW feW@IT T Screen Shot # &
Hhd §. 39 Groups T ATH HHAUA: Create, Write and Insert Fields, Review



Results, 3R Finish & 3@ 39 mailings Tab & Groups & ar aRfad & 7T g,
3BT 379 IcAF Group & T &I Fd &

Note: Mailings Tab #T T & FET FA §. TF AT F$ @F H Mail,
Envelope, Label HTf& 3eler-3redT AT, 59 &I & faw g¥ MS Word & Mail
Merge 3T UsdT §. 31X 3@ 9 # #Algg 9@+ Group & gy W AR &
SATAT SART HAA-AITN HEAAST FIAT AT Agr §. Y Y gHar 3T A
¥ fav we FIfAer i §. AIfF 3MIFT Mailings Tab T ITURIT FTTHRT 8 ST

g8 Group &aRT 319 SiegHC # Envelopes X Lables ST Hehdl 8. S, Mailing
Address Labels, File Folder Labels 37fe,.

g8 Group &aRT Mail Merge T Process & 8l 8. 3R 319 Ig & Toeiel AT
AT T8 §. 3o 9iI8 Hehd p. ITT Recipients List Create, Edit, Delete X Hehd

g

Jd AT FI & GldAl Group FI HH TcH X old 8. dd 38 Group FHl HIA T
§. e ar 39 39 Group &I 37eleT ¥ SEIHATA Jal Y Tohd &. Fdifeh SHT
Commands Active 8l gldl 8. 38 Group gaRT 39 9l Mail # Extra Fields Insert
FT Tohd g, [y AT Mailing Address &t seileh & Tehd &. 3R Greeting Line
SIS TFhd . 3R 3T T I FT 9@+ Recipient & [T 391-3719T T Fohd g,

STe 3M9ehT Mail Merge &l &1 QT 81 ST §, df 36 Group # Hige Commands &
ST 39 379a ST &7 Preview ¢@ Tahd g.



5. Finish

39 Group aRT 39 Mail Merge 9fshaT &l WcHA &Id g.

ol Us Afelvd & §eafd I Mailings Tab & fh
ST 8]

Work related to Letters and Mailings is done in Mailings
Tab.

Mailings Tab

L ) el ey

Enwelopes Labels Sw{M Il Sefeat Edn Mighlight  Address Greeting Ins mMe oe 5 || Preview || Finish &
|| Mer erge nmp t n axue nt Li : Merge Fieids Block  Line rm £ Update Labels || pacuity —,’/Mﬂ Check for Errors Meq
A Write & Inse: === R St

Use of Mail Merge Options in Mailings
Tab

Step -1

98 Ugel Start Mail Merge Group & Select Recipient
3TCRIeT &7 YT X U Fo 9l iy f3eedw S|
ATH, 9dTl, 3-Hd, AN AeX 3¢ Uah add H 89
$h Hd I o] STH §H AT ¢l §elT Hohd g 7UdT
g § o) T fAdee Y Hahd § |

First of all, by using the Select Recipient option from
Start Mail Merge Group, you save the details of some
people by typing in a table like name, address, e-mail,
mobile number etc. In this, we can create a new table or



https://1.bp.blogspot.com/-U4Z-QkeV1Ao/XyGV5qgEtjI/AAAAAAAAGjw/zvRzBd7ce6wZ1iJV1nCSSYwHAuP81F6zgCLcBGAsYHQ/s1600/mailings.jpg

select the table already created.

Step -2

R 99 W Teh ol 31ar WS 239 X g 3R
fSIeT TATAT W ATH, Uar 3T orga § 3¢ 0 8 g
¢d g Fdifch dg I SAIhIRAT ¢l & folep ahr Srwaf|

Then type a letter or message on the page. And leave
the places where you have to write the name, address
etc. because these information will be linked to the table.

Step - 3
319 Write & Insert Field Group ¥ Insert Merge Field

3ATCRAT T YA Fleh BISdd & ol TAT 9T ATH, Il
e forEsr & ag geafg fies Sis &9 &

Now using the Insert Merge Field option from Write &
Insert Field Group, the place Mail Merge Fields where
names, addresses etc. were to be written in the file, add
the corresponding fields.

Step -4

Preview Result Group & Preview Result 3{TcereT AT

ST ¥eh @ Recipients & faIT oleX &1 Wieg Ok
Y Thd g

You can check the letter preview for all recipients using
the Preview Result option from the Preview Result
Group.




Step -5
f%T 3710 # Finish Group & qur %Y Edit Individual

Documents 31Tc2leT Tolde i OK Htah AT

Recipients & oY 3ogl &I SATAPRT Bl HTA 3eTdT-3Teld]

W Fhd

Finally, after reaching Finish Group, by selecting the Edit
Individual Documents option and OK, you can see the
letter of all recipients separately with the same
information.

Envelop

g 3T ¥ ofeX & ToIv Envelop 910 § fo@s
37947 3 Recipient T3 for@d g

Labels

ST 3T T FANT oddd 37Uar e a9 & fow
fohaT ST 8, o9 WX 3T 39T UsH ol Tdhd g

Review Tab

Review Tab # %o 6 Group 8l &.

Review Tab
-

-~
/,

e..-lo' /

/ Mome e Pagelspeat  Reteerdes Madngs Revew | View

*.7 i3 %9,:52';2 L aen e R fEE SR S emene el 9. T el 8 OB G
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Proofing Group

Spelling & Grammar (F7)

ST 32T T JIAT WIS H 3fdehiae TATeldr 37Uar
PTAT FT gl ¥ Jog ol Hla) & o0 fRar Srar
el

This option is used to identify uncorrected spelling or
grammar in the file and correct them.

Research (Alt+Click)

58 3iTCRreT & e e AR faelid Aqeg gaal &
foT #a g

This option is used to find synonyms and antonyms.
Thesaurus (Shift+F7)

S 3ol &1 3T ST wfarer 3R faelA reg gael
& fouw aXa g et sad A Swice € 81 g

This option is also used to find synonyms and antonyms.
But language is the default.

Translate

Y 32T T YA STTA HINT & AsE France 37ar
Spanish # dcolel & foIT Fd g

This option is used to change the English language
words to France or Spanish.



Set Language

g 3T & I8 WATH I HNT deoi Sar & forgs
gg TAfedT 3R AR FT SR FHSIAT g

With this option, the language of the word program is
changed, in which it understands the function of spelling
and grammatr.

Word Count (Ctrl+Shift+G)

S ATRMA H BISd H Uol, WREME, o5, 36 H
ATy 2T e g

With this option, the page, paragraph, line, letter count
are seen in the file.

Comments Group

New Comment

s 3ToT 8 TohdY oreg 31Uar ardF & HeaTUd $hHC
cFET U T gt 3R for@r Jrar g

With this option, a comment text related to a word or
sentence is written on the right side of the page.

Delete

ST 32T &l 99T ThaT Relacs dde Fl Bellc e
& foT st g

This option is used to delete a selected comment.
Previous



g 3T @ 9 gdHAT Hdc I WSl Fdc W
g 3

With this option, we arrive at the previous comment from
the current comment.

Next

3T 3T @ §H JdHATT FHHAc T 3T e W
g 3

With this option, we move from the current comment to
the next comment.

Tracking Group

Track Change(Ctrl+Shift+E)

59 3T I UlFede el & d1G BISeT  Sllel dTell

SGolld 9dl Il ST &

After activating this option, the change going to the file is
known,

Balloons

SH 32T § Comments 37UdT Track changes & <
& el 3R el HT T J ST 3R U &
foT R g

With this option, you can view or hide the changes in the
shape of balloons on the right side of the page.

Show Markups



S 3Tl T TANT SwAcd AT T HAThIT &l
Hide/Show =t & foIT foram e g

This option is used to hide / show comments or other
markup.

Reviewing Pane
39 TSI § FHHCH 37UAT ¢ ool dl Reviewing
Pane & fg@mrr Srar g

Comments or track changes from this option are shown
in the Reviewing Pane.

Changes Group

Accept

Track Change 3127 Activate Fs & §1¢ BISol H
fhd 9T SColdrd &I BISel TAC (W & [olT

Changes & Accept T THd &

After activating the Track Change option, the changes
made in the file can be accepted by Changes to keep
the file permanent.

Reject

Track Change 3Te2lsT Activate sl & &1 BIST H
fpd 31T dcorarg & BT § GHATEC gl & folv

Changes # Reject Y Tahd g

After activating the Track Change option, the changes
made in the file can be rejected by Changes to remove




the permanent from the file.

Compare Group

Compare

g two3fTed & MS Word &7 1S ar ®ISd i

Compare fRIT ST &
Any files of MS Word are compared with this option.

Show Document Source

g 3Tl & Compared File & View S&aT STdT g
View of Compared File is changed with this option.

Protect Group

Protect Document

g 3T & BISd & Data I YTHdS &I A J
Protect ¥ ¢ Tolg% & 30H Sgerdrd T fohdm ST

Heh|
With this option, the data of the file is protected with the
help of a password, after which it cannot be changed.

View Tab

g &9 # 3o JioAwd T 1@ a7 ¢ 5@ Wane f6sT 7 $© o o Show 3raT Hide foham Sirar
g I 3w e §

In the view tab, those options are placed from which the program window is shown or hidden by these

options. —



View Tab & el 5 Group 8 &.

View Tab

t};\ Hd9 v Dodxgent! « Microtolt Woed
L3
—) Mome  Insert Pagelayout  Refesences Mallings  Review | View
1, i-! _d [ ] I Rules DocumentMap | ) 1_ Jonerage | T3 New Window | LI View Side by Side _;—:7‘]
= =t : Gridiines Thumbnaks \ e [JdTwo Pages = Amange Al 1} Syncheonaut Scrolling
Print  Full Screen Web  Queline  Draft Joom 100N : ) Swach
Layout  Reading Layout Message Bar o PageWiath | [ Spm o4 REset Window Postion | windows =

Document Views ShowHide Zoom Window

Documents View Group

Print Layout

gH g H SiFgc BIsd Ul H §¢ Sl § o™ dg e
gl g 38H & $or aX fe@dr g

In this view, the document file is divided into pages as
they are printed. It shows two ruler bars.

Full Screen Reading

SH g YT Bl &l fhdld T TE Yo & ol

forar SITar & ST FIS T IR 8T g 3R saa
ufsfear 8T Fr o1 Ihar &

This view is used to read the file like a book. There is no
ruler bar in it. And it cannot be edited.

Web Layout

SH < H gAY ¢W Hhd & $I AN SiFgHC BIsd
3clele & Uol W HAT fGWafl| s9H had T FoX IR
gl 8]
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In this view, we can see how our document file will look
on the Internet page. It has only one ruler bar.

OQutline

59 g H Bisel A fold Wamh X Jele diged A< gl
ST §] I SIFgHC T Had &7 < §idT ¢| $HH g
T IR =gl gidi|

In this view, bullet points are set on the paragraphs

written in the file. This document has the largest view.
There is no ruler bar in it.

Draft
g g Wordpad # ¢@Tg &1 o180 &g gIdT §| $6H Uah
FeR aR fe@rs ¢ar g

This view is the same as seen in Word pad. Only
one ruler bar appears in it.

Show/Hide Group

Ruler

39 AT W b el H FeRAR Show/Hide Thar
ST g

By checking on this option shows/hide the ruler bar.



Document Map

SH R W Uk A U SiagHC
AT Show/Hide fhar srar g oaa @l gf3aw 3R
aa-fEer @ S

By checking on this option shows/hide Document Map.
In which all headings and sub-headings are shown.

Grid-lines

g 3T W T el § O W 38
dsed  Show/Hide &7 ST g

By checking on this option shows Show/Hide grid lines
on the page.

Thumbnails

g 3T W T adel & Pages & Thumbnail
asel S fast # it 31k Show/Hide fham SITdT g

By checking this option, the Thumbnail size of Pages is
Show/Hide on the left side in the program window.

Zoom Group
Zoom

5 3O H UST &7 SffHT HA AT SAGT HT AT g

With this option, the zooming of the page is done more
or less.



100%

3H 3ffcerT ¥ 9ar & AT 100% W AT & AT g

With this option the page zooming is set to 100%
(Default Zooming).

One Page

SH AT § USl HT AT Sl & 1T ¢ o dH Tah
QT 99T BT W @S ¢

With this option, the zooming of the page is done so that
an entire one page is visible on the screen.

Two Pages

3 3Rl & UST &7 S[fHT St gl ST & foaH ar
T 1Y Ul Thid W fe@rs ¢

With this option, the zooming of the page is done in
which two whole pages are visible on the screen.
Page Width

ST O & Yo B AT S @ S ¥ e o
$T TS BT &

With this option, the page zooming is as much as the
width of the page.

Window Group

New Window

SH TR @ Bl TdsI T Stellehe TasT aolr Al STl
el



With this option, duplicate file windows are created.
Arrange All

SH 3fTcereT § Hil siergge TdsT Ueh A Ehied W
ferrs ST &

With this option, all document windows are
simultaneously displayed on the screen.

Split
59 32T & SiegHc fdsr &1 ar ARl # §ic &d g

With this option, we divide the document window into
two parts.

View Side by Side

5H AT § sigggce fdsisT &l Hhied 9T Side by Side
Th 1Y T Thd g

With this option, document windows can be viewed side
by side simultaneously on the screen.
Switch Window

SH AT H Teh siege st § qadl siag#c fasr #
I @ U Hohdl B

With this option, you can easily reach from one
document window to another document window.

Macros Group

Macro

g T[T &7 YT BIsd & [hAT TlFelddr & Rais
A o &0 g g T a9 39 Hfr o geamar s




Tohdl g| Hl FT ReI8dT @ & fIw Alt+F8 e &hr
T AT HL Thd g

This option is used to record any activity in the file after
which it can be run at any time. You can use Alt + F8
short key to view macro recording.
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