YSRWUL-? : HIFsAs2 ddall uRBu

UL AsHA weALd sl olle AR
o HB5RASE dSoll [QoSletl (AL ewdll (AN uHx Anagl

HslAlse dlell yRua (Introduction to Microsoft Word)

USSR df A WSS Al 6 [AsAaail AAd o YA d§ VAR B. WA
afal HISHMSS gl A YauH 1983H1 BEAsU (Xenix) R HIZ HEEl-2A A8 (Multi tool word)sil
SlN %Y sRAML W] o UHAAR dSell was YA olelR WsalHl wcl B 1A [QoSlos
UURRaL ReH o olld, uRd As Bll o WNUR(E0L RreH U2 uQl Guctou wol,

slAl Guato WIS df A WgslAllge AW(3A 2010 Ws2AR Udasell As @ol B, WSS AR
UGB Wl o GURdt AsAA, WeRWSe2 U G2 s Bl o WF2AR UQL UM 4A B
Boll weA™ WUUQ A Uloll YsWAML 5319, HESHAse wW(3U A HASles urlcad (proprietary)
AAR B, HER dsll GUAL $ctl UdAl doj AlAMe A wau B,

HESslRASe cSell QoS (Microsoft Word Window)

HgsAse 3y YoM UM 52 8lA Al Hgslllse af Q1oL 23 sl H oA wdd

SleSURL lctoll GuoL 531 asta ® -

e Start = All Programs =» Microsoft Office =» Microsoft World 2010 @scu wrie s3.

e Start & Run ([AscU gl Run StAARL cllsd WAl AMi WinWord sHLes cvll OK olest UR (55
3.

o 2l 3252lU UR Microsoft Word 2010 H(2all we5lel wUUHL WAA 8l Al Aol UR suc (As
.

Ul 3.2 WEsALR e WSt
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GUWR ealldct slsuel Jlctell Gualol 531 HESsANSe df A3 sraAHl AUA R AL (ALl wusld
3.3u0 gallcal Yorotofl [Qodl 29 sRaMl w1 B.

2u
3 da A dlg o O AFHS S /

N “aet
Qe oleet Gt 2t /1N kR et SR

2P IR <— . . -
ﬂ‘){ﬂl p 0 st i it SUEE AR ®® 2T |aencens aBbcend AaBbCe AsBbce AaB A ’j S
- : B AY ke W v.A Wmam ) o Tosiind Ty . SO0
- e =
2 oy ™S - \
\‘ \‘. \ T = /.-’ \.
V WY O . . \
aaiss i ARM2ct
(S0

IR

AUg(d 3.3 sl ad 201061l wels Qo8

SN2 df 2010 A sRAUHL WA AR wslAQul ealcal Yool declis ues Wld UR %Y
sCUHL AUQA B, S\sYNoeoll Uell U2 33 Aall €35 desall uRUA AaclA.
2LE2AIR (Title bar) :

Wl - o= —_—— T Document2 - Microsoft Word -

Aus(d 3.4 aLfecoR

SN2 dS 20100l (Aol Wl GUR WAAL US|l Ul alEfecuR 58 B. alfecolirell HeauHl
(A20o1ef oltH Microsoft Word mal sleAHl WlAAML AL S\5YRo2o] ollH WUAUML WA . AUS
ot sl glA dall €clAlal Documentl, Document2... Aall ol UA galatcltHl A 8. Al GURid
2lfed Gk UR SlsyNozoll RUcll scl M2 AUMeA Al 32cis oleotoll YAul wuatl wicll .
alsecollRell stoll oy WAA Aol (A5 WsAM AWIR (Quick Access Toolbar) S&clMi uA .
UL QACRUL WAL ES Glaato] ol wal GUaIL oA Yool B :

e 53lc Aof (Control Menu) : 2l8f2c GllRell SOl ollogell WERU UR AUAA 53 Aojul (Sl 28lotatl
wUYs el ealaal Restore, dSell (AodSlal WASIA 2slol UR W UG Hscll Move, [AoSlo] SE
WEAA HER Size, [AoSlol JotcddH SEHL 2RSOURHL 2R§-0i2ol 23U elcal Minimize, (AodlA
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Ayel lotoll s€ WA e2ldal Maximize dell d (AoSlal 6l scll Close Bl (Ascu wuaHl
vl B.

o Ad 6l2at (Save Button) : wUGel YUsWHL Al dlaul Hxol, wAR s1Rjeul (Qotdl GRauM
AUA B AR Aol sou{l A WHIL AU 206 sl A B, (Aol stadl oLe sal
HERZ Aol al8sles Bal sl diosralet UR e sAl w33 8. wl Bauat ‘Ad s’ (To save)
sSCUHl WA B, l weot UR (A5 sclll SlsyRoedl GRRA Ml 1A a3 At UM
AUA B, Al oeotoll Asc -6 uRell Cri+S Wése-Sloll Guol uel s3l aslal B, %l
GUALscl YUH duld SlsyHee Ade sl A Al Aol UHE Save As SIACAWDL ollsA %
sCUHL WA B, BUL SlsyNoze] olld vl sl a3 ([Qoldlell Adts s3I AslA B. L SIAAL
AlsUoll Aot [Asedl Bidloll HBAL 20U 21 Any.

o ol-§ 6leal (Undo button) : U QA ¢lA ¥ af YNAUR AsAR SlsyReeui GARC
HIG AL YuRell YAu Y3l wd 8. SlsyReeui GRRAL ([Qatdl UR satdl AU A (saa
€ Sl U Wol-§ olesloll GUAOL scUML WA B, Wol-§ oleslall Asl dy cuid Guadal
scllel @ sHHl (Qatdl GARL ¥ Yl dlal dell ([Agg suul As Ul As A (Bard e
scllHl AA 8. AL olestall [Asc S1-6lS Ul Ctrl+z Aese-Sloll Guallol Ul 531 st .

o lUle cel (Repeat button) : BEA sl AUAA (B2l Yolialldd sal MR ulL sleotell GUlloL
gAML WA B, GELsW 3%, %l GuAIsial AsAHlel dAMRl GRRalell ¥ olsarl s2clell
%32 Ud cl A M2l [Ascusll Gualal Asclrk sl olle AUle oleetoll GuAIYU YotAdldd 3a
A @scuell waR Aacll asta B, vl vestotl [AscA $l-60§ uRell ctr+Y 2lése-Slall Guallal 531
sl 8.

o sRUER (As WsAYU Aok Nof (Customize Quick Access Toolbar Menu) : (35 WsAY
QAGURHL AMAA Mol g scl AUl oA ¢eol GARCl L Adjell GUAL SAML wA B.
YdQuUiRd AQ urie saMi A getvieet AL Wil [Aauell S asia . ® A [Ascu
U (5As WUl Aol gctouul e2cll ¥ uagad clattcll asta B.

(A8l UURRa RreHHl yedl £35 (Qodloll BH HHAS2 dS 20106(l [ASlall alFeAGURHL UL
o HR(l o1ty o{lA g2l ARl vleot WUAHL ulcAl & -

— 88\
RARQuES» AR/ S
AlAHES B

A 3.5 52t vlead
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ARAMES oleel (Minimize Button) : Al tleel UR (A5 sl WA R HSHAse dall
it (oSl ctHot olotlcll HEHASS [QoSlBell 2IRSUIRHL 21250120t AN AdLsclHl WA B,
2IRSUIR UR AUAAL 2502t UR (A5 531 53 (AodSlal Yo seul clcl asta B, adell SlsyRoe
AU 51 5l QA A £2Ulet WA 5 WS2AR UUH ¥ (Qotdlett GUdLefl %32 U uR ull
oot GUA( ollad 8. Aol AsyRoeal souHl UHA HER Wl uRel g2 53 asiA B, ¥
SlsyRoeal ol 531 Yolt: WIAAUHL Al AH2A oA B.

RR / ALAME R 2ol (Restore / Maximize Button) : UlHle A HESHAe ddell (Aod)
lototl AYEl sl UMY ¥ A 3l (maximized) %Y sRAML A B. U decllsark adel wd
el S As2AR Yol Wilell Axi uel sl scllell %32 Ul B, wlal AHA RRAR olest UR
sAs saell adell (Aosl Ul Wlotal sle@ AWssA dl Yl HallR ot Av{l galctcumi 2 B,
Bl Wlotoll Wt @Al GuAdL oflst NgedR elaal 531 Aslal vl UHA RRAR olest
HEASA AEAHESR oleol a3 % sallHl A B. $31 wl % olzal UR (A5 salell [Qodla
Yot: AYEl 25lot UR g2l w1a B.

SCAl ol2el (Close Button) : HIESMse dSell cldMiol (QAoSlal oitl $cll HIZ Al Heatoll GUAL
531 AslA B, Al oleatoll [AsEu3W Alt+F4 e s2-$loll GUADL URL s3] st B, %l ddell AsHIA
(Aol vildcuHi uicl slat U 5B weot UR (BASs saltdl WA dl A (AodSlefl WA HSHAS2
ad Yol Ul ¢ 52 8,

Rutet (Ribbon) :

Home Insert Page Layout References Mailings & @

B Shruti (Body CS) - 11 - A" A" Aa- =

\ &4 Find ~
# 9| pambcend | AsBbcedd AaBhCc AaBbce AdB 2\

24, Replace

2
. k3
moiioE
S

i ‘i"li

Paste B 7 U - oabe % % LWL A
s & Format Painter —

P

G TNormal |TNoSpacing Headingl  Heading 2 Title _ | Change

= Styles - | % Select -

Clipboard Font Paragraph Styles Editing

Aus(d 3.6 Rotot

HESsAse dSell wdtoell ug(AUAHL WAL Aof WA AAIRA UL AL 20100{l gRHL (Rototoll
UHAA sRaUHl vl 8. Rutotl el el sl (task)oll qHe 3N 3ecis (Aewdl (2¢i/tab)
AUl el B, sl AR Rototl olA gldct wWs 2ot UMl WAL B : File, Home,

Insert, Page Layout, References, Mailings, Review U View.

Rutotatl €35 20t gl Guaou sRallHl Aladl QY YAuwl @A AAuHl HEA AndlA, dun
@scquiel ay Hecctell Qs QA U @ Al w1 GUR 5319,
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HEsRSe dASall 20 (Microsoft Word Tabs)

Home Insert Page Layout References Mallmgs Review View e
= save . . =
s Information about Chapter-3MicrosoftWord2010
&l Save As

C\Users\Saket\Google Drive\BabaSahebCCC\Chapter-3MicrosoftWord2010.docx
&5 Open
' Close .
A Permissions
t r;;l Anyone can open, copy, and change any part of this document. Properties =
Recent Protect Size 521KB
Document - Pages -
New Words 1623
e for Shari Total Editing Time 645 Minutes
repare for Sharing
5 i Title
Print \ lﬁ Befare sharing this file, be aware that it contains: =
) ags
Document properties, author's name and cropped out image data =
Save & Send Chedkfon pro PR e B Comments
Issues - Content that people with disabilities are unable to read
Help Related Dates
Last Modified Today, 8:23 PM
I3 options j Versions Created 3/27/2014 11:31 AM
ik [ .
8 bit ] Today, 8:14 PM (autosave) e
Manage
Versions - Related People
Author ismail - [2010]

Last Modified By ismail - [2010]
Related Decuments
). Open File Location
-

gl 3.7 Rotet UR A File 20t
1. File tab :

e 20l UR (5As saledl wus(Q 3.7u0 eallacuiil A Slot 9 sRaUlHl wadl. Al ([Aetolall
Gualol 53 SlsyNee AUA ASAA 32clls yoed sl s aslal B, Rl 3, odl SlsyAoe
Wolldlcdl  (New), &l SlsyRoz WA (Open), SlsyRooll uole sl (Save), 9Yéld
SlsyRotall ol ol A WUl Aol Ulat UR $3| A3Ue $cl (Save As), S\syRoeal old scll
(Close), S\syNoe [AA A Anadl (Info), GUAISAR slAHl WAL ExcdlAoll A€l R\
Auiell 818 SlsyAee WA (Recent), SIsYRoea Yad s (Print), SIsyRozall s 831 Ax -
AFA ¥ Aol HIR$A HIsA (Save and Send), SlsyNo2 daulR sl A Hee Aaadl (Help)
AdR. wg[AHL Info (Qewatl wAc ([Asedl galaalHi wicaul B.

2. Home tab
Home | Isert Pagelayout References  Mailngs  Review  View &> @
=3 N . = = s @4 Find ~
& . - u - B = .= .uE. EE S - -
L Ex Times New Romi - 11 - A" a7 Aa- ) IS FF 8T | sapbcepd AsBbcedd AaBhCe AaBbce AaB . G-\ . Replace
paste ) B 7 U - e ¢ WL AL ===t &5 i _| Change
: R u X, X o E E EF| E e TNormal | TNo Spacing  Heading 1 Heading 2 Title | sytes = I3 select -
Clipboard F Font £} Paragraph £l Styles F Editing

Aus(d 3.8 Rotot UR wAA Home 26

SlsyNoeHi GARAL cullell olsal (1@l /Formatting) HI2 GUAod uals (Ascu il (Qewotul
AHLAAHL vl 8. BH 5, AWIRell ARl HAS GWECL (Font), € WEAT (Font size),
wetAell Al wecdl (Bold/ltalic/Underline cdlR), AWIRIal €l %el WU wUcll (Text effect),
AR Ysl@d $q (Highlight), ALllRle] eUlelidR 59 ¥ Aol asct sl (Cut/Copy/Paste),
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AW d06cld (Left/Center/Right/Justify cdR), cuWlgldl oll§2 wucl (Border), GAWIQA
SIsHoHl 20uUg WA W AWIBL U WEA] (Find/Replace) cd\R.

3. Insert tab :

Home Insert Page Layout References Mailings Review View & @
j =l BE I-T )3 1 @, Hyperlink j j j A J Aj [& signature Line ~ S-z
= » : ) = Ao i 3 | = ”
o al = i+ = = # =|
‘ Bal w0 j ﬁﬂ = A& Bookmark 53 Date & Time
Cover Blank Page Table Picture Clip Shapes SmartArt Chart Screenshot . Header Footer  Page Text Quick WordArt & b Equation Symbol
Page - Page Break - Art - . 5 |Cioss eferencel B - Number+| Box- Parts+ - '8 Object - - -
Pages Tables Tllustrations Links Header & Footer Text Symbals

(A 3.9 Rotot uR wAd Insert 2ot

SlsyRoeHi GRRAL AUIRA UsLAS Al o U5l GRRl M2 3l (Aetolell GUAL sclul A
8. ul (QAelol gl YUY (Cover page), WAL Uls] (Blank page), 26lct (Table), RA ua AU
wlE (Image/ClipArt), ([QA[AY WSIR (Shapes), WAW (Chart), Slolall Bullel (Screenshot),
Sl8URAAs (Hyperlink), 2 Wl 22 (Header and Footer), GUQL Hi2ell olls¥ (Text box), AGE
Yalletet (WordArt), AH1s00 (Equation) ol (A2l (Symbol) Ball well uesl GAIL asta B.

4. Page Layout

Home  Insert | Pagelayout | References  Mailings  Review  View s @
Colors = s = = Breaks * A Indent Spacin h I Align -
(B O B 3 E 3 A @0 : 5
== T4 ]Fonts - #3 Line Numbers ~ i Left: 05 4| 1= Before: O pt B 4 &3}
Themes Margins Orientation Size Columns . Watermark Page  Page - @
. [Olefreas - . = = . bE" Hyphenation - -+ Color - Borders | Ei Right 0" S iSaten opt % f; Selection Pane
Themes Page Setup Page Background Paragraph Arrange

AUlg(A 3.10 Rotel UR WA Page Layout 6t
Sy Nozall Ulslioll olscal M2 i (Qewdt GuD( B. Uetiell YdAuiRd alscrimi 1A s:cll
HE Al ([Qewol %33 ol B, Ueticll dld olecdl (Themes), slR2U (Margins), ¥REANe2 2ot
(Orientation), Welle] SE (Size), Uloli-5Mis (Page numbers), <25 (Watermark), Ulatioll 201
(Page color), Ylotioll o8 (Page Borders), Bodo2 Wl %RI (Indent and Spacing) R Bl wals
o6l (lEACl HI2 Page Layout 2ol GUAIL sRclHL wA B.

5. References tab :

Home Insert  Pagelayout = References | Mailngs  Review  View s> @
E B+ Add Text - 1) Insert Endnote ] £ Manage Sources ﬂ (3 Insert Table of Figures j ) Insert Index e 5 Insert Table of Authorities
E = wl =l (=4
= (57 update Table A Next Footnote ~ | (@ style: APA Fiftt ~
Table of Insert Insert Insert Mark Mark
Contents ~ Footnote Citation - " Bibliography Caption LH) Cross-reference Entry Citation
Table of Contents Footnotes Citations & Bibliography Captions Index Table of Authorities

AUl 3.1 Rotet UR WA References 20t

Slsyioe dalk Ul Ughl AMi WodsH@sL (Table of Contents) GARC, SlsYRoHi UAA ¥5(1A
YU AofsH@sIA waldot $cl (Update table), WEY( (Footnote/Endnote) GRRCl, djayR
(Bibliography) €2llacll, 2lis (Caption) GARG cdR Vel Uals sl HI2 Al 2eall GUADL scH
uA B.
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6. Mailings tab :

Home  Insert  Pagelayout  References | Mailings | Review View o @

0 y =
= E = 58
Envelopes Labels | Start Mail  Select
Merge = Recipients ~

Create Start Mail Merge Write 8 Insert Fields Preview Results Finish

A 3.12 Rotet UR A Mailings 20t

SlsyNoeal alofllal ysal 33 Acl URelll3al (Envelopes), URalMl Mol AW (Labels) &l
Ancalr cAlEAlloll AEl Bal uesl dalr sal M2 Al (Qewdlell GUAdL scUHl WA B,
Secllsclr As U Alsl 38R AUA Asel dy cAlsallal Mscclsll %32 Ul 8. Ul YNejd
AWIRA A€l el Al olld Al URellMl A RSl eladl YlAua ASA-HY (Mail
merge) 313 Al A . NS Holl YAl Ul 2L [QetdtHi vuaul 2l 8.

7. Review tab :

Home  Insert  Pagelayout  References  Mailings | Review View o @
] = ABC a% =% = 23 Final: Show Markup - b, g ¥ Previous % Y
v O [ o F Emthnm B /4 1 2
ﬁ) o "j 3 show Markup - %} Next
spelling & Research Thesaurus Word | Translate Language New Track . Accept Reject Compare Restrict
Grammar Count - - Comment Changes - [ Reviewing Pane - - - - Editing

Proofing Language Comments Tracking Changes Compare Protect

AUg(d 3.13 Rotet UR WAA Review 26l

SlsRoeHi WA AWIRLA SR Wal caus0Loll el Ysct scll Spelling & Grammar ollHoll
@scu i [QetdtHi vucHl el B, ul GURid 518 2seatl AHletledll 3 [QRAYUL 26€l Wl Asll
AUA YO AGEL GEAC M2 (Thesaurus), S\sYRo2Hl WUAA Ulell, 82U, lERA, AcEl dul
wWeRlell A Avul oLl M2 (Word count), AUIRIA el GUIMHL Wofclle scll (Translate), Sal
Wogloll UM WEAA M2 (Language), olll GRRcl M2 (New Comment), A ¥ dtf €xcllANla
ARullclell (Compare) HIZ 3l YR(Ad SlsyRoeHi UAA 381 wlal dal llsiRal ¥ o wllsRal
Bl [Asedl ugl 2t [@ewotl YU wseuHl veal 8.

8. View tab :
Home  Insert  Page layout  References  Mailings  Review | View N 7)
= = = Ruler (5] (&) one Page l (1] View Side by Side
b @ & EE T R L4 = = =
[ Gridiines [ Two Pages
Print |Full Screen web Outline Draft Zoom 100% New Arrange  Split Switch Macros
Layout | Reading Layout [ Mavigation pane & page Width | window Al Windows = |+

Document Views Show Zoom Window Macros

gl 3.14 Rotet UR WAA View 20t

SlsyNoeal (AAYU YSIR (Views) Alal H2 il (Qewdlell ylAul sucuHi el 8. Modlol uud
sYNo2all Eullel Slal MR (Print Layout), AYQl 2lat UR S\syYAe2 Hlal M2 (Full Screen Reading),
SlsYRoeal AWV 23U Al HE (Web Layout), SIsYRoeHl A cArlglal ollus ua Vet-olls
30 gallctal MR (Outline), SIsYRoeal ois ¥ gl lal HIZ (Zoom), As Wlol UR As ¥ dy Yrs
%lcll M2 (One page/Two Pages), S\sgRoeoll Asell ay (Aesl vldal dal Wlet UR el g€l 3ld
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olscall M2 (New Window/ Arrange All), ol ([AoSlMl acll 2 (Rl Windows) dall Yool
SLRHIOU 6L 88 (3L U0 slellalall (Macros) HiZeoll [Aseu il (Aetotl ueHl el 8.

o HUUY (Ruler) : SlsyRo2tl SRS [Rad HU Yool sl scllell %32 Ud Al Qell (Vertical)
U WSl (Horizontal) HUUell YlAul wucidi A 8. ydEulRd a wuud u?
A Raue{lAl 2 (Inch) AsHHL sl B, B w3RaAUA Yol wecll asta 8. Wuugdl uR
€2 AUSUL SAUAl %R U 2-RANU (Tab-stops) HMUAUHL MAAL sl B. §l-60§ URe{l 2t
(Tab) 8l gottateell AL ol uR flut o Ul asta 8. ydAuiRd d olsceusl udct
UL 2e-RAUA dedall HIR HIGH ad Huugl uR 6as 53 asta 8. yd@uiRd 2o-R0ua L
AR dd elaal wa 8. 8, 2o 4l &Rl sWRA lldlotl 2w [Aauell vRladl et uR
Y A8 raml wad. oAl vuglQul declis 2o-RU WA US| (Horizontal) HIUULL
galdl ®.

||1” Lo O 1 s

gl 3.15 2oet-RU We{l 28l (Horizontal) Huugl

o s (Work Area) : doll QoSIHL S8 vilcall clle ellclallMi Alddl UFE (A3BUAH
51 (Qewotl ade] slEd@nt 53 B. SlsYNoeHi GARCUHL wldollr dMiH HRA wel
galaail wa B, siddsa As ¥ dy Yyl adpadl 1A 8. Moz A-2UG2" UslRsll
Hi Ulell aAe{l 21l A AstA B.

o WAWR (Scrollbar) : SlsYNeeHi UHI(AR dHH HIBA As o Wlot U e2lcll asia A
eRall sl olell. slot 5cll SsYAozoll Bl ay slal A A S\syAcul Jecls W
Uad @ B, W HRA Rl w2 SsyAcea GU/ellA ¥ stoll /gl oty WASIA g
33| olal B. l st W aASell (AeSIHL uofsA Lol (Vertical) el UISL (Horizontal) WA
olRell YAl ucHi ucll B. WAReA A BsL UR A dlRell [Aauell uRladl vlest
UR 5As 53 Wlot UR SsyNozal WASL Aslal B, ul o sl Bsuedl sal HER WAAR UR
WAL WA Heotal HIGUall WBo2R aAd 391 (MIB/Ug] sl6] vleot (A 531 HGU Fcldll) ual
531 st B. o{lAoll pUs(AHL WS\ (Horizontal) WAGUR €2l B.

LA 3.16 S\ (Horizontal) WA GlIR
o W2UUR (Status bar) : dSell [@QoSlHi Well oA WA Sl Ul RWa2UAR 33
AWMl A B, ddMiet S1syNoe A6l 3eclls HUEAl 2w @t UR ealaatl wa B.
ol Aoll gAML RWaUGR W Aol U2l e2licaul B.
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