RUDRA COMPUTER INSTITUTE

&G P IEECIe

Teacher: - Chhathu Sharma(MCA)

Chapter 2

2. MS OFFICE (WORD)

1. MS Word Home Tab
THTE I3 @A &

Introduction (TT=): MS Word is a word processing software developed by Microsoft. It is
used to create, edit, format, save and print documents.

Y 37 MS Word #ATSehIe gRT RIhAd T g5 MATI JdedaX &1 STHT
SUANT SfFgdHC T, 3AH FUR B, A BiATedl I, BT el 3R flie
ey & fow fohar Srar &

1.1 Introduction (GR=)

English: MS Word is a part of Microsoft Office. It is used to create letters, applications,
reports, resumes, question papers and other documents.

Hindi: MS Word, Microsoft Office T Teh HTIT §| STHT SUANT U, e uF, RaE,
JTANSTET, U4 UF dUT 31T Saggic ol & fow fhar Smar g

Uses of MS Word (MS Word & 393197):

To create documents — SIFgHC TATAT|

To edit text — ToFEC H FUR HLAT|

To format documents — SieFgdHT Bl HThHYh TATAT|
To insert pictures and tables — /T 3R <ael ST
To print documents — sfeggic @1 Tie fAdrer=T|

o~ e



1.2 Elements of MS Word
THATH I8 & HTI AT

English: Elements of MS Word are the different parts of the MS Word window that help
users create, edit and manage documents.

Hindi: MS Word & Elements @ 3el9T-37el9T HI9T Bl &, Toleid! Heddl ¥ ok
SIFYAC IAT HhdT &, 3HH FUR B Fohdl & 3 38 IITREYT P Hehdl &
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Main Elements (&I HTIT):

1. Title Bar: Displays the name of the document.
o SiFgHC BT ATH fe@rar B

2. Quick Access Toolbar: Provides quick access to frequently used commands.

o IR-IRX 3UANT E dTel HAIS Bl STedl Giodd HI Fradr &ar &
3. File Tab: Used to create, open, save and print documents.

« S[FgHAC TT, Gield, Td I AR e Fa & fow sugher g gl

4. Ribbon: Contains different tabs and groups of commands.

o THH HAI-HAT &I IR FAE & F9 AT B



5. Ruler: Used to set margins, indents and tab stops.
o A, g3 3R g TU e Ha & T 3uAer gar gl

6. Document Area: The working area where we type text.

o % TAT B &H SHEC 23U Pl S
7. Scroll Bar: Used to move the document up, down and sideways.
8. Status Bar: Displays information about the document.

. shapic ¥ HERT FEER R ¥
9. Zoom Slider: Used to increase or decrease document view size.

. SIRgET B BT AT G BF W F AT 3TAT BT B

1.3 Explaining the Ribbons

RaeT @1 garstan

English: Ribbon is the area of MS Word that contains different tabs. Each tab has related
groups of commands used to perform various tasks.

Hindi: Ribbon, MS Word &T ag #1191 & fSei 31eleT-31e9T Tabs @10 &1 Ucdd Tab &
HafAT Commands & Groups Bld &, il Teradl & 37el9T-3719T & fhU ST &1

The Ribbon Tabs
Home Insert Page layout References Mailings Reviews Wiew

Home - Most common tools such as clipboard, font/
paragraph/styles settings

Insert - Tools to insert tables, illustrations, links,
header/footer, & symbols groups

Page Layout - Setup user themes, page orientation, margins,
tabs, paragraph spacing and object order

Mailings - Setup mail merges

References - Setup footnotes, table of contents, captions,
indices

Review - Tools for adding comments, tracking changes &

comparing documents, grammar and spell checkers

insert and editing of tables

CS&E 101 Word



Main Tabs of MS Word (MS Word & HEJ 2d):

Tab Name (&& T

=17) Uses (3U14T)
File SfFYAC WiTdT, @ AT AR e o
Home SFEC P BIATEIT FAT
Insert T, TR 3R AU 9T
Design SIFgHC HI 3 Feala
Layout U &l ACIHY HAT
References Table of Contents 31X Footnotes of9TT=IT
Mailings Mail Merge T
Review Spelling 31X Grammar ¥& &1
View ST DT IAIT-37eT9T s H ST

Home Tab & &I Groups:

Clipboard Group — @idT, e 3R U¥e &Ll

Font Group — TIFEE T Biee, ATSST 3R W1 dgalaT|
Paragraph Group — ORTaIms T @fcar |

Styles Group — TFEC TR 3TSIIT-HeTdT IS SINAT|
Editing Group — Find, Replace 3iR Select &T|

2. MS Word — Insert Tab
THUY IS — SHC &d

o~ w e

Introduction (TR@):

English: Insert Tab is an important tab in MS Word. It is used to insert different objects such
as pages, tables, pictures, shapes, links, headers, footers, text boxes and symbols into a
document.

Hindi: Insert Tab, MS Word &T Teh HEcdqul &d &1 SHbT SUANT SfeFggic #H 3reTaT-
3T At S U, ¢ae, R, A, foies, 23T, $eX, caree ekl 3R figer Sz &
fore fopar Sram B
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2.1 Insert (38¢)

English: Insert means to add something new to a document. It allows users to add different
types of objects to their documents.

Hindi: Insert T 31 & el Siargdic d a3 AT JNsaT| ST TEddl & IR 30
SiFgHC H HeAIT-3HeldT YhR A At S5 Gl B

Uses (39319T):

To insert pictures — & SisaT|
To insert tables — cael SST|
To insert shapes — T ST

To insert symbols — & Siga|

H w np e

2.2 Pages (U3T)

English: Pages Group is used to insert cover pages, blank pages and page breaks in a
document.

Hindi: Pages Group &l 30T SfFgHAT A Cover Page, Blank Page 3R Page Break Siiga
& forw forar Sirar &

Main Options (H&T fdeheq):

1. Cover Page: Used to insert a designed first page in a document.

o SFGHC & Ugd U W eI B8 arelr dhex 0 oo & forw|
2. Blank Page: Used to insert a new blank page.

o Sleggc d 1 Wrell Usf Sisel & for|



3. Page Break: Used to start text from a new page.
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Video provides a powerful way to help you prove your g
paste in the embed code for the video you want to add. You ¢
the video that best fits your document.

To make your document look professionally produced,

and text box designs that complement each other, For exan|

2.3 Tables (¢ddT)

English: Tables are used to arrange information in rows and columns. They make data easy to
read and understand.

Hindi: Tables &I 3TATIT SATRRT T Rows iR Columns & cIaf@Id i & foIw
foRaT SITaT §1 STY 3T P Uear 3R FHSIET @ @ Siar §

Main Options (&I fdehey):

1. Insert Table: Used to create a table with rows and columns.

o Rows 31X Columns arell eael g1 & forT|

2. Draw Table: Used to draw a table manually.

o 3JUSAT AT P IHJAR T § alel I & v

3. Convert Text to Table: Used to convert selected text into a table.



e IA EU IR Pl eI # deoled & fo|

4. Excel Spreadsheet: Used to insert an Excel worksheet.

o SfFgHC A Excel 1 2fe Az & faw|

1-Word
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2.4 Illustrations (T Ta 3Tepfa)

English: Hlustrations Group is used to insert pictures, shapes, icons, SmartArt, charts and
screenshots into a document.

Hindi: lllustrations Group &T 3UJIT SigdHc # Picture, Shapes, Icons, SmartArt, Charts
31X Screenshots Sigar & forw fopar amar §1

Main Options (H&T fdeheq):
1. Pictures: Used to insert images from a computer.
o B F Wler A1 T Shsa & o)
2. Shapes: Used to insert different shapes like circles, rectangles and arrows.

« Circle, Rectangle 3R Arrow ST 3mpfadl Sisa & forv|



3. Icons: Used to insert ready-made icons.
« UEd @ 99 U lcons SNzl o forw|

4. SmartArt: Used to create diagrams and graphical presentations.
o SIAHA IR Tfhde Yoierad g & forv|

5. Chart: Used to represent data graphically.

e 3T @ Graphh ¥7 & fg@= & U]

6. Screenshot: Used to insert a screenshot into a document.

. B B Pre) Stpgie & wI &

AutoSave Document] - Word
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2.5 Links (fele)

English: Links Group is used to insert hyperlinks, bookmarks and cross-references in a
document.

Hindi: Links Group @T 30T Sfeggic A Hyperlink, Bookmark 3R Cross-reference
g & forw fopam STaT &

Main Options (H&T fdeheq):



1. Hyperlink: Used to connect text or images to a webpage, file or another location.

o« CTHEC T Bl B TR dGATSE, BISA AT GEY SR F Siisd & o]
2. Bookmark: Used to mark a specific location in a document.

. shrgic 3 R YT T B RS & § B
3. Cross-reference: Used to refer to another part of the same document.

o 38 sfagdT & R gEy AT w1 HEH & & o

_ £ Search
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2.6 Headers and Footers (83X Td $eX)

English: Headers and Footers are used to add information at the top and bottom of every page
in a document.

Hindi: Header 3R Footer &T 3UJNIT SlYFHC & Ucdd Usf & FW 3R AT SRR
Shisat & ferw fpam Srar ®

Main Options (H&T fdeheq):

1. Header: Used to add text or information at the top of a page.

o UG & FIH FW SHEC IT SAThRT g & g



2. Footer: Used to add text or information at the bottom of a page.

e U & FaH A ¢FEC IT SATABRT iz & forv|
3. Page Number: Used to insert page numbers into a document.

o SFPHAC & Usll W HeR o & faw]
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2.7 Text Group (¢S IU)

English: Text Group is used to insert different text-related objects such as text boxes,
WordArt, date and time, drop caps and object files.

Hindi: Text Group @1 3UJTIT SfegAC H Text Box, WordArt, Date and Time, Drop Cap
3T Object File I AN SNzt & fow fopar rar &1

Main Options (&I fadeT):
1. Text Box: Used to insert text inside a separate box.

o CFEC Pl Uh 39T dirg H forma & fow)

2. WordArt: Used to create decorative and stylish text.



o 3PP 3R BT arer care g & fow)
3. Drop Cap: Used to make the first letter of a paragraph large.
o RMEME F Ugal H&R B I3T A &b U]
4. Date and Time: Used to insert the current date and time.
. shrgie # a3k T e & R
5. Object: Used to insert an object or file from another application.
o T8l qEY AITFedTT fT BIger AT 3ieaide S & o]

6. Signature Line: Used to add a signature line to a document.

. siegdie & FEaeR R & T e sisa & o
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2.8 Symbols (F&erer)

English: Symbols Group is used to insert special characters and mathematical equations that
are not available directly on the keyboard.

Hindi: Symbols Group &T 39T afgggic & AW Rieg 3R T Fafeor sisa
& foT fFar Sar &, S e S W WY Uy A9 Bl §



Main Options (H&T fdeheq):
1. Equation: Used to insert mathematical equations and formulas.
. T gateoT 3R widw Shsa & foml
2. Symbol: Used to insert special characters such as ©, ®, €, %, £ and Q.

.« ©,®,€ 3 +3R QI AV Rew Az & fow|

Nha Dinh

D D A = 4 A= [ Signature Line ~ 7‘[ Q

E'«i) Date & Time
Header Footer Page Text Quick WordArt Drop . Equation Symbol
= ~  Number~ Box~ Parts~ > Cap~ @ Object = d -
Header & Footer Text Symbols A
[ e 4 o I % & BE G o |

Insert an Equation (Alt+=)

Add common mathematical
- equations to your document, such
Z(K JxEgn-k as the area of a circle or the
k=0 guadratic formula.

—b ++b* - 4ac v
9z " You can also build your own

) equations using the library of math
symbols and structures.

@ Tell me more

3. MS Word — Mailings Tab
THATH g5 — AfedT ¢
Introduction (TR@):

English: Mailings Tab is an important tab in MS Word. It is used to create letters, envelopes,
labels and send the same document to multiple people using Mail Merge.



Hindi: Mailings Tab, MS Word T Teh Hecaqul ¢d &| ST 3UINT UF (Letters),

foreTs  (Envelopes), ofdel (Labels) T 31X Mail Merge & T&—iaT & Udh &
SIFYAC BT g AN b foT IR v # Thar Jrar &

Documentl - Microsoft Word

— —

E labels§ Start Mail  Select

W9 L
1 E |
)
nvelopes

i

- The Mailings Tab groups contain the

- commands most commonly associated with

' documents and files created for mass mailing.

Create

Preview
Results

{
Page:lofl | Wordsi0 | D | 5]

3.1 Create (fohue)

Start
Mail Merge

»
| D

Write & Insert

Finish

Fields

English: Create Group is used to create envelopes and labels in MS Word. It helps users
prepare addresses for letters and other documents.

Hindi: Create Group @T 3U3T MS Word 3 Envelopes 3iR Labels 9 & forw foram

ST &1 s8h T @ gt 3R 3= siagdic & fav gd duR v S #)

Main Options (&I fdehe):

1. Envelopes (ferdrs)




English: Used to create and print envelopes with delivery and return addresses.

Hindi: 38T 303197 fotis W #oT arel 3R U@ & drel &7 uar for@a aar i
A & fow fpar e &

2. Labels (efrel)

English: Used to create and print labels containing names, addresses and other information.

Hindi: 38T 3UANT 1, UdT 3R 3700 JE6RY dTel ddel e a2 fUie e &
foT fepar ST gl

File Home Insert Draw Design Layout References Mailings Review View Develo

“EB(RBE & B BR B>

Envelopes Labels Start Mail Select Edit Address Greeting Insert Merge o b
Merge v [ Recipients ¥ Recipient List Block Line Field v~ ;

i .
Create r— Write & Insert Fields

£ E-mail Messages

B Envelopes...

f% Labels...
E Directory
@ Normal Word Document

4 Step-by-Step Mail Merge Wizard...

3.2 Start Mail Merge (¥eT¢ Fd HoT)

English: Start Mail Merge is a feature of MS Word that is used to create multiple
personalized documents for different people using a single main document and a data source.

Hindi: Start Mail Merge, MS Word &T Teh HIeR &1 ST IUANT Teh & HLT SiFYAC
AR 3T AT T TEIAT A IHEPT-3T ANl & v FF ke sl 99 &
forw fopam ST §1

Example (3aT&X0T):



Suppose a computer institute wants to send admission letters to 100 students. Instead of
creating 100 separate letters, we can create one letter using Mail Merge and generate letters
for all 100 students automatically.

el AT AT Rl Segex §&Iege @ 100 faanfdat & wsfAa oeX Aot §
aY 100 37eMT-376l9T e JTe & do Mail Merge it TERIAT ¥ TH & oled T
gt Ry & T 37eeT-3709T Jel IR fhr o7 daha €1

Template Personalized Letters

File  Home Insert Design Layout References Mailngs  Review  View _ o 1300330 1
- y \ Data Source Yo Saem
2E B B B o v | it " S
Emelopes Labels  SatMal  Seect * InsetMerge | Preview Finish & o Village A, District X Soala Dol

Merge ~ Recipents - Finld ~ Results Merge

To,

A B | Village B, District X Adkon Singh
{ fond el Village C, District ¥
Name Address Dear Sunita Devi, ‘
. Date: «Date» Dear Arjun Singh,
To, 1  Ravi Kumar Village A, District X 'f ‘

«Name» " e 7
Village B, District X 7 Your Organization

«Address» Sunita Devi

Arjun Singh Village C, District Y /
Dear «Name», iz s iod Q e > q
\ o I

. 4 MeenaSharma Village D, District Y R .

| R Ravi Kumar

" 5 | RohitVerma  VillageE, District 2 N ‘\M Mitoe h DovisX ) /
Sincerely, e | N ' / §
Your Organization = . ¥

: ‘ ¢ /
Vet |

Sunita Devi
Village B, District X

Asjun Singh
Village C, District Y

4. Preview @ 5. Finish &
Results Merge

LT

RN

elds

1. Start ®® 2 Select
Mail Merge Jaaye] Recipients

Main Options (H&T fdeheq):

3. Insert
7/ Merge Fi

1. Letters (T)

English: Used to create personalized letters for multiple recipients.

Hindi: &% &9l & oI 37el9T-37eldT SIThatd UF ddtd & foIT|

2. E-mail Messages (3-3el Te2r)
English: Used to create personalized email messages for multiple recipients.
Hindi: % o9 & foIT caftherd 3-3 TS IR i & foT|

3. Envelopes (Terers)



English: Used to create envelopes for multiple recipients.

Hindi: @3 &9l & forw fordrs R & & forg|

4. Labels (of&rel)
English: Used to create address labels for multiple recipients.

Hindi: 8 &9l & oIt T3 odd g & forw|

5. Directory (3TaRaedl)
English: Used to create a combined list of information from multiple records.

Hindi: s Repis Pl ATARRT Bl Teh AT TR T IT SRRFE I & forg|

Steps of Mail Merge (el Fol & & TIT):
1. Open MS Word and create a new document.
« MS Word @elehl &1 SiFgAC IATT |
2. Click on the Mailings Tab.
« Mailings Tab W TFeleh |
3. Click on Start Mail Merge.
o Start Mail Merge I¥ &l Y|

4. Select the document type, such as Letters.

o SiFgHHC Pl YR Ted, 518 Letters|
5. Click on Select Recipients.

o UTHGATHT T G |
6. Insert Merge Fields into the document.

. SIFgFHC H Merge Fields S|

7. Click on Preview Results.



=1 Envelopes

« IR S[EPFHT F Preview ¢E|
8. Click on Finish & Merge.

+ Finish & Merge W fdFelds &b Tt Siargdic IR |

é:j

Start Mail

2 Labels
Merge ~ D ; ) :
Create Start MailfMerge Writeat Insert Fields Preview Results Finish
EI i 1 & 1 1 | 1 1 1 5 [ ? .5 7 | ‘@J
-
32 SteD-l Step‘z Step_3 =1
Step-4 ’
= Name: E
Address:
. Subject: Birthday Invitation
. Dear <name>, as you know that | am celebrating my nextbirthday in this month,
% You are kindlyinvited to make this ceremonyto more glorious.l
v

4. MS Word — References Tab
TATY IS — YWy &d
Introduction (TR=T):

English: References Tab is an important tab in MS Word. It is used to add a Table of
Contents, Footnotes, Citations, Bibliography, Captions, Index and Table of Authorities to a
document. It is mainly used for preparing books, reports, research papers and professional
documents.

Hindi: References Tab, MS Word &l Tt HAgcdqul ¢d & SHM 3UIT ST A
Table of Contents, Footnotes, Citations, Bibliography, Captions, Index 3{R Table of

Authorities Sz & forw foRam ST B 8T &I 3uAT fhard, Ruie, Red awe
3R oiheree SfFgdc daR @ H BT gl

[3



BH Autosave (@ off) £ [& ¥ Document! - Word £ Search

File

) Add Text v ab1 I} Insert Endnote\@ (;)/ [& Manage Sources |

Table of Insert Search Insert Insert
Contents v Footnote [ Citation ¥ [E Bibliography v Caption
Table of Contents Footnotes [N Research Citations & Bibliography

Home Insert Design Layout References Mailings Review View Developer Help

D| Update Table ab)‘ Next Footnote + D} Style: IAPA

4.1 Table of Contents (fawg =)

English: Table of Contents is used to create a list of headings and subheadings in a document
along with their page numbers. It helps readers find topics easily.

Hindi: Table of Contents T 3T sfeggic # f&T T Headings 3R Subheadings &
gl 3 Page Numbers & &TY Tl & forw fRam Sirar &1 398 ured o1 forer off
fawr & 3maET @ @iea # #Ace A

Main Options (H&T fdeheq):
1. Automatic Table: Automatically creates a table of contents using headings.
+ Headings i HE&IAT & 370 30 fawg & a1 & o)

2. Manual Table: Allows users to create a table of contents manually.

o 3T I & IHFIR Ye faug gl 9= & fow]
3. Update Table: Used to update headings and page numbers.

« Headings 3{R Page Numbers @I 37qse @i & foIT|



AutoSave 3 v % Table of Contentsdocx » Saved v £ Search ] Q = X
@ e @D B 9 P B

File Home Insert Draw Design Layout References Mailings Review View Developer Help T Comments | | Editing v [GRUCICRd A7
D ) Add Text ~ ab‘ [T Insert Endnote 0 [ﬁﬂ ﬁ [ Manage Sources [ insert Table of Figures ﬁ B r B
7 Il = &
H N g - | AP, v
Table of D Undate:Table Insert o Next-Footnote Search Researcher Insert D;Sty\e APA Insert Mark Mark
(Contents v Footnote Citation ¥ [ﬂ Bibliography ~ Caption F[] Cross-reference Entry Citation
[ | Research Citations & Bibliography Captions Index Table of Authorities A
5 ‘ B
Automatic Table 1
| Contents
Heading 1
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Table of Contents fal Media From Distracting Me During the Day .......cccccinnnseenesisinnines 2
Heading 1 1
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Using Social Media 3
o Avoid Mindless Scrolling 3
Manual Table s "
f Social Media Apps 4
.| Table of Contents ve Activities 4
Type chapt ( . 1
it level 2).
Type chapter ttie (level 3). pa. - - 3
Type chapter title (level 1).
Tuna chantas bt R 20
| @ More Tables of Contents from Office.com >
B custom Table of Contents.
[ Remove Table of Contents

4.2 Footnotes (pedAIcH)

English: Footnotes are used to provide additional information or explanations at the bottom
of a page. They are commonly used in books, research papers and academic documents.

Hindi: Footnotes @T 3UAT9T fordT Qe IT areFd & I & 3faRe R ar
TTEIHIOT U & A & & forw fopar Srar &1 st 3uaer foparet, Rer owr 3R
Feifores siargdic # forar Srar &

Main Options (&I fdhen):

1. Insert Footnote: Used to add additional information at the bottom of the current page.
o TAA U F A HfARF SAAdd Sz & o

2. Insert Endnote: Used to add additional information at the end of a document or section.
o SiFgdc I FIAS & Ad H AfARE JTdR Sga & o)

3. Next Footnote: Used to move between footnotes.

« T Footnote § &Y Footnote TX Sl & forT|

4. Show Notes: Used to view footnotes and endnotes.



« Footnotes 31T Endnotes @ & forw|
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4.3 Citation and Bibliography (3€30T Td Hcal FdT)

English: Citation and Bibliography are used to give credit to the original authors and sources
of information used in a document. They are important in research papers, books and
academic projects.

Hindi: Citation 3iR Bibliography T 3U19T sfFgdc H SEAATA Pl IS ATTBRT &
I or@ed 3R AT B AT ST F fow R Sar &1 sawr suAer REd 0w,
foramat 3tk FerOrr dieiae & foFar ST ¥

Main Options (H&T fdeheq):
1. Insert Citation: Used to add a reference to a source in the document.
o Siagdc # fhHl DR & Hd Bl 3EI0T Siisad &b o]

2. Add New Source: Used to add details of a new source, such as a book, website or journal.

o JS fordra, dg@IEE AT STl B AR NS & fAT|
3. Manage Sources: Used to manage all sources in a document.

o Sfdgdc A S T T Sources P TARYT A & forTw]



4. Style: Used to select citation styles such as APA, MLA and Chicago.
« APA, MLA X Chicago Si¥ Citation Format Ieel & o]
5. Bibliography: Used to create a list of all referenced sources.

o SfFgHC # 3uANT fhu arv FI A B G = & o)

T e N PRl B ) LE R TR

T REFERENCES MAILINGS REVIEW VIEW

B/ =), Manage Sources E [ Insert Table of Figures “i ] In

CQ Style: APA - ‘ jate Table
Insert &Sty Insert Mark

Citation ~ £y Bibliography ~ Caption Bj Cross-reference Entry
Citatic Built-In q
P - 1 Bibliography 1

Bibliography
Chen, ). (2003). Citations and References. New York: Contoso Press.

Haas, 1. (2005). Creating o Formal Publicotion. Boston: Proseware, Inc.

Kramer, ). D. (2006). How to Write Bibliographies. Chicago: Adve nture Works Press,

4.4 Caption (dhcere)

English: Caption is used to add titles or labels to pictures, tables, charts and other objects in a
document. It helps identify and describe different objects.

Hindi: Caption T 3U19T sfFgdc H Picture, Table, Chart 3R 31T Objects & &A1Y
SAPT ATH AT TAROT e & forw FAT S1ar &1 SHA 37AIT-37619T Objects i
UedTaaT 3R HSET 3T 81T &

Main Options (H&T fdeheq):

1. Insert Caption: Used to add a title or label to a picture or table.

« Picture IT Table &k TTY 3TAT ATH IT NP Nz & fow|

2. Insert Table of Figures: Used to create a list of figures and tables with page numbers.



« T Figures 3T Tables I FA' Page Numbers & TTY Il & forg|
3. Update Table: Used to update the list of figures and their page numbers.
o Figures & A 3 3% Page Numbers 3UST &l & forw|

4. Cross-reference: Used to refer to another figure, table or heading.

o 8 gEX Figure, Table AT Heading &1 HEH &1 & forT|
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4.5 Index (3T<IshATOTT)

English: Index is used to create an alphabetical list of important words and topics in a
document along with their page numbers. It helps readers find specific information quickly.

Hindi: Index &T 3UANIT Sfeggc H FAgcaqur Aeqi AR fawdt & auiaArem & wva &
T g & TIT fRIAT ST &1 A Ucheh A & 1Y 3HehT Page Number fe=m
ST &, 998 e SEeRT e & @ I6d B

Main Options (H&T fdeheq):

1. Mark Entry: Used to mark important words or topics for the index.



forT|
2. Insert Index: Used to create

deoTd I & dG |

an index from marked entries.

Rifced T 71T QAeel & Index g & fIT|

ndex &Y 3USC Hld & ToT|

. Update Index: Used to update the index after making changes.

Index # MHST P & AU FAgcayoT reat a1 vt A RAiced HA &
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4.6 Table of Authorities (®Telcil T&H FT)

English: Table of Authorities is used to create a list of legal references such as cases, statutes
and laws mentioned in a legal document. It is mainly used in legal documents and court-

related reports.

Hindi: Table of Authorities T 3TZNIT FIIelr lAgEic A QU 3T FfT TeHt o
T & HATHA, Blefal IR AfAfATAT Hr g g & fow fham Srar B s
ALY 3TN el sfgdic 3R A § Fafag RAE & gar B




Main Options (H&T fdeheq):
1. Mark Citation: Used to mark legal references in a document.
siqggic @ Pl et B Rifted w & vl
2. Insert Table of Authorities: Used to create a list of marked legal references.
. Raffea v v PR det & g o & [

3. Update Table: Used to update the Table of Authorities.
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5. MS Word — Review Tab
TATH a8 - RNeg &a

Introduction (TR=):

English: Review Tab is an important tab in MS Word. It is used to check spelling and
grammar, add comments, track changes, compare documents and protect documents. It helps
users review and correct documents easily.

Hindi: Review Tab, MS Word &T U Hgcdqul ¢d & SHdI 3ureT Spelling 31k
Grammar I &hel, Comments SiTS<Y, Changes @1 Track &Y, Documents T JelddT e



3R Documents @I gIfaTd T@a & fow forar Sar &1 I siaggic & S 3R
JUR P A AeG HLAT &

References Mailings Review View Help Q Tell me what you want to do
Previous ] G 5 All Markup o x
> / ) V
Next # Show Markup ~ . 2 b
New Delete Track = Accept Compare Erotect
Comment v Changes ~ | RP\v“eW‘!?me v . — . v
T Comments Tracking Changes ompare
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move between tracking on move between
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Blistkay Specify whether or o PENICWELS
Ry e not Word shows iy cannot modify
Reviewing - combine tracked
pane ¢ ¥eur ihanges, snd documents f
M . . . Lo "
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5.1 Proofing (ST Td FUR)

English: Proofing is used to check spelling, grammar and word suggestions in a document. It
helps users find and correct mistakes.

Hindi: Proofing &T 3UATeT sfegdAc H Spelling, Grammar 3R fregl & aratfadt ar
Sifaa aUT gURA & forw R Srar &1 I8 sfagdic & T8 a4 H A ddT o

Main Options (&I fddhen):
1. Spelling & Grammar: Used to check spelling and grammatical mistakes.
o« Al BT AT R 0T H TAfaAr Aaa F o

2. Thesaurus: Used to find synonyms and similar words.

o AR 3Y grel Aeg Wioldl & foT|
3. Word Count: Used to count words, characters, paragraphs and pages.
o regl, 3R, W AR oSt i Jear Aaa & fow)

4. Set Language: Used to select the proofing language.

o Spelling 3R Grammar &1 Sra & fow o Faa & form|
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File Home Insert Design Layout References Mailings View Help Q Tell me what you want
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l | -123 = L,,j
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Spelling & |Thesaurus Word Check Translate Language S ) ) New
Grammar Count | Accessibility ~ v v J[&] Convert with Options | Comment
Proofing Accessibility Language Chinese Conversion

How to Fix Windows Update Kk
Title: How to Fix Windows Update Keeg

Keywords: how to fix Windows Update
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5.2 Comments (feTafor)

English: Comments are used to add notes, suggestions or feedback to specific parts of a
document without changing the original text.

Hindi: Comments T 3UAT9T Sfegdc & fhdl faAw #ror # f9ar Ho CRee agel
dicH, gea a1 gfafear Siisa & forw fRar Smar §

Main Options (&I fdden):

1. New Comment: Used to add a new comment to selected text.
« YA U TR W 7% feuol S & o]

2. Delete Comment: Used to remove an existing comment.
o Ugd ¥ AT 8 fergolt ged & fom|

3. Previous Comment: Used to move to the previous comment.
. ool feruoh W S & faw)

4. Next Comment: Used to move to the next comment.
o 30TCl feTuoh WX S & fow)

5. Show Comments: Used to display comments in a document.
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5.3 Tracking (IGelTdl &l &b heT)

English: Tracking is used to record all changes made by different users in a document. It
helps users identify inserted, deleted and modified text.

Hindi: Tracking &T 30T Siaggic & 3Te9T-3169T Joi¥ gRT fhu a0 |9t sgaral

Replé e & forw fopar Srar €1 387 I8 gdT dodT & & dla-ar e Ser
IT, BETAT I-AT AT dSol I1AT &l

Main Options (&I fddhen):

1. Track Changes: Used to record changes made in a document.
. =iggie & RhT T geeTdl @ Res aa &

2. Display for Review: Used to choose how tracked changes are displayed.
. ¢ foru a0 geema e yeR TErs &9 a8 gaa & ferml

3. Show Markup: Used to show or hide different types of changes.

o 3TOIT-3TST9T U & deordr ol fe@r a1 /&ura & e
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5.4 Changes (SIcelld)

English: Changes Group is used to accept or reject the modifications made in a document
using Track Changes. It helps users finalize the document.

Hindi: Changes Group @T 3UT9T Track Changes i HeR—IdT & Sidgdic # fohu 1w
geordl e FNBR AT IEADPR Al & forw fhar Srar &1 398 sfaggic o sifasn
¥ &l # HAcg fHerd B

Main Options (&I fdhen):
1. Accept: Used to accept the suggested changes.

o TPT 7T gEATdl B FNHR A & o]
2. Reject: Used to reject the suggested changes.

o U 71T geamdl A IENBR P & o]

3. Previous Change: Used to move to the previous tracked change.

o TUS g W I & oT|

4. Next Change: Used to move to the next tracked change.

¢ 3T dgad W A & Tow|
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Accept All Changes

Accept All Changes and 5top Tracking

5.5 Compare (JeleT )

English: Compare is used to compare two versions of a document and identify the differences
between them. It helps users find changes made in different copies of a document.

Hindi: Compare &T 3UANT SfeFggc & &1 HelaT-31el9T Version T Jeldl P 3R
313 AlS[g 3R UaT e & o foRam STaT §1 389 siaggc &7 3TeTeT- e
®IdT F fPU T Geomal B A H A THeldl &l

Main Options (H&T fdeheq):

1. Compare: Used to compare two documents and show their differences.

o T SFPHC B Joldl P 348 AR @ & fow|
2. Combine: Used to combine revisions from different users into one document.

o 37CIIT-37c19T I8 gRT fohT 71T dgelmal &l Teh Siageic # fHea & for|
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5.6 Protect (FI&TT)

English: Protect is used to restrict editing and formatting in a document. It helps prevent
unauthorized changes and keeps document information secure.

Hindi: Protect ST 3U9T sfgdic H Editing 31X Formatting &t HfAT oXar & forw
forar Srar §1 388 3AMPBA Fgedl B Vb AR STRgFHT T ATHABRT Hl gRiara
@A # A e &

Main Options (&I fdhen):
1. Restrict Editing: Used to limit the editing permissions of a document.
. siRpie # RRT w1 IgE AT FE F B
2. Restrict Formatting: Used to prevent unwanted formatting changes.
e 3dTe Formatting dGelTdl &l el & T
3. Password Protection: Used to protect a document with a password.

o SiFgFHT B YHTS MR FIATT el & o]
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6. MS Word - View Tab

THATH ds — Y cd
Introduction (TR==T):

English: View Tab is an important tab in MS Word. It is used to change the way a document
is displayed on the screen. It provides different document views, show or hide options, zoom
settings, window management and macro-related features.

Hindi: View Tab, MS Word &l Teh Hecdqul ¢d &1 THBT SUANT Hhid W ST
B WA b dAd P dGold & Tow fhar STaT &1 3T 3eT9T-379T Document
Views, Show/Hide Options, Zoom Settings, Window Management 3iR Macro & &

glaam g gl
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6.1 Document View (3[FJdC @ & alldh)

English: Document View is used to display a document in different viewing modes according
to the user's requirements.

Hindi: Document View @I 3UINT YR & ITIIBAT & AR SiFgdHAc Pl el
3T alieht @ 3T & fow fhar ST ¥

Main Options (H&T fdeheq):

1. Read Mode: Used to read a document comfortably on the screen.

o TR WX SfFgdAT &l A & Uea & fau|
2. Print Layout: Used to view a document as it will appear when printed.

. sfeggic fiie g w &ar Rwrs ¢, I daa & fom|

3. Web Layout: Used to view a document as a webpage.

o S[FYHAT &l IGUST & T H @ & faU]|
4. Outline View: Used to view and organize document headings and structure.

o SfFgFc A Headings 3R Structure Bl cTaRRIT axar & forg|

5. Draft View: Used to edit text quickly without displaying the full page layout.
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File Hom Inser Desi Layo Refer Maili Revie View
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Views Focus Immersive Show Zoom Window|
4 Reader > ¥ ¥

Immersive

@ Outline
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Read Print Web EIDraft
Mode |Layout| Layout

Views

T
6.2 Show/Hide (fe@rar ta f&4rer)

English: Show/Hide Group is used to display or hide different elements of a document, such
as the ruler, gridlines and navigation pane.

Hindi: Show/Hide Group &T 3T SfFYAC & 3Tel9T-3eldT HIE S8 Ruler, Gridlines
3 Navigation Pane @1 et ar f&urer & forw fopam Srar €1

Main Options (&I fdee):
1. Ruler: Used to show or hide the ruler.
« Ruler &l fe@e a1 Bue & fow)
2. Gridlines: Used to display gridlines for aligning objects.
o Objects & HE STITE oIl &b T Gridlines fg@ma &
3. Navigation Pane: Used to search text and navigate through headings and pages.

o T Wield dAT Headings 3iX Pages X S & forw|



Document] -

Home Insert Design Layout References Maifings Revies View developer Help Grammarly
: \ =] Outline L | + EE o :_,' 5] One Page ) —_.
& ) ¢ . | : =
= =& =] prat < 7T, ‘— 2 Gridlines B3 10 Multiple Pages
Print Web immersive | Vertical _Side ¥ Zoom 100% New Arrang
Layout Layout Read Sidef 7 Navigation Pane ‘LI Page Width Window Al
Views Imme age Movement [:3 Show Zoom
. % Open the Navigation Pane
gation L Bk 5 St niiite B wous
$ ke 2 tour guice for your
jocument
Po i B
. sding 3 pacs or 3 cearch numom“ecd,bstmxouuga‘.‘mm
- M. 3 PAGE OF 3 ZEATEN 5 rable 22 the end of 2 document or you're uxing Mic)

result and 'l take you nght there

s Pages Results
S— Thars I 3 numder of methods Seed 1o solve e hves, bt tiey a1l affictivaly and with
woepn. If you're geming Sustrated by blank sheets within your perfectly hoaed docusue|
rogse pages tn the middie resd om 30 find cut how o delese 2 page ta Ward.

e Option #1: Simplest Way to Delete Pages from Word

The bimplest way to Selete 3 pags bo Weed favelves canor piacement and e delete Y

s 1. For Windows, place your cursor 3t the very end of (be document, after any Sl
pctzes, exd press Delete o Backspace. For Mac, you may have 10 press e

g it key i the Sanction ooy a1 e sanms tine s realy S slenple

e 1t shoudd be noted, though, thae if the blaak page only appears whes you print the doo)

¥ou can't see 1 02 scTven, YOu may need o check your prmter settingy

1 Option 2: Use Paragraph Marks to Delete 2 Page o Word

The mow affective and 1afe way 1o delets Dlazk pages i 1o enable puagraph ks 7

6.3 Zoom Group (S IJ)

English: Zoom Group is used to increase or decrease the size of the document displayed on
the screen. It helps users view the document according to their needs.

Hindi: Zoom Group &7 3UdNT &hid W @S ¢ arel Sidgdic & TR & Bier AT
FST el & fow fRaT STaT &1 SHE R AU HTAISAT & IFJAR ST od
gehdT &l

Main Options (H&T fdeheq):
1. Zoom: Used to set a specific zoom percentage.
o SiFgHC Pl IHUAT THG & UIAAd H TST AT BT & & fer|

2. 100%: Used to display the document at its actual size.

o SIFGHC B TP AEAdD PR H @ & foT|

3. One Page: Used to display one complete page on the screen.
. Bhd W UF QU 0 & & g

4. Multiple Pages: Used to display multiple pages at the same time.
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5. Page Width: Used to fit the page width to the screen.

. U & A A THT & AR Ve wA & o)
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6.4 Window (faar)

English: Window Group is used to manage multiple document windows. It allows users to
open, arrange, view and switch between different documents.

Hindi: Window Group &T 303191 T & 31fAeh sfergdic a2l i <gafeyd o &
forT fpam SITar &1 SHHT FER—IAT § Yo 3TcAIT-37el91 S Widl HhdTl &, oo
IIRYT R Tl § AR 3% fig Faa & dbar &

Main Options (&I fdereq):

1. New Window: Used to open another window of the same document.



. 3 stapic B gqEd R @es & B
2. Arrange All: Used to arrange all open document windows on the screen.
. TN g g& shpie fiY B BRE W crafiud a &
3. Split: Used to divide the document window into two sections.
. Slegdic 2 A & HEl # dicad & fow)
4. View Side by Side: Used to view two documents side by side.
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5. Switch Windows: Used to switch between open document windows.
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6. Synchronous Scrolling: Used to scroll two documents together.
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- Synchronous Scrolling

Bnd .Change.Which .Template.is.Attact Scroll two documents at the same

Ime.

This is a great way to compare
documents line by line or scan for

differences.
» Custom Office Templates ¢ ‘ v l | Search Custom ¢ To use this feature, turn on View
Side by Side.

6.5 Macro (Hshl)

English: Macro is a feature in MS Word that is used to record and run a series of commands
automatically. It helps users perform repetitive tasks quickly and saves time.
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Main Options (H&T fdereq):
1. View Macros: Used to view, run or manage existing macros.
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2. Record Macro: Used to record a series of actions for automatic use.
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3. Stop Recording: Used to stop the macro recording process.
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Example (3&T&0T):

Suppose you want to apply the same font style, font size and color to many headings. You
can record these steps in a Macro and run it whenever required.

f&er: a1 NfSw 3mger 3 Headings TR Tah ST Font Style, Font Size 3iX Color
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