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The Quick Access Toolbar in MS-Word contains Save, Undo, Redo buttons by default.
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We can add more buttons to the Quick Access Toolbar.
W o Ueed TR OX 3R Wi 92 T Jehd &)

There is a dot oBtion for Show below the ribbon on the Quick Access
Toolbar, from which we can hide and unhide the ribbon. feFres vam A
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To rectify a mistake made / to restore the work dog€ " TK | + 7

! §3 TTeTdl el GURA & fo10 / fohd U T &1 S99 gget 81 & & forg

@ To restore the work done by undo —ﬁ’ CTKL -+ }/l

36t Terdt st it & % 10 / undo & AT ST FEET § IW UEA FET @A & forg

f%CTRL +Fi_

to save the work done T3 20 &0 &1 81 &t & {0

Collapse the ribbon |- To hide the rlbbon tdb \

> TRL+s — S FI2.




L=

Maxnmme/Restore- fﬁ'ﬁﬂm@f%ﬁtﬁsﬁ/waﬁﬁﬁﬁwmmaﬂﬁ

| '—1
Qﬂ = IVIPL
:_._IMmlm1ze la?'ﬁzémlga qﬁmmmaﬁﬁ%mmﬁaﬂﬁ%%ﬂ

To move an open file, folder or software to the bottom of the task bar

Alt + Space Shortcut key for Window menu button

& 10 Full page or to restore minimized file/folder . ]_-_']’> Do [E]P\ T

Close — @'ﬁ"’f{étﬁ'lsﬁ HIest / ARam A e FA R T feg),,
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To close an open file/folder/software
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Title bar

I Documentl - Microsoft Word '

Page Layout References Mailings Review View

Quick access Toolba
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Memi”Bar / Ribbon Tab -

Refers to the topmost area of the application, which includes menu items and

toolbars available in MS-Word, Excel, Power Point. It is available just below

the title bar. m%?ﬁﬁﬂ'ﬂ Q’ﬂ'aﬁﬁﬁ'&hm%, ﬁﬂﬁw-
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Itis at the bottom in MS Word, on its left side there are information related to the document

(page, word, language) etc. and on the right side there are plus, minus signs to zoom quickly,

and view to change the view of the page. buttons. 9% UH UH IS | e Rl 3T gt
%maﬁmﬁmﬁ&mﬁﬁaﬂm (U, IT&E, HTHT) AT F 213
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It is used to move the current window / page up and down. There are

two types of scroll bars Horizontal Scroll Bar, Vertical Scroll Bar
TR TN JAU [AST/ I Shi F9 e A oh (o0 Tt SimaT 2 Thie
Ll al Th hHEd e Horizontal Scroll Bar, Vertical Scroll Bar
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Ruler
TqE Ueh TITE oh 3829 &hi 9acid § HaE T g

It helps to change the indentation of a line.
wﬁmﬁzﬁﬁ%@aﬁﬁﬁﬁamﬁﬁmm%\ B
It helps in controlling the margins of the document pages.

= Thi ﬁ'c’_jlgﬁ o Hag Shial %l It helps to set tabs.

Vertical ruler —-}ﬁ'@f Eﬂ? 3R
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Horizontal Ruler — $HahT 92 : S ohl HC ©
q 2T % SHicTH hi ATST3 Sl AT § U o [o1¢ LA 2|
It is used to set the margin from left to right. And to increase or decrease

the width of the column of the table.

Vertical Ruler-ﬁmﬁﬁaﬁmﬁ?ﬁﬁzmﬁ%ﬁm
m%amﬁﬁﬁmaﬁmﬁ%%ﬁmmﬁ It is used to set the

top and bottom margins and to increase the height of the rows of the table.
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Cursor
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It is also called insertion pointer. It shows the starting point of a text. Any

text will be typed at the place where the cursor will be.
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=RAND() command is used to take the text mly in MS Word.
MS Word q Randomly CHC i T oh [T =RAND() FrHTS T T
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M.S. Word

In MS Word a new document opens with the temporary name Document 1, if
any Word file is already saved in that folder with the name Document 1, then
it will automatically open with the name Document 2. THUH S " Document 1
HTUTHT ATH & WY Uk 74T SHIHE AT 21T 2, (S i TS HIgel 30 RIeS §
LLDocument | % 9T9 | YTl | 6§ &, a1 & & Document 2 3 19 | T9 0T
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1334 Default Name Save

>.Document 1

M.S. Excel -

~>book 1

M.S. Power point-

)Presentation 1
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> qcrqu aéﬁ%ﬂﬁm aﬁﬁ:ﬁazwﬁ%%rqmmmm
et
" freTeh e € In MLS. Word To select a word in Wordzdouble chck}
on that word. L,,)? } C} ic K

qaaéfrﬁﬂﬁﬁrmaﬁﬁ:ﬁazwﬁ%%qmw

= T IR ﬁFIEHF{ﬁ %| In M.S. Word To select a paragraph

in Word, click on that paragraph three times
> @@aé&%ﬁamﬁﬁiﬁazaﬂﬁ%%q Ctrl + Left Chck

To select a sentence in MS Word - Ctrl + Left Click
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> Ctrl + Mouse Cursor — With the help of control button, we can also

~select far away text at once. HUZICT T chl HETIAT & TH T T h THE i
ﬁ@wuﬁﬁwwm%

Shlft + Mouse Cursor - With the help of shift button press, wherever

< K

~ we click from our current cursor, the text will be selected / to select the

text continuously. PTee e (2aTet) Y TEEaT d B HYT WIAST HeT o
ST W Wi {oFeTeh T TEl qh 1 T FHeTae B WA/ SR SR
 Toerae & & forg
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Thutton in Microsoft Word is mainly used to expand text selection.

MimWord mmg@mﬁ%mm (TTT) T F
feTo o SmaT 2
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Uses of F8: F8 T IUIT:

1. Turning on selection mode: e ﬁzwm: - Press F8. This will
turn on selection mode. wﬁﬁﬁwﬁgmﬁ SATOT

2. Selecting a word: Y153 ST ¥4: - Press F8 twice/ F8 % 31 ¥R FaTU.

B s

This will select the current word. 98 FAq=H b [ &t e ST
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3. Selecting a sentence: T <hl AGA: - Press F8 three times/F8 i ?ﬁ'—IE'R

2410). This will select the entire sentence. U‘Eﬂg AT h! e HET

4. Selecting a paragraph: QTITE T 9494 - Press F8 four times/F8 &l Rl
SR gaT81 This will select the entire paragraph. I8 ‘IB_aTI'!ITG &t ferae
T :

S. Selecting the entire document: @mﬁamm - Press F8 five times.

~ /F8 @i Qi IR gETUl This will select the entire document. Tg W SN
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