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@"%25 =rant=r at=r CONPUTER
Home )3t 1 HiSaT AT Yy o AT 3 forw

Home To move the cursor to the beginning of the current line
wﬁﬁ@m%mﬁaaﬁ%w

End - T-o move the cm:sor to the end of the current line

Ctrl + Home — T %1 STEGHE & JHATA H o M & fo1g

Ctrl + Home - Move the cursor to the starting of the document
(| Ctr1 + End)y R =t Stargiie & 3fd § & 9 & forg

Ctrl + End - Move the cursor to the end of the document

gMP.
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g“m axait=r ot=r COMPUTER

Backspace — To delete the character to the left of the cursor
THUT o TS 3TN & H{F(TH HALT) Tl T2 & (o0
Delete —  To delete the character to the right of the cursor
ST oh 213 3T oh Shide{(Tah &) i g o foTe
Ctrl + Backspace — To delete the word to the left of the cursor
S oh AT AR o 9163 ol THEH o foTe
Ctrl + Delete — To delete the word to the right of the cursor

ST o qT3 AR & I1eg il THe™ & forg




THTH T8 365 (MS Word 365) H, 5@ 310 2 &1 firdtae &va & oY T 'Backspace’ T9il gaTd & ot &1 811 27

X 1. 2% faquals W @it g o @

X 3. 2a dlcs Wigd | HiNC gl il @

4. 3 Siagie & 3fd # 7d 9 S @
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] Ctrl + Spacebar - Removes all formattmg on the hlghhghted text.

FT3eITSe foRT U Taree TR |t wi e gt ST &
| Page Up - Move the cursor one screen up s sl Ush Thi FUT & A0
age Down >\Move the cursor one screen down ZHH sl Ush T3hI- ATd & 10
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Shift + Left Arrow Key — ad:%mém%%iwaﬁfﬁﬁazmﬁ%%q
—

To select the character to th7left of the cursor
Ctrl + Shift + Left Arrow Key — %61 & T3 3T o 9162 ahi feiae i oh (010
< To select the word( to the left of the cursor

Shift + Right Arrow Key — 31 % 213 37 o Sh{aret &l fieiae &t o forg
e

To select the character to the right of the cursor
Ctrl + Shift + Right Arrow Key — St & 213 31 & 912 @l fieiae A & oo

e To select the word to the right of the cursor
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Ctrl + Shift + Home — To select text from the current cursor to the beginning of

the documentﬁ@ﬁﬁ!ﬁfﬁi{\ﬁzﬁgﬁmm%maﬁﬁﬁ'ﬁﬁ%w

1 Ctrl + Shift +@To select text from the current cursor to the end of
the document HTIET T & STFIHE o HT Toh o SHE hl THAFE i o (1T
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Ctrl + Shift + Up Arrow T - To select the entire paragraph past the

current cursorﬁmﬂ?ﬁﬁ%%ﬁmaﬁﬁﬁwéﬂﬁ%%ﬁ

Ctrl + Shift + Down Arrow - To select the entire paragraph next to the

current cursor fjtr!c\m Y h AR & I T ki e 3 o feg
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Citrl + Right Arrow Key — — to move the cursor one word to the right

SHET hi Ueh T2 T3 3T o A & (310
Ctrl + Left Arrow Key < — to move the cursor one word to the left
SHET hi Uk Y162 T8 A o AT <k (0

Ctrl + Up Arrow Key T- to move the cursor up one paragraph

it B e T S o T 3 o

—

Ctrl + Down Arrow Key ! l‘ to move the curso_[_Qoipne paragraph

}-ﬁ:aaqa;aumqﬁaaﬁas%q
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Red Line - If there is a spellilig error in the typed paragraph or word, a
red line appears below it. qie 2139 fhd 0 WTTE | a1 yIes | i
gpelling Error g a1 &TeT O1 &hi H‘G?LEH'% Eip) m g

If any two words are written twice consecutively, a red line will appear

below the latter word. af fr=gi 31 yTegt st AR &t AR for@ad €
TS AT Y162 ok ATd AATS SATS AT

‘Honasty

\
\

RAM RAM

e

Honest}J
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Green Line - If there is a Grammar Error in the typed paragraph or
line, then a green line appears below the word. qre AL R IO T
ﬁUTFiTg-'-Tﬁ' Grammar Errore, aﬁm%ﬁ%ﬁhaﬁm m%l

| Blue Line — This is for incorrect word usage or style suggestions. 92
yIsal & TeAd 3UART (Incorrect Word Usage) 9T A T st (Style

Suggestions) & ToTU EraT 2| o
Honesty are the best Policy
1) . |

K

Honesty is the best Policy
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Honesty are the best policy

' Honasty is the best policy
{There are 2 Types of printer

' _




Honesty atre the best policy
| ¢ best policy
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How to turn these lines on/off’ 3?511373[ El-ﬁinﬁla'q' Y H?

Go to\File Menu > Options > Proofing.

File Menu > Options > Proofing 9¥ S0

Turn on or off the options for ""Check spelling as you type"

and ""Mark grammar errors as you type."

"Check spelling as you type" 3 "Mark grammar errors
as you type"" % Trehcd shl ATeT AT AE
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Yord Optons

General ABC - .
i C !'-.a":]r- how Word corrects and formats your text

Desplay

Proofing Autolorrect options

Lhange how Ward corrects and formats text as you type AutoCorrect Options

When correcting spefling in Microsoft Office programs

Ignare words in UPPERLASE
ﬂ ignore words that contam numpers

ﬂ ||:]F‘|"‘."|_" Internet and Die addresses

Customize Ribbon

- I 3] repeated words

Enforce accented uppercase in French
Quick Access Toolbar

Suggest from man dictionary on
Addd-uns Custorn Dichonanes..
Trust Center French modes iradit=onal and new spelings -

Hpanish modes uteo verb forms anly

correcting spelling and grammar in Word

Lheck ipeiing as you type

Mark grammar errors as you type
ﬂ Freguertly confused words

ﬂ Check grammar with spelling

| Show readability statistics

Writing Siylee | Grammar Settings

Hecheck Document |

'

®:] 07 Delhi Police MS WORD PART 03

| s =l

Exceptions for:







& DELHI FONCE 2025 ayaster b= CONPUTER

urrent tat Ibbon Lisplay Uptions menu

file tab Other tabs Command button

AalbCelx | AaBbCcDe AJH!

d " Monnal | T Ne Spa

Group name Dialog box launcher
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> When M.S. When Word / Excel / Power Point is.

opened, Home Menu opens by default. ¥ ta.va, ag /
USRIt / UTER UTEZ hi 3119 FoRaT ATaT & af fewiee &9 & Home

Menu 3719 &l4T 2]

DELHI FOICE 2075 ayapstex at=r CONPUTER
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The Office Button is located on the top- _left corner of MS Word 2007
Window. / Office 29 MS Word 2007 %g“r & mﬁ qT0 hiA

2l

The Office button has been replaced by the
File button in MS Word 2010. 3ATT%H ATIRH S

am\ls“or@rrmwaz:ma?ﬂﬁ-m
nmmaunﬁaﬁtrtmﬂgﬂaatﬁﬁmm‘&'l
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The File button is located at the top-left corner of the MS Word
»2010,2013,2016,2019,2021,2024 window. on the far left of the ribbon

File 29 MS Word 2010,2013.2016,2019,2021,2024 f&=t & S9d-a10|
s 9T F#ua 21 / Ribbon H {aeTehet 13 3R |

©- 0 « &~ B - '

File Home Insert Draw Design LayoL

e2a

3 Kokl Tae -]

Paste_ n U v abe X, X°
" ¥ Format Painter

Clipboard B Font -
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File - Insert Draw Design Layout References Mailings Review View Office Tab Help

IMS Word )- File, Home, Insert, Draw, Desngn Layout,

e ——

References Mallmgs Review, Vlew Help

Design Menu Introduced in MS Word 2013

Draw Menu Introduced in MS Word 2016

._x\_j_
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Office 2013

L n1ht1r@ 1

| &1 | L s = .

Office 2010

yout  FReferences  Wiallings  Review

AaBbCcDc AaBbCcD«




Ribbon / Menu bar list in Word

MS Word - File, Home, Insert, Draw, Design, Layouts,
References, Mailings, Review, View, Office Tab, Help.

L’ 0%%7 M woRD*
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B

= Mailings (In Word)

M Formula

23

Alt + K = Transitions
USRS~

Alt + A = Animations (in Power point)

(In Excel)

axait=r at=r COMPUTER




E] AutoSav“l’. Off ) f'; E; v 1 ¥ B Documentl - Word ) Search

- _
Flle ‘Iﬁgert Draw De5|gn Layout References Ma|I1ng5 Review View He[p

0 T (@ @ @ @ @ N

Clb de -11 A’A — v 22— = v | €= o=
[B B a - - Zl T | aasbee

Pﬁjte @ B I g v ab X X A v p v _ . l ] g lé v dﬂ N: _ v 1 Norm

Clipboard [y Font N Paragraph ¥

‘;? GET GENUINE OFFICE Your license isn't genuine, and you may be a victim of software counterfeiting. Avoid interruption and ket

]




