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J Print All Pages - To print all the pages in the document

maﬁﬁh%m&zmﬁ%w Settings

Fe  Print All Pages

| ! The whole thing .
Print Selection-|to print the selected Telﬁ
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Print Current Page- | To print only the page you are currently on
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Custom Print- In MS-Word the custom print option of print settings is

used to select only specific pages._Q‘q'QFr-Elﬁ t[éﬁl_‘c"r e astt =t ffﬁ h
ﬁ%%%m%%wqwm%mmg\

Settings
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Print Selection
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Just what you selected

Print Current Page
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Just this page

iy Custom Print
Type specific pages, sections or ranges
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Only Print Odd Page%
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3 ’5 Only Print Even Pages




.=, DELHI POLICE 2025

Print One Sided — To print on one side of the page
UH 91 Uah &l T (32 &t o [0

Print One Sided
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Print Both Sided} Both sides of the page (for printing front and back)
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(] Collated-) If there is more than one copy of a page, first one set will come out
Y omplete and then the second set. Uch U <hl Uch ﬁ 3TtereR shidt %:I%f b L4 ‘Eﬁ

@ﬁzﬁwnwm%mmﬁz ) Colled
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| Uncollatedy The number of copies of each page taken out will come out together,

not according to the set. Uk U <hi fora-t shrdt ARt % a Uch 91a @Eﬂ
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To change the page orientation < QJ Defaul f rkraid Onie
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Page Orientation i O A %rq
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Landscape Orientation

Page Size - To select the page size Qﬂ&

Legal
Page Size i eee Wj&l‘q’? 8(7(\]0 | - 8.5" x 14"
l Margms To set page margms ug =] Custom Margins

U shl HT-H 8¢ & & fe1e
oom — On opening the print option, you can zoom in and zoom out with the

bottom right and plus minus sign. {32 AT i @ieH 9T A= 212 371 W& 11339
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Page Per Sheet- To print multiple pages on a single page

Ush U 9T Uk & 3Tk U g ot & fero

Page Setup — to set the page [HES—
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TO Cancel a Print —{First click on the printer icon on the right side of the task bar,

then select the print you want to cancel and right click on it and cancel the print.
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Clipboard = Cut, Copy, Paste, Format Painter

Font Size. Increase-Decrease Font Size. Bold, Italic., Underline,

Strikethrough, Change Case, Text Effect & Typography, Text Highlight Color,

Font Color, Remove All Formatting

Paragraph Bullets, Numbering, Multilevel List, Left-Right-Center-Justify Alignment, Line

& Spacing, Increase & Decrease Indent, Shading, Borders, Sort, Show/Hide
Paragraph Sign

Create a Styles, Apply Styles, Clear Formatting

Find, Advanced Find, Replace, go to, select (Select All, Select Object, Selection

Pane
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The Clipboard 0})ti0n is found in the Home Menu/Ribbon.

Paste

TS st AT T H/RE ¥ uran st g " Format Painte
sy | N

In the clipboard, we temporarily store the text or graphics (pictures, shapes)

that we cut or copy from somewhere and then it allows us to paste them in

another file or location. TS W g0 37 TR< 4T mﬁﬁ'ﬁﬁ(ﬁ'ﬂ,ﬁﬂ) i 3-1'{5911'§
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Up tq 24 recent items)show in the clipboard. | ¢ [

foreTuats o arfiremaw 24 e argea v B &
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Cllpboard @_ﬂ _‘- ¥ Format Painter

Paste All\-to paste all 24 items Clipboard 3
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@ To clear the clipboard

Clipboard @t fo/ra® A & o
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@ Show Office Clipboard Automatically

Show Office Clipboard When Ctrl+C Pressed Twice

Collect Without Showing Office Clipboard
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v Show Office Clipbeoard lcon on Jaskbar

v Show >tatus Near laskbar When Copying
e — T

( options |

‘i’




