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Cut — With its help, we can cut text, document images, shapes etc.

suﬁu;mmﬁméw,ﬁmﬁzﬁa,ﬁvaﬁaﬁmwmﬁ\

To move a text or object (picture, shape) from one place to another

E«aﬁmmaﬁm&xm@ﬁ)aﬁ@wﬂﬁm@mm@vﬁ%m
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Copy —With its help, we can copy text, document images, shapes etc.
$Eh! TETIAT H gH SoRee, STORINE (X, 91T ATIS aht Shidt ST Tahd &

Whatever text or object has been copied from the copy will remain present and

a second copy will be created after pasting it. ShIUT | TR IqT TedAae AT Wi

Tt feRaT F AT HINTS &7 I8k TTY YT T U1 IHeh! Ueh O Ui oI AT
HO'M(: S 2 Ciiﬂboqnd —Co P(y

COPJ e @ =t + C“-f)éi?lhﬂ




%) DELHI POLICE 2025 yoptfor o=y GONPUTER

@ With its help, we can paste cut or copied pictures, shapes or text.
mm&wmmm&'&mﬁa 91T qT THRL Tl UL HT TR 3
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Paste Special —[Alt + Ctrl + ﬂ/ Ctrl + Alt + V

Keep Source Formatting(K)- ﬁmﬁmﬁwam JAIt+H+V + K

Merge Formatting(M)- 309 TaRZ TR Tholl UL 71 m

Picture(U)-ﬁﬁmm%ﬁgﬁﬁﬁmﬁaﬁaﬂﬁ% Alt +_H+\' et I

% Format Painter

Exf.fp
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Format Painter- With the help of Format Painter, we can copy the
complete format of a text. tﬁ'ﬁ?ﬁ?{ shi TEEaT H g'q feRet ToRE T qau

FIHE iU T Tehd & Ex- Font Size, Font Color, Text nghllght Color,
Bold, Italic, __U_nderlme :

Format Copy — Ctrl + Shift + C

(] Format Paste  Ctrl + Shift + V

Clipboard

Clicking on the Format Painter converts the cursor into a brush.
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D345. THUTH THAE 365 (MS Excel ;65) T, A=atEiaa o a9 S =-ar
RTATE ViTEahe ATTERT ST WUl e I WETAAT SheaT &2
Ctrl +Cl—7 - £
4+
2.Curl + Z 5"'}(&} DP Constable

.Ctrl + Y
4. Cirl + X

30/11/2023 Shift -2

Q346. UHTH TFAIHA 365 (MS Excel 365) H, UNUTH THFA | 22T UEE hidd
o foru FFaterfaa 7 & e viti€ase St (shorteut key) ot ITART faRar

ATAT 82

1. Shift + V

Ay <hit + e}

4. Cirl + C




TPOTICE 207 = CONPL

Q381 )T ¥ 365 (MS Word 365) &, W81 fardhea awehi garee
AT T FU HATA®T Cave o Tdd W H i-e, Bive ATSH, el
1. 19 W5 (Quick Style)

DP Constable

e | 2/2023 Shift -
> 42 G (Format Paimjer) ~ 01/12/2023 Shift -3
3. I WA (Character Style)
4. TaeTat iR (Clear Formatting)
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FONT Group Command

Font Group Command is found under the Home Menu, through

this we can make different types of changes on the text. / Font

Group Command, Home Menu 3 3{d7d T ATdT & 3H<h
mgﬂmﬁﬁ@)m%ﬁmm%mﬁwm%\
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Font Size —

Bold —

Italic —

Underline —

_.-——-—_—-_-"-—-_
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FONT Group Command

Strikethrough -

Subscript-

Superscript -
Increase Font-

Decrease Font-

Change Case-
Text Highlight Color-

Font Color-
\

Clear All Formatting-

Text Effect & Typography-

h
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@b Some standard changes in the appearance of the font
N

“To change the style of the written text, a text can be written in

different fonts. B¢ & W&EY § Y U UddT %l'@‘ EQ THLE

9Q —

h T3 H IS hid <k feu, forTt 2aRe ht 3TeTTT AT Wive
o ferat T aehar g

Font Shortcut Key —
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Font Size — Font size command is used to change the size of the
font. BIUE ATSH HHTS ST TANT HIUE ok HTHR i A 6 (o0
eRaT SATaT 2|

K @0‘* 72 Point m
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_ By default font Size in MS Word 2021,365 <11 Pt.(Points)

Minimum Font Size -+ 1

Maximum Font Size - 1638

Minimum Font Size in Drop down Box/List - 8

Maximum Font Size in Drop down Box/List — 72
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@ n MS-Word, therc 1s a Iiml-si/.c
——

0Xx. What 1s the smallest lont-s1ze that can be
. g . _-___—-'
selected from 1t?

@ DP Constable

27/11/2020 Shift -3
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Decreasmg Font Size by One Point —
e

Increasing Font Size bv One Point -

A B

Increasing Font Size by drop down box
—_-—___—-_-__'-—-—-
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By Default font in MS Word 97-2003 — Times New Roman

By Default font size in MS Word 97-2003 -(_12 Pt.

By Default font in MS Word 2007,2010,2013,2016,2019,2021,365 — Calibri
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In,. o1l Layout References
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By Default font size in MS Word 2007,2010,2013,2016,2019,2021,365 - (11 Pt.
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