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Decreasing Font Size by One Point — Ctrl + |

Increasing Font Size by One Point — Ctrl + |

Decreasing Font Size by drop down box - Ctrl + Shift + < Ju

Increasing Font Size by drop down box - Ctrl + Shift + >
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By Default font in MS Word 97-2003 1 Times New Roman )
By Default font size in MS Word 97-2003 -

By Default font in MS Word 2007,2010,2013,2016,2019,2021,365 — Calibri

-

By Default font size in MS Word 2007,2010,2013,2016,2019,2021,365 -
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Bold— It is used to make the text appear thick
B

(emphasized) / thick or in a highlighted form.

$HHT TANT ¢oRE i HIZIEWA FaAT)/ et femmr & o
EI3CIT3¢S ©U | htd oh (10 fohat STar 2|

Bold Shortcut Key {(Ctrl + B
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Q194. THUH TS 365 (MS Word 365) SreRIHE W 'a1eS (Bold)' HIHTET
farerera o e o wTATA: Ferferfia o @ @ Wi ggar 3
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1. aﬁa 9152 (Bullet points)

P qIes HBIETET (Bold formatting)
s : ~ ’ ‘, w . g~ -4?
3. 3efer= BT (Italic formatting) 30/11/2023 Shift -2

e e — il

DP Constable

4. U 5 (Page break)




o2 CONSTABLETHCM JAWO/TPO :
lt IS used to show the text obliquely / attracted.

FERT T TR Tl 2T (FATBT) / HATHINA @@ & 1Y
 feraT ST i

Italic Shortcut Key { Ctrl +1

A




“Underline- It is used to underline below the text.
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FHRT TATT THL o Ao HSTATSA i oh (1€ Fehat STaT g

Single Underline Shortcut Key @

Double Underline Shortcut Key — Ctrl + Shift + D

Underline Without space - Ctrl +-Shift + W)
i

leck Tex} ~ Howe kg Uniol JB
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Design Layout References M.
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More Underlines...

Underline Color
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Df 20273

_ (’ E Ctrl + V. Ctrl + L
3. Crrl + BECERER) Ctel + V

trl+B.Ctrl +1,.Ctrl +U

Q167 )R T-HT Terhed ATUeAT A2
. = e
PR HAZTATEA (Underline)

;__--‘-.:; AT [Itﬂ[]f}

V’

qie3 (Bold)
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[Subscript —| It 1s used to write small letters, numbers,

symbols below the text. %FIW TR TRE o A B
AL HE1, g ot fore o forg femar wtma 3

H,0 fj

Shortcut Key for Subscrlpt —
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[Superscript 3} It is used to write small letters, numbers,

symbols above the text. SH<hl SF!:ﬁ'lT CHE
_am,m,ﬁg@%aﬁ%%n%mm

(A+B)’°

Shortcut Key for Subscript — JCtrl + Shift + +
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Strikethrough — Thls feature in MS word can be used to

C "
draw a straight lme across the selected texts in a document

UHUH I ﬂmuﬁmmmﬁw%ﬂﬁmﬁaﬁaﬁmw
Ush Hielt [T Eiad ok oo foman a1 aehar 2|

A Double Strike Through —l

For Two Lines 1 {&T % ﬁ'-l'q
C‘\/—\/
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1 Text Highlight Color to highlight text

e = erdemse 0 ¥ e

JIVIPL

Font Color — To color the text, we can do any color according to different

-'-'_,—-"""
Tetters, lines, paragraphs. ToR< U Theil ShiA oh 10 g0 T 3TETT 3T&R, ET3A,
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Clear All Formatting — Use this to remove all formatting from a selection

—except unformatted text. 3EhI T 5T WiHE ST ToRe Rl DS e

Text effect & typography —

|, -

To make the text attractive by giving different effects
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Change Case - There are five type of change case
1. Sentence case — Capitalize the first letter of a sentence
= AT ShT UZAT AT Hiuee

2/[ lowercase —\Converts all text to lowercase.

qjémm‘_ i‘i-aaﬁém%l

3. UPPERCASE - Converts all text to uppercase.
=< qimewawewiaim
4. Capitalize Each Word - Capitalize the first letter of each word

ﬁ,y%; T IT6E ST TEET &R hideet
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5. tOGGLE cASE - It helps to convert lower case letters to uppercase and
o

uppercase letters to lowercase, reversing the case of each letter. T8 131

%naﬁmimﬁmaﬁ?mavﬁaﬁaﬁmﬁwﬁaﬁaaﬂﬁﬁm
aﬂ?ﬂ% gtaxmamémaﬂzém
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lowercase

Font =

| UPPERCASE

Your license 1sn't genuine, and you may b

Capitalize Each Word

\l tOGGLE cASE

—
—
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WORD PART 8*
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Examples —

~ Changd lakshya ko har haal me pana hailin UPPER CASE —

Change target delhi police in Capitalize Each Word —
Change Efﬂ%‘rmi:ov) in tOGGLE cASE -CYHMI/VIq [

LAKSHIA KO HAR HANL g FONA MAZ

7;)7;6* DE’M BJ@.
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Q274. THTH T 365 (MS Word 365) 1, B § & shi-om Uk Tt 3wy

(Change Case) T &1 BIAT 52

. 3T (Uppercase)

2. TS (Toggle case) g A-} ? j + F3
- Sl

DP Constable

3AS %FH(Page case)
4, =T FE (Sentence case) 28/11/2020 Shift -1
ond.




CONSTABLEIHCM JAWO/TPO

Q316. In MS-word 365, the keyboard shortcut Shift + F3 can be used

e
to change the text document as: ——

l. Bold FontX D? _202 S

2. Si1ze of Font)(

apitalize Each Word

4. Highlight Text color
/\




For Open Font Dialog Box = Ctrl + D

Font Advanced

Latin text
Font Font style
RoKiia Eola

Hegular
italic

Complex scriplts
Font Font style
Kokila . Bold
All text
Fomt color Linderline style Underline color

(none) v | Automatic

Effects

trikethrough ‘ ] Small caps

| Superseript L_| Hidden

]

L 4

l I Double stnkethrough J All caps
[ ]

L

] S>subicrnipt

Freview

Sample . AHAL

This is a TrueType Tont. This font will be used on both primter and screen

Set Al Default Text Effects JK Cancel
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Q.10 Which of the following keyboard shortcuts
/ . . 4' : ' .
opens the FONT dialogue box window in

MSWord?
AL TH+T Y - AT T 4B DP Constable

28/11/2020 Shift -1

/




