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Which of the following feature is used to write very small letters or

numbers just below the line of text? Aeteaa O 9 e iR &l
JUANT ZHEL I [T & 3ieh ATl g BIC HER IT HEA fore & forg

et STaT 82 Delhi Police 03/12/2020 Shift-II1
(&
(b) ¥¢T3ehY Strikethrough =8
(¢) ®TH U Formal Painter %
(d) gw&aaz Superscript

)(L

-;I

htZ  Subscript +— )(&
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29, THUH UaHH 365 (MS Excel 365) |, I( 3119 T adhdar &l 19—
TT5ET A9 % AT HORT AR UL Hehl-A&H Tehah & €9 1 9 AT
ATEA 7 a1 IA-A1 FAraed =7 711 A1eu?

| ®F 37 FT9T (Save a Copv)

T3 (Save As)
3, B9 THFH (Save Workspace)
- "‘=FFF{ (Save Excel)

\\'hich of the following is used in MS “'ul‘ll{) change thé
[ TV —
case in a reverse wav’

. Alter case

2. Change case

prtpeci)

. KEeVerse Case
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open a document, THUA-IE 2010 (MS-Word 2010) ¥,

In MS-Word 2010, the  tab is the default tab that appears when you

& FT € AT SATYh FRT SagHE Wi W TS 2at 21
(2) 3¢ Insert

(b) AATIZ Layout

(e

(d) ﬁELReview

Head Constable Ministerial @ Shift-11
.

JVIPL

AU [Twhice
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.......... tab in the rlbﬁoh bar in MS-Excel 2010 lets you jump to
e backstage view, which contains essential file-related commands

and Excel options. Q'WQHQE@T-I 20109 fETarH.......... e Uk
FHEEH =T H HU H{A hi AT 31 2, o ravash wea-Haedt wuis

IR qa@ﬂ % freeT B %l Head Constable Ministerial 12/10/2022 Shift-II1
(a) FORMULA

(b) REVIEW

| FILE |

(d) HOME




For Open Font Dialog Box - Ctrl + D

Font

Fomnt Advanced

Font style:

Kokila 4| |Bold

— Regular  m

Italic

Bold [

Lomplex scnpts
Font: Font style
Kokila + | |Bold
All text
Font color Underline style: Underline color

(none) v | Automatic

Small caps

[ ]
J
[ ] Double l,!!lkl"'[hfl‘.ll,!ijh rL ] E“ caps

i.__] superscnpt _J Hidden

| -

:__J subscript

Preview

“Sample  AHAL 5

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

Set As Delault Text EfTects JK Cancel




l Font Style.,Regular Italic, Bold,/Bold Italic

By default Font Stvle Regular

I]ﬂ

upscript

bample it

Truelfype fo




Strikethrough
Superscript
Small caps

Hidden

s
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Font Effects
Double Strikethrough

Subscript

\

All Caps
lOutIine, Shadow, Reflection, Glow)

THAT, Text Effect
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Which of the follomng optloné belongs to the 'Effects’' category in the context

of text formatting in MS Word? MS Word q émzwﬁ%rrémaﬁﬁﬁn%ﬁaa
ﬁ&aﬁqmﬁm It (Category) ﬁmr@m%ﬂ

(b) TTe2 Bold
(C)W Regular
(d) 3tk Italic

Delhi Police 09/12/2020 Shift-11
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Paragraph Group Command

Paragraph Group Command is located in the Home Menu/Ribbon.

Paragraph Group Command gmn-g[&a-—r q Ty« gran g

Faragraph
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Bullets & Numbering & Multilevel List

Left Alignment

Center Alignment

Right Alignment

Justify Alignment

Force Justify Alignment
SRR PR SRR iR

= L1 Ko

Paragraph Group

S== CONIPL

Decrease Indent

Increase Indent

Line & Paragraph Spacing

N
Sort
Shading
Borders Show/Hide
‘—\—n’




Alignment

REVIEW VIiew AQQ-Ins
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Left Alignment- To align text to the left of the page

ZHZ i U | T3 37X AT i & [0
by default in MS Word the cursor is left aligned.
by default in MS Word ¥ SH{ A% e 2|

For normal text and paragraphs (default)

HATHT 2R 3 T & foro (lRwiee)
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Center Alignment- To align text to the center of the page

" FoRE W1 U % S I STeATeT O o foTu

-




. . T T, . . T g . S e T . SR . . . —— - T—

'l
ELHI FOLICE 2020 oy o o=y GONVIPL

ﬁight Alignment- To align text to the right of the page

" ToRCE Y U 3 =TS 3R SAATI S & foTu

For Date & Signature AR 3 Tl (Date & Signature &+ %I‘t{

Qﬁk}l Mth«chj
— CTRLEK
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Justify Alignment- This will distribute the text evenly between the margins
~ g T il HIAA oh S A0 B9 & [aaita &, The text is equal on both

sides.mﬁﬁﬂﬁﬂ'{wﬁm%l

To organize newspaper and book text

HEAR A TEAh oh A ohi STA AT hi o (10

‘__\
Force Justify

S LJW‘J"%M;;MN
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present. The wrapping was
difficult to get off of the
box. Jenny tried to be neat
and proper with it as she
wanted to keep the lovely
red, shiny paper. The
present was wrapped too
tighly and Jenny lost
patience with it in the end

and just ripped the paper
off instead.

What was underneath was
just a plain brown
cardboard box. Jenny
looked up and saw her
mother with a playful smile
on her face. Next to her was
Jenny's brother Nathan,
always the serious one, but
loday having a look of
curiosity about him. What
was in the box?

Jenny smiled too and
looked down at the box.
She wanted this moment ¢
anticipation to last as long
as possible. She turned t
box over 10 see If there was
anything on the underside.
Nothing. She inspected
each side of the box, again
there was nothing. She
gently shook the box and
heard a dull thud as
whatever was inside gently
hit the sides of the box.

present. The wrapping was
difficuit to get off of the box.
Jenny tried to be neat and
proper with it as she wantad
to keep the lovely red, shiny
paper. The present was
wrapped too tighly and Jenny
lost patience with it in the
end and just ripped the paper
off instead.

What was underneath was
just a plain brown cardboard
box. Jenny looked up and
saw her mother with a playful
smile on her face. Next 1o her
was Jenny's brother Nathan,
always the serious one, but
today having a look of
curiosity about him. What
was in the box?

Jenny smiled too and looked
down at the box. She wanted
this moment of anticipation
to last as long as possible.
She turned the box over to
soe if there was anything on
the underside. Nothing. She
inspected each side of the
box, again there was nothing.
She gently shook the box and
heard a dull thud as whatever
was inside gently hit the
sides of the box.

present. The wrapping was
difficult to get off of the
box. Jenny tried to be neat
and proper with it as she
wanted to keep the lovely
red, shiny paper. The
present was wrapped too
tighly and Jenny lost
patience with it in the end
and just ripped the paper
off instead.

What was underneath was
just a plain brown
cardboard box. Jenny
looked up and saw her
maother with a playful smile
on her face. Next 1o her was
Jenny's brother Nathan,
always the serlous one, but
today having a look of
curiosity about him. What
was in the box?

Jenny smiled too and
looked down at the box.
She wanted this moment of
anticipation to last as long
as possible. She turned the
box over to see if there was
anything on the underside.
Nothing. She inspected
each side of the box, again
there was nothing. She
gently shook the box and
heard a dull thud as

atever was inside gently
hit the sides of the box.

birthday present. The
wrapping was difficult to
get off of the box. Jenny
lried to be neat and proper
with it as she wanted to
keep the lovely red, shiny
paper. The present was
wrapped too tighly and
Jenny lost patience with i
in the end and just ripped
the paper off instead.

What was undemeath was
just a plain brown
cardboard box. Jenny
looked up and saw her
mother with a playful
smile on her face. Next to
her was Jenny's brother
Nathan, always the
serious one, but today
having a look of curiosity
about him. What was in
the box?

Jenny smiled too and
looked down at the box.
She wanted this moment
of anticipation to last as
long as possible. She
tumed the box over to see

if there was anything on
the wunderside. Nothing.
She inspected each side
of the box, again there
was nothing. She gently
shook the box and heard a
dull thud as whatever was
inside gently hit the sides
of the box.
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Left Aligned

Over the moon with delight
Jenny opened her birthday
present. The wrapping was
difficult to get off of the
box. Jenny tried to be neat
and proper with it as she
wanted to keep the lovely
red, shiny paper. The
present was wrapped too
tighly and Jenny lost
patience with it in the end
and just ripped the paper
off instead.

What was underneath was
just a plain brown
cardboard box. Jenny
looked up and saw her
mother with a playful smile
on her face. Next to her was
Jenny's brother Nathan,
always the serious one, but
loday having a look of
curlosity about him. What
was in the box?

Jenny smiled too and
looked down at the box.
She wanted this moment of
anticipation to last as long
as possible. She turned the
box over 10 see If there was
anything on the underside.
Nothing. She inspected
each side of the box, again
there was nothing. She
gently shook the box and
heard a dull thud as
whatever was inside gently
hit the sides of the box.

Centered

Over the moon with delight
Jenny opened her birthday
present. The wrapping was
difficult to get off of the box.
Jenny tried to be neat and
proper with it as she wanted
to keep the lovely red, shiny
paper. The present was
wrapped too tighly and Jenny
lost patience with it in the
end and just ripped the paper
off instead.

What was underneath was
just a plain brown cardboard
box. Jenny looked up and
saw her mother with a playtul
smile on her face. Nexi to her
was Jenny's brother Nathan,
always the serious one, but
today having a look of
curiosity about him. What
was in the box?

Jenny smiled too and looked
down at the box. She wanted
this moment of anticipation
to last as long as possible.
She turned the box over to
see if there was anything on
the underside. Nothing. She
inspected each side of the
box, again there was nothing.
She gently shook the box and
heard a dull thud as whatever
was inside gently hit the
sides of the box.

Right Aligned

Over the moon with delight
Jenny opened her birthday
present. The wrapping was
difficult to get off of the
box. Jenny tried to be neat
and proper with it as she
wanted to keep the lovely
red, shiny paper. The
present was wrapped too
tighly and Jenny lost
patience with it in the end
and just ripped the paper
off instead.

What was underneath was
just a plain brown
cardboard box. Jenny
looked up and saw her
mother with a playtul smile
on her face. Next to her was
Jenny's brother Nathan,
always the serious one, but
loday having a look of
curiosity about him. What
was in the box?

Jenny smiled too and
looked down at the box.
She wanted this moment of
anticipation to last as long
as possible. She tumed the
box over (o see if there was
anything on the underside.
Nothing. She inspected
each side of the box, again
there was nothing. She
gently shook the box and
heard a dull thud as
whatever was inside gently
hit the sides of the box.

P
(e )

Over the moon with
delight Jenny opened her
birthday present. The
wrapping was difficult to
get off of the box. Jenny
iried to be neat and proper
with it as she wanted to
keep the lovely red, shiny
paper. The present was
wrapped too tighly and
Jenny lost patience with it
in the end and just ripped
the paper off instead.

What was underneath was
just a plain brown
cardboard box. Jenny
looked up and saw her
mother with a playful
smile on her face. Next to
her was Jenny's brother
Nathan, always the
serious one, but today
having a look of curiosity
about him. What was in
the box?

Jenny smiled too and
looked down at the box.
She wanted this moment
of anticipation to last as
long as possible. She
lurmed the box over 1o see
if there was anything on
the underside. Nothing.
She inspected each side
of the box, again there
was nothing. She gently
shook the box and heard a
dull thud as whatever was
inside gently hit the sides
of the box.
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Note:

ore than one alignment cannot be used in a single paragraph. Tch B UTTTE |
Ush | AT Alignment ShT T A& fhdT AT Tha|

Different alignments can be used in different paragraphs in a document. Tch

By Default Alignment in MS Word & Power Point(- Left Alignmen
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Srahitsr a=r LOVPL
THUHE % 365 (MS Word 365) . faraae e sqa e Aeshe s 872

- Delhi Police Constable

15/11/2023 Shift I

| F9Z AT ( Left alignment)

= " Sdn' B
2. STEHIET (Justitying)
R ©rr i 2 (Centre of text)

(Right alignment)

Q35. HTSHIATHE a2 365 H hiF-9T ¢aF¢ AATZHe [Aaea 292 &l ard
AT O B AT B Delhi Police Constable

|. 7132 3ATEA (Right Align)

A e (Left AL 15/11/2023 Shift I

3. T2 FATEA (Center Align)

4, SRS () ustify)
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Wﬁllets, Numbering & Multilevel List

Bullets, Numbering, and Multilevel Lists are used in Microsoft Word to organize

listed data. This makes the document eaSIer to read and presents the information in

an organized manner. Microsoft Word T Bullets, Numbering, 31X Multilevel List

T ITATT Fj’lﬁ (List) 22T i IR (Organize) HH & %‘Q ThaT ST Bl T8
FEATAH i UgH W ATHT TATAT € R AR hl SqATRYT diich o TEAA HLAT 2|

— faaT hH Al Hj"‘ (Unordered List)

i HH  aret gt (Ordered List)
FHL-ATE (Hierarchy) STt Gt
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Bullets It 1s used to create a list of numbers, alphabets or

symbols in MS Word. $9ehT 1T TH TH I | o & fagar waiia & 7u
forgt &t et 3 & feru

e
*%* Be Strong

2 | —
** Be Positive
—
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Define New Bullet

Alignment:
Left

. Preview

Document Bullets

kd
0’0

Define New Bullet...
- X Cancel

e N
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D’H‘Uﬂ‘F} 365 (MS Word 365) H, AAARAT H ¥
(Bullets) T Faiin (Numbering) HT31= &I &2

s Slik:

2. I3 ¢ File“)x Delhi Police Constable

3. ufEz Ed,“K 15/11/2023 Shift I

4, WF{M{Paoe layouly




