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Bullets & Numbering — lt IS used to create a list of numbers, alphabets or

~ symbols in MS Word.mm@@ﬁﬁmﬁﬁgaﬂmﬂgq
fergi Y aret 7=y 3 for ER
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*%* Be Positive
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Bullet Library

None @
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Document Bullets
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LQefme New Bullet..\
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Define New Bullet

Bullet character

Alignment

Left

Jd Preview
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Numbering — It is used to create a list of numbers, alphabets or symbols in

MS Word. 39T Ta1T UH UH I § H&AT, ATHIAL hi Uah Tol a9 & 10

S R e — -
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1. I will Set Numbering ...

e

() Continue from previous list
e

Set value to:

il

6th
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N Preview: 6t

OK Cancel
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Number format
] =

Number style:
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Numbering Library Number format
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None " - 2)- - Alignment

‘ + ' Left
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Document Number Formats
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' Cancel
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)t is used to create a multilevel list of numbers, alphabets or

symbols in MS Word, such as when there are more than one point of the same
point. TASHT TN UX UH IS W HEAT, ATEHTEE T [IET hi Aeeiciad foiee a4+
& foTu ToRam STaT & 9 o6 Ua 21 uTse & 919 U & ATk UTeEe Bd & aF STeht

mmm%[ Tocreate a numbered list with different levels of indentation

%ﬁwmﬁ%%%mmuﬁmﬁ%w

1. Target Delhi Police

1.1. Nothing is Impossible

N —————
1.2. Always help others
1.3. AR WEAATATE
e SRR S G AR

1.4, Attack Your Goals Like Your Life Depends on It
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Current List

ottware cou

1
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‘ List Library

Artcls L Heady | 1 Heading 1
Sechion 107 H | 1.1 Heading 2

(a)Headng & | 1.1.1 Heading

Haading 2

Heading 3 — |

Lists in Current Documents

Uefine Mew Multilevel Ligt

Jefirie MNew List Sty
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\\ hat feature in Microsoft Word 3635 allows you to create a

numbered list with different levels of indentation?

A g Delhi Police Constable

2. Multi-gpéced ¢ Q
. | 01/12/2023 Shift |
3. I\-‘1lllTl-MCh}' numbering

4. Multi-indenting numbering
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Sﬁading — To change the hackground color of a written paragraph, text, or

table foTer U TTaTE, Tae, AT e W IEHIH W1 4T A & forg

Borders - To give a border to the written text

for@ gu e wit ST 3 & forg

Paragraph
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Show / Hide — By showing this, the paragraph sign starts appearing

at the end of each paragraph, if you hide it, the paragraph sign will

not be visible. 31"-} Show T & Uedeh YTITE & 37d W UTITH sign e
AT &, B35S i U UITE sign qﬁﬁ'@’m

Tapisy
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lt IS used to arrange the data in a list or table in ascending or
~—

decending order like alphabet, number, name etc. 3HhT T TR, 9&EAT,
AT % HTAR FAT (List) TT aTiereRt (Table) & 2T &1 Ascending (HARTEN) AT
Descending (IaXIET) ThH W sAARYAA & | feram AATaT 2

Sort Text

°° Paragraph Paragraph's  Paragraphs’

Paragraphs Type: | Number

A-Z/Z-A/1-99-1

My list has

'Ll_j' Header row ':!:! Mo header row

Options...
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Line & Spacing — With its help, we can set the gap(Space) between two lines,

paragraphs. TEIAT H TH g1 AT, WUTE o Fre o T (FaH) hi 6

aehd 2|

Add space before paragraph

= Add Space Before Paragraph

Min- 0.6 li Qé (f\f—}t\'\@ Lot

Max - 132 h

1




By default Line Space in 365,2010-2021 = 1.15 i
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Apply Single spacing to the paragraph = Ctrl + 1

3%«@*&

1l POLICE 2020 —po .. ONIPL

1
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Paragraph

ndents and Spacdng  Line and Page Breaks

General

aiignment: (TGN

Duthne level Body Text

ndentation

Line spacdng

Multiple

tpale between paragraphs of the same style

Set As Default
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Q7. W hich option allows vou to adjust the line spacing between lines

of text in a paragraph in .\IS-\\'ur( -

|. Paragraph Alignmentx
2. Paragraph Burde% Delhi Police Constable

3. Text Indentation 14/11/2023 Shift st

gl tpaciog | o
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Q19D THTH aZ 365 (MS Word 365)
H ®H-HT ATY HISE B1AT 27

Delhi Police Constable

: st
g M e 22/11/2023 Shift |

T (Line spacing)




[ | " L & 1|
Sy L 129 == IWIPUTHF

Indent in MS Word

The empty space between the margin of a page and the text is called Indent.

%ﬁ&w%mﬁqam%mﬁmﬁﬁmﬁﬁ

_

We can also manage the indent with the help of ruler.

29 Bl hl TETIAT & ot 3¢ hil 4T S Tehd 2|

R g
Indent is used to shift a paragraph to the left or right. 3@.‘3 T TIRT TTITE

(Paragraph) Skl SITC 9T 21U 37X FAFTERA (Shift) A & oo foran ST )
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Increase Indent — To set by moving the cursor to the right

et i AT AT T & e de e 3 forg ¢ Ao

F

Decrease Indent — To set move the cursor back tothe left

THET i T3 TWE TP & AT T A o oo
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There are four types of indent in MS Word.

MS Word H et 04 ThR & 3¢ 2 &

1. First Line Indent 3. Hanging Indent
MW\
2. Right Indent 4. Left Indent

e iy Sl o Mo

Patagraph
indents and Spacng Lime and Page Breaks
General
Abgrment: Left

Qutine leve: | Body Text

Incentaton
Left 0 em
E—f.h: : 0an

L) Mirror ndents

Soaang
Before:

Afer: 0pt = Mutple

|_] Don't add space between paragraphs of the same style
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First Lme Indent - To mdent the first line of the paragraph, this line
will be more indented than the rest of the lines, 1.e. it will be more

towards the right hand side.

UTITE hi UBAT TS ohl 5S¢ i oh (10, SHH T3 STehl AATSAT hl
HAUYT aﬁméﬁzﬁﬁnﬁﬁaﬁmr@z&ﬁmﬁﬂ

To indent the first line, you can also place the cursor at the beginning

of the paragraph and use the Tab button. PG I RC I EC i 3@2 & %
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Page Setup - Page Background

f Pt 5G|

First Line Indent]

}Aabaa Aaaaa Aaaaa Aaaaa Aaaaa Aaaa:

- bl e e B o = ™y ™ ™ ™ S S

Aaaaa Aaaaa Aaaaa Aaaaa Aaaaa Aaaaa Aaaaa /

b e e e e B e LR e e e b L e L e '

Aaaaa Aaaaa Aaaaa Aaaaa Aaaaa Aaaaa Aaaaa /
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I-Iangmg Indent — lndents all lines of a paragraph (except the first

" line) a specified distance from the left margin. It is also known as

second line indent. Sets the first line at the margin and then indents

each line of the paragraph. UITITE <hi THT UThAT il (ol Ugeit Uih
<! BIEehY) AT AT & Teh (T2 gt W §S2 EaT | 36 Jehs org
géz%amﬁ%ﬁammﬁqwﬁmﬁmﬁhmmﬂzm

\

A T ST i Tk T3 T 3¢ AT ¢

Hanging Indent Sho

ol 7l + Sk T
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-R-emme Hanging lndent Shdrttut Key — Ctrl + Shift + T

T Hormal | 1 NO apadl... Heading 1  Heading 2

Styles

| » 3' . ) @

Hanging Indent

sdjsdshdskjdhsjdhskdjhSKDHSKHDKSDHKSADHKSHDKSDHKSdjsdshaskamsyitskdjh SKDHSKHDKSDHKSAD
HKSHDKSDHKSSdjsdshdskjdhsjdhskdjhSKDHSKHDKSDHKSADHKSHDKSDHKSSdjsdshdskjd hsjdhskdjhs
KDHSKHDKSDHKSADHKSHDKSDHKSSdjsdshdskjdhsjdhskdjhSKDHSKHDKSDHKSADHKSHDKSDHKSSdjs
dshdsk|dhsjdhskdjhSKDHSKHDKSDHKSADHKSHDKSDHK SSdfsdshd skjdhsjdhskdjhSKDHSKHDKSDHKSA
DHKSHDKSDHKS
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" et e & oo g gt 8| 2R SITeA i TEe A WA W
oo Right indent is used to control the space between the paragraph

and the right margin. To move the text line to the right margin

( Left Indent )TT¥ $ST UITATE 3T AFE HIAA oh &1l oh TUH hl HUZTA
SHIAT 8] CORC TS ohil CTFE WIS U o AT h [1C Left indent controls

the space between paragraphs and the left margin. To move the text

line to the left margin
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File
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| ¢ ms Word # Indent Y P07 ereoreer

Indents and Spacing Line and Page Breaks
@ 1.%3T qTH T STUNT PP

General
n MS Word E‘rﬂ ‘3{)1_{ a“';”m ¢ if-i’: ﬁl Alignment: Left

B = e 31 337 T £, 39 select |
Qutline level: Body Text
Bl Home - Paragraph YU ¢ Increase Indent” ( "Decrease Indent” (El) W s 330

A I T T T M R B ) o =
[ ) | l I ' ' I )
F

b

Special:

(none)

’ 2. Ru‘ﬁr m m m |:| Mirror indents

Bl view &9 - “Ruler” B Enable BYI Flanging \_/—
Bl Ruler WW Indent Markers (A 3% v) ! T (Drag) TEHR B

Before: 0 pt Lige spacing:

[ -

First line

After: 8 pt = Multiple

D Don't add spage between paragraphs of the same style

Paragraph Settings Preview

(1] e ) - 3 “Paragraph” gﬁl

B indentation I # “Left” 3R "Right” §8T |E B
Bl special # “First Line” 9T "Hanging" ﬁtqﬁn

Bl ok W & 331

Set As Default
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- Styles Group Command |

Styles Group is located in the home menu, in which there is already a set of

1 u

some font style size etc., so that you can change the size of the font |

|
i
immediately. It is also used to create headings Styles Group &9 1:I'-"Ltf o ;
g 8, fed uger @ € 5 wive wErge aTew oTfe @ ¥e TEar & e e |
THIUZ ShT HTHR ATTH qLd g1 Hehd &| THERT AT BIST/aA o forg Wt foman &
AT By Default - Normal Style |[

EthCcI] RaBbCeldr ﬂabl] aaBbce AQH Aab Aab Aab AALI AAl

Strong Quote  Intense Q. SubtleRef.. IntenseRe. |5
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Styles Group 1S used to format text and make it look professional and to allow

the user to apply a consistent look to text elements such as headings, titles

and subtitles. It helps in quickly changing the font, color, size, headings,
paragraph spacmg etc. of the text. Styles Group (ﬁ?ﬁ qHzE) T IUANT SRS
aﬁmﬁzwﬁaﬁ?&ﬁmﬁ@ﬁ%mamaﬁ%%n T13TA AR TIA-TZEA
%mma@m@mm%mmmﬁn qg THRS
% W2, T, ATeRR, B, Srres wfiT a2 W wedt aae § HeE WAt 8




|
o !
CONSTABLEJHCM JAWO/TPO
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(Ans ). Macros X - Comect Answer: B
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| Find
Replace
Go To
Select
Select All

Select Object
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Fmd- N Eﬁ @ﬁﬁ % %l'& to find the word

Waﬁ@mmﬁﬁ%%mo search and replace word
Goto-%ﬁmwmﬂmmm%%ﬂ/ D Find B

to jump to a line page or paragraph & ab- Replace
Select - FTEFE HH & %I'Q to select / [‘\\x Select ~
%ﬁaze;ﬁﬁ' \'CTRL"'()‘[' Editing

- N N\
Select Object — fertt 3iTeiare 91T 3HW il T A &
— R T S
To select an object shape image
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J

. Find and Replace CTKL"\' H
@@@

Find what:

Replace with:

Cancel




