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In this, the direction of the page being printed is shown.
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&KL Portl_'a_lt — In portrait orientation, the height of the page is greater

,{7

than its width. And the width of the page is less than the height of the

pageﬁ%aﬁ&@ﬂ?ﬁﬁhﬁmmﬁﬂwﬁ TR
EIT 2] T U Shl ITSTS O ol STS B AT AT 7] (—
n MS Word By Default Portrait Orientation
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‘ Landscape™ In landscape orientation, the height of the page is less than
its width and the width of the page is greater than its height. ASEhY
TSI H U chl HAT3 ITchl AIST3 § hH glal & I U hi ATSTS SHh!
TS o 31k gdl 2 The display of the monitor is landscape. HTiHeX

Landscape

Default orientation is Portrait but we can change it to Landscape as per our
convenience. Default orientation Portrait Tial ¥ Tlehd W 311 AT
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T Size)

Layout -@ s@z Size

Used to set the size of the paper.
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a9 B9 U 'cm FIT;‘.W ﬁFﬁZ m % In this we select the page size

_ : {;»f

Page Size- B
etter Efe (8.5 x 11) inches (By Default)
Legal Size = (8.5 x 14) inches
[m\= (8.27 x 11.69) inches = (297 x 210) mm

A3, 'B4,__l§xecutive, Letter

Generally, A4 size page is mostly used in office work.
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1 y- Page Breaks are used when you want to move some text or content
to the next page without pressing the Enter button repeatedly. Page Breaks &l

IUANT a ToRAT SITaT 8 19 A9 foRet 22 a1 %2 13T US) 9 f STHT 9T8d 8, 99T Enter
29 &l IN-aT 41U Ctrl + Enter.

Page
Column

Text Wrapping
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1 Section Breaks

Section Breaks are used to divide a document into different sections.
This allows you to set different formatting (Margins, Columns, Headers/Footers, Page
Numbers, etc.) in the same document. Section Breaks bl YT ﬁ'ﬁj’é T T3
| 7 fawiisd #3 & fou far Sar 81 399 3 U € SegEe 3 S-S St
(Margins, Columns, Headers/Footers, Page Numbers, etc.) U2 L hd ol

Section Break Type 3941
1 YR ST U9 ¥ B sidl ol
1 a9 S U9 TR N[ BIdl &, forad S{e1-31e BIad a1 BiA e 44d Bt o

1 YR ST H (Even) &% ardl 991 § U= Bial ¢
a1 9 TS [A9H (Odd) e a1 991 § X Bidl o
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~'_Qeian @ Rererences i Mo

'r—-; Breaks > b indent Spacing

Page
Mark the point at which one page ends
and the next page begins,

-

Column
Inchicate that the text following the column
break will begin in the next column.

Text Wrapping
Separate text around objects on web
rages, such as caption text from body text,

Cection Breais)

| | Next Page

Insert a section break and start thhe new
section on the next page.

Insert a section break and start thhe new

Even Page
Insert a section break and start thhe new
section on the next even-numbered page.

m= ection break and start thhe new

section on the next odd-numbered page.
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[ Line

Layout ->> Page Setup > Line Number
Tedeh T3 ohl TITSH A a4 oh (10

to assign line numbers to each line
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File Home Insert Draw Design
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Margins Orientation
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Restart Each Section

Suppress for Current Paragraph

Line Numbering Options...
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‘m Page Setup -> Hyphenation

By this a word which is not complete at the end of the line is broken into
two parts and displayed in the next line. 3‘&'& Uch JTeq 51 GLEL] FaAaH
X1 TET AR, ST W § IS ITAT AT | UEivia fohar st &

H S~

. File Home Insert
phenation examplL Tl

. - Margins Onientation Sze Colun
con 19 utel HJ[ SIS adallee Se~— . -

vice that helps users with
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their con 1P U [er questions.

L







%) DELHI POLICE 2025 ooy Sy COMPUTER

|Lay0ut -> Paragraph
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Layout References Mailings Review

*=Lleft |0 . = Before: |0 pt

=& Right: |0" = After: |10 pt
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Arrange Group Command

Layout-> Arrange

Selectio
Fam: A Rotate

Wrap Text

o

Position

Bring Forward Send Backward

_Selection Pane Align Group Rotate
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Position — To set the position of the picture on the page

Ut W o &t T vE 892 A & oe. [EE
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Text ~

In Line with Text

‘

With Text Wrappin

llg] ~HB

g

=




<=, DELHI POLICE 20

CONSTABLE JTHCM JAWO/TP(

or other objects around text. Text Wrapping  37Tq T 3 TRI 3
THA AT HT HTeAFH hil TEl alich H STAXAT HT Thd &) '

W 2 e
~ 5 (13
-

o R B P




—ﬂrm MITEE
Q«vnuﬁm uﬁ:’h JVIPL

=

Bring Forward — To brmg a picture or figure above / in front of

another picture or figure ICTIRCER ] 311?% &t chlﬁ ICER ] 31'@&:?
& JUY/ AT A o fo10

Send Backward - To bring a picture or figure under/behind another

picture or figure TerH o a1 tTerfa =t Tt o a1 aAvepta = A=/
1% & & feo

Send

“\ Backward -~
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Selection Pane > To see all the shapes and pictures present in the

document together in the list and separately or to show all or hide all

together. STHRIWE ¥ IUTEAT THT HATH{A I [<IAT hi Ueh ATY foree A @A

%@j%'f Al Wﬂ*ﬂ*@m Show all or hide allaﬂﬁ%fﬁq
91
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To align the picture/shape to the page
ferst/ TSR ST IS U AT HIH o6 (o10

stribute Hornzontally
stribute Vertically

Align to Page

Margin

Use Alignment Guides

View Gridlines

= Gnid Settings..




[¢2) DELHI POLICE 2025 sy 23w (OIVIPL

@ To group two or more images, shapes, or objects together—q
ﬁmﬁﬁaﬁﬁmgﬁfﬁn AT, maﬁwmmaﬂﬁ%%q
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To ungroup grouped objects

m%&gqanﬁmaﬁmwﬁ%%q

To rotate Picture / Shape, Pl

Picture / Shape i gmﬁ & fetu

Flip Horizontal




