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References -> Insert Footnotes
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Use footnotes and endnotes to explain, comment on, or provide

context for something in a document. feRet eraTast | foRet =it =t
A, 39 W fEoauit A a1 IRt 6 ST T o o1 weAre iR
USA1E hT IUTNT |

ote; are notes in your text that are indicated with
numbers and placed at the bottom of the page. Footnotes appear at

H

the bottom of the page. q-Td'—ﬁZ 3TU<h q13 q H’@Taﬁ h Q1Y YT T
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Endnote — Endnote 1s alw ays at the end of a chapter in a document or
a book.USATE FHIT feRE FEaTat AT fehHt U&deh o 71T o 3d W g1
B

When we use Footnote / Endnote, numbers appear in the form of
Superscript above that word. STd g9 (Footnote/ Endnote hT T Shid

2 __FI:T 3H JITeq & T Supers;:ript €Y H T AT 2
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Search -
Search
References -> Research -> Search

v Research

It is used in MS Word to search the information related to any word that we have

selected or the search option is used to search any word or information. $Y<hl

U9 UHUH g | foREt viee St guA e Rt @ arattua et &t
FZET W T HiA o o0 fomar Sirar g ar feet Wt v1ee a1 et &t a9
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Shortcut Key — Alt + Click
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This tab contains the commands that are used to create email. letter and web

message documents, it has 5 parts - Create, Start Mail Merge, Write & Insert

Fields. Preview, Finish.

39 29 W F HUTS &, A IUA, UF I I T<IT SHGHE T § T4 fohdl AT &, 30k
S 91T ?Iﬁ %— Create, Start Mail Merge, Write & Insert Fields, Preview, Finish.
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Mailings -> Start Mail Merge -> Mail Merge
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Layout References Mailings

Mail merge is used to send a letter to more than one person. Such as admit

card, invitation letter, office letter. ﬁﬁﬁmmﬂwwﬁ@ﬁaﬁm

Fﬁwﬁaamaaﬁaa%qmaﬁﬁ

Write & Ins
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Help — With its help, we get the option of help, contact, MS Word

feedback and show training. 3‘FIT=|?T AT | B9 o4, Shicae, UHEH |
IS T higdeh 3R I SHT T ATWH Herar g ‘

Shortcut key + F1 i
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Review Menu -

Through this, wrong spelling & grammar is checked and more words related to it are brought

up.
$h ZWT TSTd TATCIT & TTHT °eh chl ATAT § F IAH Trafaa R«
yTeg AT 2
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Through this, synonyms, antonyms, monosyllabic, multiple

meanings of a word can be seenM yIeg oh QAT
feretrar vres, wehtefi, arrehefi s@ ot aehd &

G () o
Thesaurus -\Shift + F7
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Review Menu ->(Proofing > Word Count

Word Count is used in our document to see the details of words, pages, without letter space and

with letter space, paragraph and line. Word Count <hl T E"Tﬁ: m q Jleq, aﬁ'
amﬁn%ﬁmaamm%mﬁmmawaﬁ Details 3@ & feru feman

Word Count : . (-),, (" @, EE E :

Statistics:

Pages 30 File Home  Inset  Draw  Design  layout  References  Mailings [REYIRY

F@ aa’ fﬂ"" ' bj

Characters [(no spaces)
Read Check Iranslate Language New

ABC

v

Aharacters [with spaces)
raragraphs

Spelling & Thesaur
Grammar Count

Lines

Aloud | Accessibility ~ v v Comment

| Include textboxes, footnotes and endnotes

Proofing Speech | Accessibility Language

Close
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TRANSLATE - It is used t0 translate the written text into any
1cTh_,F“u_aﬂ"ﬁu_———--—-hmh

other language. mm%@gmﬁfaﬁr I AT H
ZEAE T o foru feraT wmaT 2|

(Translate Selection - To translate selected text it  References  Mailings

Rrerae Fordl 70 2z @1 gterer et 36 forg <

Iransiate

Translate Document —\to translate the entire document J [ E————————
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‘— Iranslate Document
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| Protect Group Command |

Revnew -> Protect Group Command -> Restrict Editing

It is used to prevent editing by someone else in the document / to lock
your document so that no one can tamper with it. mmmwj?
o foret 3t o g ufsfe =i Tt o foru feRa stman 2/ e Stagwe
i SITeh &t o feru feraT wiTat € rad i 3o @t 7 o Te|
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Restrict Editing
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1. Foggnatting restrictions

Restrict

1. Start enlorcement

Editing A

ote s (=)

Start Enforcing Protection

Protection method

Y

\®) Password

(The document is not encrypted, Malicous users can edit
the file and remove the password.)

Enter new password (optional):| ) 2 '3 '-1
Reenter password to confirm:| f 2 3 ]7

( ) User authentication

(Authenticated owners can remove document protection,
The document is encrypted an stricted Access i
enabled.) y




