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Tracking Group Command

Delhi Police Class 46

View Office Tab Help Q Tell me what you want to

Ci[Simple Markup 3]

E] Show Markup ~

Show |
Comments v Rewewing Pane ~

Comments
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Track Changes- Track Changes IS a feature that lets you view and

track changes made to a document. This is very useful for

collaboration, especially when multiple people are working on the

same document. Track Changes @@Tﬁﬂ?%ﬁ TUh! TEATAA |
fohu U FEETEl @ @A AR g I I giauT Iav 7| 9 qgan
(collaboration) & %IQ dgd I FraT %, TR A aTé T t{mgﬁ
TEATAH T hTH o T8 B |
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View Menu/Ribbon
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Page Movement Macros

SharePoint
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Views Group Command

Read Mode
Print Layout View

Web Layout View

Outline View

Draft

In MS Word By Defaul
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Read Mode

Read mode is used to read a document only, no editing is done in it.

%ﬁmﬁzaﬁfﬁﬁwﬁ%ﬁﬂﬁgﬁgwmﬁﬁmm%mﬁ
HS TSt TE &t AT “

Shortcut key Read Mode View — Read | Print | Web
Mode |Layout| Layout

Alt 5 W o F Views
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. Print Layout Viw ‘

It i1s used to see how the document will appear on the printed page after

it is printed and the documents to be printed are prepared in this view.
FEhT T S 5 EH & 19 W AT fE@ T @A & fore
o o 3

By Default View in MS Word + Print Layout
Shortcut key Print Layout View — L:J '

— (=] Draft
Read | Print | Web
INQ < Alt + Ctl'l X P Mode |Layout| Layout
e = Views

| [=] Outline
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Web Layout View

This option i1s used to view the document as it would look as a web

page. STarTiZ 1 et 3w & Tt 35 fore e e &

I *-‘ | | | ]| (=] Outline
o ”H:H (=] Draft
Shortcut ke}’ Web Iay()ut View — Read | Print | Web

Mode |Layout| Layout
S Alt + w + L Views
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QOutline View

Allows you to view the available paragraphs in a document as a list,

document content as bulleted points, and manage the structure and

headings of a document. ﬁmﬁz o 3UCTeY a'{'m:r!ﬁ Uch Hjﬁ FETH
3@ & {0 St & whee ol aoids UTEe & &9 | J fhut STagwe
shl TTEAT R S ol Tataa & | Ueg &idal g

Shortcut key Outline View — u | — | ;M =] Outline

| 2 = Draft
Alt + Ctl'l + 0 Read | Prnnt | Web
Mode |Layout| Layout

Views
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Outline View i € &hid <k ﬁ—l'l'\I C lose Outline View T ST
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ides pronides 8 powerlial way 1o belp you prove vear point. Whes
you click Ombine Videa, you can paste in the embed rode for the
vidleo you want to sdid. You con also nvpe a kevword 1o search
online for the video thet best fits your decument
. o make your document look professlosally produced, Weosd
provides header, fooler, cover page, and lexl box designs thei
remplement vach ather. For ruample, vou ran add a maiching
rover page, header, and sidebar. Click Insert and thea chooss the
cheiments vou wan! From the diffeient galleries.
Tecines and styles alio help heep your doetament coer dinated.
Whan vea clich Design and choose & new Themae, the péctures,
charta, and Smurt Art graphics change (e match your new theme.
When vou apphy shyvles, your headings change to maich the new
theme.
. se time bm Waord with new buttons that shaw up where vou need
em. [o change the way & péeture fis in vour docwmentd, elick it
and & buwiton for keyowl eplisas appears neul to it Whee you work
on a table, click where you want te add & row or a columa, snd
them chick the plus sign,
ailing ls essler, too, in the pew Heading view, You can collapse
ris of the docuiment and foces on the text you want. If you sced
1o slop resding before you reach the end. Word remembees where

v balll ol - evem on amsiher dscn.
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It is used to view the document as a draft for quick editing. Only text

P
|

IS visible in this so that quick editing can be done in the document.

FEHT TANT SEHIHE hi Aeat UISE Tt o foT8 310 & &9 § 3@H &
%Qﬁﬂmmm%\sﬁﬁf&%iwﬁ@éém%ﬁnﬁmﬁz&ﬁﬂm

Q‘%ﬁ'ﬂfﬁmﬁ\ =N | | [=] Outline
D Draft

Shortcut key Draft View — Read | Print | Web
Mode |Layout| Layout

Alt S 3 Ctl‘l + N Views
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Video provides s powerful way 1o help yoa prove your point. When you click

Online Vides, you can pasie in the embed code Tor the video you wansl (o sdd,

You cam plvo type @8 keyword to wearch online for the video that best fits vour

ilorumenl,

Te make vour document look prefessionally produced, Word provides
hewder, footer, cover page. wnd text! box designs that complement each other,
For example, vou can add a matching cover page, header, and sidebar. Click

Imsert mndd then choose the elemenis you wand from ihe dilTerent galleries

Themes and styles also belp heep your document rooardinated. W hen vou
click Design and choose a new Theme, the pictures, charts, and Smart Art
graphics change 1o maich vour new theme. When you apply styles, your

headings change to malch the new theme.

Save time in Word with new buttons that shew up where you need them. To
change the way » pictare fils in your document, click it and » button for
layvit options sppears sext to it. When you work oa s table, click where you

want to add » row or a column, smd thea click the plus sign,

Reading is emsier, too, in the new Heading view. You can collapse parts of the
document and focus on the text you want. If you need to stop reading before
you reach the end, Word remembers where you left off - even on snother

device.
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There are two ways to change the view of MS Word.

UHUH € oh o hi O i o &1 aLlh g EE) [E]] B Eoutine
. . : — | =% & pratt
1. By selecting any view from the view tab Read | Print | Web
Mode |Layout|Layout
2T | g+t =g e e

2. By using the View button next to the zoom slider on the right

side of the status bar. émw%aléaﬁ'{m m%wﬁ&m
&g FA hT TANT Tleh
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g Immersive Reader

In this, space 1s created between all your words, so that it 1s easy to
read, from here you can change the width of the column, you can also

change the color of the page, and you can speak the written data from

the computer. wﬁmuﬁﬂ%ﬁaﬁﬁnmm%ﬁaﬁaﬁ

wﬁﬁmﬁ@ﬁ%m&mwﬁﬁgﬂaﬁ HY Oehd & 39
UST T e H IS Y Hehd & I (o1l FU 2T ampﬁgw -
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Minimum Zoom

Maximum Zoom

DELHI POLICE 2025

CONSTABLEJHCM
Zoom Group Command

-’

By Default Zoom £ 100%

ety or=r LONPL

Office Tab

Y | One Page

gl BB Multiple Pages

Zoom 100%

‘) Page Width
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There are two ways to zoom a page in MS Word.

qqqq a'é a; ﬁﬁl‘ a(\ D~ % ® 3 : One Page
E‘I El E.E'; 1o | Multiple Pages
- N ‘ ggom 100% B 5

- / L Page Widtt

!—’agr_— Width

1. By clicking on Zoom Group from the View tab (" zoom
=g ¢ | FH TU W foeTeh Tteh
2. By using the zoom slider on the right side of the status bar

TTH TR o qT3 AR TH FATSS T TT0T Hleh
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Page Movement Group Command

View menu -> Page Movement

Layout References Mailings Review Office Tab F

Vertical

Slide to Slide
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Show Gup Command

Ruler - It is used to measure and align objects in documents, to

increase or decrease the length and width of table rows and columns,

and to set indents and margins. STEFIHZH H TEAAT &l ATIH AN
UTthag i o 70, 29T Sl T T HRICTH hi GIFITE, TT1STS Shi HA FATST
& T T2, AT hi HE T oh (10 fhdT ATAT 2|

erences Mailings Review View Office Tab

|| l:[—ldPac‘

[] Gridlines . Bl 00 Multiple Pagw
oom

.-L r.t
[ ] Navic gation Pane h Pa Vidtl

Zoom

t
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Gridlines = To place gridlines on a document gmnz W UsATETa & %IQ

Navigation Pane — Its use helps to easily search, navigate between
headings and pages in large documents. SHhT UGRT 92 SEaTEaEl |
AT & ©TA (Search), 3‘%"8 (Headmos) I ﬁ'\'rﬂ (Paoes) & S #‘%‘ﬂ'&
& ¥ "eE &l gl
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Buttons like New Window, Arrange All, Split, View slide by slide, Synchronous

&, Il

Scrolling, Reset Window Position & Switch Window are available in Window i
button. &= 24 ¥ New Window, Arrange All, Split, View slide by slide,
Synchronous Scrolling, Reset Window Position & Switch Window A q2A IqAH |

o |
/ |

(1 View Side by Side i
T‘E E iew Side by Si |

New Arrange Split = Switch l
Window Al el Windows i
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It 1s used as a recording tool which records the work and steps done
by us and later shows it step by step. $HhI TIRT Ush fentiem e h
w9 | R ATET 2 AT TR I R T e 9 o i e A
mﬁsﬁ@qmé‘qvﬁwﬁm%\

Macros|/| Properties
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| emplate A template is a pre-designed file that can be used as a

starting point for creating a new document. In this we can also do

text editing, formatting. TvICIC UHh Ugd O [SATST Al TS FIgA &
Rraest T=rT 7491 SeHe a9 & foTe weiién uige & wu ° foRar o
Treha 8| FErd gw dae ufefE, wrfen oft o aed #

f Report

=3

~ Business Letters, News Letters etc.

FEEER A SR HEEC
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Extension Name

o

icrosoft word document before word 2007 ‘!IT(}I T <Rt 2003 ?I'éB

I
.docx|— Microsoft word document from wor n@ Till now Q

T 2007.2010.2013 2016,2019.2021,365, 202 < [\
\_Mlcrosoft Wor before Word 2007
@ Microsoft Wor Temlat from Word 2007 — Till now
@ Microsoft Word Macro-enabled)document
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to give formattmg to the text as soon as possnble or in less time. ST

ﬁm%ﬁmaﬁ%ﬁwm%ﬁmﬁmﬁﬁmwm

Right Click On@
o

Shortcut Key

?Shift + Flﬂ
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Right Click on Shape

o
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There are two types of formattmg in MS Word.

wﬁﬁﬁmi’maﬁ%\

Paragraph Formatting

( Word F orma:tl@










MS Word All Groups Command in One Frame

Menu Group Command
| Clipboard Cut, Copy, Paste, Format Painter
Font Style, Font Size, Bold,Italic, Underline, Strikethrough, I
Font Subscript, Superscript, Text Highlight, Font Color, Change Case, Increase

Font, Decrease Font
Bullets&numbering, Multilevel List, Alignment,

Home
Shading, Border, Sort, Line Spacing, Show/Hide, Increase Indent, Decrease
Paragraph
Indent
Styles Heading 1, Heading 2
Editing Find, Replace, Goto, Select
Pages Cover Page, Blank Page, Page Break
Insert Table, Draw Table, Quick Tables,
Tables
Excel Spreadsheet, Convert Text to Table
Busbations Pictures, Shapes, Icons, 3D Models, Smart Art,
Chart, Screenshot
Insert Media Online Videos
Links Hyperlink, Bookmarks, Cross Reference
Comments Comments
Header & Footer Header, Footer, Page Numbers
Text Text Box, Drop Cap, Signature, Object, Date& Time, Word Art

Symbol Symbol, Equations




Désion Document Formatting Themese, Colors, Fonts
Page Background Water mark, Page Color, Page Borders
Page Sctun Margins, 'Drientatinn, Size, Calun'!ns, Breaks,
Lyt Line Numbers, Hyphenation
Paragraph Left/Right Indent, After Before Spacing
Arrange Position, Wrap text, Brink Forward Send Backward, Group, Arrange, Rotate
Proofing Spelling & Grammar Check, Thesaurus, Word Count
Speech Check Accessibility
Review Language Translate, Language
Comments
Tracking
Views Read Mode, Print Layout, Web Layout, Outline, Draft,
Immersive Immersive Reader
Page Movement Vertical, Slide to slide
View Show Ruler, Gridlines, Navigation Pane
Zoom
Windows New Windows, Split , Arrange All, Switch Windows
Macros macros
Tables of content
Refrences Footnotes
Research
Create
Start Mail Merge
Mailings T

Finish




| MS Excel All Groups Command in One Frame

Menu | Group Command
Clipboard Cut, Copy, Paste, Format Painter
Font Style, Font Size, Regular, Bold,ltalic, Underline, Strikethrough,
Font Subscript, Superscript, Font Color, Increase Font, Decrease Font, Boder, Fill
Color
2 Alignment, Orientation, Increase & Decrease Ident, Merge &
6\ Paragraph Center, Wrap Text

Insert, Delete(Cell, Row, Column,Sheet)/ Format (Row Hieght, Column

Cells Width)
Styles Heading 1, Heading 2
Editing Autosum, Fill Clear, Sort & Filter, Find, Replace, Goto, Select
Tables Pivot Table, Recommanded Pivot Tables, Table
llustrations Pictures, Shapes, Icons, 3D Models, Smart Art,
Screenshot
Bar Chart, Line Chart, Pie Chart, Doughnut Chart, Hierarchy Chart, Static
'6' Chart Chart, Scatter/Bubble Chart, Combo Chart, Waterfall, Funnel, Stock ,Surface,
‘,Q Radar Chart
\Q Sparklines Line, Column, Win/Loss
Filters Slicer, Timeline
Links Hyperlink
Text Text Box, Heder & Footer, WordArt, Signature Line, Object

Symbols

Equation Symbols




| MS Excel All Groups Command in One Frame

Menu | Group Command
Theme Themes, Colors, Fonts, Effects
%, Page Setup Margins, Orientation, Size, Print Area, Breaks, Background, Print titles
*00 Scale to fit Width, Height, Scale
\?‘ Sheet Options View/Print Gridlines, View/Print Headings
Arrange Bring Forward, Send Backward, Slection Pane, Align, Group Rotate
. AutoSum, Financial, Logical, Text, Date & Time,
Formulas Function Library - : : ] —
Lookup & Reference, Math & Trig, Stastical, Engineering, Cube, Compatibility
Get & Transform Data, Queries & Connections, Sort & Filter,
Data Data Tools, Forecast, Outline
Proofing Spelling & Grammar Check, Thesaurus, Workbook Statistics
‘ _ Accessibility Check Accessibility
. Q}‘\ _ Insights Smart Lookup
4\ | Language Translate
< | guag
Q‘ _ Comments New Comment, Delete, Previous, Next
Protect Protect Sheet, Workbook, Allow Edit Ranges, Unshare Workbook
Workbook Views Normal, Page Break Preview, Page Layout, Custom Views
| Show Ruler, Gridlines, Headings, Formula Bar
6\6‘; | Zoom Zoom
Window New window, Arrange All, Freeze Panes, Split, Hide, Unhide,
| Macros Macros




