= Text Box: 3331 3IU Text Box @I Draw @2 Adbdl & 3112 334 DY fera JAda 3

». Quick Parts: feb3il 8ff Text @I Quickly Open @30l & [0

53 3iitolo] Bl se1aIc] fopat SIIr 3
(i) AutoText: QRP3II i SId 31U $A SHTOToT U2 fACID DI AL | o5 | organ 0 00t &Time
31 Blank f&Re1r 312 SId 321b) AfdsT B2 & SIEsht Ad 33b ” P

3l6G2 dl AL Text {0l cIoIol fSIAADY 3MMUOl AutoText D U Document Property
3 CIoIRI BloT..... = Beld-

Building Blocks Organizer...

kg Object -

SICIIICT D3 D2 ?
S UKl A Silol bl $ADT s3I MRAR D&l lcr 8?2 Al 3 3MUD! ST G bl Sidl gacilsll Bl
D13 8ff Word T Sentence @b} SIBIA dR-d12 Blcdl 3 Al VA 3 BT 33 dR-dIR ferad 8 F°IR 3A
3ifterel ® SIf¥RI 31U RBitb wop fdetep 31 dl A4 ferRa Addd & S golel AT DUt bt g3t e,
31uotl Y3t ST, TR BT Udl sict disil Bl iU B dR AT B2 Adbd 3 3112 b ffetd 3 330
CISU B2 ADd 3 |

foI=IaT: AT USTI 3U 3 Word 2T Sentence DI TI8U D2 ¢l o1 31T Bb et 3 clloll dIad &

33D dIG “Save Selection to Quick part Gallery” U2 fcreldd NE Pammmitne
DID UD Bl Al ollH ¢ G dlfcd 3A BIC A ollH DI = (% Date &Time
CISU DD SRIRAC A IS AT A DI 3 B fdeid E;EE bgd Object ~
3 TR ST AD 3 AutoText

Document Property

Eield...

3R a3 A 3MMUD licdC IR B9l 3A ds DI cIsU

ol D dIG 30U BIEIS 3 F3 Button DR BI..... Building Blacks Organizer..

Save Selection to Quick Part Gallery...

= 4 A= [&signature Line ~ J'C Q
= (83 Date & Time

‘WordArt Drop . | Equation Symbol |
= Cap - "84 Object ~ | = =

e, AutoText »

(ii) Document Properties: $I91 DY O siftorel fGu se 8
fS1IcpI fS11apT URIIST 311U 31Uol SIaRICT 3 D2 ADA 8.

Symbols

<~ 41 Document Property » Abstract
OI21: Author, Subject, Company, Status Etc........ frea.. authr
¥ Building Blocks Organizer... Category
B | Save Selection to Quick Part Gallery... Comments
3 e T & comeeny
Caompany Address
Company E-mail
[ Signature Line ~ Company Fax
@Dat: & Time Company Phone
Keywaords
¢ Manager
L Publish Date
e SEatUs
ganizer... Subject
Puick Part Gallery... Title
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= WordArt: 309 3IMUDI DS (A28 D Text Effect &3 SIRIeI fSI=-1U2 3ma

—— [5) Date & Time

Cap+ '8 Object -

IRI-A131 3 fdrcTd B3 S ADdd 3 | A DIbI Amazing Effect ST & s op

*= Drop Cap: A @DIb! Amazing 3iftelel & arlifcs $3Id SIfFA 3mu fdb=ft sft Sentence DI elST
Attractive Toll D & ORI STl 3 DIBI IM6IGI TISIFIL.. 3MUol S ol DI AT RAAR] 3

AN N |

ollc: 3 3iftorel fab #ff Sentence b UsCI 31812 DI G5 SIST feRAA 8 | 316 3 3MUD HUR Depend &

o 31mu fdbeol cirsoil b did 531 3iitorel I STAHICT D 2oll AIE B...

Example:-

n the Insert tab, the galleries include items that are designed to co-
ordinate with the overall look of your document. You can use these
galleries to insert tables, headers, footers, lists, cover pages, and

other document building blocks. When you create pictures, charts, or dia-

grams, they also coordinate with your current document look.

*. Signature Line: SII-SlI 3iftolel 3MUA Ul Il 28l g dl a9
3iftolal Fill @I Ok ®2... 3 31U Aol fdb 3mudb UsT i al
A4 Details Insert 31 SIRISIT SII 3TUol 3147 Fill fap=IT oIt

=
I

(5] Date & Time
bgd Object ~

Lﬁ Signature Line -

Mone

Dropped

i L2
Ilf D

=

In margin

o I

[t

rop Cap Options...

F

|

Signature Setup p—

Suggested signer (for example, John Doe):

Suggested signer's e-mail address:

Instructions to the signer:

Before signing this document, verify that the content you
are signing is correct.

Allow the signer to add comments in the Sign dialog
Show sign date in signature line

[ OK ] [ Cancel
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*= Date & Time: $A3 MUDI AE-RE D Format 3 Date = L
& Time Insert 2ol I 3iiTolol f3IcT SIRISIT SMUMDT SII || soeeme

puliir=n

s - | B ER—
13fa2j2aRs Calendar type:

Format 3[C8I ¢IoIAI & 3 Format U2 fdreIdd @3 3112 Insert [ [ .

12-8-2020
N\

22,a3,2a
aaz... 83 FTE, 2930

Tafazfas 032
12fa3fAa 323308
W3 AW
330k HUWG
FEH

W33 08

T Update automatically

Set As Default

¥ Object: 33 3iiterel ® dAGG A bl 316°T Programs ‘
I3 WICIQNU, BaRIcl, IS SIS o DI DBID FIA ||| conmrer [conmomse
$3141 Insert D2 Dl & AT UscI A DIS Text File doft ip

&€ 2t oft a1 2N Insert B2 ADBAT... SR

Microsoft Equation 3.0
Microsoft Excel 87-2003 Worksheet
Microsoft Excel Binary Worksheet ~ | [[] Display as icon

Result

Inserts a new Adobe Photoshop Image object

B,
Em into your document.

bgd Object...
=y Textfrom File..

= Equation: 3Pl URISI SRIGIAR Equation ol JETRI fbRIT SIIAT 8 dRiifch 3391 bs AT VA
3iftorel 3 f131apI URIST Equation db =T Bloll ifoldr] 3...

Word 2010 (Hindi) - Microsoft Word
Home Insert Page Layout References Mailings Review View Design

TC & EHERMHEANERMEREREREEM 5 e* % L, 5 O se g jm A [

€3 Linear =) n>co

Equation :;Normal o 17@ 777 777E| 77\1\7@ \3777@ 7 | ; Fraction Script Radical Integral _ Large _ Bracket Function Accent LiT;tgasd Operator Matrix

Operator ~

ollc: 3MU JR1-a1R31 A Asft Equation DI 5153 B 3I0RIR fdicldd Db ST ADd 3

¥ Symbol: 33D 31662 3MUDI A¥E-A38 D Symbol [31eT SIRISI {31101 URIIST 31U 31Uol JTA9RID T
P 3IORIR D2 ADA 3...

Eee=
=B[]8 [=[«]¢]=[*[o]eoleoscleoelcelclzoe @

utocomect,. | [shortout ey | Shortcutiers

Deracter cote: (2

Microsoft Word 2010 Page 34




(Using Page Layout Menu )

W =9~ . /ord 2010 (Hindi) - Microsoft Word

Home Insert Page Layout References Mailings Review View

= = - N N - = ) =
== ) B O ] e pp— N
.Fonts' £ Line Numbers ~ S Left: (0" 2 || $= Before: 0 pt = %Group
Themes [l erea Margins Orientation Size Columns ~__ Watermark Page  Page Ay —i| Position Wrap  Bring Send  Selection
ects v - v

- ~ b Hyphenation ~ - Color~ Borders | EZ Right: |0° T XS After |opt - - Text~ Forward - Backward~ Pane ik Rotate
Themes Page Setup 7} Page Background Paragraph £} Arrange

S.N Under Menu Option Coverage Topic

1 Themes Themes, Colors, Fonts & Effects

Margin, Orientation, Size, Column, Break, Line Numbers & Hy-
2 Page Setup .
phenation

3 Page Background Watermark, Page Color & Page Border

4 Paragraph Indent & Spacing

Position, Wrap Text, Bring Forward & More, Send Backward &

5 Arrange ) )
More, Selection Pane, Align, Group & Rotate
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= Themes: 3GBIRUI O GIRI AdH3L: $3ADI $31HIcT Dol P 18 3T Insert Tab A IS it 8B Cover
Page @I Select D2 ] 33D dIG Page Layout & Themes dlcl 3iitolel A SIU 317 aRI-aR3T 3 A9t
3iftorel Uz forctas @2 3l S b 33D Apply B0l P dIG 320 Cover Page 3 TR=IT Uf¥aciol 31T 3 |

Themes dIcT 3ICI6 31 3IMUDI DS AT iTC9lal eI SIRIBI fSIADI STIATCT MU BT DI 3 oI
Themes, Colors, Fonts, Effects.

¥ Margin: $3 SII3%I 31U 3[Uol Page PI Margin Set D2 ADd &
»=. Orientation: 1D SIT¥RI 31U 3ol Page @I Orientation Set M2 ADd &

*=. Size: DI AGG A 31U Page P Size DI ATGI D2 ADd &
= Column: 33Icb AT A 3MU 3MMUaI Page 3 Column Create @2 A & 32 UD Usl DI DS

Column ¥ Distribute @2 JAD¢I & 31T I DIH DI ADT B

= Breaks: S 3o 9t s A1 3iftorel &

| Page Breaks
(1) Page Breaks................. | Eage
N N C o~ B Mark the point at which one page ends
(a) Page: S SIfIA MU D Page DI Gl 811l 3 Break [f | B andthe next page begins
N XN N
D2 ADd & | &Ulol 28, AI3A DI Cursor {OIR1 eIl U . Column
N A N N ~ < N a Indicate that the text following the column
BIOII A&l A A Page DI Break @911 312 331 UM o=l Page break will begin in the next column,
N AN
d Insert D2 Goll | : Text Wrapping
[ Separate text around objects on web
(b) Column: $ADI $IAHAI I Page DI Break D20l D || | pages, such 5 caption text from body text
N hY hY N =
fe1e fdbenr SIrer 8 | #1012 ¥ Usedl Column 2 Break @bIdd || Section Breaks
. = Next Page
N AN N = bl
olumn nse b Insert a section break and start the new
&3t Column ¥ Insert B2 ST S =
o N ~ « N ~ |;_[l‘] section on the next page.
3GI8VI A IdST: Aol cAfSRI sual fbft Page 3 Gl || =
=~ - ~ ~ Continuous
Column Solldb2 2l & | 3IIR 3MU Uscl Column dIct Text Insert a section break and start the newr
N — section on the same page.
. AN N N XN
AT Object DI GAX Column 3 Insert DIl ABA & Al
- Even Page
Sﬂ% i%TE 3T S22 3IIC9lol I Smﬁ [eoP] m 3 | Insert a section break and start the new
section on the next even-numbered page.
N D
&RIIol 38 HAI3A DI Cursor ST Fellel U2 Bl dat A A
0Odd Page
Breakm | Insert a section break and start the new
section on the next odd-numbered page.

(¢) Text Wrapping: Sl $IICT Text I Wrapping @20l & feTe fo5=I SIIdr 8 Sid siuor fapft oft
Object @I Insert fb=IT B3T3 |
$3ID] AHSIol D 10 31U DIS 8t BD Shapes DI Insert D2 312 IAD dIG $ 3196l UL freldd D3
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(11) Section Breaks.....................

(a) Next Page: HI3A DI Cursor fT FeIIol U2 B0l A&l 2 3 Ud orfl Page Insert D2 Goll 3112 3t
of=dl Page ﬁsmm%mﬁsm‘wﬁ\

(b) Countinuous: I Section Page Break 8IdI & | S Same Page 31 Page @I Break ®2dl el

(c) Even Page: 0 WS fdret Al 2 3R 3BIcl Ad-USS UtS UR ORIl A0S U8 D2 | 3l
31eIcI Even Page I @I I Q>3IId D3 |

(d) Odd Page: B WS A1 AfdAfcTd D2 iR 3EIel [AWIHA-UtS USS U oRIT S U D2 | 3Ll
3Ic Odd Page A DI bl YRB3A D2 |

= Line Numbers: GZAIdel I URID Ufb b A1l HIfolol 3 cllsel IR Silsol b e 331D
ST BRI SITAT 3 |

= Hyphenation: STQQJ—(;IQH fﬂq\éﬁ\i il 916G D1 9I6G1 b UIGIhd & dia i amsi) o1 ?1\165\[ (s3]}
SIo[ATT Sl 3 31T PR 1Yol DIS TST Word féRaT 3 Sl Usel clIsal 3 Adjust olal 81 DI dl BA
3 A PO Text DI HUR dlcil clisol 3 BIS Goll 3R P& Text Dl forcael arell elrsol 3 cAd2 et
3IRIeI 312 dfie 3 Automatic B Hyphenation I Sign ¢I9II Goll |

361801 1 oA

On the Insert tab, the galleries include items that are designed to coordinate with the overall look of your
document. You can use these galleries to insert tables, headers, footers, lists, cover pages, and other docu-
ment building blocks. When you create pictures, charts, or diagrams, they also coordinate with your cur-

rent document look.

= Watermark: 3R 3IIU 3[Uol Page 3 Watermark CIoTIoll A& & = — —
Al 531 siftorol U2 farcics ¥ 32 DIE U Format BT TRIGE B [P 155 S snawis < e o
3R Custom Watermark UR f&fcTad b3 33U Edit 2 312 3ol

f&ma 3 Name, Font, Color $c=II{c TliGil oI d=lol ®3...

CONFIDENTIAL 1 COMFIDENTIAL 2 DO NOTCOPY1

DO NOTCOFY 2
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= Page Color: 33D 3IGG 3 31U 3[Uol UsI DI Dl Gl ADd 3

*= Page Border: SR 31U 3Uol USl H TE-(R8 D [mmmeois T E==)
diS3 cIol Al 8 | JIUD Aol DS (6 D JTTIo] | 2] = end
S3dol DI f3cT SIRIeL Si3l - Box dich Border, Shadow Hone é o 5ty vt
drcfl df$2, 3-D df$2, Custom Border ATl 8t Arer amu | Bl = | —
Art arefl df<3 off o1 ADA & | | B~ —1. =

= . Width:
ollc: 3mmu sl sifcoret 3 S ARL-ARE A Check D || = L7 R =l

" [

». Paragraph Indent: S 311U 31Uol Left 3i12 Right Indent I 31101 Ules I bl 2

. Paragraph Spacing: $31R 311U 3[Uol Paragraph & Before T After 3 Spacing @I TCT AT IGI ADdl &

». Position: I 3iftoIel ad Enable S0l SId 31U b2l 81t Object @I Insert AT Select DI | SADI AGG
3 31U 31U Direct fb2iT 81t Object DI Position b AT Text Wrapping Set DI Dl 2

¥ Wrap Text: Text @I Wraping 2ol & 18 SADI $TAIAICT [hIT SITelT 3 | 3 Highlight A4 3Iol SId

31U DI Object DI B Insert DI B |

forar 31 Send SﬁiBringaﬁﬁﬁFﬁa—FﬂHSﬁCﬂagmmﬁﬁéﬁaﬁSﬁmﬂﬁ
Back 3 Send @3al, Front 3 ¢lol ScRIIfc S11 AISIl @I Dol b fe18 bl SIIeT & | 31012 2
1ot ISt v A sifére sifesiac UR oIe] Il & | SId MU B &l ellel U2 B A ifid
3iieoide $ouc D2 SISl & l U 3 32t 3iitorer db i3I 33 manage BRI SIAT 8 |

=

Bring
Forward =| Backward =

=

58

oy

nd
Pane

Selection

: Lh
| @a Send to Back
I Eb send Behind Text

Send Backward

Microsoft Word 2010

l| Ly Bring Forward
i 3, Bringto Front
% Bring in Front of Text
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Selection Pane: S SIl¥RI 3MMU Sodc fdoel oo fdbdl sft sifeciac oI

Selection and Visibility v X
3IRATolt A Find, Hide AT Unhide @2 A & RIIfD SId I8 AL Shape || s oo &
BHAIR SIRIIC D 3062 F6AC 381 & dl VA 3 BD Particular shape DI e g
dlSIoll 3ol 3MRAT6l olal aldl APIR S Sl MU 3MRATGH A find B pitre 453 =
Align: $A® 3lo62 dad AR 3iitorol fGu s1w & fSrRimr wRier fapdl sit
3ifeolac ol Left, Center, Right, Top, Botton, Middle SIS 91 of Sllol
fere fopen S 3

Align Left

Align Center

Align Right

Align Top

Align Middle («] (7]
Align Bottam R

Distribute Horizantally
Distribute Vertically
Align to Page

Align to Margin

Align Selected Objects

View Gridlines

Grid Settings...

Group: 3R 31U fbl 8ft Object AT Shapes DI MUA SISOl AIBA 3\'3{'9[5[ dIeil 3iiterel I URIlel
D32 ADdA 3 FAID 3AD SIFIR DS AL shapes DI fACITDI 33 D shape H convert DI ADd & 3112
SId dI8 dd 33 ungroup 8ff @2 Add 2 | fobl ot sifsclac @I group ot B 18 &1 MUDI ctrl D

A1l A2 3ifeolae I select DI & 3D dIG MUDI group D2 Goll &

Insert 3 Shapes After Selecting 3 Shapes After Grouping

Rotate: 33 oif¥el 31U et ot Object DI Rotate B2 A &
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(Using References Menu)

AIFAd 3 37 Menu DI 33IHICT dd fCBRIT SITAT 8 SId 891 DIs 8t Book @I UDBIIIT B3l & 3relied

N\ W .

SId 83 DIs 91 Book @I Create @01l LG & BA H 3MUDI $H Menu DI S3IHICT DI USIII |

Home Insert Page Layout References Mailings Review View Developer

3 [Ep Add Text - '.iInser‘tEndnote e L[4 Manage Sources == ':[Ejlnsertlndex o Insert Table of Authorities
B AB' @ o 9 ; N &= ®

27 update Table A Next Footnote = (R style: | APA Fiftt ~ = Update Index =f Update Table
Table of Insert Insert .. Insert Mark Mark
Contents = Footnote = Show Notes Citation = @ Bibliography - Caption [f] Cross-reference Entry Citation

Table of Contents Footnotes ra Citations & Eibliography Captions Index Table of Authorities

Table of Contents..........ccceeeveveennen.
(a) Table of Contents: $3D Sl MU 3IUol S‘TGEGI\H\IC [} “I?IGRI{[’?T’ (Table of Content) AR B2

$ADI STBIA Dd US il 87

SId 841 ASPRITUC as bl AsRIAL A bl #ff T8 D D DI FAR B & Al AR R SollE 918
66[\553\1?13_5'311\2 Chapter 8ff 81 JDA & | 3T AT Chapter DI Manage @0l P f18 “Table of Content”
@I Create fSb=II SIIAT 3 |

Table of Content {63 A28 I XTI 87

Welcome Screen

IMETIIITAD BAI...o.ieiie ettt ettt ettt nems e ees e x££ eS8 £E8 £k S bR et et et st st 8
RIBBION IIBIIIL. ..ttt ee ettt ettt ettt s8££ 4588 £k S bRt b et st et 8
THELE BIAL ... e eeoeeeeeeetiee e cee et et e et ettt s8££ ££ RS R £E8 £ E SRR e et st 8
Using Minimize, Maximize & Close Button

VEITICAL SOTOLL BAL ... ot eet ettt ettt et ees et e s 8 £k bRt et et st st
HOTIZOMEAL SCIOLLBAT c...ct ettt ettt eems et ees e s s et seb e Rt et et st st 9
Zoom Slider

Rulers.....cc..e.

Help Option.
QUICK ACCEES TOOIDAT ...ttt ettt et s em st ems s et s st sesams s s st eesamsnsemssasnsensnnan 10

3r8fl 3iuor 35U 3 Sl S 33l DI “Table of Content” DSI SIIA & | A $A “Table of Content” I
HGG A A GA AD«] & DI DIo-A Chapter fBA Page & 3T Direct 3A Page No. U Visit ol D2

N\

RADAG......coovviiiii,
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Table of Content I Follcl 37
folerd: b ddb 31 @3 A2 Chapter Bl & 3TV 3ol AT Chapter b Name DI BD Level G
foT<l 31 3IMUDI Sample 3GIEIVI D GRI JFSIRI SN Bl B...............

Noun

On the Insert tab, the galleries include items that are designed to coordinate with the overall look of your
document. You can use these galleries to insert tables, headers, footers, lists, cover pages, and other doc-
ument building blocks. When you create pictures, charts, or diagrams, they also coordinate with your cur-

rent document look.

Pronoun

You can easily change the formatting of selected text in the document text by choosing a look for the se-
lected text from the Quick Styles gallery on the Home tab. You can also format text directly by using the
other controls on the Home tab. Most controls offer a choice of using the look from the current theme or

using a format that you specify directly.

Verb

To change the overall look of your document, choose new Theme elements on the Page Layout tab. To
change the looks available in the Quick Style gallery, use the Change Current Quick Style Set command.
Both the Themes gallery and the Quick Styles gallery provide reset commands so that you can always

restore the look of your document to the original contained in your current template.

ol 3618201 & dI2 U2 dlel Chapter S6lRII &
Ist Chapter: Noun

‘ v | Do Mot Show in Table of Contents

2nd Chapter: Pronoun

Level 1
3rd Chapter: Verb Level 2
31d o1 AT Chapter DI BD Level & Level 3

33D {10 31U d31-a3t A A8t Chapter d Heading DI Select D2 3IR2 “Add Text” 3 SIDIR A Level 1 3
Add @2 | A Ad DI Sol D dIG “References Tab” @ 31662 Table of Contents dIcl 3iitolol U SIIDI UMD
Format @I Choose @2 311 fdrelad @2 | fdretad @l 8l 31U 2retol fAwRRIcd AR 8l SR ...

(b) Add Text: 33D 31662 Level Set Dol bl IifTorel {1 sRI 3
(c) Update Table: 31912 dIG 31 3IUoI IS I Chapter DI Add fdb=II 8 Al 33 Table of Contents 31 clTol b T8
Update Table @301l BI9IL.........
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