Rulers: It shows the length-width or Margin Space of your page. If you want, you can increase or
decrease its Margin...

Help Option: If you have some problem in Microsoft Word, then you can click on this option and take
help.

Quick Access Toolbar: This option is used to do any work in a shortcut manner. Example: To save any
document, we have to go to the File Menu, but when you add this option to the Quick Access toolbar, it
will always be visible on your screen and you can direct save any document by clicking on it. Can do
Apart from this, whatever you want to add to the Quick Access Toolbar, you can add all the options for
shortcuts.

= To add any option to the Quick Access Toolbar, just go to that option and press the right mouse button
and click on Add to quick access toolbar.
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Page View: This option is next to the right side of Microsoft Word and next to the Zoom Slider, whose
only work is to view the page differently.

[
r
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3/9/2020

Status Bar: It is at the bottom of Microsoft Word which shows things like page number, total words, etc.
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(File Menu

Within this menu, you will find options related to file such as: Save Document, Open, Bring New

Document, Print, Close Microsoft Word etc.

Home Insert Page Layout References Mailings Review View
[ save . ..
. Information about Word 2010 (Hindi)
=l Save As
D:AMy Notes\Waord File\Microseft Word 2010\Word 2010 (Hindi).docx
[ Open
[ Close -
Permissions
ESEBX Anyone can open, copy, and change any part of this document.
Protect Properties ~
Recent Document ~ Size 11.0ME
Pages 1
W Wards 2094
. Prepare for Sharing Total Editing Time 669 Minutes
Print @ Before sharing this file, be aware that it contains: Title Add a title
Document properties, author's name, related dates and crapped out image T3 Add atag
Check for data
Save & Send —— Comments Add comments
[T Footers
Help Invisible objects Related Dates
Custom XML data Last Modified Taday, 11:05 PM
[z] options Content that people with disabilities are unable to read Created 3,2/2020 717 PM
Exit Last Printed 1/28/20208:31 PM
Velnns Related People
4 Today, 11:03 PM (autosave} Author A0 COMPUTER ZONE
Manage Today, 10:41 PM (autosave) Add an author
Versions ~
Last Modified By AIO COMPUTER ZONE
Related Documents

J| OpenFile Location

Show All Properties

= Save: By clicking on this option, we can save any new document opened in the current time by giving

it a name.

= Save As: We use this option to save a saved document by any other name. This option also works like

save.
= Open: With this, you can open already saved documents. You can also work in it.

= Close: This can close the document currently open.
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= Info: From this, you can see the complete information of any documents opened at the present time.

Word 2010 (Hindi) - Microsoft Word*

Insert Page Layout References Mailings Review View

Information about Word 2010 (Hindi)

Save As S o
D:AMy Notes\Word File\Microsoft Word 2010\Word 2010 (Hindi).docx

5 Open
[ Close

Permissions
t'—@_il}’ Anyone can open, copy, and change any part of this document.

Protect Properties v

Dacument 3 Size 11.5M8
Pages 11
Words 2212
_ Prepare for Sharing Total Editing Time 711 Minutes
Print ( 1 3 Before sharing this file, be aware that it contains: Title Add a title

Document properties, author's name, related dates and cropped out image Tags Add a tag
Check for data
Issues ~

New

Save & Send Comments Add comments

Footers Template Normal
Help Invisible objects Status
Custom XML data Categories
|1 Options Content that people with disabilities are unable to read Subject
o Hyperlink Base
Company
Versions
Q@z $) There are no previous versions of this file. Related Dates
Manage Last Modified Today, 11:49 PM
Versions ~ Created 3/2/2020 7:17 PM

Last Printed 1/28/2020 8:31 PM

Related People

Manager Specify the man.

Author AIO COMPUTER ZONE
Add an author

Last Modified By ~ AIO COMPUTER ZONE

Related Documents

= Recent: Recent means which document were you working in some time back? List of which document

you recently opened in recent times will be shown here.

1 1 Word 2010 (Hindi) - Microsoft

Home  Insert  Pagelayout  References  Mailings  Review  View

Recent Documents Recent Places

Save As
Word 2010 (Hindi) Microsoft Word 2010
[ Open D:AMy Motes\Word File\Microsoft Werd 2010 . DMy Notes\Word File\Microsoft Word 2010

Downloads

£ Close Whatspp support coj
L i S CiUsers\Welcomet Docurments\Downloads

My Documents\Downloads

7

Info

]
2

Typing

E\Typing

Microsoft Word 2007

D:\My Motes\Word File\Microsoft Word 2007

Phatoshop 7.0
DAMy Notes\Word File\Photoshop 7.0

paal classes all formaulae of math
EA\Typing

Word 2010 (Hindi Language)

DMy Notes\Word File\Microsaft Werd 2010

Word 2010 (Hindi Language)
DiAMy Notes\Word File\Microsoft Word 2007

g

Recent

]
2

g

New

]
2

3

Print

]
2

Custorner

Photeshep 7.0 (Hindi) D:\My Notes\Customer

D:\My Motes\Word File\Photeshep 7.0

Photoshop 7.0 In English
DMy Notes\Word File\Photoshop 7.0

g

Save & Send

]
2

Internet
D:\My Motes\Word File\Internet

Page Maker 7.0
DMy Notes\Word File\Page Maker 7.0

7

Help

1
2

Internet (English}
DMy Notes\Customer

g

[ options

]
2

Documents

Internet (Hindi)
C:\Users\Welcome\Dacuments.

Bxit Di\My Notes)\Customer

Internet (Hindi)
Di\My Notes\Word File\nternet

g

]
2

Fundamental O Computer
DMy Notes\Word File\Fundamental OF Computer

3

]
2

Fundamental Of Computer
DAy Notes\Topic Wise\Word File\Fundamental Of Computer

Page Maker 7.0
DAMy Notes\Topic Wise\Word Fil\Page Maker 7.0

Phatoshop 7.0 (Hindi)
DMy Notes\Customer

Page Maker 7.0 (Hindi & English)
DMy Notes\Customer

B U

1
2

spectrun typing 2019 new year
EATyping\spectrun typing 2019 new year
OMR SHEET

EATyping\OMR SHEET

Page Maker 7.0
DAMy Notes\Topic Wise\Page Maker 7.0

Phatoshop 7.0 Tn English
DMy Notes\Customer

g

]
2

Page Maker 7.0 (Hindi]
DMy Notes\Customer

g

]
2

Page Maker 7.0 (Hindi & English)
MARKr NatecWard Filet Pans baker 70

Kl
T

[ Quickly access this number of Recent Documents: (5 Recover Unsaved Documents
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= New: You can click on this option to work on a new document in Microsoft Word. And we can open a

New Document.

= Print: With this, you can easily print the current document as a hard copy by clicking on this option

through the printer machine.

Home  Insert  Pagelayout  References  Mailings  Review

= save
Save As

[Z5 Open

[ Close

Info

Recent

Save & Send

Help

[:3 options

Exit

Print
@ Copies: |1

Print

Printer
7 Send To OneNote 2010 -
2D Ready
Printer Properties
Settings
@ Print All Pages
{_| print the entire document
Pages:
Print One Sided
Only print on one side of the page
ollated
23 123 123

N
Portrait Orientation

Ad
827" x11.69"

Custom Margins

. 1Page Per Sheet &

Page Setup

= New: FEIATE 3 o Al Jagde W IH WA B IN IE dew W RS =
EFAE .. I New Document B HAZSAE

ES 2
W F ATz

Save & Sent: T e T IT

< (13 lof13 »

= Save & Send: Through this we can save the open file and send it to anyone.

Home  Insert  Pagelayout  References  Mailngs  Review  View

| save
save As
5 open
[ Close

Info

Recent

Save & Send Send Using E-mail

I \Ué Send Using E-mail g

Send as
a Saveto Web Attachment

Save to SharePoint

Publish a5 Blog Post
=] g

File Types

E Change File Type

Create PDF/XPS Document Send a5
5 PDF

Send as XPS

Send as

Internet Fax

Attach a copy of this document to an e-mail
Everyone receives separate copies of this document

Changes and feedback need to be incorporated manually

Create an e-mail that contains a link to this document
Everyone works on the same copy of this document
Everyone always sees the latest changes
Keeps the e-mail size small

/i Document must be saved in a shared location

Attach a PDF copy of this decument to an e-mail
Document looks the same on most computers
Preserves fonts, formatting, and images

Content cannot be easily changed

Attach a XPS copy of this document to an e-mail
Document looks the same on most computers
Preserves fonts, formatting, and images

Content cannot be easily changed

Send as Intemet Fax
Send a fax without using a fax machine
Requires 3 fax service provider

Microsoft Word 2010

Page 14




= Help: This is the Help Option, by clicking on which you can search for things related to Microsoft
Word, about which you want to know.

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

= s & e L (| A B3 Find ~

T Ty SN P O E=RY CRE--SIE- - TR THIE. 01 v B ebce AsBbe: aamc AAB | A L
3 - ac Replace
B L U-sex x|A¥-A-|E éQV\{ordHelp T T RS “ Bding2  Heading3  Heading 4 Title F; gga[nge I:Sdm,

~ - es
O X0 BAE e Styles |  Editing

x insert Lv‘P Search ~

Support for Word 2010 is ending

Upgrade to Office 365 to work anywhere from any device
Microsoft Word and continue to receive support.

Upgrade now

Results for "insert"

Help: A Help Opt
JoaEfois | [nserta check mark

You can easily insert a check mark (also known as a
“tick mark") in Word, Outlook, Excel, or PowerPoint.
These marks are static symbols. If you're looking for
an interactive check box that you can click to check or
uncheck, see: Add a check box or option button
(Excel) or Make a checklist in Word. In your file, place
the cursor where you want to insert the symbol.

Insert a document in Word

Insert the content of a previously-created document.

Important: If you want to insert the header and footer 5
All Word | ‘ @ Connected to Office.com 4

Page: 14 of14 | Words:2,360 | ¥ Hindi |[Eleg

1| — ¢
s eianty Y &S e N e

= Options: Through this option you can customize Microsoft Word by yourself. In this, many such
options have been given by which Changes can be brought in Microsoft Word such as: Removing any
Tab in Microsoft Word, adding your own Tab, changing the color of the screen, etc. You can bring
Changes in many things. . Whose full discussion I cannot discuss.... You can do the complete settings of
Microsoft Word in this.

Home | Ins Pagelayout  References  Mailings  Review  View

= - . 34 Find ~
- B C aasbees AADB A 3, Replace

— 3 copy | ‘

P2 = = h:

'f“ - Format Painter General options for working with Word. 3 Heading4 Title =l §.,7:?5 3 Select~
Clipboard o Display | Editing

Proofing User Interface options T

20y cut Word Options

[ General ]

Save [7] show Mini Toolbar on selection ()
Enable Live Preview
Color scheme:

ScreenTip style: |Show feature descriptions in ScreenTips |~ |

Language

Advanced

Customize Ribbon
Personalize your copy of Microsoft Office

User name: [AI0 COMPUTER ZONE
Add-Ins
Initials:

Trust Center

Quick Access Toolbar

Start up options

[C] Open e-mail attachments in Eull Screen Reading view ()

ge: 14 0f 14 | Words: @ as o O—0—
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= Exit: Exit means to exit Microsoft Word. Clicking on this option will stop Microsoft Word.

You always keep thinking like that!

I will win 1 promise myself
Always try more,
Luck does not break even with courage,
Make your intentions so strong.

This is 100% true!

If you accept defeat and decide if youwin ..................
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(Home Menu)

X This is the most useful menu. Because when you do any work in Microsoft Word, you will have to

take help of Home Menu. There are some options through which you can formatting text such as:
Bolding, Italicizing, Underline, Justify Text, enlarge or shrink the size of text, increase or decrease the
text's lining space, etc. Things are done through this menu.

Insert Page Layout References Mailings

= B e o e : @3 Find ~
dpariia tjg cA A A (B == i AaBbCcDc | AaBbCcDc AaBbCi¢ AaBbCc AaBbC: 4aBbCcD Aab =] %

3¢ Replace
| Sae
- 2| v B2 A = v LEiw i i i i i i [Z| Change | .
B 7 U ~abe x, X* | [2\ P T Normal | NoSpacing Headingl Heading2 Heading3 Heading4 Title ,'}Styles- 1§ Select~

Font & aragral I Styles | Editing

S.N Under (Menu Options) Functions

1 Clipboard Paste, Cur, Copy, Fomat Painter

Bold, Italic, Underline, Strikethrough, Subcript,
5 Font Superscript, Font, Font size, Glow font, Shrink font, Text
on
Effect, Text highlight color,Change case, Font color, Clear

formatting

Align text left, Center, Align text right, Justify, Bullets,
Numbering, Multilevel list, Line & Paragraph spacing,
3 Paragraph _ . .
Decrease & Increase indent, Shading, Border Options,

Sort, Show & Hide Paragraph marks

4 Style Change Style: Style set, Color, Font & Change Font style

5 Editing Find, Replace, Select
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Clipboard

= Cut: With this help, you can remove any text or object from the cut, and go to the place where you

want to bring it, and click on the option with Paste.

= Copy: With this help, you can copy any text or object, and go to the place where you want to place it,
and click on the option with paste.

= Paste: Paste can be used only after Cut or Copy, as you saw in the above ... We cannot use Paste
without Cut or Copy.

= Format Painter: This is a very amazing feature because with the help of this you can do multi-
formatting of other text like any text, that is, if you have bold, Italic, Underline any text and you want
other text like it too. When Automatic Formatting is done, in such a situation, you first select the text as
you want to do this text (it is not necessary to select the whole part, you can also select a Word), then

click on the Format Painter. And then go to that text and move it.

Font

= Bold: With this help, you can bring bold to any text. For this, first of all you have to select the text,
and then click on the option with Bold.

= Italic: With this help, any text can be shown as Italic i.e. Slightly slant.
= Underline: With this help, you can underline any text.

. Strikethrough: With this help you can draw a streak in the middle of any text horizontally.

Ex: Computer,— Mouse; Printer

= Subcript: It is mostly used to write formulas as it types any other text at the bottom of any text such
as: C,H,N, H,0, NO, etc.

Note: On clicking this option, this option will be enabled and writing from the bottom of the text will
start.

= Supercript: Subscript writes at the bottom of any text, then Superscript writes at the top of any text.
Ex: (atb)’ =a’+b™+2ab, (a+tb)’ = a’+b’+3ab(a+tb) Etc...........coo......

= Font: Many font styles have been given in it, which you can use to change the font style.

= Font Size: With this help, you can make your font size smaller or larger by typing it numerically.

= Grow Font: After selecting any text, as soon as you click on this option, your font will gradually grow
larger as you click on it.

= Shrink Font: After selecting any text, as soon as you click on this option, your font will gradually
become smaller as you click on it.

Microsoft Word 2010 Page 18




= Text Effect: With this help, you can put various effects in any text, which
you can check again and again by yourself.

/£, Shadow
[ peflection

= Text Highlight Color: Through this, you can select any text and highlight it.
= Font Color: Through this, you can change the color of a text according to yourself.

= Change Case: This is a very amazing feature because with the help of this you can manage any

Sentence Direct.
= AL NE

Home Insert Page Layout References Mailings Review
= X cut o o = =
J % Cu !Aparajita - |15 "|A A || I% R =R

53 Copy
Paste B 7 U~ ahe x, P | [\ - Sentence case.

- ¥ Format Painter

Clipboard E} Font lowercase

UPPERCASE

LCapitalize Each Word

tOGGLE cASE

(1) If your entire sentence is in small letter and you want all that sentence to be in automatic CAPITAI
letter, then you can use UPERCASE.

(i1) If all your Sentence is in CAPITAL Letter and you want all of that Sentence to be in Automatic small
letter, then you can use lowercase.

(i11) If you want only the first letter of any Sentence to be capital and the rest is small letter, then you can
use the Sentence case.

(iv) Conversely, if you want the first letter of my Sentence to be short and the rest of the letter to be large,

then you can use tOOGLE cASE.

(v) If you want the first letter of all my Sentence words to be Capital and the rest is Small Letter, then you
can use Capitalize Each Word.

= Clear Formatting: This is also an amazing feature because it can be done through which we take a lot
of time to do that, that is, if you have typed any text and applied many effects in it and you want to
remove that effect. So in this case you will use the Undo button in turn. But on clicking this option, all the
effect will be cleared in one go... which you had applied.
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Paragraph

= Align Text Left: When you click on this option and write any text, it will start from the left and go

towards the right.

= Align Text Right: By clicking on this option, when you write any text, it will start from the right and

go towards the left.

. Center: By selecting this option, when you write any text, it will start writing from the center of your

page and the left, right will increase on both sides.

= Justify: Selecting this option, when writing any text, the text is exactly the same on the Vertically Left

and Vertically Right, which is very good to see.

(@

Note: You can do this work even after writing

any text.

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
document  building  blocks.
When you create pictures,
charts, or diagrams, they also
coordinate with your current

document look.

= Bullets: With this you can apply different types of bullets in your paragraph.

e Example (1)
® Example (2)
e Example (3)

(@ )

Note: Apart from this, you will get

Bullet in the option of "Define
New Bullet"

E T

AaBbCcDe

Recently Used Bullets

-
o,

(T
.
>|[v

Document Bullets

<= Change List Level

Define Mew Bullet...
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