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MICROSOFT WORD

MS. Word Microsoft Company gRT fAftfa Udh Application %’ |W ST Text ¥
Related Waﬁ-Resume, Labels, Letter, Forms ERIIIIE W%ﬁﬂaﬂﬁ% |

e MS. Word & file ®T extension name ‘.doc’ or “.docx’ Eﬁ?ﬂ%|

Q. How to open MS. Word?

Start — All Program — MS. Office — MS. Word — Ok
Other method,
Press ‘WINDOW+R’ (Run) — Type- “WINWORD” — Ok

° FILE MENU

1. SAVE (CTRL+S): SIU T File ! Save $HRh TG o [o1T DT SUINT I § |

2. SAVE AS (F12): Save f®U TU File ¥ $& Sqdld ®Rdb GIERT bl 39 919 4
save TR & fAIU SHHT ST A ¢ |

3. OPEN (CTRL +O) : Save fT T File &I Open &R+ & ol SYHT IUTNT HA 3 |

4. CLOSE (CTRL+W) : MS.Word & Window UR Open Files & Window @I Close @<
& U STHT ST A € |

5. ENCRYPT WITH PASSWORD: MS. Word & File &I Password ¢&¥ Lock @3+ & forg
UHT YN Hd & | 3P SUART B Y File B Open FRd THT Password T
BaTg |

6. RECENT: MS. Word TR Recently Open T U File ®T List &&= & fog 9T SualT
AT |

7. NEW (CTLR+N): New Window & 1Y New Page ﬁﬂﬁ%ﬁﬂww HId %‘ |

8. PRINT ( CTRL+P) : §T¢ 7T Document &I Print fHTa & folT SHHT YT Ha 3 |

9. PRINT PREVIEW (CTRL+ F2): Print F&Te- ¥ Ugd Document &I &+ & T ST
ITAT A @ |

10. CREAT PDF FILE : MS. word TR §9TT 7€ document ®! pdf file & ¥J H save A
& o SYBT ST HRA G |

11. EXIT (ALT+ F4): MS. Word &% Window &1 8¢ &= & foTT 9T SUANT d g
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HOME MENU

1. CLIPBOARD : Cut TT Copy f®U U Text 3{4dT Objects Clipboard H Store &l SITdT §
ﬁ@$ﬂ-ﬁlﬁPage WX Insert HMAT S Hhdl %|

2. COPY (CTRL%C) . Select fdhU U Text AT Object Pl Copy IR & U SHHI
|

3. CUT (CTRL + X) : Select fhT 7T Text I Object BT Cut FA P oY THHT ITINT
AT |

4. PASTE (CTRL + V) : Cut I Copy fbU 7€ Text T Object I @ & fold ITHT
ST ERA T |

5. PASTE SPECIAL ( ALT + CTRL + V): Copy fHU T Text &I Past Special & SINT
@ 3 Original Text H JGAT - WR Automatically 3T §U Text TR Ht Sard gt
W g |

6. FORMAT PAINTER ( CTRL + SHIFT + V ) : Select fPU T Text W Apply
Formatting Eb:TCopy PP 3 Text U Apply W%WWWW%

FONT SuB- MENU (CTRL+ D)

7. FONT : Select fhT 7T Text &7 Script (feR@Tde) deaq & folT 3BT IUUNT H4 3 |
8. FONT STYLE : Select fU T Text &7 Style &a & o BT IUTRT HRA § |
9. SIZE:

a. GROW FONT (CTRL+SHIFT+ >): Select f{%U T Text &7 Size §gM & foQ
DT ITAT H & |

b. SHRINK FONT (CTRL + SHIFT+ <): Select f®U T Text &I Size UeH &
foTT ST ITAMT FRA B |

10. FONT COLOR : Select &1 U Text &I Color Sca & o STHT SUUNT HRAT | |

11. UNDERLINE STYLE : Select f®U Text TR faf¥s a8 & Underline &7 & foIw gTa1
JTINT Hd &

12. UNDERLINE COLOR: Underline & Color @ §&a- & il ST STONT 34 § |
Effects:

13. STRIKETHROUGH: Select &1 7T Text & &I I Udh A3 [OIRA & oY SHHT IUANT
P B | Ex:- body

14. DOUBLE STRIKETHROUGH: Select fhUT T Text & ofld ¥ & A8 IR & forw
BT SN 6 | | Ex:- bedy
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15. SUPERSCRIPT:; Selectm M Text ®I Square (?Ff) % w0 H foray & ﬁﬂ D]
I HA & | Ex ;- A2

16. SUBSCRIPT: Select fhT Text @I Blel &b 3 Text ¥ =g fora & fow gqaT
WW%| EX :- H20

17. SMALL CAPS: Small Letter # feRd T Text @I Capital Letter H SGa & ol STa&1
JTNT AR 8| AfhT 3HP ITANT I Text HT Size BT &1 |17 |

18. ALL CAPS: T8 t Small Letter § feRd 71T Text &I Capital Letter H Sa &aT § Qfp
3P IUANT Y Text BT Size Ht TST 8 ST § |

19. HIDDEN: Text &1 Hide ®%- & ol SHeT IUUNT Hd © | Hide fhT 7T e &) arog
M & U J98 U8 ‘CTRL+A’ TaTHR It TRE &I Hide B & YT SIERT ‘Cirl +
A’ TSR Unhide #R A G |

ADVANCE:
20. SCALE: Select fhT T Text &1 ASTS g & AT (Stretch) IHHT ITAT H & |

21. CHARACTER SPACING: Select fhU 7T Text & Letter & I BT Space S 3Ydl
e & ol SHT ST HA 3 |

22. POSITION: Select f&5T 7T Text T Position Vertically $HUR Ad B & o 3T
ST B G |

23. TEXT EFFECTS : Select f&U U Text R fAf¥s UHR & Formatting SI¥- Text Fill,
Text Outline, Shadow Etc. |, Set &R & T STHT ITINT A © |

24. CHANGE CASE (SHIFT + F3) :

a. Sentence case: Select fhU U Sentence & First Letter I Capital Letter o

Fee & U SUBT ST A © |

b. lower case : Select %QTFQ Sentence & g4t Letter I small Letter ﬁTsIEFIef &
foIe ST ST A B |

c. UPPER CASE: Select f®bU U Sentence o U Letter &I Capital
Letter THaGa o folU SHHT SUTNT A ¢ |

d. Capitalize Each Word: Select f®T 7T Sentence & UJ® Word & First
Letter @I Capital Letter § SGa & I 39T IUANT A | |

e. toggle case: Select fPT W Text R Apply Case Pl gaded & for g4t SUTRT
AT
25. CLEAR FORMATTING (CTRL+SHIFT+N): Text G Apply Formatting @I 8¢ & faQ
BT ST PR T |
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26. TEXTS HIGHLIGHT COLOR: Highlighter Pen & Heg ¥ fdhdl Text @I Highlight &
& forT 3T STAT ARA T |

PARAGRAPH SUB-MENU:

27. ALIGé\IMENT: Select m ¢ Paragraph & Alignment P! TGA B ﬁTQ Bl IR
PG |
foat ot Paragraph T Alignment gH4 WA Wﬂﬁ%

a) LEFT(CTRL +L)
b)  RIGHT (CTRL+R)
c) CENTRE (CTRL+E)

d) JUSTIFY (CTRL+J) OR FORCE JUSTIFY (CTRL+SHIFT+J)

28. INDENTATION: Select fUT 7T Paragraph @ Left @1 Right Indent & SGa & g
SIHT YA FRA | |

\Note: Margin line YT Text ek Space @I Indent WGI'IT-IT% ”

29. SPECIAL :

a) FIRST LINE: Select feu U Paragraph$ First Line &I Indent 3= &1 KL e
IST 3P T I P T HPHT ITANT B G |

b) HANGING: Select fdU T Paragraph% First Line & 3fATdl 3= Line &I Indent
UST 3P Set HIA & foTT IHHT IUTANT B4 3 |

30. PARAGRAPH SPACING: Select f&T 71T QI Paragraph & &d &1 Space &I °cH AT
TS & foU SHHT ST HBRA ¢ |

31. LINE SPACING: Select U Ush Paragraph & Lines & ol &1 g3l dl dga- & fog
BT YN A § |

32. TAB: §HIE TU Document H JTANT fHU W Tab &1 Position Set H+ & I ST
ITAT A ¢ |

33. BULLETS & NUMBERING: Select {4 7T Udd Paragraph & 3T faosdl Symbol &1
Number & Set H & foTT IHPHT SUTNT HA © |

34. MULTILEVEL LIST: Select U T Paragraphs § T& TY &8 UHR & Bullets AT
Numbering &7 SYAIT &3 & AT 39 Option &7 Use HRA & |

35. SORT: Select f&T U Paragraph @ Alphabetical a1 Numerical 9ed 1 §¢d HH H
oM & fole ST STATHA ¢ |

36. SHADINGS: Select fpT 7T Text & W& Color AT HI Pattern bl Set B P foTT FHBT
ST S § |
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BORDER: fadt Paragraph, Text Ul Page & IRI TRP Border é%f%ﬁf%mw
ST AT |

STYLE: d-IU 1T Document UR Readymade Formatting I Set FA D ﬁm DI
ST AT |

EDITING:

é:IND (CTRL+F): ST 1T Document H &l Text B ga & [T 3HHT START HRd
|

REPLACE (CTRL+H): Document # fft Text & I IR B3 3 Text ! fora- &
fore SUBT ITTMT AR 3 |

GOTO (CTRL+G/F5): §-T¢ Y Document & oot Page, Line, Comment,
Bookmarks TG TR S & ol 3HHT YT R § |

SELECT ALL (CTRL+A): §9TE T Document & J4T Content &I T&H &l IR H
Select H & foTT IS IULTT HAT S |

SELECT OBJECT: Pictures, Shapes, Text Boxes 'sZT\‘ZIT% P Select FIA & 1%1? EREA
ST B G |

SELECT ALL TEXT WITH SIMILAR FORMTTING: Select T 7T Text TR Apply
Formatting ¥ f8eTd S[eid 30 Tt Text &I T 1 dR H Select FR o U SHH1 ITAN
FAE |

SELECTION PANE: Document TR &8 7T It Objects T List 38 & T 39T
SUTNT Fd & | 39 Heg I fht Object HY Hide Or Unhide it &R T&hd 8
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e INSERT MENU

1. COVER PAGE: d-U T[T document & ﬁ'ﬂl U Readymade cover page I & ﬁm
BT ST A & |

2. BLANK PAGE: quirdocumentﬁ:ﬂ;f pageﬁ insertﬂﬂﬁ%ﬁmmmﬂaﬂﬁ%

3. PAGE BREAK: select ﬁv"q U position & 9Ic b IHT text B Th U page UR NI
foIT ST use FRAE |

4. TABLE ( dTferepT) :-

a) AUTO DRAW: fGT U table frame &1 WA ¥ TUeh 4T table & & foIT ga1
ST S & |

b) INSERT TABLE: Row dT columns ! TgrIdl ¥ fhdl table & @ & faw
BT STUNT HRA T |

c) DRAW TABLE: pencil & TgHIdT ¥ table Wi & o 3961 STAT H 7 |

d) CONVERT TEXT TO TABLE: Select U U textd SfIUR TR TH 4T
table T & 7T SYHBT use HA 3 |

e) EXCEL SPREAD SHEET: MS | excel TR f&3l table &1 §-1dhR 39 word o UST
R AM & o 96T ST HRA | |

f) QUICK TABLE: &3t readymade table @' @ & folg 39T STTNT #RA & |

NOTES: - oi¥ 33[ BH fo Table 1 Draw Hd %‘ @A MS | Word H Table &1 Formatting P D
foIQ automatically &1 79T Menu open B STl &:-

A. DESIGN MENU

B. LAYOUT MENU

e  DESIGN MENU:-
1. TABLE STYLE : Select m TJ Table UX Readymade Style aﬁ & ﬁ*ﬂ! ITINT B %

2. DRAW TABLE: Pencil & Hgdl ¥ U IBMIAR &t Table &l Draw & & forw
DT STANT HA § |

3. ERASER: ST Table & e & foe 3961 SUGMT v € |
° LAYOUT MENU:-

1. SELECT: Table & fodt Cell, Column, Row T qf{ Table &I Select B & ﬁ*ﬂl ERCA)
ITATT A § |
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2. VIEW GRIDLINE: ST U Table & Gridline 3 & oY $UHT IUTRT 6 § |

3. DELETE: T3t Table &1 ﬁa‘ Cell, Row, Column gi @ Table P Delete A & f%ﬂ;l
BT ST PG T |

4. INSER%;I': §TU TTW Table & 7T Row 3144l Column B! @1 & ol ST IUIANT Hd

5. MERGE CELL: &l IT &l ¥ 3% Cell & U@ Th 77 Cell 91 & foIw 39T
ST & |

6. SPLIT CELL: Select fU 7T Cell & & T & ¥ 3{f¥p AN H dic & forw 3T
ST B & |

7. SPLIT TABLE : {3 Table &1 & 4Tl H Sicd & T 591 SUORT R © |
8. TABLE ROW HEIGHT: Table & fadl Row ®T Height Set - & fold S¥ehT IUTNT

AT
9. TABLE COLUMN WIDTH: Table & f&dl Column ®T Width Set ®3 & T Ta@T
ITTT HA ¢ |
10. DISTRIBUTE ROW : Select fdbU 7T 4t Rows &I Height SRTeR &R & ol gqH1
ITATT A § |
11. DISTRIBUTE COLUMN: Select f&T T8 94t Columns T Width SRT8R &4 & forg
BT ST HRA T |
12.  AUTOFIT :-
a) AUTOFIT CONTENTS: Type ﬁm U Text & S{JHR Column &I Width Set
HH P AU STHT ST A © |
b) AUTOFIT WINDOW: Table &t ASTs Bl Page & TAISTE & IR Fit HRA &
o ST ST AT |
c) FIXED COLUMN WIDTH: Select f&€ U Table & Column &7 Width &I Fix
B & oTE SYHT START Hd 3 |
13. CELL ALIGNMENT : Select f&€ 7T Cell H faRd TTW Text &1 Alignment Set ®RH &
foIe sTHT ST FRA B |
14. CELL MARGINS : Select f&T 7T Cell &1 Margin Set &+ & T IHHT ITANT
PRI
15. FORMULA : §FTE U Table ¥ {4l UHR BT Mathematical Calculation &I &+ &
foIQ sTHT TR FRA B |

Insert Menu to Be Continued......

5. PICTURE: Page WR &l Drive T Folder ¥ Picture A & iU 39T ST 4 & |
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16.

17.

18.
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20.

21.

22.

23.
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CLIP ART : MS | Word & Page UR Cartoon Type & Pictures 3f4dT direct internet
& help ¥ picture T & ol STHT STAT HA ¢ |

%%ES: MS. Word & Page TR f&dl YR & 3Mhid I A & [T DT TN
|

SMART ART: Tt Data 1 Diagram ST R Set B P T SHHT SUTNT A © |
CHART : ST 7T Data T Graph T & i ST STTRT A © |

SCREENSHOT: MS. Word® Window® U f&dl Running Program &
Window T Screenshot &1 page R A & o8 ST ST W% |

HYPERLINK (CTRL+K): Select fhU 7T Text ¥ fdl File, Folder, Bookmarks &
317 forft ST B Link A & T 9T STATT B4 | |

BOOKMARK : d-lU TFQ Document & Tt @™ Wlifg UX Bookmark Set IR D
foTe SHHT ITTMT ARA & |

HEADER : Document & gt Page & S B WR bt Text AT Object Cal
Set A & [T SHHT START HRA @ |

FOOTER : Document & T4 Page & Fad R R fodt Text an Object Eal
Set A & [T SHHT STIRT HRA 6 |

PAGE NUMBER : 911U 7TU Document & it Page T Numbering P P ]%I'Q
BT STUNT PRA T |

TEXT BOX : 30l T3 38R Page o fbal off e TR Box &1 & Text di
fere & foTT 3HeT SUAM B § |

FIELD : Mathematical Calculations &3+ & fol LUD] Wanﬁ%ﬂ

WORD ART : Readymade Design P Text &I Page W NIGE:D INIMESED JYIRT
IRAG |

DROP CAP : Select ﬁ'TQ Paragraph P First Letter T Size a@@‘ﬁ?ﬁﬂm
ITIT B B |

DATE & TIME :Computer o Set Date & Time @I Page WX NIEK:] ]%I'Q ERSEdl
ST S G |

OBJECT : MS. Word W gd Y fodl 8= application  UX hTH CRCE]
document @I word %page Wdirectﬂﬁ?%ﬁ%?ﬂﬂﬁﬁ%
EQU%TION - Tt Mathematical equation Call page WX AH & T 3@ IuANT
PG |

SYMBOL: MS. Word%pagetRWsymbolﬁaﬁ%ﬁmwwwg|
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PAGE LAYOUT

1.

10.

11.

12.

13.

14.

15.

THEMES: d4TU U Document & Color, Font ddl shape Effect % Combination &I
o & TN STHT STINT FRA ¢ |

MARGINS: Page & TR} qRW &I IS8T &I Set B & [olU SYHT SUTNT H ¢ |

ORIENTATION: Page & Orientation P dGad & ﬁﬂ! ERSEdl ITIRT B % |
foddt ot Page I Orientation gH 4 e U Set I Idhd %

) Portrait i) Landscape

SIZE: Pagea3Size ﬁaﬁ%%wwmﬁ

SOME BASIC PAPER SIZE
A0 :- 33.1 X46.8 in
A4:-83X11.71in
LETTER:-85X 11 in

COLUMN : Select f&T 7T Paragraph @1 &l a1 & ¥ 31f&id Column ¥ dic R fergq
& fom SUHT ST IRA§ |

BREAK : d-U TTU Document & fopal W S8 ¥ text T next page, Column Ul next
sectionﬁﬂﬁﬁ%ﬁﬂwwmﬁ

LINE NUMBER : dHIU TTU Document ® UAD Line Pl Numbering PR B ]%W
SHBT IUGNT HRA ¢ |

HYPHENATION : §HTT T Document H Hyphen (-) & & foTT 3T SUTN Hd § |

WATERMARK : §4IT U Document & Background T fodl Text dT Picture &1
Beh TTH Set FRA & o SHHT ST B & |

PAGE BORDER : Page & dRI qR®% fdf¥d UHR & Border &I Set &R o [olQ
BT IUGNT B ¢ |

OBJECT POSITION : Select ! object @ Position @I Page U Set % & olQ
BT ITGNT BRA 2 |

WRAP TEXT : Text & Position B object % SR Set HA & fTTT gHbT JHINT
IRAG |

BRING FORWARD : Select fT 7T Object &1 30 Object ¥ TH-Udh Hd T A
¥ foTT SHT ST AR B |

BRINT TO FRONT : Select f&T T Object &1 3= 4T Object T 3 T & forg
BT STINT FRA ¢ |

SEND BACKWORD : Select f&T T Object &I 39 Object ¥ TH-UH Hdb Ul
HA P T STHT ST A ¢ |
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17.

18.

19.

20.

21.

22.
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SENT TO BACK : Select m ¢ Object 3= gt Object T iy Yo & ﬁ*ﬂl
BT SUUNT A T |

SELECTION PANE : §9TT € Document TR &TT T 4T Object T List S aT
fdt WM™ Object BT Select HA AT fFUR & T FTHT ITAT HA 3 |

ALIGN : Select f&U 7T &l a1 &1 ¥ 31 Object HT Alignment TH JHH HA & T
TUHT IYATT HA§ |

GROUP : Select f»U 7T & a1 & ¥ 3if¥F Object &I Group P & AT 3THT
JUNT R G |

DISTRIBUTE :- Gl a1 &l ¥ 3fd% Objects & o1 B Gul I SRIGR B & (1T SHPI
JUUNT IR G |

UNGROUP : Group f&T 7T Objects ! 9199 Ugd ST Ungroup 34 & fol 391
ST H B |

ROTA;_E% %elect fdbU 7T object ®I angle wise A T Yaied & T 3HbT ITAN

|

REFERENCE MENU

INSERT FOOTNOTE: select %QTHI Text%@ﬁﬁ@ information ! page & Jqaq
2 ferem & fore ST ST HRA § |

INSERT ENDNOTE: - select ﬁm MU text % R o P Information &I document &
oY 3ifdH paragraph & = forgm & forw 391 STAT HRA | |

SHOW NOTES :- Insert U TU footnote T endnote Pl T & foe sgaT STANT
AT

INSERT CAPTION :- Document WR U U fbdl picture, tabledT equation &I
numbering TYUT 39% 9 & $ description foRa & T SHHT ST R & |
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° MAILING MENU

1. START MAIL MERGE :- T% &l 9R ¥ fafia @I o 19 ,Ud 311G ¥ letter, envelop T
label T % iU 3HHT ST FRA G |

a. STEPS FOR CREATING LETTERS :- 9&% Ugd 8 98 &Td off I+ letters & folw
TH UM 81 39 type PR A § a9

Start mail merge > step by step mail merge wizard > letters > NEXT > NEXT >
Type a new list - create - customize columns - New entry - ok - save > ok >
next - insert more items > next > next > edit individual letters > all > ok .

b. STEP FOR CREATING ENVELOPS :- ¥ad Ugd envelop & faU returning
address set W@?f%x’ﬁ?ﬁo—{

Start mail merge > step by step mail merge wizard > envelops > NEXT >
envelopes option - set height ,width & font style = ok - next = Type a new list 2>
create > customize columns > New entry > ok > save > ok - next - insert
more items - next 2 next - edit individual letters > all > ok .

c. STEPS FOR CREATING LABELS :- Start mail merge -> step by step mail
merge wizard - labels - next - label option = set dimension of label &> ok ->
next > Type a new list > create = customize columns -> New entry - ok - save
- ok = next - insert more items > update all labels - next 2> next > edit
individual letters - all > ok .

° REVIEW MENU

1. SPELLING & GRAMMAR (F7) :- dIT ¢ document A Spelling dYT Grammatical
error &1 g & T 3BT STINT HA | |

Notes: - Red color &I line spelling error d¥dl green color &T line grammatical error

! AT | |

2. IjemEg%ARCH (ALT + CLICK ) :- foodil g &1 UATTaTe] Uk ga- & foll ST SUANT
|

3. NEW COMMENT :- select fdhU 7T text TR $& comment foRa & 1T g1 IuanT
BT
4. TRACK CHANGE (CTRL+SHIFT+E) :- 39 option &I on &R &4 ¥ document # &y

¢ 9SAd HT Udl 9d Sl & a9l U T seard H g0 $ ATl ST IR
acceptmrejectﬁm%l

5. RESTRICT EDITING :- §-T€ 74 document I password G@R lock &= o A 3T
ST HAE |
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VIEW

1.

PRINT LAYOUT :- d-1-T AT document print T B feamm g S & f%ﬂ;f ERSEAl
ST AT |

WEB LAYOUT :- d&41 T—T document webpage & ®Y H bl ﬁ@?ﬂ g S &
o SHBT ST A T |

FULL SCREEN READING MODE :- §HTU T4 document ! full screen ® ¢&@+ & folg
SYPHT SUTNT A § |

%%R .- Ms. word & window R ¥ ruler ?ﬁ_s?ﬁ &WW%WWW
I

?RR%[D%I'_INE - Ms. word & page UR gridline P A YT g B INIMESED SUTNT
I

NAVIGATION PANE :- T U document & pages &I BIc ¥ box H ¢@+ & faQ
SIHT ST HA 3 |

ZOOM :- §qI¢ ¢ document Ca| dST (zoom in) m@a(zoom out) Wé@ﬁ%ﬁﬂl
SIHT ST HA 3 |

100% :- zoom %Q MU document &I 9O 3B original size TdN & ﬁ'l'q EREdl
ST B¢ |

NEW WINDOW :- d-MU U document I U duplicate window NIEKH 1%112 EREdl
ST B |

10. ARRANGE ALL :- Ms. word & open 4T windows @l arrange A B %III EREal

ST IRA ¢ |

11. SWITCH WINDOW :- Ms. Word & U window TR Igd gU fddl 31 window WR &

¥ 1T 3BT ST B § |

12. MACROS (Alt+F8) :- formatting 3{JdT action &I record &R & AT IHHT ITANT HId

g
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L] KEYBOARD SHORTCUTS OF MS. WORD

Ctrl+ A — Select all

Ctrl+ B — Bold

Ctrl + C — Copy

Ctrl + D — Open font sub menu
Ctrl + E — Centre text alignment
Ctrl + F — Find

Ctrl+ G —> Go to

Ctrl + H — Replace

Ctrl + 1 — Italic

10. Ctrl + J — Justify

11. Ctrl + k — Hyperlink

12. Ctrl + | — left text alignment

13. Ctrl + M — Increase left indent
14. Ctrl + N - New Page with New window
15. Ctrl + 0 — Open

16. Ctrl + P — Print

17. Ctrl + Q — Reset indent

18. Ctrl + R — Right text alignment
19. Ctrl + S — Save

20. Ctrl + T — Hanging

21. Ctrl + U — Underline

22. Ctrl + V — Paste

23. Ctrl + W — Close

24, Ctrl + X — Cut

25. Ctrl + Y — Redo

26. Ctrl + Z — Undo

27. F4 — Repeat last action

CoNoUA~WNPE

28.
29.
30.
31.
32.
33.
34.
35.
36.
37.
38.
39.
40.
41,
42.
43.
44,
45,
46.
47.
48.
49,
50.
51.
52.
53.
54.
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F5 — Goto

F7 — Spelling & Grammar

Ctrl + F2 — Print Preview

Ctrl + F10 — Maximize window

F12 — Save as

Shift + F3 — Change case

Alt + F4 — Exit

Alt + F8— Macros

Alt + F10— Selection pane

Ctrl + Shift + C — Copy Formatting
Ctrl + Shift + V — Paste Formatting
Ctrl + Shift+ E — Track Change

Ctrl + Shift + > — Increase Font Size
Ctrl + Shift+ < — Decrease Font Size
Ctrl + Shift + (+) —» Superscript

Ctrl + (=) — Subscript

Ctrl + [ — Shrink Font

Ctrl +] — Grow Font

Alt + Enter — Repeat Last Action

Ctrl + Enter — Page Break

Alt + Click — Research

Ctrl + Click — Flow Link Of Hyperlink
Ctrl + Shift + N — Clear Formatting

Alt + Ctrl + T — Symbol Of Trademark
Alt + Ctrl +R — Symbol Of Registered ®
Alt + Ctrl + C — Symbol Of Copyright ©
Ctrl + Shift +K — Small cap
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