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Microsoft Word-2016. 

Chapter-1. What is Microsoft Word? EkkbdzkslkW¶V oMZ gekjk ,d izdkj dk ,Iyhds”ku lkW¶Vos;j gS 

ftldk ;qt ge MkWD;wesaV dks ,fMV djus ds fy;s djrs gS ftldk MsoyiesaV EkkbdzkslkW¶V dkWjiksjs”ku USA us fd;k 

Fkk tks EkkbdzkslkW¶V vkWfQl dk Qsfeyh esacj gS ftldk ;qt ge MkWD;wesaV fd fjiksVZ] fMtkbfuax] cqd fd jkbfVax] 

U;wtisij fd jkbfVax] ysVj fd jkbfVax vkSj fcy cukus ds fy;s djrs gSA 
 

Extension Name of Ms. Word File.   .DOC (Document File Format.). 
 

How to Open Ms. Word? 

lcls igys ge dhcksMZ ls Window + R > izsl djxss Run vk;sxk vkSj bles Winword fy[kdj Enter ;k Ok 

djnsxss vkSj fQj vkidk EkkbdzkslkW¶V oMZ lkW¶Vos;j vksiu gks tk;sxkA 
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Title Bar. VkbVy ckj fcaMks ds VkWi es gksrk gS tks gekjs izksxzke ds uke dks crkrk gS bles rhu cVu gksrh gS 

feuhekbt] eSDlhekbt] vkSj Dykst cVuA 
 

Quick Access Toolbar. blds vUnj Qkby esuq ds “kkWVZdV vkbdu gksrs gS ftlds }kjk ge tYnh ls tYnh 

viuh Qkby dks vksiu] lso] fiazV dj ldrs gSA 
 

Ribbon. blds }kjk ge EkkbdzkslkW¶V oMZ ds VSCl vkSj dekkaM dks “kks vkSj gkbM dj ldrs gSA 

 

Status Bar. bLVsVl ckj fcaMks ds CkkWVe es gksrk gS tks gekjs MkWD;wesaV ds djasV buQkWeZsa”ku dks crkrk gSA 
 

Chapter-2. File. (Alt+F). 
  

 

Control Buttons Title Bar Menu Bar 

Ruler 

Status Bar 

Scroll Bar 
Text Area 
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New (Ctrl+N). blds }kjk ge ,d u;k ist dks ysrs gSA 

 

Open (Ctrl+O). blds }kjk ge igys ls lso Qkby dks vksiu djds ns[krs gSA 
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Save (Ctrl+S). blds }kjk ge vius Qkby dks dksbZ Hkh uke nsdj lso dj ldrs gSA 

 

Save As (F12). blds }kjk ge igys ls lso Qkby ds uke dks cny ldrs gS ;k nwljs uke ls lso dj ldrs gSA 

 

 

 
 

Print (Ctrl+P). blds }kjk ge uacj vkQ dkWih nsdj vius Qkby dk fizaVj ls fizaVvkmV dks fudky ldrs gSA 
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Page Setup. blds }kjk ge vius ist ds ekftZu vkSj isij lkbt dks lsV dj ldrs gSA vkSj ist ds ysvkmV dks 

psat dj ldrs gSA 

Margin. blds }kjk ge vius ist ds VkWi] ckWVe] ys¶V] jkbV] ekftZu  dks lsV dj ldrs gS vkSj ist esa xSi ;k 

Lisl dks ns ldrs gSA 

Paper Size. blds }kjk ge A4 lkbt ds ist dks lsV dj ldrs gSA 

 

  
 

Share. blds }kjk ge viuh Qkby dks vVSp djds esy dj ldrs gSA 
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Export. blds }kjk ge viuh Qkby dks ,DliksVZ djds PDF cuk ldrs gSA 
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Exit (Alt+F4). blds }kjk ge vius lkW¶Vos;j ls ckgj vkrs gS A 
  

Chapter-3. Home (Alt+H). 
 

 
 

Clipboard. 
 

Undo (Ctrl+Z). blds }kjk ge vius ykLV dekaM dks gVkrs gSA 

 

Redo (Ctrl+Y). blds }kjk ge vius ykLV dekaM dks okil ykrs gSA 

 

Cut (Ctrl+X). blds }kjk ge vius VsDLk ;k vkWCtsDV dks lsysDV djds dkV ldrs gSA 

 
 

Copy (Ctrl+C). blds }kjk ge vius VsDLk ;k vkctsDV dks lsysDV djds dkWih dj ldrs gS vkSj ckn es bls 

nqljh txg ij isLV djds Mcy dj ldrs gSA 
 

 
 

Paste (Ctrl+V). blds }kjk ge dV ;k dkWih vkWCtsDV ;k VsDLk dks nqljh txg ij ystkdj MqIyhdsV dj ldrs 

gSA 
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Format Painter. (Ctrl+Shift+C). blds }kjk ge vius ,d VsDLk dks lsysDV djds mldh izkWiVhZ dks dkWih 

djds nqljs VsDLk ij vIykbZ dj ldrs gSA 
 

Font. 
 

Font (Ctrl+Shift+F). blds }kjk ge vius VsDLk dks lsysDV djds QkWUV dks psat dj ldrs gSA vkSj fgUnh 

bxafy”k QkWUV es Vkbi dj ldrs gSA 
 

  
 

Font Size. blds }kjk ge vius VsDLk dks lsysDV djds QkWUV dh lkbt dks NksVk ;k cMk dj ldrs gS A 

 



Vinod Computer Institute of Software Training  

--------------------------------------------------------------------------------------- 

12 | P a g e  
 

 

 

Increase Font Size (Ctrl+Shift+>). blds }kjk ge vius VsDLk dks lsysDV djds QkWUV dh lkbt dks cMk 

dj ldrs gSA 

 

Decrease Font Size (Ctrl+Shift+<). blds }kjk ge vius VsDLk dks lsysDV djds QkWUV dh lkbt dks NksVk 

dj ldrs gSA 
 



Vinod Computer Institute of Software Training  

--------------------------------------------------------------------------------------- 

13 | P a g e  
 

  

 

Change Case. blds }kjk ge vius VsDLk dks lsysDV djds dSfiVy ysVj] Leky ysVj] vkSj oMZ dk igyk ysVj 

NksVk ;k cMk dj ldrs gSA 
 

 
 

Clear All Formatting. blds }kjk ge vius VsDLk ds QkWesaZfVx dks lsysDV djds gVk ldrs gS tSls cksYM] 

bVSfyd] vaMjykbuA 
 

Bold Font (Ctrl+B). blds }kjk ge vius VsDLk dks lsysDV djds  eksVk dj ldrs gSA 
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Italic Font (Ctrl+I). blds }kjk ge vius VsDLk dks lsysDV djds  frjNk dj ldrs gSA 

 
 

Underline Font (Ctrl+U). blds }kjk ge vius VsDLk dks lsysDV djds  vaMjykbu dj ldrs gSA 

 

 

 

Strikethrough. blds }kjk ge vius VsDLk dks lsysDV djds VsDLk ds fcp es ykbu dks ns ldrs gSA 
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Subscript (Ctrl+=). blds }kjk ge ,d oMZ dks nqljs oMZ ds fups fy[k ldrs gSA 
 

 
Superscript (Ctrl+Shift++). blds }kjk ge ,d oMZ dks nqljs oMZ ds mij fy[k ldrs gSA 

 

 
Text Effects and Typography. blds }kjk ge vius VsDLk dks lsysDV djds “kSMks vkSj Xyks bQsDV dks ns 

ldrs gSA 
 

 

 

Text Highlight Color. blds }kjk ge vius VsDLk ;k iSjkxzkQ dks lsysDV djds dyj esa gkbykbV dj ldrs 

gSA 
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Font Color. blds }kjk ge vius VsDLk ;k iSjkxzkQ dks lsysDV djds dyj dj ldrs gSA 

 

 
 

Paragraph. 
 

Bullets List. blds }kjk ge vius VsDLk ;k iSjkxzkQ dks lsysDV djds cqysV] uEcj] vYQkcsV] jkseu] fiDpj] vkSj 

flacy dks yxk ldrs gSA 
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Numbering. blds }kjk ge vius VsDLk ;k iSjkxzkQ dks lsysDV djds uEcj dks yxk ldrs gSA 
 

 
  

Multilevel List. blds }kjk ge vius gsfMax ;k MkWD;wesaV esa uEcfjax vkSj eYVhysoy fyLV dks ns ldrs gSA 
 

 
 

Decrease Indent. blds }kjk ge vius VsDLk ;k iSjkxzkQ dks lsysDV djds ekftZu dks fiNs ysdj vk ldrs gSA 
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Increase Indent. blds }kjk ge vius VsDLk ;k iSjkxzkQ dks lsysDV djds ekftZu dks vkxs ysdj tk ldrs gSA 
 

 

 

Sort. blds }kjk ge vius VsDLk] uacj] MsV dks vYQkcsfVdy esa vjsat dj ldrs gSA 
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Show/Hide (Ctrl+*). blds }kjk ge vius iSjkxzkQ es ekDlZ dks “kks dj ldrs gS A tSls ,jkst] Lisl] dSjsDVlZ 
 

 
 

Align Text Left (Ctrl+L). blds }kjk ge vius VsDLk ;k iSjkxzkQ dks lsysDV djds ist ds ys¶V ekftZu esa 

ysdj tk ldrs gSA 
 

 
 
 

Center (Ctrl+E). blds }kjk ge vius VsDLk ;k iSjkxzkQ dks lsysDV djds ist ds lsUVj eas ysdj tk ldrs gSA 
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Align Text Right (Ctrl+R). blds }kjk ge vius VsDLk ;k iSjkxzkQ dks lsysDV djds ist ds jkbV ekftZu eas 

ysdj tk ldrs gSA 
 

 
 

Justify (Ctrl+J). blds }kjk ge vius VsDLk ;k iSjkxzkQ dks lsysDV djds ist ds ys¶V vkSj jkbV ekftZu ls 

cjkcj dj ldrs gSA 
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Line Spacing. blds }kjk ge vius VsDLk ;k iSjkxzkQ dks lsysDV djds ykbu ds fcp es Lisl ;k xSi dks ns ldrs 

gSA 
 

  
 

Shading. blds }kjk ge vius VsDLk ;k iSjkxzkQ dks lsysDV djds mlds fiNs dyj ns ldrs gS A 
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Borders. blds }kjk ge vius VsDLk ;k iSjkxzkQ dks lsysDV djds mlds ys¶V] jkbV] VkWi] ckWVe es ckWMj dks yxk 

ldrs gSA vkSj ckWMj dks dyj dj ldrs gS LVkby dks psat dj ldrs gSA 
 

 

 

Style. blds }kjk ge vius VsDLk ;k iSjkxzkQ dks lsysDV djds mlds QkWUV fd LVkby dks psat dj ldrs gSA 
 

 

 

Editing. 
 

Find. (Ctrl+F). blds }kjk ge vius iSjkxzkQ es ls fdlh “kCn dk [kkst ldrs gSA 
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Go To (Ctrl+G). blds }kjk ge vius dlZj dks ,d ykbu ls nqljs ykbu ij ysdj tk ldrs gSA ;k ,d ist 

ls nqljs ist ij tk ldrs gSA 
 

Replace. (Ctrl+H). blds }kjk ge vius iSjkxzkQ es ls ,d oMZ ds LFkku ij nqljs oMZ dks fy[k ldrs gSA 
 

 
 

Select All. (Ctrl+A). blds }kjk ge vius iqjs vkWCtsDV ;k iSjkxzkQ dks ,d lkFk lsysDV dj ldrs gSA 

 

Selection Pane. blds }kjk ge vius iqjs vkWCtsDV dks ns[k ldrs gS vkSj “kks gkbM dj ldrs gSA 
 

Chapter-4. Insert (Alt+N). 
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Pages. 
 

Cover Page. blds }kjk ge igys ls cus gq, doj ist dks balVZ dj ldrs gS vkSj mlds vanj fdlh VsDl dks 

fy[k ldrs gSA 
 

 

Remove Cover Page. blds }kjk ge doj ist dks fMyhV dj ldrs gSA 
 

Save Cover Page Gallery. blds }kjk ge doj ist dks xSyjh es lso dj ldrs gSA 
 

Blank Page. blds }kjk ge vius MkWD;wesaV es ,d [kkyh ist dks ,M dj ldrs gS  
 

Page Break (Ctrl+Enter). blds }kjk ge tgk ij dlZj gksxk ogk ls ist dks nks ikVZ es rksM ldrs gSA 
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Insert Table. blds }kjk ge jks vkSj dkWye dks nsdj ,d u;k Vscy dks balVZ dj ldrs gSA 
 

 

 

Draw Table. blds }kjk ge jks vkSj dkWye dks nsdj ,d u;k Vscy cuk ldrs gSA 
 

Convert Text To Table. blds }kjk ge vius VsDl dks lsysDV djds ,d Vscy es cny ldrs gSA 
 

Quick Table. blds }kjk ge igys ls cus gq, Vscy dks balVZ dj ldrs gSA 
 

Illustrations. 
 

Picture. blds }kjk ge vius daE;wVj ls fiDpj dks vius MkWD;wesaV esa balVZ dj ldrs gSA 
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Online Picture. blds }kjk ge vkWuykbu lkslZ ls fiDpj dks vius MkWD;wesaV esa balVZ dj ldrs gSA 
 

 
 

Shape. blds }kjk ge vius MkWD;wesaV esa vyx] vyx Vkbi ds “ksi dks balVZ dj ldrs gSA 
 

 
 

Change Shape Style. blds }kjk ge vius “ksi fd LVkby dks psat dj ldrs gS A 
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Shape Fill Colour. blds }kjk ge vius “ksi es vyx] vyx Vkbi ds dyj] fiDpj] VsDlpj] xzsfM,aV dks Hkj 

ldrs gSA 
 

 
 

Shape Outline. blds }kjk ge vius “ksi ds vkmVykbu dks dyj dj ldrs vkSj vkmVykbu ds fFkdusl dks 

psat dj ldrs gSA 
 



Vinod Computer Institute of Software Training  

--------------------------------------------------------------------------------------- 

28 | P a g e  
 

 
 

Shape Effects. blds }kjk ge vius “ksi dks lsysDV djds ml ij vyx] vyx Vkbi ds bQsDV dks ns[krs gS tSls 

“kSMks] Xyks] csosy 
 

 

Smart Art. blds }kjk ge lsi dks cuk dj mlds vanj fdlh eSlst ;k bUQkWesZ”ku dks ,M dj ldrs gSA 

 
 



Vinod Computer Institute of Software Training  

--------------------------------------------------------------------------------------- 

29 | P a g e  
 

  

 
 

Add Shape. blds }kjk ge lsi dks lsysDV djds mlds mij] fups ,d u;k lsi dks ,M dj ldrs gSA 
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Change Shape Colour. blds }kjk ge lsi dks lsysDV djds mlds dyj dks psat dj ldrs gSA 

 

 
 

Chart. blds }kjk ge vius MsVk dks fMQjsaV Vkbi ds pkVZ es “kks dj ldrs gS tSls dkWye] ykbu] ikbZ 
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Quick Layout. blds }kjk ge igys ls cus gq, pkVZ dks balVZ dj ldrs gS vkSj ckn es bls eksfMQkbZ dj ldrs 

gS A 
 

  

Screenshot. blds }kjk ge [kqyh gqbZ foaMks ;k MkWD;wesaV dk Ldzhu”kkWV dks ys ldrs gSA 
 

Online Video. blds }kjk ge vius MkWD;wesaV esa vkWuykbu ohfM;ks dks balVZ dj ldrs gSA 
 

Links. 
 

Hyperlink. (Ctrl+K). blds }kjk ge ,d Qkby dks nqljs Qkby ls tksM ldrs gSA 
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Bookmark. blds }kjk ge vius MkWD;wesaV esa cqdekdZ dks ns ldrs gS vkSj ckn es tai djds ml yksds”ku ij tk 

ldrs gSA 
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Cross Reference. blds }kjk ge vius MkWD;wesaV esa fyad cukdj Mk;jsDV gsfMxa] fQxj] Vscy ij tk ldrs gSA 
 
 

 

  

Comment. blds }kjk ge vius MkWD;wesaV esa uksV dks ,M dj ldrs gSA 
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Header & Footer. 
 

Header. blds }kjk ge vius ist ds VkWi esa gsfMax] buQkWesZ”ku] VkbVy] vkWFkj vkSj vius uke dks ns ldrs gSA 
 

 
 

Edit Header. blds }kjk ge Mcy fDyd djds vius gsMj ds VsDl dks psat dj ldrs gSA 
 

Remove Header. blds }kjk ge vius gsMj ds buQkWesZ”ku dks gVk ldrs gSA 
 

Save Selection to Header Gallery. blds }kjk ge vius gsMj ds buQkWesZ”ku dks xSyjh esa lso dj ldrs gSA 
 

Footer. QqVj gekjs ist ds ckWVe es gksrk gS tks gekjs ist ds uacj dks crkrk gSA 
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Edit Footer. blds }kjk ge Mcy fDyd djds vius QqVj ds uacj dks psat dj ldrs gSA 
 

Remove Footer. blds }kjk ge vius QqVj ds uacj dks gVk ldrs gSA 
 

Save Selection to Footer Gallery. blds }kjk ge vius QqVj ds uacj dks xSyjh esa lso dj ldrs gSA 
 

Page Number. blds }kjk ge vius ist ds VkWi vkSj ckWVe esa uacj dks “kks dj ldrs gSA 
 

Text. 
 

Text Box. blds }kjk ge vius VsDl dks ckWDl esa fy[k dj ,d txg ls nqljs txg ij ysdj tk ldrs gSA 
 

Draw A Text Box. blds }kjk ge ,d u;k VsDl ckWDl dks MªkW djds fdlh VsDl dks fy[k ldrs gSA 
 

Save Selection To Text Box Gallery. blds }kjk ge VsDl ckWDl ds VsDl dks xSyjh esa lso dj ldrs gSA 
 

   

Quick Part. blds }kjk igys ls fy[ks gq;s VsDl dks vius MkWD;wesaV es balVZ dj ldrs gSA 
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Word Art. blds }kjk ge vius VsDl esa Lis”ky bQsDV dks ns ldrs gS vkSj xSyjh esa ls LVkbfy”k oMZ dks balVZ 

dj ldrs gSA 
 

 

 

Drop Cap. blds }kjk ge vius iSjkxzkQ ds QLVZ ysVj dks dSfiVy dj ldrs gS 
 

 
 

Add A Signature Line. blds }kjk ge vius MkWD;wesaV esa fMftVy flxuspj dks balVZ dj ldrs gSA 
 

Date and Time. blds }kjk ge vius MkWD;wesaV esa vkt fd djsaV MsV vkSj Vkbe dks balVZ dj ldrs gSA 
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Object. blds }kjk ge vius MkWD;wesaV esa fdlh nqljh Qkby dks balVZ dj ldrs gS vkSj nqljs izksxzke ij tk ldrs 

gSA 

 
  

Symbols. 
 

Equation (Alt+=). blds }kjk ge vius MkWD;wesaV esa eSFkesfVdy bDos”ku dks ,sM dj ldrs gSA 

 

Symbol. blds }kjk ge vius MkWD;wesaV esa fMQjsaV Vkbi ds flacy dks balVZ dj ldrs gSA 
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Chapter-5. Design (Alt+G). 
 

 
 

Document & Formatting. 
 

Themes. blds }kjk ge vius MkWD;wesaV esa fMQjsaV Vkbi ds FkhEl dks balVZ dj ldrs gS vkSj FkhEl ds dyj] QkWUV] 

vkSj bQsDV dks psat dj ldrs gSA 
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Themes Colour. blds }kjk ge vius FkhEl ds dyj dks psat dj ldrs gSA 
 

 
 

 

 



Vinod Computer Institute of Software Training  

--------------------------------------------------------------------------------------- 

40 | P a g e  
 

Themes Font. blds }kjk ge vius FkhEl ds QkWUV dks psat dj ldrs gSA 
 

Paragraph Spacing. blds }kjk ge vius MkWD;wesaV ds ykbu] iSjkxzkQ ds fcp ds Lisflax dks psat dj ldrs 

gSA 
 

 

 

 

Theme Effects. blds }kjk ge vius FkhEl ds bQsDV dks psat dj ldrs gSA 
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Page Background. 
 

Watermark. blds }kjk ge vius MkWD;wesaV ds fiNs ist ij okWVjekdZ bQsDV dks nsdrs gSA 
 

 
 

Custom Watermark. blds }kjk ge vius MkWD;wesaV ds fiNs ist ij okWVjekdZ vkSj fiDpj dks yxk ldrs gSA 
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Remove Watermark. blds }kjk ge vius MkWD;wesaV ds fiNs ist ij yxs gq, okWVjekdZZ bQsDV dks gVk ldrs 

gSA 
 

Page Colour. blds }kjk ge vius MkWD;wesaV ds ist ds dyj dks psat dj ldrs gSA 
 

 
 

Fill Effects. blds }kjk ge vius MkWD;wesaV ds ist ij xzsfM,aV] iSVuZ] VsDlpj] vkSj fiDpj dks ,M dj ldrs gSA 
 

Add Gradient Colour. blds }kjk ge vius MkWD;wesaV ds ist ij ou dyj] Vw dyj] izhlsV dks yxk ldrs gSA 
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Add Texture. blds }kjk ge vius MkWD;wesaV ds ist ij vyx vyx VsDlpj dks yxk ldrs gSA 
 

 
 

Add Pattern. blds }kjk ge vius MkWD;wesaV ds ist ij vyx vyx iSVuZ dks yxk ldrs gSA 
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Add Picture. blds }kjk ge vius MkWD;wesaV ds ist ij vyx vyx fiDpj dks yxk ldrs gSA 
 

 

 

Page Borders. blds }kjk ge vius MkWD;wesaV ds ist ds pkjks rjQ dyj vkSj LVkbfy”k ckWMZj dks ns ldrs gSA 
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Chapter-6. Page Layout (Alt+P).  
 

 
 

Margin. Margin. blds }kjk ge vius ist ds VkWi] ckWVe] ys¶V] jkbV] ekftZu  dks lsV dj ldrs gS vkSj ist 

esa xSi ;k Lisl dks ns ldrs gSA 
 

  



Vinod Computer Institute of Software Training  

--------------------------------------------------------------------------------------- 

46 | P a g e  
 

 

Orientation. blds }kjk ge vius ist ds iksVªsZV vkSj ySaMLdsi ysvkmV dks lsV dj ldrs gS 
 

Size. blds }kjk ge A4 lkbt ds ist dks lsV dj ldrs gSA 
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Columns. blds }kjk ge vius iSjkxzkQ ;k VsDl dks nks ;k nks ls vf/kd dkWyEl esa fMokbM dj ldrs gSA 
 

 

 
Breaks.  blds }kjk ge vius ist dks nks Hkkxksa es rksM ldrs gSA 
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Column Breaks. blds }kjk ge vius dkWyEl dks nks Hkkxksa es rksM ldrs gSA 
 

Text Wrapping. blds }kjk ge vius VsDl dks nks Hkkxksa es rksM ldrs gSA 
 

Next Page. blds }kjk ge vxys ist ij tk ldrs gSA 
 

Even & Odd Page. blds }kjk ge vius dlZj dks le vkSj fcle ist ij ysdj tk ldrs gSA 
 

Line Numbers. blds }kjk ge vius MkWD;wesaV esa ykbu uacj dks ns[krs gSA 
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Hyphenation. blds }kjk ge vius MkWD;wesaV esa budafIyV oMZ dks “kks dj ldrs gSA 
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Indent Left. blds }kjk ge vius iSjkxzkQ dks ys¶V ekftZu fd rjQ ysdj tk ldrs gSA 
 

 

Indent Right. blds }kjk ge vius iSjkxzkQ dks jkbV ekftZu fd rjQ ysdj tk ldrs gSA 
 

Spacing Before. blds }kjk ge vius iSjkxzkQ dks lsysDV djds lsse Lisflax dks ns ldrs gsa  
 

Spacing After. blds }kjk ge vius iSjkxzkQ dks lsysDV djds lsse Lisflax dks fups fd rjQ ns ldrs gsa 
 

Position. blds }kjk ge vius vkWCtsDV ds pkjks rjQ fdlh VsDl dks vjsat dj ldrs gSA 
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Arrange.  
 

Wrap Text. blds }kjk ge vius vkWCtsDV dks lsysDV djds iSjkxzkQ ds fiNs ys dj tk ldrs gSA 

 

 
 

Bring Forward. blds }kjk ge ,d vkWCtsDV dks lsysDV djds nqljs vkWCtsDV ds vkxs ysdj vk ldrs gSA 
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Send Backward. blds }kjk ge ,d vkWCtsDV dks lsysDV djds nqljs vkWCtsDV ds fiNs ysdj tk ldrs gSA 
 

 
 

Selection Pane. blds }kjk ge vius vkWCtsDV dks lsysDV djds “kks vkSj gkbM dj ldrs gSA 
 

 
 

Align Objects. blds }kjk ge nks vkWCtsDV dks lsysDV djds ys¶V] lsaVj] jkbV] VkWi] feMy vkSj ckWVe esa vjsat 

dj ldrs gSA 
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Group. blds }kjk ge nks ;k nks ls vf/kd vkWCtsDV dks lsysDV djds vkil esa tksM ldrs gSA 
 

 

 

Ungroup. blds }kjk ge xzqi vkWCtsDV dks lsysDV djds vyx vyx dj ldrs gSA 
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Rotation. blds }kjk ge vius vkWCtsDV dks lsysDV djds ,axy nsdj ?kqek ldrs gSA 
 

 
 

Chapter-7. References (Alt+S). 
 

 
 

Table of Contents. blds }kjk ge vius MkWD;wesaV dh fol;lwph dks cuk ldrs gS ;k cqd ds baMsDl dks cuk 

ldrs gSA 
 

Add Text. blds }kjk ge vius MkWD;wesaV ds Vscy daVsaV fd gsfMax dks cuk ldrs gSA 
 

Update Table. blds }kjk ge vius MkWD;wesaV ds Vscy daVsaV fd gsfMax dks viMsV dj ldrs gS vkSj vius MkWD;wesaV 

esa ubZ gsfMax dks ,sM dj ldrs gSA 

Step 1: Apply Heading Styles. 
 



Vinod Computer Institute of Software Training  

--------------------------------------------------------------------------------------- 

55 | P a g e  
 

 

Step 2: Insert The Table of Content. 
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Step 3: Update As Needed. 
 

 
 

Footnotes.  

Insert Foot Note (Ctrl+Alt+F). blds }kjk ge vius MkWD;wesaV ds bUQkWesZ”ku dks ist ds CkkWVe es ,sM dj 

ldrs gSA  
 

 
Insert Endnote (Ctrl+Alt+D). blds }kjk ge vius MkWD;wesaV ds bUQkWesZ”ku dks VsDl ds ,aM es fy[k ldrs 

gSA 
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Next Foot Note. blds }kjk ge QqVuksV vkSj ,aMuksV nksuks ij tai djds tk ldrs gSA 
 

Show Note. blds }kjk ge QqVuksV vkSj ,aMuksV nksuks dks tai djds ns[k ldrs gSA 
 

Citation & Bibliography.  
 

Insert Caption. blds }kjk ge cuk, x, cqd ds ckjs esa dqN crk ldrs gSA vkSj vkWFkj fd fMVsy bUQkWesZ”ku dks 

Hkj ldrs gSA 
 

Manage Sources. blds }kjk ge cuk, x, cqd ds bUQkWesZ”ku dks ,fMV vkSj fjewo dj ldrs gSA 
 

Style. blds }kjk ge cuk, x, flVs”ku fd LVkby dks psat dj ldrs gSA 
 

Bibliography. blds }kjk ge cuk, x, cqd ds bUQkWesZ”ku dks vius MkWD;wesaV esa ,sM dj ldrs gSA 
 

Step 1: Add Citations And Sources. 
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Step 2: Choose A Reference Style. 
 

 
 

Step 3: Insert Bibliography. 
 

Captions. 
 

Insert Caption. blds }kjk ge fdlh fiDpj ;k vkWCtsDV ij dSI”ku dks ,MsM dj ldrs gS ckn es mlij tai 

dj ldrs gSA 
 

Step 1: Insert Image. 
 

 
 

Insert Table of Figures. blds }kjk ge fdlh fiDpj ;k vkWCtsDV dk baMsDl dks cuk ldrs gSA 
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Step 2: Insert of Table Figures. 
 

 
 

Update Table. blds }kjk ge Vscy fQxj dks viMsV dj ldrs gSA 
 

Step 3: Update Table. 
 

 
 

Cross-Reference. blds }kjk ge vius Vscy] fQxj] iSjkxzkQ] gsfMax dk “kkWVZ fyad cuk ldrs gS ftl ij 

Mk;jsDV fDyd djds tk ldrs gSA 
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Index. 
 

Mark Entry (Alt+Shift+X). blds }kjk ge vius VsDl dks lsysDV djds ekdZ dj ldrs gS vkSj blds ckn 

mldk ,d baMsDl dks cuk ldrs gSA 
 

 
 

Insert Index. blds }kjk ge vius baMsDl dks ist ij ,sM dj ldrs gS vkSj ist uacj dk “kks dj ldrs gSA 
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Update Index. blds }kjk ge vius baMsDl vkSj ist uacj dks viMsV dj ldrs gSA 
 

Table of Authorities. 

Mark Citation (Alt+Shift+I). blds }kjk ge vius VsDl dks lsysDV djds ekdZ dj ldrs gS vkSj blds ckn 

mldk ,d baMsDl dks cuk ldrs gSA 
 

Insert Table Of Authorities. blds }kjk ge vius Vscy ds baMsDl dks ist ij ,sM dj ldrs gS vkSj ist 

uacj dk “kks dj ldrs gSA 
 

Update Table. blds }kjk ge vius Vscy ds baMsDl vkSj ist uacj dks viMsV dj ldrs gSA 
 

Chapter-8. Mailings (Alt+M). 
 

 
 

Create. 
 

Envelopes. blds }kjk ge vius esy dks ,d txg ls nqljs txg ij Hkst ldrs gS vkSj bl ij fjVuZ ,Mªsl dks 

ns ldrs gSA 
 

Labels. blds }kjk ge CD/DVD dk yscy cuk ldrs gS vkSj yscy fd lkbt dks lsV dj ldrs gS vkSj ,Mªsl 

dks nsldrs gSA 
 

Start Mail Merge. 
 

Start Mail Merge. blds }kjk ge vius ou MkWD;wesaV dks eYVhiy yksxks dks Hkst ldrs gS vkSj fQYM ds vanj 

uke] ,Mªsl dks nsldrs gSA 
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Step-1. 
 

 
 

Step-2. blds }kjk ge djsaV MkWD;wesaV ij fDyd djds usDLV ij fDyd djsxs 
 

 
 

Step -3. blds }kjk ge fQYM ds vanj uke] ,Mªsl vkSj ilZuy baQkWesa”ku dks Hkj ldrs gSA 
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Step -4. blds }kjk geus tks fyLV cukbZ gS mldks LVsi ckb LVsi balZV dj ldrs gSA 
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Step-5. 
 

 
Step-6. 
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Edit Recipient List. blds }kjk cfu gqbZ fyLV dks psat dj ldrs gS ;k ,fMV dj ldrs gSA 
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Write & Insert Fields. 
 

Highlight Merge Fields. blds }kjk ge vius MkWD;qesaV ds QhYM dks gkbZykbV dj ldrs gSA  
 

 
 

Address Block. blds }kjk ge vius ysVj esa ,Mªsl dks ,sM dj ldrs gS  
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Greeting Line. blds }kjk ge vius MkWD;wesaV esa xzhfVax dks ,sM dj ldrs gSA 
 

 
 

Insert Merge Field. blds }kjk ge vius MkWD;wesaV esa igys ls cfu gqbZ QhYM dks balVZ dj ldrs gSA tSls 

VkbVy] QLVZ use] ykLV use] daiuh use 
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Preview Results. 
 

Preview Results. blds }kjk ge vius MkWD;wesaV esa esy etZ dks fQfu”k djrs gSA 
 

Find Recipient.  blds }kjk ge vius MkWD;wesaV esa tai dj ldrs gS vkSj fizO;w dks ns[k ldrs gSA 
 

Check for Errors (Alt+Shift+K). blds }kjk ge esy etZ ds ,jj dks ns[k ldrs gSA 
 

Finish & Merge. blds }kjk ge esy etZ dks daIyhV dj ldrs gS vkSj esy dks fizaV dj ldrs gS vkSj Mk;jsDVyh 

esy dks lsaM dj ldrs gSA 
 

Chapter-9. Review (Alt+R). 
 

 
 

Proofing. 
 

Spelling & Grammar (F7). blds }kjk ge vius MkWD;wesaV esa ls Lisfyax vkSj xzkej dks psd dj ldrs gS vkSj 

xyr “kCn dks lgh dj ldrs gSA 
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Thesaurus. blds }kjk ge vius MkWD;wesaV esa ls lsysDV fd;s x;s flfeyj oMZ dks ns[k ldrs gSA 
 

 
 

Word Count. blds }kjk ge vius MkWD;wesaV esa ls ist] oMZ] ykbu dks dkmaV djds ns[k ldrs gSA 
 

 
 

Language.  
 

Translate. blds }kjk ge fdlh ySaxq,t dks nqljs ySaxq,t es VªkalysV dj ldrs gSA 
 

Language. blds }kjk ge vius ySaxq,t vkWI”ku dks lsysDV dj ldrs gSA 
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Comments. 
 

New Comment. blds }kjk ge vius MkWD;wesaV esa ,d u;k desaV dks ,sM dj ldrs gS  
 

 
 

Delete. blds }kjk ge vius MkWD;wesaV ds lsysDV desaV dks fMyhV dj ldrs gSA 
 

Previous. blds }kjk ge vius MkWD;wesaV ds fiNys desaV ij tk ldrs gSA 
 

Next. blds }kjk ge vius MkWD;wesaV ds vxys desaV ij tk ldrs gSA 
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Show Comments. blds }kjk ge vius MkWD;wesaV ds lfHk desaV dks ns[k ldrs gSA 
 

Tracking. 
 

Track Change (Ctrl+Shift+E). blds }kjk ge vius MkWD;wesaV esa fd;s x, psatst dks Vªsd dj ldrs gS vkSj 

mls eSust dj ldrs gSA 
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Reviewing Pane. blds }kjk ge vius MkWD;wesaV esa gksus okys lHkh psatst dks ns[k ldrs gS  
 

Changes.  
 

Accept. blds }kjk ge vius MkWD;wesaV esa gksus okys lfHk psatst dks ,DlsIV dj ldrs gSA 
 

 
 

Reject. blds }kjk ge vius MkWD;wesaV esa gksus okys lfHk psatst dks fjtsDV dj ldrs gSA 
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Previous. blds }kjk ge vius MkWD;wesaV ds fiNys VªSDM psatst ij tk ldrs gSA 
 

Next. blds }kjk ge vius MkWD;wesaV ds vxys VªSDM psatst ij tk ldrs gSA 
 

Compare. blds }kjk ge ,d lkFk nks MkWD;wesaV dks dais;j ;k dackbu djds ns[k ldrs gS 
 

 

 
 

Protect. 
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Restrict Editing. blds }kjk ge vius MkWD;wesaV esa ikloMZ dks yxk dj MkWD;wesaV dks izksVsDV dj ldrs gSA 
 

 
 

 



Vinod Computer Institute of Software Training  

--------------------------------------------------------------------------------------- 

75 | P a g e  
 

Chapter-10. View (Alt+W). 
 

 

 

Views. 
 

Read Mode. blds }kjk ge vius lHkh MkWD;wesaV ds ist dks ,d lkFk LVsi ckbZ LVsi jhfMax djds ns[k ldrs gSA 
 

 
 

Print Layout. blds }kjk ge vius lHkh MkWD;wesaV dks fizaV ysvkmV eksM es lsV djds fizaV dj ldrs gS A 
 

Web Layout. blds }kjk ge vius lHkh MkWD;wesaV dks oscist ij ns[k ldrs gSA 
 

Outline View. blds }kjk ge vius lHkh MkWD;wesaV dks vkmV ykbu ;k cqysV IokbaV es ns[k ldrs gSA 
 

Draft View. blds }kjk ge vius lHkh MkWD;wesaV ds VsDl ns[k ldrs gSA 
 

Show.  
 

Ruler. blds }kjk ge vius MkWD;wesaV esa xkbMykbu vkSj VSc dks lsV djrs gSA 
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Gridlines. blds }kjk ge vius MkWD;wesaV es fxzMykbu dks lsV djrs gSA 
 

Navigation Pane. blds }kjk ge vius MkWD;wesaV ds gsfMax vkSj ist uacj dks ns[k ldrs gSA 
 

 
 

Zoom. 
 

Zoom. blds }kjk ge vius ist dks cMk djds ns[k ldrs gSA 
 

100%. blds }kjk ge vius ist dks 100% twe djds ns[k ldrs gSA 
 

One Pages. blds }kjk ge vius ist dks blh foaMks es ns[k ldrs gSA 
 

Multiple Pages. blds }kjk ge vius ist dks eYVhiy foaMks es ns[k ldrs gSA 
 

Page Width. blds }kjk ge vius ist dks iqjh Qqy foaMks es ns[k ldrs gSA 
 

Window. 
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New Window. blds }kjk ge vius MkWD;wesaV ds ,d ubZ foaMks dks vksiu djds ns[k ldrs gSA 
 

Arrange All. blds }kjk ge vius MkWD;wesaV ds lHkh foaMks dks ,d lkFk vjsat djds ns[k ldrs gSA 
 

 
 

Split. blds }kjk ge vius MkWD;wesaV ds foaMks dks nks ikVZ es rksM ldrs gSA 
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View Side By Side. blds }kjk ge vius MkWD;wesaV ds foaMks dks lkbM ckbZ lkbM es ns[k ldrs gSA 
 

 

 

Synchronous Scrolling. blds }kjk ge vius MkWD;wesaV ds nks foaMks dks ,d lkFk Ldzksy djds ns[k ldrs gSA 
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Reset Window Position. blds }kjk ge vius MkWD;wesaV ds nks foaMks dks fjlsV dj ldrs gSA 
 

Switch Windows. blds }kjk ge vius MkWD;wesaV ds ,d foaMks ls nqljh foaMks ij tk ldrs gSA 
 

Macro. (Alt+F8). blds }kjk ge dhcksMZ fd “kkWVZdV dh cuk dj fdlh VsDl dks fjdkWMZ dj ldrs gS ckn esa 

mls ju djds ns[k ldrs gS 
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Chapter-11. Microsoft Word Keyboard Shortcut Key. 

Shortcut Key. Option. 

Ctrl Function Key.  

Ctrl + A. Select All. 

Ctrl + B. Bold. 

Ctrl + C. Copy. 

Ctrl + D Font (Text) 

Ctrl + D Duplicate (Object & Pictures) 

Ctrl + E. Center. 

Ctrl + F. Find. 

Ctrl + G. Go to. 

Ctrl + H. Replace. 

Ctrl + I. Italic. 

Ctrl + J. Justify. 

Ctrl + K. Hyper Link. 

Ctrl + L. Left. 

Ctrl + M. Increase Indent. 

Ctrl + N. New. 

Ctrl + O. Open. 

Ctrl + P. Print. 

Ctrl + Q. Clear all Formatting 

Ctrl + R. Right. 

Ctrl + S. Save. 

Ctrl + T. Creates a hanging indent. 

Ctrl + U. Underline. 

Ctrl + V. Paste. 

Ctrl + W. Close File. 

Ctrl + X. Cut. 

Ctrl + Y. Redo. 

Ctrl + Z. Undo. 

CTRL+ F1. Show & Hide Ribbon. 

CTRL+ F2. Print Preview. 

CTRL+ F3. Cut Spike. 

CTRL+ F5.  Document Restore. 

CTRL+ F4. Close Window. 

CTRL+ F6. Go To Next Window. 

CTRL+ F7. Define. 

CTRL+ F9. Insert Field. 



Vinod Computer Institute of Software Training  

--------------------------------------------------------------------------------------- 

81 | P a g e  
 

CTRL+ F10. Maximize Document Window. 

CTRL+ F12. Open. 

CTRL+ 1. Single Space Line. 

CTRL+ 2. Double Space Line. 

CTRL+ 5. Set 1.5 Line spacing. 

CTRL+ 0. Remove Single Line Space. 

Ctrl + Insert. Copy. 

Ctrl + Enter. Break Page. 

Ctrl+] Increase Font Size. 

Ctrl+[ Decrease Font Size. 

Ctrl + =. Subscript. 

Ctrl + *. Show & Hide. 

 Shift Function Key.  

Shift + F1. Reveal Formatting. 

Shift + F2. Copy Text. 

Shift + F3. Change Case of Letter. 

Shift + F4. Go to Action. 

Shift + F5. Move Last Change. 

Shift + F6. Go to Previous Frame. 

Shift + F8. Shrink Selection. 

Shift + F7. Choose Thesaurus Command. 

Shift + F9. Switch Between Field Code. 

Shift + F10. Display Shortcut Menu. 

Shift + F11. Go To The Previous Field. 

Shift + F12. Choose Save Command. 

Alt Function Key.  

Alt + F1. Go to Next Field. 

Alt + F3. Create New Building Block. 

Alt + F4. Exit Office. 

Alt + F5. Restore Program Window Size. 

Alt + F6. Move From Open Dialog Box. 

Alt + F7. Grammatical Error. 

Alt + F8. Run Macro. 

Alt + F9. Switch Between All Code. 

Alt + F10. Maximize Program Window. 

Alt + F11. Display Visual Basic Code. 

Alt + Backspace. Undo. 

Alt + =. Equation. 
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Ctrl + Shift Function Key.  

Ctrl + Shift + F3. Insert Content of Spike. 

Ctrl + Shift + F5. Edit Bookmark. 

Ctrl + Shift + F6. Go To Previous Window. 

Ctrl + Shift + F7. Update Link. 

Ctrl + Shift + F8. Extend Selection. 

Ctrl + Shift + F9. Unlink Field. 

Ctrl + Shift + F11. Unlock Field. 

Ctrl + Shift + F12. Print Command. 

Ctrl + Shift + C & Ctrl + Shift + V Format Printer 

Ctrl + Shift + F Font 

Ctrl + Shift + >.  Increase Font Size. 

Ctrl + Shift + <. Decrease Font Size. 

Ctrl + Shift + W. Underscore. 

Ctrl + Shift + A. Change Text Capital Letter. 

Ctrl + Shift + K. Change Text Small Letter. 

Ctrl + Shift + N. Normal Style. 

Ctrl + Shift + B. Bold. 

Ctrl + Shift + D. Double Under Line. 

Ctrl + Shift + +. Superscript. 

Ctrl + Shift + M. Decrease Indent. 

Ctrl + Shift + Enter. Column Break. 

Ctrl + Shift + E. Track Change 

Alt + Shift Function Key.  

Alt + Shift + N. Merge Document. 

Alt + Shift + M. Print Merge Document. 

Alt + Shift + E. Edit-Mail Merge. 

Alt + Shift + F. Insert Merge Field. 

Alt + Shift + D. Insert Date Field. 

Alt + Shift + T. Insert Time Field. 

Alt + Shift + O. Mark Table Content Entry. 

Alt + Shift + I. Mark Citation 

Alt + Shift + X. Mark Entry 

Alt + Shift + K. Check for Errors 

Function Key.  

F2. Move Text. 

F4. Repeat Last Action. 

F5. Go To Command. 
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F6. Go To Next Frame. 

F8. Extend Selection. 

F7. Spelling Command. 

F9. Update Selection. 

F10. Show Key Tips. 

F11. Go To Next Field. 

F12. Save As Command. 

Ctrl + Alt + F. Insert Footnote. 

Ctrl + Alt + D. Insert Endnote. 

Ctrl + Alt + F2. Open. 

Enter. Line Break. 
 


