
 

Only for CYBERTECH Use 

Prepared by: Mohammad Ali Page 1 of 7 

 

L
e
c
tu

re
-
 0

1
 

 

 

 

 
 

Microsoft Word hy³iv‡óªi wek¦ weL¨vZ md&UIq¨vi wbg©vZv cÖwZôv Microsoft Corporation KZ©„K ˆZixK…Z GKwU 

Application Software| Microsoft Word Gi gva¨‡g †h †Kvb ai‡bi kã cÖwµqvKi‡Yi KvR m¤úbœ Kiv hvq| 

Microsoft Word †cÖvMÖvgwU we‡k¦ †jLv‡jwLi Kv‡R eûj e¨eüZ nq e‡j GB †cÖvMÖvg‡K IqvW© cÖ‡mwms †cÖvMÖvg 

wn‡m‡eI AewnZ Kiv nq| Microsoft Corporation KZ©„K ˆZwiK…Z me©‡kl Awdm fvm©b Microsoft Office 2016| 

IqvW© cÖ‡mwms Gi RM‡Z GK bZzb w`K D‡b¥vPb K‡i e¨enviKvixi Kv‡Q K‡i‡Q c~‡e©i fvm©b †_‡K mnR I 

mvejxj| Microsoft Office 2016 fvm©b AZ¨vš Í mn‡R e¨envi Dc‡hvMx MÖvwd· I mnR B›Uvi‡d‡mi mgš^q NUv‡bv 

n‡q‡Q| hw`I c~‡e©i fvm©‡bi mv‡_ Gi †Kvb B›Uvi‡dmMZ wgj Lyu‡R cvIqv hv‡e bv ZeyI Gi mg Í̄ Uzj I KgvÛ 

¸‡jv‡K Gi e¨enviMZ w`K we‡ePbv K‡i U¨ve, wieb I KgvÛ MÖæc wnmv‡e mvwR‡q ivLv n‡q‡Q hv e¨enviKvix 

cÖ‡qvRbxq Kv‡Ri mgq AwZ`ªæZ Lyu‡R KgvÛ w`‡Z cvi‡e| 



 MICROSOFT WORD 2016 OPEN SYSTEM: 
 

 

 

 

 

 

  

 

 

 

 

 MICROSOFT WORD 2016 INTRODUCING: 
 

Microsoft Word 2016 fvm©bwUi B›Uvi‡dm c~‡e©i fvm©‡bi †gbyevi, mve‡gby I we‡kl Uzjev‡ii cwie‡Z© mg Í̄ 

B›Uvi‡dmwU Kz&BK G‡·m Uzjevi, U¨ve, wieb I KgvÛ MÖæ‡ci gva¨‡g mKj KgvÛ mg~n‡K Avjv`v Avjv`v 

K¨vUvMix‡Z Dc¯’vcb Kiv n‡q‡Q| hvi d‡j e¨enviKvix AwZ`ªæZ Kvsw•LZ KvRwU mgvcb Ki‡Z cv‡i| wb‡¤œ 

ch©vqµ‡g Microsoft Word 2016  Gi wewfbœ Ask wPÎmn Zz‡j aiv n‡jv| 

 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 

 UvB‡Uj evi KzBK G‡·m Uzjevi 

 KgvÛ MÖyc mg~n 

 Kjvá wieb 

U¨ve mg~n 

Ryg ø̄vBWvi 

⚫ Microsoft Word Program Pvjy Kivi Rb¨ gvDm w`‡q Start   

    Button G Click Ki‡Z n‡e Zvici All Apps / All Programs G   

    wK¬K Ki‡Z n‡e Zvici Word 2016 G Click Ki‡jB  Microsoft  

    Office Word 2016 Open n‡e| 

 
⚫ Start Button  Click  All Programs / All Apps  Microsoft  
     Word 2016  Click. 

iæjvi 

 

wieb 

÷¨vUvm evi 

WKz‡g›U †cR/ 

IqvK© Gwiqv 

Bbmvm©b c‡q›Uvi/ 

Kvm©i  
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 MICROSOFT WORD 2016 CLOSE SYSTEM: 
 

File U¨v‡e wK¬K K‡i Close Ack‡b wK¬K| Zvici dvBjwU †mf Ki‡Z PvB‡j Yes G wK¬K Avi Save bv Ki‡Z 

PvB‡j No †Z wK¬K Ki‡Z n‡e| 

 

 FILE TAB: 
 

 
 
 
 
 
 
 
 
 
 

 QUICK ACCESS TOOLBAR: 
 

 

 

 

 

 RIBBON: 

Microsoft Word 2016 e¨enviKvix‡`i `ªæZ I mn‡R †Kvb KvR m¤úv`‡bi myweav‡_© c~e© fvm©‡bi b¨vq †gby, 

mve‡gby I Uzjev‡ii cwie‡Z© †gbyevi I Uzjev‡ii mgš^‡q ˆZix U¨ve, wieb I KgvÛ MÖæc e¨envi Kiv n‡q‡Q| U¨ve 

GKB mv‡_ †gby Ges Uzjev‡ii KvR K‡i| wieb n‡jv Ggb GK GKwU U¨ve †hLv‡b cÖ‡Z¨K Kv‡Ri Rb¨ Avjv`v 

Avjv`v KgvÛ MÖæc ivLv n‡q‡Q| hv cÖ‡qvRb g‡Zv AwZ `ªæZ Lyu‡R †ei K‡i e¨envi Kiv hvq| wb‡¤œ ch©vqµ‡g Home, 

Insert, Design, Layout, References, Mailings, Review, View, Add-ins, Help U¨ve ¸‡jv wPÎmn Av‡jvPbv Kiv 

n‡jv- 

 

 HOME TAB: 
Home Tab wU Microsoft Word 2016 Gi me©cÖ_g U¨ve| Home Tab Gi KgvÛ ¸‡jv cÖv_wgK auv‡Pi †jLv‡jwL I 

†U·U di‡gwUs Kv‡R mvaviYZ e¨eüZ n‡q _v‡K| Home Tab Gi KgvÛ MÖæc ¸‡jv n‡jv- Clipboard KgvÛ MÖæc, 

Font KgvÛ MÖæc, Paragraph KgvÛ MÖæc, Style KgvÛ MÖæc, Editing KgvÛ MÖæc | Home Tab e¨envi K‡i Paste, 

Copy, Cut, Format Painter, Font, Font Size, Increase Font Size, Decrease Font Size, Change Case, Clear 

All Formatting, Bold, Italic, Underline, Strikethrough, Subscript, Superscript, Text Effect, Text Highlight Color, 

Font Color, Bullets, Numbering, Multilevel List, Decrease Indent, Increase Indent, Sort, Paragraph Mark, Align 

Left, Center, Align Right, Justify, Line and Paragraph Spacing, Shading, Boarders, Create a Style, Clear 

Formatting, Apply Style, Find, Replace, Select BZ¨vw` KgvÛ m¤úbœ Kiv hvq| 

 

 

 

 

 

 

 

 

Microsoft Word 2016 Open Ki‡j evgcv‡k Dc‡i †KvYvq File bv‡g 

Backstage View Tab Aew¯’Z| GB ¸iæZ¡c~Y© dvBj U¨ve gva¨‡g Microsoft 

Word G bZzb WKz‡g›U †Lvjv, eÜ Kiv, †mf Kiv, wcÖ›U Kiv, †mfK…Z 

WKz‡g›U cybivq I‡cb Kiv BZ¨vw` AZ¨šÍ ¸iæZ¡¡c~Y© Kv‡R e¨eüZ nq|  

 

Microsoft Word 2016 G ª̀æZ Kv‡Ri Rb¨ File U¨v‡ei Dc‡i KzBK G‡·m 

Uzjevi bv‡g GKwU Uzj ivLv n‡q‡Q| †h mKj Uzj evievi cÖ‡qvRb nq †m mKj 

Uz‡ji mgš^‡q KzBK G‡·m Uzjevi ‰Zix Kiv n‡q‡Q| †hgb-†mf, AvbWz, wiWz 

BZ¨vw` G¸‡jv QvovI Av‡iv Uzj ms‡hvR‡bi e¨e¯’v ivLv n‡q‡Q|  
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 INSERT TAB: 
Insert Tab wU Microsoft Word 2016 Gi wØZxq U¨ve| Insert Tab Gi KgvÛ ¸‡jv n‡jv- Pages KgvÛ MÖæc, Tables 

KgvÛ MÖæc, Illustrations KgvÛ MÖæc, Add-ins KgvÛ MÖæc, Online Video Media KgvÛ MÖæc, Links KgvÛ MÖæc, 

Comment KgvÛ MÖæc, Header & Footer KgvÛ MÖæc, Text KgvÛ MÖæc, Symbols KgvÛ MÖæc| Insert Ribbon e¨envi 

K‡i Cover Page, Blank Page, Page Break, Table, Excel Spreadsheet, Quick Tables, Pictures, Online 

Pictures, Smart Art, Chart, Screenshot, Get Add-ins, My Add-ins, Wikipedia, Online Video Media, Link, 
Bookmark, Cross-reference, Comment, Header, Footer, Page Number, Text Box, Explore Quick Parts, Insert 
Word Art, Drop Cap, Add a Signature Line, Insert Date and Time, Object, Equation, Symbol BZ v̈ẁ  KgvÛ m¤úbœ Kiv hvq| 

 

 

 

 

 

 

 DESIGN TAB: 
Design Tab wU Microsoft Word 2016 Gi Z…Zxq U¨ve| Design Tab Gi KgvÛ MÖæc ¸‡jv n‡jv- Themes KgvÛ 

MÖæc, Document Formatting KgvÛ MÖæc, Page Background KgvÛ MÖæc| Design Tab e¨envi K‡i Themes, 

Colors, Fonts, Paragraph Spacing, Effects, Set as Default, Watermark, Page Color, Page Borders BZ¨vw` 

KgvÛ m¤úbœ Kiv hvq| 

 

 

 

 

 

 

 LAYOUT TAB: 
Layout Tab wU Microsoft Word 2016 Gi PZz_© U¨ve| Layout Tab Gi KgvÛ MÖæc ¸‡jv n‡jv- Page Setup KgvÛ 

MÖæc, Paragraph KgvÛ MÖæc, Arrange KgvÛ MÖæc| Layout Tab e¨envi K‡i Margins, Orientation, Size, Columns, 

Breaks, Line Numbers, Hyphenation, Indent, Spacing, Position, Wrap Text, Bring Forward, Selection Pane, 
Align, Group, Rotate BZ¨vw` KgvÛ m¤úbœ Kiv hvq| 

 

 

 

 

 

 

 REFERENCES TAB: 
References Tab wU Microsoft Word 2016 Gi cÂg U¨ve| References Tab Gi KgvÛ MÖæc ¸‡jv n‡jv- Table of 

Contents, KgvÛ MÖæc, Footnotes KgvÛ MÖæc, Smart Lookup Research KgvÛ MÖæc, Citations & Bibliography  

KgvÛ MÖæc, Captions KgvÛ MÖæc, Index KgvÛ MÖæc, Table of Authorities KgvÛ MÖæc| References Tab e¨envi 

K‡i Table of Contents, Add Text, Update Table, Insert Footnote, Insert Endnote, Next Footnote, Show Notes, 

Smart Lookup Research, Insert Citation, Manage Sources, Style, Bibliography, Insert Caption, Insert Table 
of Figures, Update Table, Cross-reference, Mark Entry, Insert Index, Mark Citation, Insert Table of Authorities 
BZ¨vw` KgvÛ m¤úbœ Kiv hvq| 
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 MAILINGS TAB: 
Mailings Tab wU Microsoft Word 2016 Gi lô U¨ve| Mailings Tab Gi KgvÛ MÖæc ¸‡jv n‡jv- Create KgvÛ MÖæc, 

Start Mail Merge KgvÛ MÖæc, Write and Insert Fields KgvÛ MÖæc, Preview Results KgvÛ MÖæc, Finish KgvÛ 

MÖæc| Mailings Tab e¨envi K‡i Envelopes, Labels, Start Mail Merge, Select Recipients, Edit Recipients List, 

Highlight Merge Fields, Address Block, Greeting Line, Insert Merge Field, Rules, Match Fields, Update 
Labels, Preview Results, Find Recipient, Check for Errors, Finish & Merge BZ¨vw` KgvÛ m¤úbœ Kiv hvq| 

 

 

 

 

 

 

 

 REVIEW TAB: 
Review Tab wU Microsoft Word 2016 Gi mßg U¨ve| Review Tab Gi KgvÛ MÖæc ¸‡jv n‡jv- Proofing KgvÛ 

MÖæc, Accessibility KgvÛ MÖæc, Language KgvÛ MÖæc, Comments KgvÛ MÖæc, Tracking KgvÛ MÖæc, Changes 

KgvÛ MÖæc, Compare KgvÛ MÖæc, Protect KgvÛ MÖæc, Ink KgvÛ MÖæc| Review Tab e¨envi K‡i Spelling & 

Grammar, Thesaurus, Word Count, Check Accessibility, Translate, Language, New Comment, Delete, 
Previous, Next, Show Comments, Tracking Changes, Simple Markup, Show Markup, Reviewing Pane, 
Accept, Reject and Move to Next, Previous Change, Next Change, Compare, Combine,  Block Authors, 
Restrict Editing, Start Inking, Hide Ink  BZ¨vw` KgvÛ m¤úbœ Kiv hvq| 

 

 

 

 

 

 

 VIEW TAB: 
View Tab wU Microsoft Word 2016 Gi Aóg U¨ve| View Tab Gi KgvÛ MÖæc ¸‡jv n‡jv- Views KgvÛ MÖæc, Page 

Movement KgvÛ MÖæc, Show KgvÛ MÖæc, Zoom KgvÛ MÖæc, Window KgvÛ MÖæc, Macros KgvÛ MÖæc, SharePoint 

KgvÛ MÖæc| View Tab e¨envi K‡i Read More, Print Layout, Web Layout, Outline, Draft, Vertical, Side to 

Side, Ruler, Gridlines, Navigation Pane, Zoom, 100%, One Page, Multiple Pages, Page Width, New Window,  
Arrange All, Split, View Side by Side, Synchronous Scrolling, Reset Window Position, View Marcos, Record 
Macros, Pause Recording, Stop Recording BZ¨vw` KgvÛ m¤úbœ Kiv hvq| 

 

 

 

 

 

 

 ADD-INS TAB: 
Add-ins Tab wU Microsoft Word 2016 Gi beg U¨ve| Add-ins Tab Gi KgvÛ MÖæc n‡jv- Menu Commands KgvÛ 

MÖæc| Add-ins Tab e¨envi K‡i Bijoy Classic Converter BZ¨vw` KgvÛ m¤úbœ Kiv hvq| 
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 HELP TAB: 
Help Tab wU Microsoft Word 2016 Gi `kg U¨ve| Help Tab Gi KgvÛ MÖæc n‡jv- Help KgvÛ MÖæc| Help Tab 

e¨envi K‡i Help, Contact Support, Feedback, Show Training BZ¨vw` KgvÛ m¤úbœ Kiv hvq| 

 

 

 

 

 

 SAVE: 
Microsoft Word G Z_¨ UvBc Kivi ci Zv msiÿY K‡i ivLvi Rb¨ File Tab  

†_‡K Save G Click K‡i Browse G wK¬K K‡i  Save As Dialog Box cÖ`wk©Z 

n‡e| †mLvb †_‡K †h bv‡g dvBjwU †mf Ki‡Z n‡e File Name Box G wM‡q  

D³ bvg UvBc K‡i Save Button G Click Ki‡Z n‡e|  

 

• File Tab  Save   Browse  File Name UvBc   Save Click. 

  
 

 BLANK DOCUMENT: 
Microsoft Word G bZyb WKz‡g›U †bIqvi Rb¨ File Tab G Click K‡i New †Z  

Click K‡i Blank Document G Click Ki‡Z n‡e| 

 
• File Tab  New   Blank Document  Click. 

 
 
 
 

 OPEN: 
Microsoft Word G c~‡e©i Save K…Z dvBj cybivq Open Kivi Rb¨ File Tab G Click  

K‡i Open G Click K‡i Browse G wK¬K Ki‡j Open Dialog Box Avm‡e File Name 

Box G wM‡q †h bv‡g dvBjwU Save Kiv Av‡Q Box G †mB bvgwU UvBc K‡i Open  

Button G Click Ki‡Z n‡e| 

 

• File Tab  Open  Browse  c~‡e©i †mfK…Z File Name UvBc  Open  Click. 

 
 

 COPY: 
Microsoft Word Gi †Kvb †jLv ûeû Ab¨ ¯’v‡b Copy Kivi Rb¨ Home Tab G wM‡q  

Clipboard KgvÛ MÖæc †_‡K Copy †Z Click Ki‡Z n‡e| 

 

• Home Tab  Clipboard  Copy   Click. 
 
 

 CUT: 
Document Gi †Kvb †jLv Ab¨ ¯’v‡b ¯’vbvšÍi ev Cut Kivi Rb¨ Home Tab G Click 

K‡i Clipboard †_‡K Cut G Click Ki‡Z n‡e| 

 

• Home Tab  Clipboard  Cut   Click. 
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 PASTE: 
 

Microsoft Word Gi WKz‡g‡›Ui Copy A_ev Cut K…Z †jLv‡K †Kvb wbw`©ó ¯’v‡b ¯’vcb 

ev Paste Kivi Rb¨ Home Tab G Click K‡i Clipboard KgvÛ MÖæc †_‡K Paste G  

Click Ki‡Z n‡e| 

 

• Home Tab  Clipboard  Paste   Click. 
 

 FONT: 
 

 

 

 

 

 
 

 
 

 FIND: 
†Kvb WKz‡g‡›U A‡bK ¸‡jv k‡ãi g‡a¨ †_‡K AwZ`ªæZ wbw`©ó kã Luy‡R †ei Ki‡Z 

PvB‡j Home Tab †_‡K Editing MÖæc †_‡K Find G Click Ki‡j Navigation Box G  

D³ kãwU wjL‡Z n‡e|  
 

• Home Tab  Editing  Find  Navigation Box  Click. 
   

 REPLACE: 
WKz‡g‡›Ui AmsL¨ k‡ãi g‡a¨ †_‡K wbw`©ó †Kvb kã‡K cwieZ©b K‡i Ab¨ †Kvb  

kã cÖwZ¯’vcb Ki‡Z PvB‡j Home Tab G wM‡q Editing MÖæc †_‡K Replace G 

Click Ki‡j Find & Replace Box Avm‡j †h kãwU cwieZ©b Ki‡Z PvB Ges †h  

kãwU cÖwZ¯’vcb Ki‡Z PvB Zv wj‡L Replace evU‡b Click| 

  

 GOTO: 
 

Kvm©i †K AwZ`ªæZ MwZ‡Z †Kvb Page, Line, Section, Footnote, Bookmark 

BZ¨vw`‡Z ¯^qswµq fv‡e wb‡q †h‡Z PvB‡j Home Tab †Z Click K‡i Editing MÖæc 

†_‡K Find G wK¬K K‡i  Go To †Z Click Ki‡j Find & Replace Box Avm‡j wbw ©̀ó 

¯’v‡b msL¨v D‡jøL K‡i Next evU‡b Click Ki‡Z n‡e|  
  

 HEADER & FOOTER: 
 

WKz‡g‡›Ui cÖ‡Z¨K c„ôvi †U·U evDÛvixi Dc‡i Ges wb‡P ¯^qswµq fv‡e †Kvb 

†jLv cÖ`©kb Ki‡Z PvB‡j Insert Tab †_‡K Header & Footer MÖæ‡c Click K‡i  

Header A_ev Footer G wK¬K K‡i cÖ‡qvRbxq †jLv wjL‡Z n‡e|  
 

 ZOOM: 
 

Microsof Word G WKz‡g‡›Ui †jLv ¸‡jv‡K †`Lvi myweav‡_© WKz‡g‡›Ui †cR‡K Kv‡Q 

Ges ~̀‡i wb‡q hvIqv ev wb‡q Avmvi Rb¨ View Tab G Click K‡i Zoom MÖæc †_‡K G  

Zoom G Click Ki‡j Zoom Dialog Box †_‡K cÖ‡qvRb Abyhvqx Percent Select K‡i  

Ok evU‡b Click Ki‡Z n‡e| 
 

 

Microsoft Word 2016 WKz‡g‡›Ui †Kvb †jLv 

UvBc Kivi ci hw` †jLvi wWRvBb cwieZ©b 

Ki‡Z nq Zvn‡j cÖ‡qvRbxq †jLv Select K‡i 

Home Tab  Font Group  Font  Click  
Gi e· †_‡K cÖ‡qvRb g‡Zv Font, Font Style, 

Size Select BZ¨vw` wm‡j± K‡i  Ok. 
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 PAGE NUMBER: 
 

WKz‡g‡›Ui cÖwZwU c„ôvq ¯̂qswµqfv‡e bv¤̂vi w`‡Z PvB‡j Insert Tab G wM‡q  Header 

& Footer MÖæc †_‡K Page Number G wK¬K|  

 

 DATE AND TIME: 
 

WKz‡g‡›Ui †Kvb ¯’v‡b ¯^qswµqfv‡e eZ©gvb ZvwiL I mgq ms‡hvRb Ki‡Z PvB‡j  

Insert Tab G wK¬K K‡i Text MÖæc †_‡K Date a rnd Time G Click K‡i Date and Time 

Box †_‡K cÖ‡qvRbxq Date and Time Format wU wm‡j± K‡i Ok evU‡b  

Click Ki‡Z n‡e| 

  
 

 SYMBOL: 
 

WKz‡g‡›Ui wbw`©ó †Kvb ¯’v‡b we‡kl wPý e¨envi Ki‡Z PvB‡j Kvm©i cÖ‡qvRbxq ¯’v‡b  

†i‡L Insert Tab G Click K‡i Symbol G Click Ki‡j Symbol bv‡gi Dialog Box  

†_‡K cÖ‡qvRbxq Symbol ev wPýwU wm‡j± K‡i Insert G Click Ki‡Z n‡e| 
 

 

 

 FOOTNOTE: 
 

dvB‡ji g‡a¨ UxKv w`‡Z n‡j Kvm©i wbw`©ó Word Gi mvg‡b †i‡L References Tab  

 Footnotes MÖæc  Insert Footnote  Click  cÖ‡qvRbxq Z_¨ UvBc K‡i Kx‡evW©  

†_‡K Page Up Kx †P‡c dvB‡ji Dc‡i P‡j †h‡Z n‡e| ZLb †`Lv hv‡e  H  Word 

wUi mvg‡b GKwU bv¤̂vi Av‡Q, gvDm c‡q›Uvi H bv¤̂v‡ii  cv‡k  wb‡q †M‡j Note wU †`Lv hv‡e|  

hẁ  Note gyQ‡Z nq ZLb bv¤̂v‡ii Wvb cv‡k¦© Kvm©i  wb‡q Back Space Press K‡i gyQ‡Z n‡e| 

 

 

 

 PICTURE: 
WKz‡g‡›Ui g‡a¨ Qwe mshy³ Kivi Rb¨ Insert Tab  Illustrations Group  Pictures 

 Insert Picture  cÖ‡qvRb g‡Zv Qwe wm‡j± K‡i Insert. 

 

 WORD ART: 
WKz‡g‡›Ui g‡a¨ †jLv wWRvBb Kivi Rb¨ Insert Tab  Text Group  Insert Word 

Art  Insert Text Here e‡· cÖ‡qvRbxq †jLv UvBc Ki‡Z n‡e| 

 

 

 TEXT BOX: 
WKz‡g‡›Ui g‡a¨ †jLvi e· ‰Zix Kivi Rb¨ Insert Tab  Text Group  Text Box 

 Text e‡· cÖ‡qvRbxq †jLv UvBc Ki‡Z n‡e| 

 
 

 SHAPES: 
WKz‡g‡›Ui g‡a¨ †Kvb KvVv‡gv ev †mc ‰Zix Kivi Rb¨ Insert Tab  Illustrations 

Group  Shapes  cÖ‡qvRbxq †mc wm‡j± K‡i gvD‡mi gva¨‡g Wª v̈M Ki‡Z n‡e| 

 

 

 TEXT FROM FILE: 
eZ©gvb †Kvb WKz‡g‡›Ui mv‡_ Aci †Kvb WKz‡g‡›Ui Z_¨‡K ¯^qswµq fv‡e 

mshy‡³i Rb¨ Insert Tab  Text Group  Text From File  Click Insert File 

 cÖ‡qvRbxq c~‡e©i †mfK…Z dvBj wm‡j±  Insert Button G wK¬K| 


