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 TABLE: 
 

Microsoft Word 2016 e¨enviKvix‡`i AwZ`ªæZ I Lye mn‡R †Kvb Kjvg I  

†iv mg„× †Uwej ev QK ˆZwi Kivi Rb¨ Table Ackb e¨envi Kiv n‡q _v‡K| 

 

• Insert Tab  Tables Group  Table  Insert Table  cÖ‡qvRb Abymv‡i 

 Column Ges Row wba©viY Ki‡Z n‡e   Ok  Click. 
 

 
 
 
 
 

 

 

 
 INSERT ROWS: 
ˆZwiK…Z †Uwe‡ji Aax‡b bZzb †Kvb Row mshy³ Kivi Rb¨ Insert Rows 

e¨envi Kiv n‡q _v‡K| 

 

• Row Select  Mouse Right Button  Insert  Insert Rows Above or 
   Insert Rows Below  Click. 

 

 
 DELETE ROWS: 
ˆZwiK…Z †Uwe‡ji Aax‡b †Kvb Row gy‡Q †djvi Rb¨ Delete Rows 

e¨envi Kiv n‡q _v‡K| 

 

• Row Select  Mouse Right Button  Delete Rows  Click. 

 

 
 INSERT COLUMNS: 
ˆZwiK…Z †Uwe‡ji Aax‡b bZzb †Kvb Column mshy³ Kivi Rb¨ Insert Columns 
e¨envi Kiv n‡q _v‡K| 

 

• Column Select  Mouse Right Button  Insert  Insert Columns to the 
   Left or Insert Columns to the Right  Click. 

 

 
 DELETE COLUMNS: 
ˆZwiK…Z †Uwe‡ji Aax‡b †Kvb Column gy‡Q †djvi Rb¨ Delete Columns 

e¨envi Kiv n‡q _v‡K| 

 

• Column Select  Mouse Right Button  Delete Columns  Click. 
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 MARGE CELLS: 
GKvwaK †mj‡K GKwÎZ K‡i ¯̂qswµq fv‡e GKwU †m‡j iƒcvšÍ‡ii Rb¨ e¨envi n‡q  

_v‡K| 

 

• Cell Select  Mouse Right Button Merge Cells  Click. 

 

 

 

 

 
 SPLIT CELLS: 
GKwU †mj‡K GKvwaK †m‡j ¯^qswµq fv‡e iƒcvšÍ‡ii Rb¨ e¨envi n‡q _v‡K| 

 

• Cell Select  Mouse Right Button  Split Cells  Click. 

 

 

 
 

 

 TABLE STYLES: 
AwZ`ªæZ ¯^qswµq fv‡e ˆZwiK…Z †Uwe‡j‡K mw¾Z Kivi Rb¨ g~jZ 

Table Styles e¨envi Kiv nq| 

 

• Table Select  Design Tab   Click   Table Style  cÖ‡qvRb g‡Zv Style G Click. 

 

 

 CONVERT TO TEXT: 
†Uwe‡ji Af¨šÍ‡ii †Kvb †jLv ¯̂vfvweK †jLvi g‡Zv iƒcvšÍi Kivi Rb¨  

Convert to Text e¨envi n‡q _v‡K| 

 

• Table Select  Layer Tab  Data  Convert to Text  Click. 

 
 
 
 

 CONVERT TABLE TO TEXT: 
¯^vfvweK †Kvb †jLv‡K †Uwe‡ji Af¨šÍ‡ii iƒcvšÍi Kivi Rb¨ Convert  

Text to Table e¨envi n‡q _v‡K| 

 

• Text Select  Insert Tab  Table  Convert Text to Table  Click. 
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 WORD COUNT: 
WKz‡g›U mµvšÍ mKj Z_¨ AwZ`ªæZ AeMZ nIqvi Rb¨ 

Word Count e¨envi nq| 

 
 

• Review Tab  Proofing Group  Word Count  Click  Close  Click. 
 

 
 AUTO CORRECT: 

†Kvb k‡ãi ï× evbvb Rvbv _vKv m‡Ë¡I fyj ekZt †jLvi mgq evbvbwU fyj nq  

ZLb Auto Correct Gi gva¨‡g Zv AwZ`ªæZ ¯^qwµq fv‡e ï× Kiv hvq| 

 

• File Tab  Options  Proofing  Auto Correct Options  Replace  
and With G cÖ‡qvRbxq kã UvBc Ki‡Z n‡e    Add  Ok  Click. 

 

 

 

 PROTECT: 

cÖ‡qvRbxq †Kvb WKz‡g›U‡K Kv‡Ri wbivcËvi myweav‡_© †cÖv‡U± K‡i ivLv hvq,  

hvi d‡j D³ †cÖv‡U±K…Z WKz‡g›U H wbẁ ©ó e ẅ³ e v̈wZZ Ab  ̈†KD D³ WKz‡g‡›Ui  

†Kvb Ask GwWU ev wWwjU Kivi AbygwZ cv‡e bv, †m †ÿ‡Î Ab¨vb¨ e¨w³ ïay  

gvÎ WKz‡g›U †`Lvi AbygwZ cv‡e| 

 

• Review Tab  Protect  Restrict Editing  Task Pane  Yes Start 
   Enforcing Protection  Click  Optional and Confirm Password  Ok. 

  
 STOP PROTECTION: 

†cÖv‡U±K…Z †Kvb WKz‡g›U‡K c~‡e©i g‡Zv ¯̂vfvweK †cÖv‡U± gy³ WKz‡g›U g‡Zv Kivi 

Rb¨ Stop Protection e¨envi n‡q _v‡K| 

 

• Review Tab  Protect  Restrict Editing  Stop Protection   Click  
 Password Type  Ok. 

 
 
 

 ENVELOPES: 

WKz‡g‡›Ui Kv‡Ri ¸iæZ¡ Rb¨ wewfbœ mgq WKz‡g‡›Ui mv‡_  

Bb‡f‡jvc ev LvgI wcÖ›U Kivi cÖ‡qvRb nq Avi ZLbB  

Envelopes e¨envi n‡q _v‡K| 

 
 

• Mailings Tab  Create Group  Envelopes   Delivery Address Gi  

 ¯’v‡b cÖvc‡Ki wVKvbv Ges Return Address Gi ’̄v‡b †cÖi‡Ki wVKvbv UvBc  

 Ki‡Z n‡e  Add to Document  Click. 
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 SHOW: 
 

Microsoft Word †Kvb we‡kl Kv‡Ri †ÿ‡Î mwVK cwigv‡c Kivi Rb¨ mwVK gvc‡Rvu‡Ki  

cÖ‡qvRb nq| Show Command Group Gi gva¨‡g Ruler Ges Gridlines Kgv‡Ûi  

gva¨‡g my² fv‡e †Kvb Kv‡Ri Rb¨ mwVK cwigv‡ci KvR m¤úbœ Kiv hvq| 

 

• View Tab  Show Command Group  Ruler or Gridlines Check box G 

   wUK wPü w`‡Z n‡e  Zvici cÖ‡qvRb Abymv‡i iæjvi ev MÖxWjvB‡bi gva¨‡g cwigvc 

   m¤úbœ Ki‡Z n‡e| 

 

 IMPORTANT SHORTCUT: 

Microsoft Word 2016 †cÖvMÖv‡gi wewfbœ KvR AwZ`ªæZ m¤úbœ Kivi Rb¨ AmsL¨ kU©KvU Kx i‡q‡Q| `ªæZ Kv‡Ri †UKwbK 

†kLvi Rb¨ eûj e¨eüZ nq Ggb wKQz kU©KvU Kx wb‡¤œ cÖ`Ë n‡jv: 

 

               

Ctrl + A All Select WKz‡g‡›Ui mKj †jLv GKB mv‡_ wm‡j± Kivi Rb¨| 

Ctrl + B Bold †Kvb wbw`©ó †jLv †gvUv Kivi Rb¨| 

Ctrl + C Copy cÖ‡qvRbxq †jLvi Abywjwc ev Kwc Kiv Rb¨| 

Ctrl + D Font Font wfwËK Kv‡Ri Rb¨ ̀ ªæZ d›U WvqvjM e· cÖ`k©‡bi Rb¨| 

Ctrl + E Center WKz‡g‡›Ui †jLv `ªæZ †c‡Ri gv‡S ¯’vbvšÍ‡ii Rb¨| 

Ctrl + I Italic cÖ‡qvRbxq †jLv BUvwjK ev evuKv Kivi Rb¨| 

Ctrl + J Justify WKz‡g‡›Ui †jLv †c‡Ri `ycv‡k mgvšÍivj Kivi Rb¨| 

Ctrl + L Align Left WKz‡g‡›Ui †jLv `ªæZ †c‡Ri ev‡g ¯’vbvšÍ‡ii Rb¨| 

Ctrl + N Blank Document bZzb WKz‡g›U ˆZwii Rb¨| 

Ctrl + O Open †mfK…Z WKz‡g›U cybivq cÖ`k©‡bi Rb¨| 

Ctrl + R Align Right WKz‡g‡›Ui †jLv `ªæZ †c‡Ri Wv‡b ¯’vbvšÍ‡ii Rb¨| 

Ctrl + S Save ˆZwiK…Z WKz‡g›U‡K fwel¨‡Zi Rb¨ msiÿ‡Yi Rb¨| 

Ctrl + U Underline cÖ‡qvRbxq †jLvi wb‡P AvÛvi jvBb ev `vuM †`Iqvi Rb¨| 

Ctrl + V Paste Kwc ev KvUK…Z †Kvb †jLv‡K wbw`©ó ¯’v‡b ¯’vcb Kivi Rb¨| 

Ctrl + X Cut †Kvb †jLv‡K ¯’vbvšÍi ev gyf Kivi Rb¨| 

Ctrl + Y Redo WKz‡g‡›U m¤úvw`Z †Kvb KvR‡K c‡ii Ae ’̄vq †div‡bvi Rb¨| 

Ctrl + Z Undo WKz‡g‡›U m¤úvw`Z †Kvb KvR‡K c~‡e©i Ae ’̄vq †div‡bvi Rb¨| 

Ctrl + Home Go to Document Home `ªæZ WKz‡g‡›Ui cÖ_‡g Kvm©i wb‡q hvIqvi Rb¨| 

Ctrl + End Go to Document End `ªæZ WKz‡g‡›Ui †k‡l Kvm©i wb‡q hvIqvi Rb¨| 

Home Go to Line Home `ªæZ jvB‡bi cÖ_‡g Kvm©i wb‡q hvIqvi Rb¨| 

End Go to Line End `ªæZ jvB‡bi †k‡l Kvm©i wb‡q hvIqvi Rb¨| 

Page Up Go to Page Up `ªæZ †c‡Ri Dc‡ii w`‡K hvIqvi Rb¨| 

Page Down Go to Page Down `ªæZ †c‡Ri wb‡Pi w`‡K hvIqvi Rb¨| 

Backspace Remove Word Back Side WKz‡g‡›Ui †jLv †cQb w`K †_‡K gy‡Q †djvi Rb¨| 

Delete Remove Word Front Side WKz‡g‡›Ui †jLv mvg‡bi w`K †_‡K gy‡Q †djvi Rb¨| 

Ctrl + [ Decrease Font Size WKz‡g‡›Ui wm‡j±K…Z †jLv `ªæZ †QvU Kivi Rb¨| 

Ctrl + ] Increase Font Size WKz‡g‡›Ui wm‡j±K…Z †jLv `ªæZ eo Kivi Rb¨| 

 


