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MS Word 2019

MS Word 2019 is a word processing software developed by Microsoft. It is used to create, edit,
format, and print documents like letters, reports, resumes, and more.

MS Word 2019 Microsoft ETT Rehfard T a< aRT atweas §1 gt Soa o, R, i aie
S qw@ﬁwm,ﬁ?@ﬁﬁ?ﬁ,ﬁﬁiﬁﬂﬁﬁ?%ﬁ%ﬁ?ﬁ?ﬂwﬁl
Advantages/®Tae;

1. Easy to Use — ST § SATETH

2. Text Formatting — 2 T HSIT ST TEAT Al e

Spell & Grammar Check — I 3T SATHLIT ST

Templates Available — T8 & I ®iHe ITA

Insert Images, Tables, Charts — f=r=, 2ae1 3iiT 9T =TT Tl ©

Mail Merge — U= | %2 RN o o7 957 =TT

Collaboration & Track Changes — FETaSl HTHAT FAT AL ATATH G@T
Compatibility — 3t Microsoft Office programs & &T STTET & fegrer
Printing & PDF Export — f= 3% PDF § &oAT ATqI.

© oo N O~ Ww

Disadvantages JHT:

1. Paid Software — HFEaa¥ @EEAT 92dT &

Heavy for Old Computers — T3 FeL. 4 18T I Tahal &
File Corruption — F¥T-Fsf ®TZeT FLe= BT TRl &

Limited Graphics — Advanced Graphics/Design & #faa
Learning Curve — 9T ¥ &I L H HI@d H§ 07T A7qT &

oo

o

Starting MS Word 2019

e Start Menu — Search “Word” — Enter.

¢ Run Command — Press Win + R — type winword — Enter.
e Start Menu Tiles,— Click the Word tile (if available).

e Desktop Shortcut — Double-click Microsoft Word icon.

File extension.of MS Word:

e .docx —Word Document (default)

e .doc — Word 97-2003 Document (old)
e .dotx — Word Template

Parts MS Word 2019 Application Window

Part Name (English) | Explanation (Hindi + English)
ST T Tet STt document T ATH 3T MS Word ferdT grdT 21
Top bar showing the document name and MS Word.

Te buttons STE Save, Undo, Redo STeat access # feT|

Small buttons for frequently used commands like Save, Undo, Redo.

Title Bar

Quick Access Toolbar
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| Part Name (English) ||

Explanation (Hindi + English)

ST T T8t fSTEH commands organized tabs ® ZTdT 2

Ribbon Top area with commands arranged in tabs.

Tabs Ribbon ¥ 3TeT categories S& Home, Insert, Layoutl
Different sections in Ribbon like Home, Insert, Layout.
Tabs % 32< related commands T | grouped |

Groups o grouped £ &

Commands in tabs are grouped by function.

Command Buttons

Specific actions @ oI buttons S# Bold, Italic!
Buttons to perform actions like Bold, Italic.

Document Area / Main area Tﬂ%}l" text type FLA %l

Workspace Main area to type your document.
1= %71 72T, page number, word count 31T view info fe@TdT 1

Status Bar . N
Bottom bar showing page number, word count, and view_info.
Document F9¥-A1= AT left-right scroll ¥ & o]

Scroll Bars

To scroll the document up/down or left/right.

View Buttons

Document # layout S&== = 1T buttons|

Buttons to change document view like Print-Layout, Web Layout.

Zoom Slider

Document FTaT JT ST ¥ & (10|
To make the document bigger or smaller.

Ruler

Page layout 3f¥ indentation set &% f<TT horizontal/vertical linel

Horizontal and vertical line to set margins and indentations.

Sub Menu Bar

Quick Access Toolbar

.-

‘ Dialog Box Launcher

Menu Bar Title Bar Minimize, Maximize an Close Buttons

Sign in Button

Ribbon Bar Ribbon Display

Options

fertical Scroll Bar

\

Cursor

Document Page

Zoom Shider

Status Bar

View Buttons
\ JP || ¥
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File Menu and Tabs

1. FILE MENU
(1 1. Info (HH =& Shortcut T21 g, ST Commands ¥ 31 {1 fa &)

« Protect Document — (No Shortcut) — to protect file with password — ®T= HT ITHaS & (e HLAT

« Inspect Document — (No Shortcut) — to check hidden data — =T g2 ST =& FTAT

« Version History — (No Shortcut) — to view old versions — 219 Fsie a@+T

« Manage Document — (No Shortcut) — to manage AutoRecover files — AutoRecover BTET &l TEATAAT

1 2. New
« Blank Document — Ctrl + N — to create a new document — 3T S{FgHeE AT

« New from Template — (No Shortcut) — to create using template — S¥9<ie & F3T STFTHE T

1 3. Open
« Open — Ctrl + O — to open an existing document — Tg<T & ST BT GIA]

» Browse — (No Shortcut) — to search & open file — BT TSR GTA]
« Open Recent — (No Shortcut) — to view recently opened files — ZTeT T FTEet <@

1 4. Save
« Save — Ctrl + S — to save current document — IGHTT STFIHE HF FlAT

715. Save As
« Save As — F12 — to save with new name/location — 7T qTH-IT A5 SIIE dF FHLAT

« Save As (Open Dialog) — Ctrl + Shift + S — to open save as window — &= U =T @At
« Save as PDF — (No Shortcut) — to save file as PDF — ®Tse &l PDF &9 & H& AT

1 6. Print
« Print — Ctrl + P —to print the document — SiFg#e Sz FzAT

« Print Preview — (Part of Ctrl + P) — to see print preview — f & ugel T@=T

17. Share
« Email — (No Shortcut) — to send document via mail — STFIHE SHA & AT

« Share Link — (No Shortcut)< to'share-online link — Sita=Tz" foish =TT
« Attach as PDF — (No Shortcut) = to send as PDF — PDF T 9STAT

] 8. Export
* Create PDF/XPS — (No Shortcut) — to export as PDF/XPS — PDF/XPS aqTHT

« Change File Type —(No Shortcut) — to convert into another format — %12 &1 ®IHE TEAAT

19. Close
« Close — Ctrl+ W — to close the current document — FqHTT SIFIHE TF HIAT

1 10. Account
« Account Settings — (No Shortcut) — to manage user account — TH¥ HTIE Helol HLAT

« Office ' Theme — (No Shortcut) — to change Word theme — Word &T i age=T

1 11. Options
« Word Options — (No Shortcut) — to customize Word settings — Word #T Tt |1 sger=r

] 12. Exit
« Exit — Alt + F4 —to close Microsoft Word — Word TRITH g AT
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HOME TAB
1 1. Clipboard Group
» Paste — Ctrl + V — to insert copied/cut text — Fidt/Fe {3 garm Zoee foraehrn

« Cut — Ctrl + X — to remove text and send to clipboard — Z&¥e geTHhe FaTare § 9T
« Copy — Ctrl + C — to duplicate text to clipboard — Z&< #¥ FoheT (FTIATE | TE@T

« Format Painter — — to copy and apply formatting — ®IHTET T FYY ek 37T Taa I ]

'] 2. Font Group
« Font Type — — to change text style — d&&z T 9ISAT FaeAT

* Font Size — — to change the size of text — T2 3T ATHTL TIA1

* Increase Font Size — Ctrl + Shift + > — to make text bigger — T2 a1 FLAT

* Decrease Font Size — Ctrl + Shift + < — to make text smaller — T3 ST FHLAT
« Bold — Ctrl + B — to make text thick/dark — 2&&e HIaT FHAT

« Italic — Ctrl + | —to tilt the text — &ae faTaT HTAT

« Underline — Ctrl + U — to add a line below text — Ts o == T&T AT

« Strikethrough — — to draw a line through text — 332 & == & ¥@T ST

« Subscript — Ctrl + = — small text below line — 1= FraT TF< (H.0)

* Superscript — Ctrl + Shift + = — small text above line — 39T BT T2 (X?)

« Text Effects — — to add decorative effects — ATl AT STISAT

« Text Highlight Color — — to apply background color — e & §i= 4T S7T=T

« Font Color — — to change text color — 2a¥ T 3T FaaAT

« Clear Formatting — Ctrl + Space — to remove all formaiting — ST BIHTET ge™T

1 3. Paragraph Group
« Bullets — — create a dot list — f&ig aTei-&=T T

« Numbering — — create a numbered list < ST =T FATT

» Multilevel List —— list with sub-levels — ST-g=T aTett THT

« Decrease Indent — Ctrl + Shift + M —move text left — 29 FT aTU AT

« Increase Indent — Ctrl +'M — move text right — T2 =T ITT o STAT

« Sort —— arrange text A“Z.or Z-A — 292 T FH § AT

« Show/Hide 9 — Ctrl + Shift + 8 — show formatting marks — ®iH{eT fovg fe@m™T
« Align Left — Ctrl+ L — align text to left — ITU & FHAT

« Center — Ctrl+ E — align text to center — &= # T@=T

« Align Right— Ctrl + R — align text to right — a0 H< H¥AT

« Justify= Ctrl + J — align text both sides — THT TTF TLTAL FHIAT

« Line-Spacing — — change space between lings — ATSHT & &= T T&AT
« Shading — — apply background color — &1 3 1= %31 =T
« Borders — — put border around text — ZFee/3=T & FTLT 3T F(ET AT

1 4. Styles Group
» Style Gallery —— apply ready-made styles — qITT 12T T FHTA1

« Apply Styles — — apply chosen style — F[AT g5 TeTee AT
« Change Styles — — change overall document style — I STaHe il T2 Faa]
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1 5. Editing Group
« Find — Ctrl + F — to search a word or text — eTe3 IT T GISTAT

* Replace — Ctrl + H — replace one word with another — 9Teg et
« Select — Ctrl + A — choose/highlight text — &ae 4T

* INSERT TAB

71 1. Pages Group
« Cover Page — — insert a ready-made cover page — 93T Fa< UsT STAA1

« Blank Page — Ctrl + Enter — insert a blank page — @TeT Ul STAT
« Page Break — Ctrl + Enter — start a new page — T U<t UF AT

1 2. Tables Group
« Table — — insert a table of rows & columns — &&<t TTAAT (rows & columns)

1 3. Hlustrations Group
« Pictures — — insert pictures from computer — =< & == ST

« Online Pictures — — insert pictures from internet — $a¥ae & == ST

« Shapes — — insert shapes like circle, rectangle — 3ITHfar =TT (circle, rectangle =)
* Icons — — insert icons — AT STAAT

« 3D Models — — insert 3D models — 3D HiEs STAAT

« SmartArt — — insert diagrams — STIITH/ATE STAAT

« Chart — — insert charts like column, line — =€ STAAT (Column, line 3fR)

« Screenshot — — insert screenshot of window — {1 &1 BhtqeTE ST

1 4. Links Group
« Hyperlink — Ctrl + K — insert a link to web-or document — 3 a7 TiaFgHe T o ST

« Bookmark — — mark a place in document ~ SiFg#e § fet SoTg &l =fvgd weAT
« Cross-reference — — refer to other part of document — STFIHE & FRHT AT FT H&H AT

71 5. Comments Group
« Comment — Ctrl + Alt +:M — add comment to text — =&z I feoqoft AT

1 6. Header & Footer Group
« Header — — add/edit header+- =< STrEAT/aqTiad e

« Footer — — add/edit footer — |e¥ STTEAT/EATaT HLAT
« Page Number= —add page numbers — I e ST

[ 7. Text. Group
« Text Box — — insert text box — Sa¥ ST STAAT

« Quick Parts — — insert reusable content — 98T & TITL T STAAT

« WordArt — — insert decorative text — TSITa2r daee STAT

* Drop Cap — — make first letter big — IgeT &L ST AT

« Signature Line — — insert signature line — FERMT A2 =T

« Object — — insert object like excel/chart — sifsstere =TT (Excel, Chart 1)

1 8. Symbols Group
« Equation — Alt + = — insert math equation — oI T T STAAT

« Symbol — — insert special character — farerT f=reg =TT
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* DESIGN TAB
1 1. Document Formatting Group

« Themes — — apply ready-made document theme — SfFIHE & forw qaTT i AR FTAT
« Colors — — change color palette of document — Iz & T FEAAT

« Fonts — — change font style of document — STFIHE & hive a1

« Paragraph Spacing — — adjust spacing between paragraphs — SXTRITE & 1= T F&aT
« Effects — — apply visual effects to document — SiFTHe & faqere Thae STa-T

1 2. Page Background Group
« Watermark — — insert watermark text/image — F1e<H T STA1

« Page Color —— change background color of page — U7 T S&IT3E W1 Fae ]
« Page Borders — — add border to page — UsT & FTI 3T ATSL AT

* LAYOUT TAB

71 1. Page Setup Group
« Margins — — set page margins — 9T & HTIoI He FTAT

« Orientation — — set page orientation (Portrait/Landscape) — U7 T XU saatT (Portrait/Landscape)
« Size — — set paper size — FT FT ATHRTT S FLAT

« Columns — — split text into columns — Za< &I HIAH H FieT

« Breaks — — insert page/section break — ST/ sI%h STAAT

« Line Numbers — — add line numbers to document — STeTHe H-&ATST Fa SITEAT

« Hyphenation — — automatically hyphenate words — ST&&i & ZTZ%H A1

1 2. Paragraph Group
« Indent Left — — increase left indent of paragraph— 3¥TUTE T STt 222 TETT

« Indent Right — — increase right indent of paragraph — 9<TITF &1 ST S5 AEAT
« Spacing Before — — add space before paragraph — S<ITE & Tgel T TSI
« Spacing After — — add space after paragraph — S¥RITE & T8 TUH SIEAT

71 3. Arrange Group
« Position — — place object at specific location — ifsstere &t fRafa e FLAT

« Wrap Text — — wrap textaround object — ffssiaFe & FTI AT TFEe A1

« Bring Forward — — bring-object in front — 3fissiere T ST ATAT

« Send Backward—— send object behind — ffssra T d=; SoTAT

« Selection Pane - — show list of objects — stfasteres it T=T fa@m™T

« Align = align objects relative to page — 3issiead &l IS % H1E & He FHLAT
« Group= — group multiple objects — % sfasiacH T Teh AT T FHLAT

« Rotate — — rotate object — 3issisre HI AT

* REFERENCES TAB

] 1. Table of Contents Group
« Table of Contents — — insert automatic table of contents — SETH{ET T ATH Fee STAT

* Add Text — — include heading in table of contents — S &l Zae 31 Fee | TSI
« Update Table — — update table of contents — 2a<t 3((F Fde TS HLAL
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] 2. Footnotes Group
« Insert Footnote — Alt + Ctrl + F — insert footnote at page bottom — U7 & == Fele STAT

« Insert Endnote — Alt + Ctrl + D — insert note at end of document — STFIHeE & 3T | Al STAAT
* Next Footnote — — jump to next footnote — 33Tl FaATE T ST
« Show Notes — — view all footnotes/endnotes — T+t FedTe/USHIE T@AT

1 3. Citations & Bibliography Group
» Insert Citation — — add source citation — &[T T g1l TSI

« Manage Sources — — edit/manage citation sources — gaTT &Td HUTTad/Te Terd FHLAT
« Style — — choose citation style (APA, MLA etc.) — §aTaT 9=t F4T (APA, MLA 31T2)
« Bibliography — — insert list of references — §&HT #t AT STAAT

1 4. Captions Group
« Insert Caption — — add caption to figure/table — ToTZ/Zarer T Frer AT

« Update Table — — update caption numbering — scere ST (IS FTAT
« Cross-reference — — refer to figure/table — ToTZ/2aer T Tad =T

15. Index Group
« Mark Entry —— mark word/phrase for index — S=a 3 forT ersa/aTeraier 9Teh F<AT

« Insert Index — — insert index at document end — STFIHE & 3(d | TS TAAT
« Update Index —— update index entries — SS9 T4T TTS FHTAT

1 6. Table of Authorities Group
« Mark Citation — — mark citation for legal reference — AT HIH = [oIT FATAT HTeh HLAT

« Insert Table of Authorities —— insert list of legal citations — FTAT FATAT AT STAT
« Update Table — — update table of authorities — Zae JIHSAATRETST TS FLAT

* MAILINGS TAB

71 1. Create Group
« Envelopes — Ctrl + Shift + N — create.and print envelopes — T T FHTHT i T FEAT

« Labels — Ctrl + Shift + L — create and print labels — S&ret s=TAT T e F2A7

1 2. Start Mail Merge Group
« Start Mail Merge — — start mail merge process — 5T Ts{ TTehaT 0% FHLAT

« Select Recipients -~ choose data source for merge — 2T &Td 94T (Recipients)

« Edit Recipient List— ~modify recipients — RETa® T =T 97T HLAT

1 3. Write & Insert Fields Group

« Highlight-Merge Fields — — highlight fields in document — fFgHe & Fiee greaTse HTAT
« Insert Merge Field — — insert data field in document — 22T Hiee SiFgHe | STAAT

« Rules —— add conditions for merge — Hef 7S H 9T STISHT

« Match Fields — — match fields from source with document — ®Td hieed &I StFIHe & AT

« Update Labels — — update all labels with new data — Tt Saet TIEE FLAT

1 4. Preview Results Group
« Preview Results — — see merged data in document — AT fhT T 22T T SiFgHe § @0

« Find Recipient — — search recipient in list — F=T ¥ REHET gaT
« Auto Check for Errors — — check errors in merge — #st # a1 ST=T
15. Finish Group
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« Finish & Merge — — complete mail merge process — HeT TSt STehaT TXT HTAT

« Merge to Printer — — print merged documents — st fhT T SteFgHe e e

« Merge to Email — — send merged documents via email — AsT fohT T STFTHE THA FHTAT

« Merge to New Document — — create separate document for merged data — ¥t 22T o foIT 74T StFIHE
EGIGIL

* REVIEW TAB

1 1. Proofing Group
« Spelling & Grammar — F7 — check spelling and grammar — a1 3i(< SATHTIT ST

« Thesaurus — Shift + F7 — find synonyms for word — 9153 & TaTIaTAT gad1

« Word Count — — count words, characters, pages — 9T, 3T&1¥, U sl H&IT <@HT
« Translate — — translate selected text — AT e FT ATATE FHLAT

« Language — — set proofing language — ST ATHT He FTAT

« Comments — — check writing style — &= STt STT=T

(] 2. Comments Group
« New Comment — Ctrl + Alt + M — insert a comment — 75 feoquft ST

* Delete — — delete comment — feoquft gar=T
« Previous — — go to previous comment — forgett feoqoft 9% ST
» Next — — go to next comment — 3RTeT feeaufy o ST

1 3. Tracking Group
« Track Changes — Ctrl + Shift + E — track edits made to.document — StFIHe & 3T T FgaTa < HTAT

« Reviewing Pane — — view all tracked changes — @<t &= T3 770 srgetTa S@=T
« Show Markup — — choose which changes/comments to display — &1 & a&aTa/fecaforat faar=T g Fa41

1 4. Changes Group
« Accept — Ctrl + Alt + A — accept tracked change — <& 3T T SraeTar TR T

« Reject — Ctrl + Alt + R — reject tracked change — & T30 1T SaeTa TEAToRTE FTAT
« Previous — — go to previous change — T I&aTa a@T
« Next — — go to next change — 39T T&Ta T@H1

1 5. Compare Group
« Compare — — compare two documents — 3T STFIHEH I AT HLAT

« Combine — — combine revisions from multiple documents — % STFIHeH & TEATA THATHT

'] 6. Protect Group
« Block Authers — — prevent others from editing section — THIT T TFHAT TTEE FLA & THAT

« Restrict Editing — — restrict types of editing — TfeTeT =7 Ff¥a FeaT

* VIEW TAB

7 1. Views Group
« Read Mode — Alt + Ctrl + | — switch to reading mode — &= e & semr

« Print Layout — Alt + Ctrl + P — show document as it will print — SfFIHe FT i Temse § feam

« Web Layout — Alt + Ctrl + W — show document as a web page — STFIHe &l a& IS #f g @™ T
« Outline — Alt + Ctrl + O — view document outling — STFIHE T TIL@T 39T T@AT

« Draft — Alt + Ctrl + N — view simple layout — TETTOT T33E | fa@TT
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1 2. Show Group
« Ruler — — show/hide ruler — €% fe@T= /g1

« Gridlines — — show/hide gridlines — Sie@T=a fe@™T/gaTT
« Navigation Pane — Ctrl + F — show search/navigation pane — @Tst/afarere o= fa@amr

'] 3. Zoom Group
« Zoom — — zoom infout document — STFIHE T TST/FIET FLAT

* 100% — — set zoom to 100% — [ T 100% < " FHTAT

« One Page — — view one page at a time — T &< H U U I@T

« Multiple Pages — — view multiple pages — T &TT 2 U @1

« Page Width — — fit page width to window — I<T T =T=TS fa=T # fthe FeAT

1 4. Window Group

« New Window — Ctrl + N — open document in new window — StFI#Hz 7 =T & @re T

« Arrange All —— arrange all open windows — Tsft faETSr T Zafead FeAT

« Split — — split window into panes — fa=T =1 f@=t ® atenT

« View Side by Side — — compare two documents side by side — 3T STFIHeH I q1 | I@T

« Synchronous Scrolling — — scroll both documents together — TTHT STFTHTH HT ATT H BhTA FHIAT
« Reset Window Position — — reset side-by-side windows — #Tze-arg-arsg fAee &t Rufa f9e wer
« Switch Windows — — switch between open windows — eft g2 fa8T & F@aT

71 5. Macros Group
« Macros — — create, run or manage macros — §h T =TT, FATAT IT TS AT FHLAT
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