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| st sitfeer /o w7

1. ATSSHIETFE ATTHT &7 IR=T

ATShIETE AR, ATSHIETFE HIT G107 [Aatad Ua AIStaefaer qivedqaw 9 7, faw &3 ufeaue anfae &,
- MS Word, MS Excel, MS PowerPoint, MS Outlook 2= |
T TR AT 1989 H AT [T 74T 4T ¥ a9 T T5 G147 AT GG AR AT A The GTFed gL a7 4T 7 |

2. TH.UH. I8 & IR=T

TH.uH. T (Microsoft Word) U& Word Processing Software %‘, T 9T 2F< sulwﬁ*-ic A, Q‘I%?.‘W, RS
Fr oA e v & oo fRar smar &)
T8 Windows 3T Mac THT SH<hIT I ITAST & AT T §% aul THT-99T I AT 514 5 & |

3. T.UH. IS & f[qavard (Features)

e Tt wiHteT (Font, Size, Color, Bold, Italic, Underline)
o T, SHIT, UTH MY I ASAT
o TfeTT < uTHY I

* HoT 7T (Mail Merge) §faT
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* &ST, TeT AN IS AT ATSAT

o QTS TICFIT

4. MS Word $TThE & WTIT
MS Word #T 3 #3 [=al H deT &M1& :
1. Title Bar — StegHe &7 AT fe@m@T & |
2. Menu Bar / Ribbon — Home, Insert, Design, Layout, References, Mailings, Review, View T I @ﬁ'%‘ |
3. Quick Access Toolbar — Save, Undo, Redo I Ifeae |
4. Document Area — WET 57 < 25T Fla & |

5. Status Bar — I7 5[9%, 9% ®ild< (< fe@m@ar & |

5. TEATAST 94T, 89 ST < e =T

1. 99T T=qTaST ST : File —» New — Blank Document
2. TEqTaST 99 &ET : File — Save / Save As

3. TS e & T : File — Print — Select Printer — Print
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6. TFC RIHTETT AN 5T

* Font T : Home 29 & Font Group

Bold/Italic/Underline: Ctrl + B/ Ctrl + I/ Ctrl + U

Color ¥ET : Font Color 3=

e Paragraph Alignment: Left, Right, Center, Justify

7. T, AT AR gS-Hel dl TN

o 9T WIS : Insert — Table
i ﬁﬁ'ﬁﬁ?ﬁﬂ : Insert — Picture

* RSTIR e : Insert — Header/Footer

8. WO, € TeFE AT

- wieHe &
Copy Cul + C
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T qeHe @l
Paste Ctul+V
Cut Cturl + X
Undo Ctrl + Z
Redo Ctrl+Y
Save Ctrl + S
Open Ctrl+ O
New Document Ctrl + N
Print Ctrl+ P
Bold Cul+B
Italic Ctrl +1

Underline Cturl + U
Select All Cturl + A
Find Ctrl + F
Replace Cul+H

9. TH.UH. TS &l A A ITANT
o THeT, HIOIT ST AR 5 Stegite a9 F
o o7, T, g, e STeeT ST A E
* ST HN AT AN TIET Tl T T &0 H

o ST IT HeA J91 & STNT A fgah T 3T 7
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e ms word in hindi pdf

» ms word in hindi pdf download

e ms word in hindi pdf free download

» ms word in hindi pdf notes

» ms word in hindi pdf download 2021

e ms word in hindi pdf 2021

e mail merge in ms word in hindi pdf

» computer ms word in hindi pdf

» header and footer in ms word in hindi pdf
* insert tab in ms word in hindi pdf

» page layout in ms word in hindi pdf

» cross reference in ms word in hindi pdf
» reference tab in ms word in hindi pdf

* review tab in ms word in hindi pdf

» insert table in ms word in hindi pdf

e home tab in ms word in hindi pdf

» ms office word in hindi pdf

10. sy :

.U TS UF IFqUTAT € & AT SIFIHE a1 AT TTSE Fi & (77 988 ITANT 7 |
TTF TIEE Y A(Ehe hilsT GahT 517 AIT G0F 9T G & T FTT &l AT TTRITA T47 Ghel & |
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FAQs :
Que.l. T.UH. T8 FTR ?
Ans. TH.OF. 95 UF a8 N A(Feda? § 1 S SIFTHE T AL ST FA & (T STAAT /1T & |

Que.2. TH.UH. T H AT 7Sl FT g ?
Ans. 5T 75T &7 ITANT T &7 T & H5 ATFA9T G T & (T (6T Sar & |

Que.3. TH.UH. T H T HLA &l AlehHe FAT g ?
Ans. TEATIS 99 H &7 Tedhe Ctrl + ST

Que.4. TH.UH. TS [ HY=I ¥ 14T R ?
Ans. ATSHIETFE HIAT A |

Que.5. FIT TH.UH. T8 TFT H ITAH § ?
Ans. TEl, I8 I GIFE9T &, AT Microsoft 365 TedTsheIIT & dgd ST & |

WW (Multiple Choice Questions)

Ques. 1: ATTHEFE TS H.......... W& AT & | TAATT T & I H
NICEIIA

O (A) 3TET AT
O (B) & q&7T

O (C) "eT I
O (D) 2T =T

Ques. 2: ATSHIFIFE TS H, [ : I THIX S DIATEIT &IAT & - T RIATET
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O (A) IITUTH HIHTEIT
O (B) H&® RiH{ET
O (C) I8 ®iHeT

O (D) Wi~ RiHfET

Ques. 3: fr=ferlRaa 7 & FT-ar FHTS cF< Gie (Text Font) & THT AT T8 1
FATR ?

O (A) e

O (B) gefas

O (C) Ti=eT

O (D) FSTATET

Ques. 4: TAH T HIT-AT UST AT AT TR 6T & 2

O (A) AT
O (B) T

O (C) 3mY
O (D)TT

Ques. 5: TH. TH. TS Fl....... GIOUT T STHHE H GAT I H A &rdr
Tl

O (A) TE AE

O (B) &I

O (C) Foed AT Aqrar

O (D)TEIT
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Ques. 6: AT ATT THTA WA AT PIesST & Tohd & -
O (A) ATE ®ITeT
O (B) AT STHIHT

O (C) ATE ®IEed
O (D) |TS 295

Ques. 7: TAAT H TI&T &7 (& [4ST &I Hgr ATAT 8-
O (A) 3w fa=r

O (B) ®ie fa=r

O (C)T= = fasT

O (D) T (Active) fd=T

Ques. 8: FATS T AT, AT &I I THE §IAT &, FgdATal -
O (A) ST T 3T

O (B) 3trEsh=T

O (C) 7= (Menu)

O (D) fa=m™

Ques. 9: FIT &l ST F AT TUATH & &7 (Run) T & (T AIATHT
ST HgdTar a-

O (A) ST

O (B) SHANT qiFT

O (O)HT
O (D) fg=T (Window)
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Ques. 10: ATSHETHE T8 § R (Replace) faaeT IT@=r 7~

O (A) BT HL T
O (B)sT AT T

O (C)ufseaq T
O (D) fHE HT 9T

Ques. 11: ATTHIATHE T2 H TSI T A I [T TT SFEE &l G TATST
F & [T AeFHE T2ST /-

O (A) Ctrl+A
O (B) Ctrl+B
O (C) Ctrl+C
O (D) Ctrl+D

Ques. 12: H‘Q‘mﬂﬁ?%mﬁ-ﬁé‘mg‘-
O (A) Ctrl+M

O (B) Ctrl+N

O (C) Ctrl+Shift+N

O (D) Ctrl+S

Ques. 13: X7 (Word Rap) & F4T [a9ivar g—

O (A) AEITHAT 51 IT SFE &l SAITAT ATST H & : I adT & |
O (B) ST@gHe & Mact feea &y graT & |

O (C) T8 2aF€ T (5T &l &l Fiauraar s
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O (D) STHIHT & 3 &l 9T &

Ques. 14: THUH TS STFIHE H /A & 1= ATT e8¢ (Red Wavy Underline)
& e Tw@riar |-

O (A) &fer & e

O (B) U< f<

O (C) UsH &Ald

O (D) fifeET xfe

Ques. 15: ATHIFTEE A /T AT ST TIAT TIHF & -
O (A) ATIZT S (Outlook)
O (B) §e¥AC U =AY

O (C) JAMTATSIC

O (D) U&ET

Ques. 16: HTET H AT T & (T TTIT fHAT ATAT B -

O (A) 91 fa=1= (Chart Wizard)
O (B)IX ATE

O (C) ITE 9T

O (D) &9 & &1 &

Ques. 17: fRET HToRT i T TTT: TATST (align) § &
O (A) AF= (Left)
O (B) TrE= (Right)
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O (C) He¥ (Centre)
O (D) S5 & #7E T&T

Ques. 18: TFE F YT & AR H I & (07T W& §T (Key) B~
O (A&

O (B) U 3T

O (C) =T 313

O (D)gexX

Ques. 19: THTH T8 (MS Word) YT f&IT 1T 8-
O (A) o= SeTHwaT &g

O (B) TEIT (Text) STET AT &

O (C) H&ATcHS STeT H9T 8

O (D) 375 & #1 T&T

Ques. 20: T § HIT TATH A THT TehsT TTUTH &l &~

O (A) THUH T8
O (B) UHUH TaFer

O (C) THUH UaFaH
O (D) TS TS
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People Also Ask :

Que. MS Word 4T & in Hindi? or T & MS Word? or What is Microsoft Word in Hindi ...

Ans. THTE g% (MS Word) TF ATRTT 98 TEEY G%ead7 & [ Arsshmaiee grT faatad far m@r 8 | 98 s
StEgHed a, HITEd &9 3 RIHS FI & [0 ITINT (RAT TT6T 7 | 97 fafi= T & Al Y ood
ITAST & ST ITAITRATHAT T TTHIAA ST SR SedqTaST a1 H Heg 7 & |

Que. MS Word ffaq TeRXF g & ?

Ans. THTH g€ (MS Word) T& 3 T ATFeddT &, ST SEqTdsl| & a1, STfad Hte 37 STEd e & (o7
IYINT (AT SITAT & | I8 ATShIFTHE g7 faahiad (I 3T & 317 §9 & §is STAIT-3TIT SR (versions) & |
AT, THUH T & &l 7 TaF & SEReT SRl 3T AAATST R |

Que.mmwg‘?

Ans. ATSHIETFE ATHRT (Microsoft Office) Td ATRAT ATFEI AT Tl & AT [T~ T & IJeqTadhal TR TET+T
FAT & | T8 T (Word) ST eaee Ufse?, Taa (Excel) S SIE9IE U, ITavqise (PowerPoint) ST S
HIFeaIT, AT AFed® (Outlook) STH SHA AT FeA ST UNARII IMHA & | TE ATFAIT 3T SHATTHTIIFR JTIRT
TET & (AT AT ©F F ITINT fmgr ST 7 |

Que. MS Word & J9& &7 & ?
Ans. THUH TS & S — =< F1ET 307 Ireq (G R af<t 307 Sred a1 7 ATEshi|iTe 9 &7 ST JMET
STaTE |

Que. MS Word T g8 AW FT & 2

Ans. THUH € & TET A0 ATShETE 9 7 (F 7€ § | §65 AN W “UHUE g7 qT “qS” & €T § FET F1ar

¥ | I U T TET AiFeday & ST ATShE%e §RT ([aafad fear = § 5 arsshEiee Aifwd ge & ua fEear
B

Disclaimer: Despite our best efforts, errors or omissions may occur, and we hold no responsibility for them.

© 2025 Tuition Course | www.tuitioncourse.com | Page 12 of 12


https://t.me/tuition_course
https://chat.whatsapp.com/JtyWooHK3Xq7t5COdYHZu6?mode=ems_copy_t
https://www.youtube.com/@TuitionCourse
https://t.me/tuition_course
https://chat.whatsapp.com/JtyWooHK3Xq7t5COdYHZu6?mode=ems_copy_t
https://www.youtube.com/@TuitionCourse

