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The main options are kept in the Home Tab of MS Word 2007
which are more needed. These options are in groups -

Clipboard Group

1. Cut (Ctrl+X)

g 3HTCAT T TAET e oy T FHec I e b
fFogals 7 a9 = & T A § |

This option 1s used to cut selected content and save it in the
clipboard.

2. Copy (Ctri+C)

S 3TCMe T AT Jolde [T T Hee I Hal
fFogels # @9 = & T = § |



This option 1s used to copy selected content and save it to the
clipboard.

3. Paste (Ctrl+V)

S 3TCereT T AT Cut JUAT Copy T 3T Hee i
3HT BISel AT Ao BIge A Tgae & faw fhaAr S &
|

This option 1s used to access cut or copied content in the same
file or new file.

4. Format Painter (Ctrl+Shift+C)

sﬂaﬁamémsﬁﬁ?ﬁwextwaﬁgﬂmﬁt
Il Fh AT Text G q'§u| gohd ¢ |

Through this option, we can copy the format of any text and
access the new text.

Font Group

1. Font (Ctrl+Shift+F)

I 3TCAA Text &T Font Sgoled & ToIT YA@T fohar ST &

This option 1s used to change the text font.

2. Font Size (Ctrl+Shift+P)



S 3{TCele T AT Font T TSR Hd AT SAET A &
foT & g

This option 1s used to increase or decrease the size of the font.

3. Grow Font (Ctrl+>)

S 3TCAT ST TAET Font HT 3R el & [T FHd g

This option is used to increase the size of the font.

4. Shrink Font (Ctrl+<)

gH 3Tl &1 YT Font & 3THR €A & fIT LA g

This option is used to reduce the font size.

5. Clear Formatting

SH 3T &I TART Font 9X S9RAT IR Bide FeR
A F T I E |

This option 1s used to clear the format applied on the font.

6. Bold (Ctri+B)

ST YAWT Font I AET 37UAT 3 @ & 6T Fd ¢
|

It 1s used to make the font look thick or dark.
T8 (Example) - Computer

7. Italic (Ctrl+I)



SHHT AT Font & fokeT for@e & folv atd ¢ |

It 1s used to write font Italic.
St (Example) - Computer

8. Underline (Ctrl+U)

SH&T TART Font I SIS el & [T Hd ¢ |

It 1s used to underline the font.

9. Strike-through

gHT YT Font & oI H gl el & ol (A ¢ |

It 1s used to draw lines 1n the middle of font.
ST (Example) - Computer—

10. Subscript (Ctrl+=)

SHHT YT [Toldes cFEe hl Faikshe H @ & fov
A ¢ |

[t 1s used to write selected text in subscript.

11. Superscript (Ctri+Shift++)

ST FANT [Aelees e il gishee A fo@a & fav
A ¢ |

It 1s used to write selected text in superscript.

12. Change Case



S 3TCAT T JAET 39 T fFar fF g7 Textd &la O
ey Small T@A § 3R Pl T eH Capital TG g

Used this option to know which letters we want to keep small in
text and which letters to keep capital.

I g aig & E’I?f %’ - There are five types -

. Sentence case.

lower case

UPPER CASE

Title Case/ Capitalize Each Word
tOGGLE cASE

13. Text Highlight color

YA Text Pl FHoR T BISASC Hlad & [T Hd ¢ |
Used to highlight text with color.

14. Font Color

SHPT YT Font &I ThelX dGeldd & AT A g |

It is used to change the color of the font.

Paragraph Group

1. Bullets



SHPT TN Ycdeh IRIATH I Tgell TS sl ATATT H
Jolc dISe o & T & ¢ |

It 1s used to place bullet points at the beginning of the first line
of each paragraph.

2. Numbering

SHPT T Ycdeh RIATH I Tgoll ST I ATATT H
AT o & T =a & |

It 1s used to place Numbering at the beginning of the first line of
each paragraph.

3. Multilevel list

Y 3o gfeew, ge-gfeew &1 Fafier s & T gaer
5 J1d § |

These option 1s used to place numbering at the beginning of
Headings, Sub-Headings.

4. Increase Indent

SHHT aRT oS NG A arft RE T ST §
|

This increases the selected paragraph to the right.

5. Decrease Indent



SHHT aRT eides NIATH A SR RE TS AT ¢ |
By this, the selected paragraph is reduced to the left.

6. Sort

SHPT TII9T a':‘g?r AT 7&X I Ascending AT Descending Ha
H ot & Torw fohar Srar § |

It 1s used to arrange words or numbers in Ascending or
Descending order.

7. Show/Hide

ST SaRT_RIATH ATk &l gles/2l fohar Jrar g |
To Show/Hide paragraph.matk.

8. Left Align (Ctrl+L)

SH&T GART Text shl Grofeied ST X% Y@ AT & |
Through this, the position of the text is placed on the left side.

9. Center (Ctrl+E)

SHHT SaRT Text I ISR Sra W STl ¢ |
Through this, the position of the text 1s kept Center.

10. Right Align (Ctrl+R)

SHAT GaRT Text I QISR &5 d<th I@T ATl & |
By this, the position of the text is placed on the right side.

11. Justify (Ctrl+J)



SHHT aRT Text &I Gieierd &g 3R T Sl RE &

e W AT § |

By this, the position of the text i1s placed equal to both the right
and the left side.

12. Line Spacing

ST FART WEATH 3R a8 & @i & gt & &A1
SITeT Fr AT §

It 1s used to Increase or decrease the distance between the
paragraph or line.

13. Shading

SHHT T REME & JHAF8 | FoR AT 77 S1er §
|

It is used to color shade on the background of the paragraph.

14. Border

$H% GaRT REME & IRl dXE SisT o9 Fohd o |

Through this, you can put borders around the paragraph.

Styles Group

50 7 # AT drel 30T & @RT §H Text 3T Style
T T 8| Q- Text PN ATHA T@AT 37T g1 3T Fe-
efSeT & seorer e |



Through the options we can set the style of the text. Such as
keeping the text normal or turning it into heading and sub-
heading etc.

Editing Group

1. Find (Ctrl+F)

SH 3O I YT BIsel H fHET e HI ool & faIv
T ST § |

This option is used to find any text in a file.

2. Replace (Ctrl+H)

SH 3HICAT T AT Bisel H T e 1 fohedl ¥
s, F Feodal & folv fohaT STar § |

This option 1s used to replace a word 1n a file with another word.

3. Goto (Ctrl+G)

S 3TCAT T TANT Fh §H HUT F BT F T o
oiTgeT, BRI, 97 31 X A dger Fhd § |

Using this option, we can access the cursor directly on any line,
paragraph, page etc. in the file.

4. Select All (Ctrl+A)



S 3TCAT T JAET BISd H 3UTEAT T &de & T
Ty fAdee = & T F:a & |

This option 1s used to select all the contents present in the file
simultaneously.

5. Select Object

S 3TCeT T AT §H PISoT H SFEe & 3ATdl
3T 3Teoige I Holde il & ToI¥ A o |

We use this option to select objects other than text in the file.

6. Select Text with similar formatting

50 3iTcee A g BIsd H 3Ufeyd a3l v S wide
aiel ¢HEC I Jolde i el & [olU I ¢ o @
HI BiHe 9T HAT AT |

With this option, we select all the text in the same format.




