
           

 

 

 

mfiekrosOPt vrz df nvF dsqfvyjL (document) Kolxf 

1. zYsktfp qy pey mfiekrosOPt vrz 2010 dy afiekfn qy zbl kilwk kro. 

 

 

 

 

 

  

2. mfiekrosOPt vrz df iewk nvF drqfvyjL Kuwl jfvygf. 

 

hom tYb (Home Tab): awKrF nUM POrmYWt (format) krn dy kuJ qrIky 

awKrF nUM POrmYWt (format) krn leI, dsqfvyjL dy Auprly Kwby KUMjy ivwc hom tYb (Home Tab) qy kilwk kro. ies hom tYb 
ivwc qusIN awKrF nUM vwzy-Coty, moty, kyNdirq, qrqIb-bwD, kwt qy pyst awqy hor keI qrIikaF nfl POrmYWt kr skdy ho. 

 

mfiekrosOPt vrz 2010 dy ZMg-qrIky 
Microsoft Word 2010 Tips & Tricks 

 



moty (Bold), tyZy (Italic) jF aMzrlfien (Underline) awKr 

1. afpxy mfAUs dy Kwby btn nUM kilwk kro qy Aus nMU dwb ky hI rwKo aqy mfAUs nUM awKrF dy AuWpr dI GVIs ky lY jfvo qF 
ky Auh hfeIlfiet (highlight) ho jfx.  

2. hom tYb dy PONt (Font) vfly ihsy ivwc, moty (Bold), tyZy (Italic) jF aMzrlfien (Underline) qy kilwk kro. 
 

 

not: ieh btn afn-afP (On/Off) sivc vFg kMm krdy hn. jd ieh afn (On) huMdy ny qF iehnf df rMg sMqrI ijhf 
hovygf.  

awKrF nUM vwzf jF Cotf krnf 

1. ieh pwkf kr lAu ik qusIN hom tYb (Home Tab) qy kilwk kIqf hoieaf hY (iesdf rMg horF tYbF dy mukfbly iPwkf 
hovygf). 

2. afpxy mfAUs dy Kwby btn nUM kilwk krky Aus nUM db ky rwKo aqy mfAUs nUM awKrF dy AuWpr dI GVIs ky lY jfvo qF ky 
Auh hfeIlfiet (highlight) ho jfx. 

3. hom tYb dy PONt (Font) vfly ihsy ivwc, PONt sfiejL dy afiekfn vfly qIr qy kilwk kro aqy ieQoN qusIN awKrF df 
afkfr vwzf jF Cotf kr skdy ho. ijnF vwzf nMbr hovygf, awKrF df afkfr vI AunF hI vwzf hovygf. qsIN awKrF df 
afkfr vwzf-Cotf krn leI PONt sfiejL dy nfl vfly do btnf          dI vI vrqoN kr skdy ho. iewk    PoNt nUM vwzf  
krdf hY qy dUsrf     PoNt nUM Cotf krdf hY. 

 

awKrF nUM swjy-Kwby jF ivcfly krnf (Text Alignment) 

1. afpxy mfAUs dy Kwby btn nUM kilwk krky Aus nUM db ky rwKo aqy mfAUs nUM awKrF dy AuWpr dI GVIs ky lY jfvo qF ky 
Auh hfeIlfiet (highlight) ho jfx. 

2. hom tYb dy pYrfgrfP (Paragraph) vfly ihsy ivwc, syNtr (Center) vfly afiekfn                    qy kilwk kro. 
iesy qrF  qusIN swjy jF Kwby pfsy vfly afiekfn qy vI kilwk krky awKrF nUM swjy-Kwby kr skdy ho.  
 

 

awKrF nUM nkl (Copy), kwtxf (Cut) qy cypxf (Paste) 

1. afpxy mfAUs dy Kwby btn nUM kilwk krky Aus nUM db ky rwKo aqy mfAUs nUM awKrF dy AuWpr dI GVIs ky lY jfvo qF ky 
Auh hfeIlfiet (highlight) ho jfx. 



2. hom tYb dy kilwpborz (Clipboard) vfly ihwsy ivwc, awKrF dI nkl krn leI kfpI (Copy) vfly afiekfn qy kilwk 
kro. 

 
 
 
 
 
 

 
3. awKrF nUM kwtx leI kwt (Cut) afiekfn          qy kilwk kro. 
4. kwty hoey jF nkl kIqy hoey awKrF nUM ikqy hor cypx leI pyst (Paste) afiekfn        qy kilwk kro. 

 

qrqIb bwD – ibMdIaF (Bullets) 

1. afpxy mfAUs dy Kwby btn nUM kilwk krky Aus nUM db ky 
rwKo aqy mfAUs nUM awKrF dy AuWpr dI GVIs ky lY jfvo qF 
ky Auh hfeIlfiet (highlight) ho jfx. 

2. hom tYb dy pYrfgrfP (Paragraph) vfly ihsy ivwc, sLbdF 
dIaF lfienF nUM ibMdIaF vflI qrqIb dyx leI bUlyts 
(Bullets) vfly afiekfn          qy kilwk kro. 
 

 
 
 

lfienF ivwc Pfslf 

1. afpxy mfAUs dy Kwby btn nUM kilwk krky Aus nUM db ky rwKo aqy mfAUs nUM awKrF dy AuWpr dI GVIs ky lY jfvo qF ky 
Auh hfeIlfiet (highlight) ho jfx. 

2. hom tYb dy pYrfgrfP (Paragraph) vfly ihsy ivwc, lfienF ivwclf Pfslf 
vDfAux jF GtfAux leI lfien spyisMg (Line Spacing)         vfly 
afiekfn qy kilwk kro. 

3. hfeIlfiet kIqIaF hoeIaF lfienF leI jo vI Pfslf (spacing) quhfnUM 
psMd hY AusnUM cux lvo. 

 

 



izsk jF USB qy afpxy dsqfvyjLF nUM syv (Save) krnf 

1. pihlF Pfiel tYb (File Tab) qy kilwk kro, Pyr idwqIaF hoieaF coxf ivwcoN syv eyjL (Save As) qy kilwk kro. 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

2. kMipAUtr (Computer) qy kilwk kro. 
3. quhfzI afpxI izsk jF USB cuxo. 
4. Pfiel df nfm: afpxy dsqfvyjL df nfm 

tfiep kro. 
5. syv (Save) qy kilwk kro. 

 

  



kI-borz dy sLfrtkwt (Keyboard Shortcuts) 

mfiekrosOPt vrz (Microsoft Word) ivWc afm qOr qy vrqy jfx vfly sLfrtkwts. 

afm qOr qy vrqy jFdy hukm (Commonly Used Commands) kI-borz dy sLfrtkwt (Keyboard Shortcut) 

Pfiel nUM Kolx leI (Open) CTRL+O 

sMBfl (Save) krn leI CTRL+S 

ipRMt (Print) krn leI CTRL+P 

nvF (New) dsqfvyjL Kolx leI CTRL+N 

shfieqf (Help) leI F1 

sfrf kuJ cuxn leI (Select All) CTRL+A 

iksy pRogrfm nUM bMd krn leI (Exit Program) ALT+F4 

 

POrmYWt krn leI vrqy jFdy hukm (Formatting Commands) kI-borz dy sLfrtkwt (Keyboard Shortcut) 

awKrF nUM gUVHy (Bold) krn leI CTRL+B 

awKrF nUM tyZy (Italic) krn leI CTRL+I 

awKrF nUM aMzrlfien (Underline) krn leI CTRL+U 

awKrF nUM pyj dy ivcfly (Centre) krn leI CTRL+E 

awKrF nUM pyj dy Kwby pfsy (Left Align) krn leI CTRL+L 

awKrF nUM pyj dy swjy pfsy (Right Align) krn leI CTRL+R 

awKrF nUM pyj dy swjy qy KWby dovF pfsy brfbr (Justify) krn leI CTRL+J 

 

soDF krn leI vrqy jFdy hukm (Editing Commands) kI-borz dy sLfrtkwt (Keyboard Shortcut) 

kwt (Cut) krn leI CTRL+X 

nkl (Copy) krn leI CTRL+C 

cypx (Paste) leI CTRL+V 

kIqy hoey nUM vfips pihlI siQqI ivwc lY ky jfx leI (Undo) CTRL+Z 

 

***not: hmysLF Xfd rwKo ik awKrF nUM POrmYWt (Format) krn qoN pihlF hfielfiet                kro. 

hor shfieqf leI 

iehnF vYWbsfiets qy jfvo: 

http://www.gcflearnfree.org/word2010 

http://digitallearn.org/learn 

 

http://www.gcflearnfree.org/word2010
http://digitallearn.org/learn

