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Yeasin Stors & Computer Training Center
MS Word

1. How to Open Ms Word?(iIKfite Gg.Gm, 1qW fLvjv hig?)
Press: Start

Select Programs

Select Microsoft Office

Select Microsoft Office Word

2. How to Exit From Ms Word? (IKfite Gg.Gm, IqW eU Kiv hig?)
Press: File

Select Close

Press: File

Select Exit

3. How to save a File/Document? (IKfvie dBj msiq[b Kiv hig?)
Type your Text / Document
Press: File

Select Save (Ctrl + S)

Type Your File Name
Press: Save, or Press Enter

A

4. How to open a Saved File? (iIKfvie msiiq[Z dy
Press: File
Select Open

Type your File Name \
Press: Open, or Press Enter 0

5. How to save password a fiIe?vaqu I"1q dBj msiqb Kiv hig?

Press: File

Select Save as

Press Tools

Select Security Qpt

N Yion R, oty 30K

N

Press OK
Retype Your Password
Press OK & Press Save, or Press Enter

() QANANA
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Yeasin Stors & Computer Training Center
MS Word

6. How to See Print Preview? (IKfite ichUi cte tjLv t™Lv hig?)
Press: File
Select Print Preview.

> 4
r=
b= 4
=
z
7z
S

7. How to Return From Print Preview? (IKfiie ioUicrfD 1K idfi Amv hig?) -
Select: Close [ @4
Or Press: File 7,

Select Print Preview, Or Esc S

Select Print

Select All/Current page/pages
Press: OK

9. How to Define Block? (Feita 111t 5,341 Al
(a) Keep the Courser at the starting point oRghe expEcted te
Press: Shift + Arrow Key (For Blocking)

(b) For block all Document- Press:

(c) Press: Shift + End (For blockNg s

(d) Press: Shift + Up/Down for blocK line by line)
10. How to write Boldyitalic/
(KFvte T3LIEK tglv Kiy fnjg§
Block your expedigd
Press: Ctrl +B (B

Press: Ctrl +
Press: Ctrl +U erline)

8. How to Print a File? (IKfvie dvBj 1oU Kiv hig?) @
Press: File L:

BawQb 1ovi,he msm™ evRvi,UiDb KwjKvci,cUaLijx|
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Yeasin Stors & Computer Training Center
MS Word

11. How to stay your text center/left/right & justified position?
(IKfve tjLuK With/eitg/gta” Ae b Kiviby hig?

Block your Text

Select Right (Ctrl + R)

Select Left (Ctrl + Q)

Select center (Ctrl + E)

Select Justified (Ctrl + J)

.MM

12. How to change paper margin? (IKfte ciZvi gwRb ciieZb Kiv hig?)
Press: File

Select page setup

Select Margin

Select Top/Bottom/Left/Right
Select OK

AR

/.

13. How to Change paper size? (IKfite coii AKvi criezb Kiv lyd?
Press: File
Select page setup
Select paper size
Select Width
Select Height

Select OK \ﬂ
14. How to Create Page Portrait/LandsgapeQ(iRfiie cov jav ev Plov mid Kiv hiq

Press: File
Select Page setup Q
Select Margins

Select Orientation
Select Portrait/Lands
Select OK.

&
3
2
WO &

MUhIN

15. How to rgove ? (IKfite tjLiK buSiiZ Kiv hig?)

Block your € ext

Press: Edit

Select Cut (Ctrl +X)

Now take the Courser where you want to paste (Use up/down/arrow key)
Press: Edit

Select Paste (Ctrl +V)

1andn0) QANANANN
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Yeasin Stors & Computer Training Center

MS Word
D
e
(& A
16. How to Copy of Text? (iIKfite tjLiK cizijic Kivhig?) -
Block your expected Text 1%
Press: Edit
Select Paste (Ctrl +V) S
Z
17. How to Delete the Text? (IKfite 1jLv fgvQv hig?) & 24
S

§

Block your expected Text

Press: Delete @
18. How to undo deleted Text? (IKfite tgQi tjLv idiitq Avbv hu Q
Select Edit

Select undo (Ctrl + Z) @

19. How to go particular page? (IKfvie ibi" 0 gQvg hvl ?)

Press: Edit
Select go to
Type your expected page numb

Press: Go to & Close %
20. How to Find a Parfygular Qrd? (IKfvie 1boi” 6 GKiU k& fLvRv hig?)

Press: Edit L 2
Select Find

Type your egpect r
Press: Find lose

yann() NWNMQ AN R
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Yeasin Stors & Computer Training Center

MS Word
e
(o A
S
o z
21. How to replace a word? (IKfite GKIU kil ciietZ Ab” GKIU k& emitbv hig?) &
Press: Edit
Select replace S
Type your wrong word at the find what t
Type your correct word what to replace at the replace with O
Press: replace all & Y a8

Press: View
Select Full screen

S
22. How to create full screen? (1IKfite coitK macY AvKiti 1Ly W ,
23. How to View Zoom? (iKfite coviK tQW ev eo Kii T‘@a

Press: View

Select: Zoom

Select: Percent%

Press: Ok \
24. How to create Header and fQotemgV8ay parge?

(IKfite ciZz covi Dcti Ges bifP 1j LI
Press: View
Select Header and Footer

%

25. How to use Page ? (KTite tcR teK e'enii Kiv hig?)
Press: Insert

Select: Bre

Select: Page

Press: Ok

yann() NWNMQ AN R
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Yeasin Stors & Computer Training Center
MS Word

26. How to create Page Number in every Page? (IKfite ciZ cdvi bai t~qv hig?)
Press: Insert

Select: Page Number

Select Position (Top/Bottom)

Select: Alignment (left/center/right)

Press: Ok

27. How to create Date & Time? (IKfite covg ZwiL 1 mgg emviby hig?)
Press: Insert

Select: Date and Time
Press: Ok

28. How to create Divide Number? (IKfvie msLv1ef=3 Kiv hig?)
Press: Insert

Select Field

Select Field Names (Eq)

Select Field Codes

Select Options

Select/F (,)

Press: Add to Filed

Type your Field Code (Example 1,2)
Press: Ok & Press Ok

29. How to Insert Symbol? (IKfite coiq ®\b\/ hig?
Press: Insert

Select Symbol

Select you expected symbol

Press Insert & press Close

30. How to Insert Pict fe coiyQie vcb Kivhig?)
Press Insert

Select: Pictur,
Select: Clip a ile
Choice your pictig & Press Insert

%,

1wAnC) QRRANANN Yoy R vty eoRoN

)
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Yeasin Stors & Computer Training Center
MS Word

31. How to create Word art? (IKfite 1qiiw AW e’envi Kiv hig?)
Block your text

Press: Insert

Select: Picture

Select Word Art

Select a word art style

Press: Ok

32. How to create Text Box? (IKfite tU- e - Kiv hig?)
Press: Insert

Select Text Box

Press: Left Button you Mouse & Move you Mouse

33. How to Use Text Direction? (IKfvfe tU- iWiiKkb e"enii Kiv hig?)
Press: Insert

Select: Text Box

Draw Text Box and Type you Text
Press: Format

Select Text direction

Press: Orientation Text

Press: Ok

\‘%@/

st NWNMQ \Mﬁ"ﬁm & AL 3«.%&(\%

34. How to Change Font? (IKfite AYf11 IWRBljclieZ
Block your Text

Press: Format

Press: Font

Press: (Up/Down Arrow Key)

Select: Your Expected Font &

35. How to Change FonRgize? (if§fite dbU miBR ciiezb Kiv hig?)
Block your Text *

Press: Format

Select: Font

Select: Size

Press: Ok

Or,

Block your Text

Press: Ctrl +] (For Large Font Size)

Press: Ctrl+ [ (For Small Font Size)

—\ [ VR | L BawQb 1ovi,he msm™ evRvi,UiDb KwjKvci,cUaLijx|
v IS.CIC ¢
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Yeasin Stors & Computer Training Center
MS Word

36. How to create Superscript? (IKfite mevi &P mi6 Kiv hig?) (Y.
Block your expected text =
Press: Format <z
Select: Font S
Select: Superscript
Press: Ok

Or,

(Ctrl + Shift=)

37. How to create Subscript? (IKfite mie &b mio Kiv hig?)
Block your expected text

Press: Format

Select: Font

Select: Subscript

Press: Ok @
Or,

(Ctrl=)

38. How to create color of your text? (IKfite tjLvq is Kiv hy 6
Block your expected text %

Press: Format
Select: Font

Select: Font color
Press: Ok \

39. How to create Line Spacing? (IKfiie J\BibiWa dKv evovthv hig?)
Block your text

Press: Format

Select: Paragraph

Select: Line Spacing

Select Single,1.5 Lines, WQpuble

Press: Ok L 4

40. How to create ? (IKfvte t§Lvg c'viv mid Kiv hig?)
Block your te

Press: Format

Select: Paragraph

Select: Indentation

Select: Left/Right

Press: Ok

s

—\ [ | L BawQb 1dvi,he msm™ evRvi,UiDb KwjKvci,cUaLijx|
st ISCIC Sy

ciZy-08



Yeasin Stors & Computer Training Center
MS Word

41. How to create Bullets & Numbering? (IKfte efjUm Ges bvavi t~qv hig?)
Press: Format

Select: Bullets & Numbering

Select: Bullets Or Numbered

Press: Ok

42. How to create Page Border? (iIKfite cOvg eWvi mio Kiv hig?)

> 4
e
&
3
z
72
S’
Z
(@ 4
r‘
Select: Format S
Select: Border & Shading kz»
Select: Page Border @
C’
«
772
V=4
Y2 A
Z
' =4
r
<7

Select: Color/Width/Art
Select: Box

43. How to create Column in your Page? (iIKfite cOvq Kjig mioNs#Pniy?

Press: Format

Select: Columns

Select: number of columns
Press: Ok

Press: Insert

44. How to Insert Column Break? (wavie%\th’))

Select Column break

Press Ok y
<Z

45. How to use Change case? (iIRgiffe tPA tKm e"envi Kiv hig?) i
Press: Format 72
Select: Change cas * i
Press: Ok
> 4
e
72
[ =
BquQb 16vi,he msm™ evRvi,UDb KujKici,cUqiLiji] €
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Yeasin Stors & Computer Training Center
MS Word

46. How to create Drop cap? (IKfiie Wc K'vc mio Kiv hig?)
Press: format

Select: Drop cap

Select: Dropped or In Margin

z
72
y
(@4
Select: Lines to drop S
Press: Ok kz,
47. How to Draw a Table? (IKfite tUiej AKv hig?) @

Press: Table (

Select: Draw Table Q
Press: Left Button your Mouse & Move you Mouse

48. How to create Table? (IKfite tUiej "Zix Kiv hig?
Press: Table
Select: Insert Table

Select: Number of column & Row
Press: Ok Q

49. How to Delete Table Columns®(i 0K g0 giQ tdjv hig?)
Block the Columns

Select: Insert Table

Select: Delete

Press: Columns

2
50. How to Delete P (IKFite tUiej Otiv0 giQ tdjv hig?)
Block the Colmns
Press: Table
Select: Delete
Press: Rows

s
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Yeasin Stors & Computer Training Center
MS Word

51. How to use Marge cells? (IKfife giR tmj e"envi Kiv hig?)
Block the Cells

Press; Table

Select: Marge cells

52. How to use Split Cells? (IKfite 1 u€ tmj e’envi Kiv hig?)
Block the Cells

Press: Table

Select: Split Cells

Select: Number of Rows

& Press: Ok

53. How to use auto fit columns & rowan? (IKfife AfUndU Kii1 Kjvg Ges #iv
Block the cells
Press: Table

Select: Auto Fit Q
Select: Distribute Rows Evenly

Select: Distribute Columns Evenly

54. How to Delete Full Cells? (IKfte malb tmj g

Block the Cells
Press: Table

Select: Delete 0\

Press: Table

55. How to Write Bengla? (IK em hig?)
Press: Start

Select: Programs

Select: Bijoy

Press: Ok .

Press: Ok

Press: Ctrl + Alt+

Change Font M] / SutonnyEmj)

st NWNMQ \Mt"ﬁm g AL :s.ww%
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