What Is MS-Word?
Y, 97 - &S fF2
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How To Open Mic/rosoft Word?
@Y, G- GG BIFFI
® Click On Start Menu / Win Key [From Your
Keyboard]
® Click Programs
@ Click Microsoft Word

How To Close Microsoft Word?
fFog . - ST I% F1 T2

® Click File

@ Click Close

® Click Yes/No (I Save s4te b9 ©=es Yes
I Save FACS l 51T No F<F)

@ Click File (577)

@ Click Exit

How To Save A File?
T2 [FOII FH FACO 2 ?
Click File
Click Save
File Name Box @ w#fq (@ 91t Save Fc® 519
@12 TG fe73 T |
® Click Save

SIS IS

How To Open A Saving File
IRTTA T TR [FOII 0O =W 2
Click File
Click Open
S @ FIZE0 YETCe 519 ©f Select T4 |
Click Open

(SIS S S

How To Save After Editing?
IR F2A THMER 219 79T ATH 41 T2
® Click File
® Click Save
Or, Ctrl+S [From Your Keyboard]|

How To Open A New Document?
fFOIT T TFCAG YET0S =2
® Click File
® Click New
® Select Blank Document
® Click OK

Created By: Kamrul Hassan Bappy

Page: 1 of 8

Microsoft Word XP

How To Select Any Text Of The Document?
fFeIE @l f54ivs <1 w2

By Using Mouse:

¢ @ Text 5 7<ivs ¥ate 2@ Insertion Point & 13
Text @3 2/*1t3 @4 Insertion Point & G
4159 Tt T3 |

By Using Keyboard:

¢ WAT AF Text & 469 a9t =@ Insertion
Point f5 (18 Text @3 AAT/C*TT TS I |

¢ Shift + Arrow Key («<—,T,—,3)

How To Select A Whole Document?
SO 7o TFCrs f7Rfom w4l T2
¢ Click Edit
¢ Click Select All.
Or, Press Ctrl+A [From Your Keyboard]

How To Delete Unwanted Text Of A
Document?

S TFACHA (T ARG (F11 =] T2
¢ Select/ Block / Drag The Desire Text
¢ Press Delete Key [From Your Keyboard]

How To Create Undo?
PO @ @41 R[N el =i 7 e
¢ Click Edit
¢ Click Undo
Or, Press Ctrl+Z [From Your Keyboard]

How To Create Redo?
fFOR Jg T4 (@4 IM WA A2
¢ Click Edit
¢ Click Redo
Or, Press Ctrl+Y [From your Keyboard]|

How To Set Same Text Into Another Place?
oI A2 (1 S SRR A AR ?

¢ il TOpF wex Copy T 51 (12 WxiGF
Select ¥ |

¢ Click Edit

¢ Click Copy.
Or, Press Ctrl+C [From Your Keyboard]

¢ @I Copy 41 SIHGP (@RI IS BI (1T
Insertion Point & 714 |

¢ Click Edit

¢ Click Paste
Or, Press Ctrl+V [From Your Keyboard]
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How To Replace A Text Of Your Document? How To Go Specific Page?
RS RGRIRICE R IRIRH feera e oI qrewr Tm?
@ Select The Required Text @ Click Edit
® Edit & Cut ® Click Go To
® IF Cut 1 ST @I PACS B G @ Select Page (From Go To What List)
Insertion Point & 5= | ® Move the Cursor/I-Beam (In Enter Page
® Click Edit Number Box)
® Click Paste ® Type Desire Page Number
® Click Go To
@ Click Cancel / Close
How To Change Font Name/ Style/ Size/
Color/ Underline? How To Print Preview a Document?
fFOIR @4 TN, 512, WFIF, 7, ACH #M184 WAl feroIta 1675 1 74 THOISH Ml T2
kiik @ Click File
® Select The Required Text ® Click Print Preview.
@ Click Format ® To Go Back To The Word Editing Screen
@ Click Font ® Click Close (From The Preview Toolbar)
@ Click Font [Again] Or, Press Alt+C [From Your Keyboard] |
@ Select Any One Font (From Font List)
@ Select Any One Font Style (From Font Style List) How To View Print Layout?
® Select Any one Font Size (From Font Size List) PR THCIBI0 26 (F-Ss @ @2l AR ?
@ Select Any One Font Color (From Font Color Box) ® Click View
@ Select Any One Underline (From Underline Box) ® Click Print Layout
@ Select Any One Undetline Color (From Undetline Color Box)
® Click OK How To View Full Screen?
O THETHI T ~Mi Gre awi*e TR?
How To Find Any Word? - Click View
< : @ Click Full Screen
m W Llish slsckakic ® To Go Back To The Word Editing Screen
@ Cth qut Click Close (From The Full Screen)
@ Click Find ] \Or, Press Alt+C [From Your Keyboard].\
® Move The Cursor/I-Beam (In Find What
Box) ) . How To View Zoom?
® Type The Desire Word (31 {&C® 51R) PO FAE I© T3 WA TW ?
@ Click Find Next ® Click View
O T FEF AN @ @G fore HiRT G’ G | @ Click Zoom
Block a1 <pett 2e (1 | ® Select Any One Zoom [From Zoom To @
® Click Cancel / Close Button]
® Click OK
How To Replace Any Word?
fFeICa o1 oo Fa1 A2 %T;%o%oﬁ :1? :
® Click Edit ® Click View
@ Click Replace ® Click Toolbar
® Move the Cursor/I-Beam (In Find What Box) ® Click In Check Box (3 5= fo a1 2ter)
® Type The Desire Word (@ *f #fqqeq Face 513) )
® Move The Cursor/I-Beam (In Replace With Box) How To Show Ruler?
® Type New Word (#&eq S 1 91T 512) PO era Av#q Fa1 TR ?
® Click Replace (936 @41 Afiasa Face) ® Click View
® Click Replace All (932 799 71 (@41 “Ifiqeq F00) ® Click Ruler [In Check Box 0] (3 6= oz =1
® Click Cancel / Close qCF)
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How To Create Header & Footer?

Microsoft Word XP

How To Insert Date & Time On The Page?

PO THTD G B NGE A Amemee 57 T T2 fFeItd PR Wy 7Y ¢ ©ifqe ¢ T2
® Click View ® Move the Insertion Point In Desire Place (©@
® Click Header & Footer AT (TS BI)
® Type Your Header [In Header Box] @ Click Insert
® Click Switch Between Header & Footer &5 ® Click Date & Time ‘
[From The Header & Footer Toolbar] ® Choose Any One [From Available Formats]
® Type Your Footer [In Footer Box] ® Click OK
® Click Close [From The Header & Footer
Toolbar]
| Or, Press Alt+C [From Your Keyboard] How To Insert Text Box?
RS EEN G RGRIRIRH
How To Change Margin & Paper Size Of A o Cl%Ck Insert
Document? @ Click Text Box o
FFOI DI TS a9 @ NS orat T2 ® Draw A Text Box By Clicking The Mouse
. . Button (Left Button)
® Click File ® Type Some Text Into The B
@ Click Page Setup ype some Lext nto 1he Box
® Click Margin
® IR FoME TR & [Top, Bottom, Left
<% Right ] f | How To Delete The Text Box?
® Click Paper Size fFeIta 79 1 fowtam =111 Y=l I
® Choose Any One Paper Size ® Move the Cursor On The Text Box Line And
® Select Any One Orientation Then Click The Mouse Button (Left Button)
® Click OK ® Press Delete Key [From Your Keyboard]
How To Insert Page Break?
FOI Tow 91 LA Fl AW 2
® Move The Insertion Point End Of The Text How To Insert Clip Art/ Pictures On the
@ Click Insert Document?
® Click Break T TFCAD I B ALIS Tl AR 2
® Click Page Break @ Click Insert
® Click OK ® Click Picture
| OR,PressCtrl+Enter [From Your Keyboard]| ® Click Clip Art
@ Select Any One Categories
How To Insert Page Number? ® Cl%Ck Any Ong Art/ Picture
forold P T TRl A2 ® Click Insert Clip &
@ Click Insert @ Close
® Click Page Numbers
® Choose Any One Position
® Choose Any One Alignment
® Click OK How To Insert Word Art On The Document?
fFera e fifeg 5130 et e
How To Delete Page Numbering? @ Click Insert
fFoIa 9P T9a = T2 ® Click Picture
® Double Click On Page Number @ Click Word Art
@ Select Page Number ® Choose Any One Word Art Style
® Press Delete Key @ Click OK '
® Click Close [From The Header & Footer | ® Type Your Desire Text
Toolbar] ® Click OK
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How To Set Page Border? How To Break Columns?
fFeItd 9919 PRWCS TCIF (ATl T2 PSR @F FAM (ACE T FAIE ST e A2
® Click Format ® Place The Insertion Point At End Of The
® Click Borders & Shading Text
® Click Page Border @ Click Insert
@ Select Box ® Click Break
@ Select Any One Style [From Style Box] ® Click Column Break
® Choose Any One Color [From Color Box] @ Click OK
® Choose Any One Width [From Width Box]
® Click OK How To Create Superscript?
eI ARG T A2
O € 9 (a’+b?) BT B | SR (@ 2 (@
How To Insert Bullets & Numbering? Superscript F41 IACR |
ERERGRERICG I EICRIRIEH O = @ wGFE Superscript FACS T S
® Click Format Select 9 |
® Click Bullets & Numbering ® Click Format
® Click Bulleted ® Click Font
® Choose Any One Bullet ® Click Font [Again]
@ Click Customize [3f #%% = =7] @ Click Superscript [From Effects]
® Click Bullet ® Click OK
® Choose Any One Font [From Font Box]|
® Choose Any One [From Bellow] How To Create Subscript?
® Click OK fFeIta afE-s <=1 Fw e
® Click OK @ g« A (H,0) frdcs o | oized (99t 2 &
Subscript F1 AR |
How To Set Line Spacing? O Wi @ =GP Subscript e B9 ©F Select
eI e et =g o e T |
@ Select The Desire Text ® Click Format
® Click Format ® Click Font
@ Click Paragraph ® Click Font [Again]
® Select Any One Space [From Line Spacing] ® Click Subscript [From Effects]
® Click OK ® Click OK
How To Change Character Spacing? How To Set Shadow Of A Text?
@ Click Format ® Select The Desire Text
@ Click Font ® Click Format
® Click Character Spacing ® Click Font
® Select Any One [From Spacing Box] ® Click Font [Again]
@ Click OK @ Click Shadow
® Click OK
How To Create Column?
fepetca e toft i T 2 How To Change Case?
® Click Format fFoR @1 @« AfRTey T T2
@ Click Column ® Select The Desire Text
® Choose Number Of Column [From Number ® Click Format
Of Box] ® Click Change Case
@ Select Line Between [If Necessary] ® Choose Any One Case
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How To Create Drop Cap?

Microsoft Word XP
How To Split Cells Of A Table?

fFONR ETHF 2T T4 @ F41 T2 eI 21 @I T [Row 41 IW?
® Select First Character Of A Line @ Place The Insertion Point In Desire Cell
® Click Format ® Click Table
® Click Drop Cap @ Click Split Cells
® Choose Any One @ Select The Desire Number Of Column
® Click OK @ Select The Desire Number Of Row
@ Click OK
How To Create Table?
oI = (sl T4l T2
® Click Table
® Click Insert How To Create Auto Format A Table?
® Table fFei e fewise & todt 1 A2
® Select The Desire Number Of Columns ® Select Your Table
) Se}ect The Desire Number Of Row ® Click Table
© Click OK ® Click Table AutoFormat
How To Delete Table? O Chpose Any One [From Format List]
g ® Click OK
@ Select The Whole Table
® Click Table
® Delete How To Create Table Heading For Every
® Table Page?
o afs P a3 @S @ AT
How To Insert Row? ® Select The Heading Row
fFora g7 f & w41 A2 @ Click Table
@ Set The Insertion Point In Desire Row ® Click Heading Rows Repeat
® Click Table
@ Insert
® Choose Rows Above/ Rows Bellow
How To Sort Data Of A Table?
How To Insert Column? oI = (P G SR A A2
eI T T IS 41 T2 @ Select The Desire Cells
® Select The Desire Column ® Click Table
® Click Table ® Click Sort
® Insert @ Select Ascending (A-Z) / Descending (Z-A)
® Choose Columns To The Left /Columns To ® Click OK
The Right
How To Delete Row / Columns?
eIt i / T (o=l A2 How To Draw Auto Shapes?
® Select The Specific Row / Column frerta Trdferrens ffey wgfe s w1 a2
® Click Table ® Click The Mouse Pointer On AutoShapes
® Click Delete Rows / Columns Tool [From The Drawing Toolbars]
@ Choose Any Categories Of Shape
How To Marge Cells Of A Table? ® Choose Any One Shape
eIt 2ad S0 T GPaPa Tl T2 ® Now You Can See That Your Mouse Pointer
@ Select The Desire Cells Take Appearance Like (+) Sign
® Click Table ® Now Click Your Mouse Button [Left Button]
® Click Marge Cells And Drag It To Draw In The Editing Screen.
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How To Change Fill Color, Line Color, Line What Is Mail Marge?
Style Of A Shape? @ fofda o1 e @33 «@ee w2 it A e fon
e [fey wghoa e ¢ 513 “ifFs w1 T2 o a9 (F@ AW 9 B TR @ @
® Select The Drawing Object Document (oI @ TN 5139 R @SB
® Click Format Document (&dl Fd 9o AN AIE 9 T | TS
® Click Auto Shape ATONFA T M SE 5 BiZel W w0 wEig
® Choose Any One Fill Color [From Color qFE GRS A B s e swfte Document
Box] Marge T ATSNF &= STl wewi i todt 2@
® Choose Any One Line Color [From Line R | WF 92 Marge 99 Taferde @0 =W Mail
Box] Marge.
® Choose Any One Style [From Style Box]
® Click OK How To Create A Mail Marge?
fFeIta t2a Ww todidl AR ?
How To Save A File by Password? @ Type The Letter Given Below For Example:
oI RS Ol w0 AR T2
@& Click File Dear,
® Click Save As You will be very glad to know that we are
® Click Tools OING....ooevurrennnnns
@ Click General Option
® Click The Cursor In Password To Open Yours Truly,
[Box] Hassan
® Type Your Secrete Password ® Click Tools
@ Click OK ® Click Mail Marge
® Again Type Your Same Password [In ® Click Create
Reenter Password] ® Click From Letters
@ Click OK ® Click Active Window
@ Click Save ® Click Get Data
@ Click Create Data Source
How To Open A Password File ? ® Click Remove Field Name (If You Delete
fFeIa S 0 A4 FIRA A 2 Some Unexpected Field Name)
® Firstly Close All Files ® Click Add Field Name (If You Add Some
@ Click File Expected Field Name)
® Click Open [@59- Name, Father, Address, Country etc.]
@ Select Your Password File Name grers I Title ¥ 29 Add Field Name -9
® Click Open Click F3te (3 |
® Type Your Secrete Password ® Click OK
® Click OK ® Type A File Name
® Click Save
How To Delete Password File? @ Click Edit Data Source
froIa ST T A1 FIRA SIS T A2 O qIF SR O @E [ dfoq@E Add New -Ts
® Click File Click ¥ |
® Click Save As ® Click OK
@ Click Tools ® @3 Toolbar (AcF Insert Marge Field -4 Click
@ Click General Option %@ Field Name @t =#9& Document -9
® Click The Cursor/I-Beam In Password To 47T 93 T B T |
Open [Box] ® Click Tools
® Delete The Password ® Click Mail Marge
@ Cl?‘:k OK ® Click Marge
@ Click Save ® Click Marge [Again]
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How To Write Address In Envelops &

Labels?
PR AT Boiea fosiat e A

Click Tools

Click Envelops & Labels

Write Your Delivery Address And Return

Address

Click Options

Click Envelops Options

Choose Any One Envelops Size

Click OK

Click Add To Document

SIS S/

(SIS IS NS IS

How To Spell Check Of Your Document?
fFSIR THCHF I (5F F1 A2

Set The Insertion Point At The Top Of The
Document

Click Tools

Click Spelling & Grammar

Select The Correct Suggestion

Click Ignore [#f&$ F4T® 71 512 |

Click Change/Change All [#f7$a Fate 5130]
Click Cancel

iS)

SIS IS NSRS S

How To Use Thesaurus?
fFeIE ** SeR IIF F41 T2
Select The Desire Word
Click Tools
Click Language
Click Thesaurus
Select Any One Word
Click Replace

(SIS LS IS LS NS

How To Protect Document
FeIR THTT ALGS T4 A2

THCAT 253 TR MG THADH WA Sera F9a
AR T[© TCO TH] FACS AR | GF T AAAE
1 FACS QO 7|
Go to Tools Menu
Click on Protect Document
Choose the Comments option
Type your password in the textbox
Then click on OK
Re enter your password
QL (MYTS 2RI A AT THABHCS 7140 AR
T 1 9IF @fS T AT6F FAC B3 WHT FrewtE I

» Go to Tools Menu

» Click on Unprotect Document

» Type your password in the textbox

» Then click OK
QO CFCIG 63 1 AW |

VVVVVYY
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How To Write Bangla?
PO ST @7 A2
MICETS ST AFHGWRD AW T ST 0 TI Tros T 0 OTS A FCod IELe | (BT TR A
‘R oI TP TR @ T TEoAR OBt (ot &S, eif¥ i, Samt, Tmat TN SraTAey T |

Prabartan (£797) 317 7 J1TT @117 [43733-
Click Start

Click Programs

Click Prabartan

Click Prabartan.

Click OK

Press Ctrl+Alt+B

IR N R I IR (@ 6 I |

(SIS IS IS IS LS

I3t F@ee Prabartan 43 J1ET] e 51 731 Xels-
AdarshaLipi, LipiChameli, LipiRajanigandha LipiGolap - 4% 5% W8 WS ] e AR |

Bijoy (Rer%) 379217 #¢F J1¢1 T0F [43735-
YT o] e W9 SEATHER Task Bar -47 fem Layout P -«a 52 wiee & | 7 <t ©rzge

By Using Mouse:
® Double Click In Bijoy Layout From Taskbar

By Using Keyboard:
® Press Clrl+Alt+B Key o6 @a31tal Press 3 |
O GIF AE TR oA T (T GF FA |

facs Foera R J1ca! Sweas F1 TRl els-
SutonnyMJ, RuposreeMJ, SurmaMJ, BhramhaputraMJ, ChandrabatiMJ, KarnaphuliMJ, SushreeMJ -
Q% T TR S G I oTHA AR |
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