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MICROSOFT WORD 2007

Q1: Microsoft Word 2007 &FT §?

A: Microsoft Word 2007 is a word processing software that allows users to

create and edit documents.

A: Microsoft Word 2007 Teh QUG THTHIOT HTFEdIX & oIl
SUANTHAIHT &Y GEATdS Tl IR FUTfed A I A & &l

e Ribbon Interface:

« Replaces traditional menus with tabs that organize commands and
tools.

New File Format (.docx):

« Improved file management and compatibility with other applications.

SmartArt Graphics:

. Enables users to create diagrams and visual representations easily.

Templates:

« Pre-designed formats for different document types (letters, resumes,

reports).

Formatting Options:

. Extensive text and paragraph formatting tools, including styles, fonts,

and colors.
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e Mail Merge:

« Create personalized documents using data from a database or

spreadsheet.

e Spell Check and Grammar Check:

« Real-time error detection and suggestions for correction.

e Tables and Charts:

. Easy insertion and formatting of tables and charts for data

organization.

e Hyperlinks:

« Create clickable links to websites or other documents.

K IGIEGH qHEY A

1. SIS UIHYOT:
urs, 3eoe 3R g8l & o e ureuor e uerd
AT &, THFA Biee, R, W1 3R a@x@or afda

2. e 3R creoT S
SUINTRATAT Bl IEATdd TAT H Tl AR reor &
AT B b A H FAGE Pl b folw AdfATHI ST
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3. Al HAA:
SUGNThATHT Bl eGihald dedl (S A1 3R ud) arel &%
SEATST (S UF) Tl @ AT S B

4. drferepr fAHATOT:

32T P Jed] TITST o T SUINTRAT 3T & drfelepry
STel Hehd &

5. dferar 3k faw:
3o |

6. TIBUXToieh:
SUANTHATIHT Pl JIATBCT IT 3T g&adait & forw foerd
e AT foleh I 1 AT Sar §

7. Tféar faeu:

gfaard|

Q2: What are the main features of Word 2007?
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Q2: Word 2007 & HET faward @ar §2

A: Key features include the Ribbon interface, .docx file format, SmartArt,

improved collaboration, and various templates.

A: ALY FAAVAT3T # R 3eIBE, .docx BISel YT, TATCIIE,
JeR gear, 3R RAffea eouce anfda &

Q3: What is the purpose of the Ribbon in Word 2007?

Q3: Word 2007 #A R &1 32T T §2

A: The Ribbon organizes commands into tabs for easy access to tools and

features.
A: Raer 3uatont 3R gRaumsit dh 3= ugd & foU JmeRit #
&g # cgafeya &ar g

Q4: How can you save a document in Word 2007?

Q4: 3T Word 2007 H STATdsT Pl A gl Thd &2

A: Click on the Office button, then select "Save" or "Save As" to save

your document.

A: ATTRE ded W o &Y, Y 37U c&dTdsl &l ool & Tou
"Heol" AT "Hool o8 BT IIT Y|
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QS5: What file format does Word 2007 use by default?

Q5: Word 2007 3%fec ®7 8§ fohT BIEd UIRT T SUANT T &2
A: Word 2007 uses the .docx file format by default.
A: Word 2007 8%iee &7 & .docx BISeT UTIRT &l 3UJT HIdT &l

Q6: Can you insert images in Word 2007?

Q6: AT 31TT Word 2007 & TfAAT STl hd &2

A: Yes, you can insert images by clicking on the "Insert" tab and selecting

"Picture."

A: &I, 3T "FiFATd P ¢d W ol o 3R "R &1 93

Ak Sfadr 3T T &l
Q3: How can you save a document in Word 2007?

Q3: 3TT Word 2007 H STdTdsl Pl Hl Hgol Thd &2

A: Click on the Office Button and select "Save" or "Save As" to save your

document.

A: 3R e W [Fad A 3R 37U gEATdST dl eold & TolU
"Oeol" AT "Tool oA BT AT Y|
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Q4: What are templates in Word 2007?

Q4: Word 2007 # TFTICH FIT &2

A: Templates are pre-designed document formats that help users create

consistent documents easily.

A: CFICICH qd-AUTRA SEdTdst Uy @id § ST SUANThdl3il &
HEE § FHIA SEAES Tl # Heg P B

QS5: What is Mail Merge?

Q5: AT HSl T &2

A: Mail Merge is a feature that allows users to create personalized letters

or documents using data from a database.

A: AS A TH AATAT & I SUAITHAIN Bl 36T F 3T A
30T Feh AThIId UF AT GEAAS Tl i 1At St B

Q6: How do you insert a table in Word 2007?

Q6: 3T Word 2007 H difeil Hy T Thd &2

A: Click on the "Insert" tab and select "Table" to create a new table.
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A: "gFATIT P ¢T W Fead A 3R T A5 drferdr a9 &
forT "arferar” &1 I Y|

Q7: How can you check spelling and grammar?

Q7: U gde 3R T fiY AT FY T hd &2

A: Click on the "Review" tab and select "Spelling & Grammar" to run the
checks.

A: "G &g W T w 3R I =T & o "adar iR

TR0 BT IIT hi|

Q.8 What are the uses of "FIND" and "REPLACE" option?
"FIND" sk "REPLACE" %#vs &1 3T oy |
Ans. "Find" and "Replace' Option in MS Word

The "Find" and "Replace" features in Microsoft Word are essential tools
for quickly locating and changing text within a document. These options
save time by automating the search for specific words or phrases and

replacing them if needed.

1. Find Option
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« Purpose: The "Find" tool is used to search for a particular word,
phrase, or character in a document. It's useful when you need to
navigate a long document or find specific information quickly.

« How to Use:

1. Open the document.

2. Press Ctrl + F or go to the Home tab and click on Find in
the Editing group.

3. A navigation pane will open on the left, where you can type the
word or phrase you want to search for.

4. Word will highlight all instances of the search term in the

document.
2. Replace Option

« Purpose: The "Replace" tool not only allows you to find a specific
word or phrase but also replace it with something else. This is helpful
when you need to correct repetitive errors or change terminology
throughout the document.

« How to Use:

1. Open the document.

2. Press Ctrl + H or go to the Home tab and click on Replace
in the Editing group.

3. In the dialog box, enter the word or phrase you want to find in
the Find what field.

4. Enter the new word or phrase in the Replace with field.

5. Click on Replace to replace one instance or Replace All to

replace all instances at once.

Advanced Options:
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« You can also use advanced options like matching case (upper/lower
case), finding whole words only, or using wildcards for more

complex searches.

"Find" 3iX "Replace" fd&ed (MS Word)

MS Word # "Find" 31X "Replace" AU g&ddsl # aec &l
Sl ¥ W 3R g & v 3rcdd Avcagel 3uawor §1 A
faehey @ Turd § 3R 3MUS qEAAS A fhdr faQW Qreq am
ISl & Wheld 3 38 dgelel & Fiaur vere &id gl

1. Find Tdepeu

. 38%F: "Find" T I 3TN cE&ddst A fohdl fIdW ereg,
arergier, AT &N &l Wiold & fow foRar Srar €1 I8 a9
3B BT & ST Ul I3 GEAST A doll F AT i
oI P AV FAHAPRT gaar o

. B IUAIT A

1. SEATdST @rel|

2.Ctrl + Fcdi¥ I7 Home &g H AT Find W [Fad HY

(IT Editing TIHg # BT )|
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3. 915 3R Uh ATRE U9 GoT AT, STl T I8 2Aeq
T ATFATL BT I bl & 018 3T Gieldl ded o
4. Word 30 g & FH IcTeXUl Dl STddel H TISSC

Y S|

2. Replace ey

. 3TRF: "Replace" ¢l A hadl HUHA [RAT faAw <reg o
aIFAIY P Wil ST &, dfed 38 frd 3R & agera & ot
glaar &ar &1 IT a9 3uAe edr § S 3MUent fRET el
Bl IR-IR b AT & AT QR SEATdST H QAcdl Pl aeelem
&l

. Y AT I

1. SEATdST @rel|

2. Ctrl + H GG IT Home ¢ H ST Replace W T&Feieh
Py (TE Editing GHE & lar )|

3. §dIg dird #, Find what Beg & g Ueg AT TR gol
Y T8 3T @t ared ©

4. Replace with HTes & JIT Qg AT ATFAA ol dY o9

Y WA Aeq & T W @Al IAed o
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5. Replace WX [dFelep d dTfch dhdel Th 3GTeX0T dGell ST
IT Replace All X f&Ferer Y drfes g3l 3eeR0T dgel ATV

Sedd Tddeu:

fAemar (F3/81C H&R), had QR A gel, AT ATAF SAfea
@Sl & T dIgesdhigd &l U |

Q8: What is the function of the Office Button?

Q8: TFH e &I T FAT §2

A: The Office Button provides access to file-related tasks like opening,

saving, and printing documents.

A: ATTPT Jed Bd ¥ T dRf 58 c&dids @iold, eold
3R e o & fow uga ge= & ¥

Q9: How do you create a hyperlink in Word 2007?
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Q9: 3T Word 2007 H FB3WRTid $hH IaT Johd &2

A: Highlight the text, right-click, select "Hyperlink," and enter the URL to
link.

A: UTS Pl BISBC B, Usc-TFolh Y, "SBSWRTeih” BT I B,
3R ol & & foT URL g |

Q10: Can you customize the Ribbon in Word 2007?

Q10: FAT 3T Word 2007 H R B HEcASST I Thd &2

A: Yes, you can add or remove tabs and commands in the Ribbon to suit

your needs.

A: B, T YA IMOIBATIN & AR Naa 3 ea 3R 3meer
S AT §T Fehd &

Microsoft Word 2007 Detailed Overview / ATSHITIGE ds 2007 &I
faega sradiea

1. User Interface / SUAIThdl SeTthY:

« Ribbon: The most significant change in Word 2007 is the Ribbon
interface, which organizes tools and commands into tabs for easier

access. Each tab contains groups of related commands.

(Raa: Word 2007 & g9 93T aRada Raa se3hg &, s
3UhIU R HE2AT B T A AT HLar §, HHd o
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TFAT LT A BldT &1 UAd &I H JaiQd et &
qJHg &9 &)

« Quick Access Toolbar: A customizable toolbar that provides quick

access to commonly used commands like Save, Undo, and Redo.

([Fah AT TAAR: Th HEcHABATA oldR Sl AT §T
¥ 3T fhT S drel 3TERT S Feol, Thad @Y, IR ge:

Y dh caRd u§u el &ldl &l)

2. Document Creation and Editing / G&ddsl fAA0T 3R Fures:

« New Document Templates: Users can choose from various
templates for letters, resumes, reports, and more, helping to

streamline document creation.

(AT GEATAST ¢HFIelcH: 3UARThar ual, Rega, Raref 3k
ARAF & fow R_ffe TFuecd & F g Faha &, oad
gEdrdet AT P WA I ST HebeT 1)

. Editing Tools: Includes cut, copy, paste, and format painter to easily

replicate formatting from one part of the document to another.

(TUTE 3UhIUT: SHA hIe, hiul &, 0Fc &Y, 3T Hidde dex
M &, S TS B TH AT @ gE HIT F GrETOT A
AT & e T AT T §1)

. Find and Replace: An efficient way to search for specific text and

replace it throughout the document.
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@ 3R Ted: RIRE Ue @ e IR arae & 38

dGoled &l Teh PAS Iepll)

3. Formatting and Styling / UT&UOT 3R el

. Font Styles: Extensive options for font types, sizes, and colors, as

well as bold, italic, underline, and strikethrough effects.

fasmea, @ty & aies, scform, 3isvaea, 3R ey Tmal)

. Paragraph Formatting: Users can adjust line spacing, indentation,

and alignment (left, center, right, justify).

(3TITAG UIRUUT: SUANITehdl 1@ & FATHIT, 35220, 3R
TGUT (dTT, chg, T, HH) FARIST P b §l)
« Styles Gallery: Predefined styles that allow users to apply consistent

formatting quickly across headings, body text, and other document

elements.

@ferat & Ferd: g@-Fuiia et S st o
Mehl, AET UTs, 3R 31T SEAST deal # doll 4 gaod
UIRUOT 9] e 3gAfa & §1)

4. Graphics and Multimedia / TMf%hag 3R AN

. Inserting Images: Users can insert pictures from files or online
sources, along with options to format images (resize, crop, add
borders).
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(R ST 3UARTRdT WISl AT Aidsd didl & & s
Hhd &, T & =ET B Ursiig P & Aepey (TR
AIC oI, ST AT, HIAT ST 1)

« Shapes and SmartArt: Tools for inserting shapes and creating

diagrams to visually represent ideas and processes.

Gpfadr 3R TAENE: INFHfadr sre= 3R ARt 31k
uferar3tt o1 27 ufafaffca e & forw 3@ 99 &

3UBIOT| )

« WordArt: A feature that allows users to create stylized text with

various effects and colors.

@S37E: Th AT S 3uATRarit H Affe vomat 3tk
Wit & Ty Tesfar e g & sgafa & )

5. Collaboration and Review / G&dTdT 3R gahem:

« Comments: Users can add comments to specific parts of the

document for feedback or collaboration purposes.
(feaforat: suAeThdr geads & Aty w3 fecaforn
A gha & Bredd ar geder & 39dt & fw))

« Track Changes: Allows users to see modifications made to the

document and accept or reject changes during the review process.

@RadAT P ¢F PY: STARRATNT B SEdRST A fohw T
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aRadat @ gEa @ AgATT gar & R FHeT uihar &
el uRadal & TR a1 FEdR Hll)

« Document Comparison: Users can compare two documents to

identify differences, useful for collaborative projects.

CEEAAS JAAT: SUANITRAT & SEATASI BT JIT HT Fha &
difep 37a Ugdre ST Teb, S el gRATSA31 & o
gl §1)

6. Common Formula Functions

Word supports several common functions for calculations. Here are the

most frequently used ones:

SUM(): Adds a range of numbers.
Example: =SUM (ABOVE) sums all numbers above the current cell.

You can also specify a range like =SUM (A1 :A5).

AVERAGEY(): Calculates the average of a range of numbers.

Example: =AVERAGE (ABOVE) finds the average of the numbers

above.

MIN(): Finds the minimum value in a range of numbers.

Example: =MIN (LEFT) finds the smallest number to the left.

MAX(): Finds the maximum value in a range of numbers.
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Example: =MAX (ABOVE) returns the largest number above the

cell.
How to Insert Formulas in MS Word

1. Create a table.

2. Place the cursor in the cell where you want the formula.

3. Go to the Table Tools tab, click on the Layout tab.

4. In the Data group, click on Formula.

5. In the Formula dialog box, enter the desired formula and click OK.

MS Word # Brcl T 3UANT el H 0T B & fow femar
ST Tl &, ST & Excel # foRaT STTaT &1 &Telies, Word & Hragel
Excel 1 Joldl # & & &, Afhad I Si1s, gerd, om 3R 3iaa
STl AT IO & forw suAeht g &1 I’ MS Word #
Brlell @ Hfd #eg fdg few v §:

2. yaford Wraelr HerRrd

Word &% HTHCT I0TAT Herrd BT TAYT Ll &1 S THT
B fFfai@d &:
. SUM(): Tsh TYAT HT TE=IATHT Bl ST &

o 3ETEIUT: =SUM (ABOVE) dadTel hIRABT &b FuT Hr gt
&I A Asar &
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. 3T fordl Y I & o AfEE o gha &

=SUM (A1 :A5) |

. AVERAGE(): T H1T fiT 3iEd 0 &ar &l
o BEIEIUT: =AVERAGE (ABOVE) U &I &I &1 3tad
fAepTerar &
. MIN(: T A # g A @it &l
o JEIEIUT: =MIN (LEFT) 918 31X &I Jad Bl AT @ialdl
J
. MAXQ: T TAT A 3fApasdm AT @ierar §
o BEIGLUT: =MAX (ABOVE) HUX &l JIH a3 AT &l ¢l

7. Security and File Management / JI&TT 3R BIBd UgY:

. Password Protection: Users can set passwords to protect documents

from unauthorized access.

(UrHaS GIETT: SULNThdl SEAdsil Bl HATpd Tga A
guiard @ & fou urgas dc a Tdhd §1)

. Document Recovery: Features to recover unsaved documents in

case of unexpected shutdowns or crashes.

EFATaS Gavifa: 3MeafAa dg el a1 sher @ & fafa #
HAAES T GEASI Pl GAUTH el by glaamd|)
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8. Printing and Exporting / ¢ 3R Faa:

« Print Preview: Allows users to see how the document will look

when printed, with options to adjust settings before printing.
(e gataciiere: SUANTRAT3T @ T8 @ FFATT Sl ©
fep gEads Ue @i o $ar fewem, fiféar @ ugar afded
HARNTIT A & ey & ary|)

« Export to PDF: Users can save documents in PDF format for easier

sharing and printing without losing formatting.

(ETE d [T 3UARRar gEdsl df MEuE Bide A
© a1 ursgur @)

Common Keyboard Shortcuts in Word 2007 / Word 2007 A AT
S ATche:

1. Ctrl + C: Copy / Al &
2. Ctrl + V: Paste / fqerd
3. Ctrl + X: Cut / &I

4. Ctrl + Z: Undo / gddd &
5. Ctrl + Y: Redo / Gel: &Y

6. Ctrl + B: Bold / 98 &
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7. Ctrl + I: Ttalic / 3cToldh &Y
8. Ctrl + U: Underline / 3-1316”53 P

9. Ctrl + A: Select All / Y T TIA hY

10. Ctrl + P: Print / Ui &Y

Tips for Effective Use / U3 30T & forw fery:

« Customize the Quick Access Toolbar: Add frequently used

commands to the toolbar for faster access.

(s TR ol ol HECHATSST BY: ol Ugd & o
AT §T & 303197 fhU I arel e $l gaar A
S

. Use Styles for Consistency: Apply styles to headings and body text

to maintain a uniform look throughout the document.

*kkk*k
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