Chapter - 2
A TH 95 2013 F1 9R=g
(Introduction to MS Word 2013)

MS Word 2013 Teh 3T aTer @moreaaX (Official Software) §1 I§ s Application Software &I TIE gl
ST 3ThE o |l STl QU &l § SHepT AN T Hadell ASshIAFE o [dehfad fhar §
S HEYGAT o MEFLT gfAar & G AR o Bill Gates §1 MS Office 2013 ST GT #ATH Microsoft
office 2013 &1 MS Office & 37d3Td s TFeAX 3T & ¥ — MS Word, MS Excel, MS Powerpoint, MS
Outlook, MS Access. ST 3TTThE T HT ST & T A &l

gs 2013 T8 2010 % AT gl I 3musr gger Word 2010 &7 39191 f&ar g, ar Word 2013 s aRfRa
giell aIfew| Afhet IfE 3T Word & faw &iw § a1 Uit HEol & | 31t Jreqsra wd 8, ar
39T Ggel Word 2013 3X%d & URTAT 8l H FT HHY oI9T|

HASHIATE g5 2013 FI AT F ASHIEFE g8 & TTY TIRASTUT FHET (training class) F forw ey
A & foT 7T oEr & fov Samsa fRar = §1 58% ganT 3T ATSHIAIYC 93 GEdidal Hr
SeTlel (Create), HOTied &t (edit), & et (format) R ARG T (Print) T Feohel B

What is MS Word 2013

Microsoft Word 2013 Vs T 3ifhd T & T Software &| forder Microsoft Company G@RT S=I1aT 311
AT Ig Software fag 7 Ta® 31f8F AT & 3T arelm Software & |38 Hf&ed & MS Word T g1
ST & | Microsoft Word 3T 9IaT Letter Writing, Resume, Mail Merge, Table, Chart 311fe st & faw
forar Sirar & safeT Microsoft Word @ Word Processing & a1 & 8 SI<T ST & |

g8 S AT MS Word 2013 H &S 3eoic Gt & IRET & HY-HIY SEAASA 1 IieAelged Telld
3R TEaheT Fer i aTFar Y IR U g5 NATHT NoFew & a1y AR 30F R Hr a7Han
G
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1 OWORDS ENGLISH (UNITED STATES)

e, TIGaT, arery eATaT, SR Selell, J56 R el $8 TehR &l Tl Gishansh & garr 37oei
ST 1 AT &I & GEJd L= Word Processing gl & 391 g18 & UR&el a1 9T 1
HETIAT @ I IS YThdT AT QAse ThaAT FHEellchl @ We] o9 JgT Hd HTYX &l Fgraar &
fopar STar § d9 g Soiagife a5 MAfde Fgard &

Features of MS Word 2013

HASHIAE & Word Processing application &7 Tdleldd HEHIOT MS Word 2013 31T 31T § 39+ $
39Nl 7S fAAVATT § ST Qe versions & W g ATSHIAFE & MS Word 2013 H Teh =T $eXhd
3R &% 3TN 3use § o IN-amHEw FEATH, gl 3R qEdwedl F caERe we are
Document Si=1Tet, Share el 3R 318 AT & T FA H Aee 9, AR 3fAF Fererdr @
HTH T

1. A New Look for Word

SIS 3T Word 2013 3T Wieldl dl YgelT Scolld 379eh! Teh 73T landing page G@TS &31M| ST Weleh &,
3MT9aRr 3797 Recent Document & TTY-ATY Tgel W ITT Documents T @relel &l fadhed G@S Sam|
eIl Wefeh #, 39 faffieeT cFaeled S Blank, invoice, Blog post 31TE T &ehd 1 319 ATSshIATE T
CFIICH syl & ATETH %6 “Fundraiser” IT “Proposal” Y @I ¥k Bl

2. Save and share files in the cloud



Cloud Ush $SRUT T A &1 ST 8 3T iieTellss @ § ol 3T 3§ Wit & Fehcl g | online W@

&Y 3T SlgHAT &1 SharePoint AT OneDrive WX Share X Hehd | gl & 379 319sT Word Documents,
Excel T Spreadsheet 3R 3177 31T FISdll & TFaT 3R Share & TFhd &1 3T Th & AT W
T & BIed & 3T GeAIdt & @y fAee] HH o T Faa

3. Use Multimedia

g7 3T Word 3 newsletters, flyers, brochures IT 377 HASCIHITSAT Document dIR & g, dT 39T
T ST T8Il g1l T images & AT FIH HIAT A Ugel F el T AT g1 Word 2013
% =T alignment guide (ST 3T HTSAT & Th gehs W click A & @ 9T T Tod) I Taee AT
AT FI 3T TFC A Aol F FAATART FAT AT FATAT g1 3T Document & IR 3R Teh
image draw Y Hehd &, 3R 3TIh HIST H BAgh AT [Felehk @I §, dT 31T Word &I DI T
39 Tedd U Bl &Y Document § IiFATIT T oha

4. Read Mode

39 MS Word 2013 & fohelY &t thigel @l 3 & 9G Hehol 8] IfE 3T Teh Document TGe1T & d
g, dfereT T 3raae Ua 3R &7 e T 3maTSar &, dF Word Document 3 3TT9ehTI 31918 &l Save
$T o9 difeh 3T &6 H 39 el d U¢ b ofal 39el oI5 fear a1 — oot &7 39 fohelt 37 fBasd
WX Document 9¢ I¢ &1 (S 3TeRl BR g A7 fdsier Eoele)| 3TeT “Save” il AT TUITT
AT STelal &l 3 3TaeTehdT =gl & MS Word 2013 39 forw @sft svrer &t &

5. Object Zoom

ST 39 ol STergAie &l 96 8 8id o 3R MG 319 37 SiagHc S Zoom LT A6 § o 39
3T &1 AT A 99T H Zoom R Tehd & 3P [T 3T YT 33Tell & ThITT W &l aR &I Y
(afe Touch screen & dT) AT YT ABH & Zoom in T Seel-eFeleh | 3 AfE 3T STFgFHC &I Zoom
out T T8 & ar Zoom out option W Fedesr &

6. Resume a Reading

sﬂ?aﬁmmmﬁsﬁwﬁcaﬁ%maﬁﬁwﬁwmﬁaﬁﬁmﬁmw?ﬂm
AT 3O STET & AU ST P UG BIST AT TgT § TGl I W@ Tt 1 FAfH MS Word
g 16 T@dT § T 3y agr 3

7. Online Video

319 MS Word 2013 & online video 8f @ Tehd & difeh 39 content I €ATT higd T Tehl



8. Reply to comments and mark them as done

39 MS word 2013 7 fR&T #ff RUuolt X 319aT 3cak ¢ Thd gl FATH MS Word 2013 H comment
option & &TY 31 Reply button FF 8 g fear § I Fis feoaoh FEifa $ir S § 99 319 59
option & GART §§d X Fehd & AR fecaforat #r maEh & ¢ X Fhd gl

9. Add polish and Style

Word 2013 & T 39 318 FeX 3R 3Tehdeh exardel §aT Fehd g, 3R 3T 3T Af3ar gt
% TTT A F Thd 8] oiF — Online video, images 31T T 3T pdf 8 Wiel Tt &1

10. Start with a Template

SIS 39 Word 2013 Tl 8, dl 39! gTel 81 & && 3T EaTdall &l Teh FEl & ATY Y& A &
HERIAT & AU AT FTeled &I QAhed Yol fhar STar & arfes 3ma [y off 337 o3 v T
W A ST Goh|

11. Open and edit PDF file

MS Word 2013 319 3T & Pdf gl &1 @iel bt § 3 387 R o < awa g5 &
Y 3T pdf A A paragraph, table IT list 7 $f1 M & FUR X Fhd §] Insert online Video and
PictureMS Word 2013 & 39 I 379at e&drdall & 3ifddsa difsar 3R images S5 @hd &1 3R
YT images T JHTeTellSel el Y W Save T Fleh @ Fhd § |

12. Live layout and alignment guides

T 3T TRET shape T 3R dGeld ¢ ol live layout 39 ¢&FEC & ATY chart, photo 3R Diagrams
T 3T FATCT & |

are:- afg 3ma MS Word 2013 9 I T ITEd & df A &Y 318 fois o Fas |



