
cl½tcUleTATMB½rfµICtrl + Enter

cl½teTAeRkammþgmYybnÞat;;; (New)Enter

cl½teTAeRkammþgmYybnÞat;
cl½teTAelImþgmYybnÞat;
cl½teTAeqVgmþgmYytYGkSr
cl½teTAsþaMmþgmYytYGkSr

cucedIm,IbMlas;TI

4> clnaénCursor
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5> rebob Select Text

Select BIcugbnÞat;eTAedImbnÞat;Shift + Home

Select BIedImbnÞat;eTAcugbnÞat;Shift + End

Select mYybnÞat;eTAeRkamShift + 

Select mYybnÞat;eTAelIShift + 

Select mYytYGkSreTAeqVgShift + 

Select mYytYGkSreTAsþaMShift + 

cucedIm,I Select
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cl½teTAxagedIménGtßbTCtrl + Home

cl½teTAxagcugénGtßbTCtrl + End

cl½teTAeRkammþgmYyeGRkg; (Screen)Page Down

cl½teTAelImþgmYyeGRkg; (Screen)Page Up

cl½teTAedImbnÞat;Home

cl½teTAcugbnÞat;End

Select TaMgGs;Ctrl + A
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6>karkMNt;énkartMrwmeqVg sþaM nigEpñkkNþalkfax½NÐ

- Align Left : KWCakarsresrGtßbTtMrwmEpñkxageqVg

- Center : KWCakarsresrGtßbTtMrwmEpñkkNþal

- Align Right : KWCakarsresrGtßbTEpñkxagsþaM

- Justify : KWCakarsresrGtßbTedaytMrwmTaMgsgxag
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7> karsresrelIk,alTMB½r eCIgTMB½r (Header and Footer)

Header and Footer CabBa¢amYysMrab;begáItk,al nigeCIgÉksar
edIm,I[vaecjRKb;TMB½rEdlmanGtßbT.

rebobcUl Header and Footer

- cucelI View menu

- cucelI Header and Footer
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sMrab;erobcMTMB½rRkdasEpñkk,alTMB½rnigeCIgTMB½r
sMrab;dak;em:ag edaysV½yRbvtþi
sMrab;dak;éf¶Ex edaysV½yRbvtþi

sMrab;eRCIserIsRbePT nigkarkMnt;énkarcab;epþImelxerogTMB½r

sMrab;bgðajcMnYnTMB½rEdl)aneFVIkarrYcehIy
sMrab;dak;elxerogTMB½r edaysV½yRbvtþi
sMrab;dak;eQµaHRkumh‘un eQµaHÉksar éf¶Ex>>>.l.
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biT Toolbar rbs;k,alTMB½r RtLb;eTAeFVIkarenAGtßbTedImvij

sMrab;BinitüemIlEpñkxagedIméneCIgTMB½rEdl)aneFVIrYc
sMrab;BinitüemIlEpñkxagedIménk,alTMB½rEdl)aneFVIrYc
sMrab;cl½t Cursor eTAeFVIkarenAk,alTMB½rnigeCIgTMB½r
sMrab;Ekk,alTMB½rnigeCIgTMB½reGayxusKña
sMrab;lak;nigBinitüemIlÉksar
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8> kardUrRbePT nigTMhMGkSr Font and Font Size

- dak; Cursor enATIkEnøgNaEdlGñkpøas;bþÚr

- cucelI Format menu

- cucelI Fonts
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- Font  : sMrab;bþÚrRbePTGkSr
- Font style  : sMrab;bþÚrTMrg ;GkSr
- Font size  : sMrab;bþÚrTMhMGkSr
- Font color  : sMrab;dak;BN’eGayGkSr
- Underline style  : sMrab;dak;bnÞat;enABIeRkamGkSr

Single : eRbIsMrab;enAeBleyIgcg;KUsbnÞat;BIeRkamBaküEtmYyCan;.
Word Only : eRbIvasMrab;KUsbnÞat;EtBIeRkamBakü cMeBaHkardkXøa

vaminKUseT.
- Underline color  : sMrab;dak;BN’eGaybnÞat;enABIeRkamGkSr
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