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Microsoft Office Version & Year

Release date

Title

Components

October 1, 19901

The Microsoft
Office for
Windows

Word 1.1, Excel 2.0, PowerPoint 2.04

March 4, 19918l

Office 1.5

Word 1.1, Excel 3.0, PowerPoint 2.0

July 8, 19914

Office 1.6

Word 1.1, Excel 3.0, PowerPoint 2.0, Mail 2.1

Early 1992

Office 2.5

Word 2.0a, Excel 4.0, PowerPoint 2.0e, Mail 2.1

August 30, 1992

Office 3.0

Word 2.0c, Excel 4.0, PowerPoint 3.0, Mail 3.0

January 17, 1994

Office 4.0

Word 6.0, Excel 4.0, PowerPoint 3.0, Mail 3.1

June 2, 1994

Office 4.3

Word 6.0, Excel 5.0, PowerPoint 4.0, Mail 3.2, Access 2.0

July 3, 1994

Office for NT 4.2

Word 6.0, Excel 5.0, PowerPoint 4.0, Office Manager

August 24, 1995

Office 95 (7.0)

Word, Excel, PowerPoint, Schedule+, Binder, Access, Bookshelf

November 19,
1996

Office 97 (8.0)

June 20, 1997

Office 97
Powered by Word
98 (8.5)

Word 97, Word 98, Excel, PowerPoint, Access, Publisher 97,
Publisher 98, Outlook 97, Outlook 98, BookShelf Basics, Small
Business Financial Manager 97, Small Business Financial
Manager 98, Automap Street Plus, Direct Mail Manager, Expedia
Streets 98

June 7, 1999

Office 2000 (9.0)

Word, Excel, Outlook, PowerPoint, Access, Publisher, Small
Business Tools, FrontPage, PhotoDraw

May 31, 2001

Office XP (10.0)

Word, Excel, Outlook, PowerPoint, Access, FrontPage, Publisher,
Small Business Tools

August 19, 2003

Office 2003 (11.0)

Word, Excel, Outlook, PowerPoint, Access, Publisher, OneNote,
InfoPath

January 30, 2007

Office 2007 (12.0)

Word, Excel, PowerPoint, Outlook, Publisher, Access, Groove,
OneNote, InfoPath, Communicator, Visio Viewer, OCT

June 15, 2010

Office 2010 (14.0)

Word, Excel, PowerPoint, OneNote, Outlook, Publisher, Access,
InfoPath, SharePoint Workspace, Visio Viewer, OCT, Lync

January 29, 2013

Office 2013 (15.0)

Word, Excel, PowerPoint, OneNote, Outlook, Publisher, Access,
Lync, Skype for Business, Visio Viewer

September 22,
2015

Office 2016 (16.0)

Word, Excel, PowerPoint, OneNote, Outlook, Publisher, Access,
Skype for Business, Visio Viewer

September 24,
2018

Office 2019 (16.0)

Word, Excel, PowerPoint, OneNote, Outlook, Publisher, Access,
Skype for Business, Visio Viewer

October 5, 2021

Office 2021 (16.0)

Word, Excel, PowerPoint, OneNote, Outlook, Publisher, Access,
Skype for Business, Visio Viewer

October 1, 2024

Office 2024
(16.0)

Word, Excel, PowerPoint, OneNote, Outlook, Access, Skype for
Business, Visio Viewer
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Paste—Cut‘CITCopyﬁ?QTFQéW&ﬁW(Paste)W%ﬁlﬁsg&ﬁWWmﬂmﬁl
Paste Special — Cut TT Copy fhT U eae &l 3ifalRad WiRR & I1U O B3 & AT 39 3T=H &1 ST A &, 5
— i T, fUa=R & 0 § U @31 371 |
Format Painter—Wﬁﬁ%ﬁﬁ%ﬁﬂ@ﬁ%ﬁmﬂmﬁmmﬁﬁ%ﬁm%
I TRE TR B IW bR Format Painter WWWG&,WWWW@WﬁW%
TS DHRAT B
2.2 Font
TRC DI BIHE BRI & [T Font JI & fdTd 3eh! [dhed IUT BId & S R UPR & -
Font — STaHE H R TRe &1 URY dga o fo Font TR &1 XA Rd & |
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TRTUT TR HIR W 3R 3= TR faeds He |
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TR AHA & | O bt <fie H oot forafl ot ot anfifer Aot Raid &l A o) Aee A TRed X Tobdl B |

FIIT INSTITUTE, PATHERDEWA, DEORIA WEBSITE: WWW.FIITINDIA.NET AHAMAD KHAN SIR




Microsoft Word (Word Processor| Document) FIIT INDIA

] el & gRT STHAT SR Tp1H & fohdl H T &1 & -Rife Sis I g
oI 5#4?;’7(’/ HV7 %/%UFormat W#WW?&'{TGW W#W{Open) 5’?&77’75’7?, forga ST 3T
Sffsided & ST B 130 81 8 T P& [3dey T+l & g &1 81d 81 3 Tt fadey [Agrl@d 8-
Object Controlling Options in Format Tab
o Styles — 3% gRI Teolde B! WIZd B! & Tobd g adT fHa Sfissiae oig QY, fUemr 3nfe o1 fafis ureul
AT gD & |
Fill Color — 3R I3 3Hfsvide AT B Al ITH T R IS & |
Outlines — 39 3= & GRT Y ] Sieoide BI SICAZT HER 1R HICTS A HR Jhd ¢ |
Effects — 3fTeoiae TR fafid UHR 9 3Whac AR R Jad &, o — 9id e, RudaRm, 7t onfe |
Positions — G{T@azﬁﬁ\‘:rﬁﬁmthﬁﬂmwéfm%, %@EWW%@%—TOQ Bottom, Center, Right,
Left, Middle.
Text Wrap—@ﬂ@?ﬁﬁ@éﬁﬁﬁ@%%ﬂqmw*mkxt Wrap WWWW%
farelt 3ffssiae Bl in Line, Tight, Square, Behind Text, Infront of Text &nﬁwﬁﬁzwm%l
Arrange—@H{ﬁ?ﬁ%ﬂ@ﬁmﬁﬁwﬁﬁ%waamﬁﬁﬁwmﬁwm$
Wm:ﬂ%[m%?‘hmrange Y & 3ifd Send to Back/Bring to Front W%WWW%I
Align — AeeIUd Teoided PI U 1Y Ffcahal I gIRGI-ed TS ®3- & (078 59 TR HR ST B
gl
Group—W@WWﬁWﬂTﬂ@dﬂ&?W&T&}dﬁ @I"II:|$1%'I'QGroup WWWW%
quweﬂ”ﬁaaﬁg:r WW%%‘I’QUngroup WW%@WW%I
Rotate — il famR, [T AT 3ifssiae o1 90, 180, 360 fSHt T GHM & feTE Rotate SR 1 XA B 5 |
Size — 3% GRI 3eolde DI 815 T AST3 SO I TP & |
3.4 Media
mw&mwméamﬁﬁwm(m tube Videos)aﬁﬁgmm%m
Microsoft Word 2021 ﬁé’r@raﬁﬂﬁ%l
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STagie H fordlt eoe IR foies @A o forg Ay ST &1 IUERT fohan off Yahell 5|
Links — STagHe H ford farf eoe a1 TR R) TR ot S18<t U, J3RUd, BIsd, WiceR 31 &1 foid & 9 g |
T A & foIu e Ridiae B3 fFR Links 3ITRM TR fadde B for STHSGRY 61 fifds ST 8 98 Si=E g7
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3.6 Comments
P BT IYANT [Hdl Tae TT TSR R His Aie foraq & fore fovam o gevar g, 5 fsuman o fewmar s asarg|
3.7 Header and Footer
Header — STagHc & YA US TR Ueh &1 oI YT a1 STHHBRT B Header TR & gRT USRI 61 b 81 88 A
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Ctrl+Shift+T Jd%e 3¢ A I o I & fow

Ctrl+U JoFes THC FI Hesldisd e & v
Ctrl+Shift +D | Joieg TFee H 3 HeaTallsd Il & folT
Ctrl + Shift + W | T oY Bight A% el A esTAST A & T
Ctrl+V FrdY AT Fe fFU T TFEC I T F & v
Ctrl+W Wqﬁgﬁ:{;ﬁtﬁaﬁmﬁ%ﬁv

Ctrl+X TlFES CHEC Pl He P & [T

Ctri+Y Teh TT 3T S & T

Ctrl+Z Th Y N S & fow
Other Microsoft Word Shortcut Keys
AR $T AT Microsoft Word Shortcut Keys & 1§ g B'IEFQ?E #1 ufefear, it o a»?gﬂ%m ¥ gefaa &
Sr No | Shortcut Keys Shortcut Description

31 Crl+[ Plec ST 8T I & [l

32 Ctrl+] Piee ST BT el & faU

33 Ctrl+Alt+H HolFes CFEC Fl EISASE el & Tl
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41 Ctrl + Right Arrow | i3y i1 STargeic & T ersg Gl (right) 3R & oI & AT
42 Ctrl+ Up Arrow FET FI T REMH 3R o A & @0

43 Ctrl + Down Arrow | &8T & T REMF T o o1 & AT

44 Ctrl + Home FET FI SFFHT & AvaTd &F of I & oT

45 Ctrl + End a,—éqafrg‘m:ﬁta?g?rﬁﬁaﬁé;ﬁw

46 Page Up 93 &l 30 A d% hiel el & [T

47 Page Down 95 &I A fF IGE Thidh Pl & o

48 Shift + F5 Slaggc & ool i dIohersd d #8 A o S & v
49 Ctrl + F6 30Tl 93 SIFgHC a3l #H S & fou|

50 Ctrl + Shift + F6 Wagg‘ﬁ\gzﬁaﬁmﬁ?ﬁvl

51 Ctrl + Del I & arg AR Fud & e 1 fBellc = & fow

52 Ctrl + Backspace FW F T 3R TUT T s ' Belle F & AT

53 Ctrl + Shift + L g@gmgaqéa:{ﬁé;ﬁv

54 Ctrl + Alt + L X foTe =8¢ i & v

55 Alt + Ctrl + C HARTSE e seq¢ A & T

56 Alt+Ctrl +T 23AS e gwae WA & v
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Microsoft Word (Word Processor| Document) FIIT INDIA

| ¢ fHde 3o A & faw
Ctrl + Alt + M Joldes e H HHC 37U Hld & ToU
Alt + Shift + D 3T &1 a0 g & AT
Alt + Shift + T I T gAY S & o
F4 3ifaT TT A g & v
Alt + F4 TH.UY. g3 &3 #T §9¢ = & v
F7 sfeggic & Vfdir 3R IR I+ = & v
Ctrl + F1 Reae fe@= 3 Busr & fow
Alt ¢sg UlFede et & foIw
Alt + F THATH 93 H Bi3d Ay Tielsl & fou
Alt + H (Home Tab) g &9 @ & T
Alt +N (Insert Tab) | s=g¢ &9 @ele & faT
Alt + G (Design Tab) | fagresr 39 @ea & T
Alt + P (Layout Tab) | 9r33e &9 @ & AT

Alt +S (References | Yy 9 @ea & foT
Tab)

Alt + M (Mailings AfoT &9 @ & AT
Tab)

Alt + R (Review Tab) | Reyr &9 @leir & [T
Alt + W (View Tab) | a1 89 @ & AT
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