List of Microsoft Word Shortcut Keys in Hindi

=9 table ¥ Microsoft Word T shortcut keys T SITATT &T 5 & THH & T shortcut keys
HTSHIETFE % THT version § FTH A5l Fd gl

Shortcut Keys

Description

Ctrl + A THHT ITANT TRt AT STFIHe AT U % text Sii¥ 7 aTeq &l T a1
YAFE i o o0 TRt SITaT Bl
Ctrl + B I ITANT 7 selected text FT bold T STaT 2
Ctrl+ C T8 selected text AT 37 ATET FI copy FLAT &l
Ctrl + D THET 3TN font dialog box open F3+ & T T StTar 21 e
AT font T T, FETSA ST T 3MM(S TS Thd
Ctrl+ E THET ITATT selected text T page & HeX | FL  forw fFrar Sram|
Ctrl + F Tg AT § GoAT (AT AT STFgHe | & ST @io| 7 help FaT @
Ctrl + G THET STANT Uk € HL IS 92 ST o6 o0 363 S[rar g
ST AT Ctrl + G press &, 91 39 37T 3 off 3177 option =@ &
% page, section, line , bookmark , table el Ig™wr * forw af
AT IS . 5 9T AT 9724 g a7 5 Key press FTah enter key press
ERY
Find and Replace =]
i =~
E}Q to what: ) Enter page number:
‘jaiéeéon ; Esnter + and — to move relative to the current location. Example: +4 will
i(B:ookmarl: move forward four items.
GoTo ] [ Close
Ctrl + H Tg téame fRdT ff wree a7 SR § a8 a1 3790 o6 ST ATl

9TS% T FaA [T SITAT § II@TLT o (o1 g/ ars% "b" &l e "a" H
JaA Thd 2|




Find Replace GoTo

Find what: b v

Replace with: |a v

More >> Replace All | | Find Next Cancel

Ctrl + 1 Tg aTieae select 7T 1T text T italicize 3T un-ltalicize F¥aT 21

Ctrl +J Tz eTicwe select 7T T text &7 justify F¥AT g (WA IS AT
I text FT T T & HAAT )

Ctrl + K T eriewe select 7T 1T text & Hyperlink STeraT g

Ctrl + L THHT ITAT left alignment 3T selected line &1 U< & aTs ¥ A<
T o fou R Srar g

Ctrl + M THHT ST line FT indent & % forw fRar SiaT 81

Ctrl + N THET ITART MS Word H new document 3T new page =T« o
T ST 2|

Ctrl + O THHT ITANT MS Word & T ®Tsed open 3 # forg & sirar
2l

Ctrl+ P THEHT START document T print preview @ra T & AT 81 39
Ctrl + F2 3fiT Ctrl + Shift +F12 shortcut key FT ITTRT F¥a T @
T Bl

Ctrl + Q THET START paragraph ® ATET ST a0 # forw &R Srar 2

Ctrl +R THET ST right alignment a7 selected line &7 U7 % aTE X &<
FA & fora R ST gl

Ctrl+ S TE 1A S SIFTHE Hl save FLT & o1 ITANT gral &l

Ctrl+ T THHT STANT paragraph # hanging indent 3+ = forw R ST 81

ST it 29T paragraph ¥ T @12 g, 1 T8 Tgatl AT &l G H7




1= T &7 @29 § indent 34T 1

SR TP A 8, 1 farotell I gRT Iamn s 8
mgﬁﬁm%mWElectronic device B g U Ul \WWW%
5t AR 3@ BTl 1 agd ol J3IR TR I guf el 31

Ctrl+ U 7% selected text FT underline F%= # T ITART foFAT SITaT 21

Ctrl + V Tg copy T T STeT ST o= I &l F= a1¢ paste F & T
YA fohaT SITaT Bl

Ctrl + W Tg TAHTH | GeAT (AT Fl & FLA o o0 I 797 1T 3l

Ctrl + X THHT ITANRT STT &1 cut FE & forg 3 Srar 2

Ctrl +Y Redo (Ctrl + Y) %7 ST5T undo ZTeT #t 1§ 53k 77 21 % fory
TR ST 2

Ctrl +Z Tfe " Fe STeT A7 formatting Tt & fe T 31 a1 39 I9: 9T
T o TorT Ctrl + Z &7 TR 3797 SITaT 8 =9 undo T g 8l

Alt + F =9 key T ITANT &7 ¥ file menu F option G STTd g1 S T 3T

Alt + F , A press &[T SiFHE T B &1 Save As FT Tahd gl

Ctrl + Shift + L

THEHT START F=A H bullet point 37 % forw foha STaT 21

Ctrl + Shift + >

SHHT ITTNT v 37T T text AT font FT STHTT +2pts TF T&TH *
forT foha StTaT g1 S T 12, 14, 16, 18

Ctrl + Shift + <

Tg HerFe o3 U text AT font FT ST +2pts TF =edT gl

Ctrl +] T ITANT qoree T3 T text AT font T ATHTL +1pts TF T@TH *
forw forar STaT 81 S9 T 12 ,13,14,15

Ctrl + [ Tg TorFe T 1T text AT font FT ATHRTT +1pts TF =T Bl

Ctrl+/+C U STANT H cent sign (¢) insert F7aT SITaT 21

Ctrl + Shift + *

THHT ITANT non printing character FT fa@w =i gume & forw




ST 2l

Ctrl + Up arrow (1)

Tg FHEL & line IT paragraph Fit LT & o T o6 1T ITIRT
BRI

Ctrl + Down arrow

)

g FE AT line AT paragraph T 3@ § o ST9 & forw ITRT fohmT
ST Y

Ctrl + Right arrow

Tg FHL & line IT paragraph F TH-Ta 2753 % QT (—) TLE o ATaT
£l

Ctrl + Left arrow

(<)

g FEL 7 line IT paragraph & TF-TF 9% & T8, («) TCF o ST
2l

Ctrl + Delete

T8 shortcut key FHY F TS AT & TH-Ueh FLh 9758 goTdT 2

Ctrl + Backspace

Tg shortcut key FHY o T AT H TFH-TF FHleh 258 g2TdT gl

Ctrl + End

SHHT STANT FHL Tl STFTHE o AGL | o ST o6 Forw B Srar 2|

Ctrl + Spacebar

78 faeraes font # Rwiee font # R F7aT 21

Ctrl + Home THHT ITANT FHHL Hl STFHE 6 LT | o ST 6 [orw 631 Srar 2l

Ctrl + 1 THET STANT paragraph # single (1.0) line T® 3= = forw foraT ST
g

Ctrl + 2 72 Double (2.0) line T AT &

Ctrl+5 TZ1.5linewaIarg

Ctrl + Alt + 1 7% text F1 heading 1 & format ® F&=aT 2|

Ctrl + Alt + 2 Tg text T heading 2 F format ® I&<raT gl

Ctrl + Alt + 3 T text F heading 3 # format ® FZ=aT gl

Alt + Ctrl + F2 THET ITART new document IT new page ST 1T 3T SITaT 8l




Ctrl+Shift+F6 THHT ATSAHEITE 98 & ol SIFgHe Hf oq9 Fid % forw o sar
2l

F1 T MS Word # help 3% support f&=T @i & forg foam Srar g

F4 g Function key 3ifaw f&a (last action) r2a & forw o=t foham
STAT 2

F5 THEHT ITART Ctrl + G it g a1 I1aT 8 a1 Go To e 9 S1 %
foro T STaT 8

F7 THET ST fHeree 29 a1 StFgHe =l spelling 3T grammar =
T o forw fohaT SraT 8

Shift+F3 THH STANT A change case option T YIRT F¥ Tqohd g1 S 6T 3T
text T ToiFe Fh 39 uppercase, lowercase 3T 93 T TgAT AT
capital X TFd g

Shift+F7 THH ITANT | 3T select T gT o3 FT A9 (thesaurus)
IBEAEESET A

Shift+Alt+D THh ITTNT F TAHTT QTG STAT AT bl &

Shift+Alt+T THE STANT | TAHTT GHET STAT ST Tl &




