»# 1. Clipboard Group (fFeraeis 7q)

Option English Description &y RaRor
cut Removes selected text or object and puts A U THEC AT Jieside Pl FTMhT
it on clipboard. fFrgas UT I@dT &l
Co Copies selected text or object to g U TR AT Jieside fT Hidt
Py clipboard (without removing it). gt [Fergals X T@dr gl
Paste Inserts the content from clipboard at the fFeUsts @ e PN IR I e W
cursor position. RIgerar (O€e &adn) B
HIHCT (S Bice, T, TETST) Dl
Format Copies formatting (like font, color, style)||_ ﬂ ) N
Painter and applies it to another selection. ag\crt CHFEC T eI Pl
el
# 2. Font Group (%iee 3[d)
Option English Description f&dr RAaor
Changes the style of the text (e.g., Arial, CHEE BT T3 deeldl & (S
Font Type . ) )
Times New Roman). Arial, Times New Roman) |
_ _ _ CFEC T ST deldl IT Telidl
Font Size Adjusts the size of the text. 5
_ e P AT 3R ST gATar
Bold Makes the text thicker and darker. s
Italic Slants the text to the right. s
Underline Draws a line under the text. TFEE & A T @1 Eiadar gl
Text Color Changes the color of the text. SHEC T T dGoldT &l
Highlight Adds a colored background behind the Sree 3 OIS O Spuss

text (like using a highlighter pen).




Option

English Description

f&dr fRavor

ST &

Strikethrough

Draws a line through the middle of the
text.

SFEe & I # (@1 digdar g

Subscript

Makes small text below the baseline
(e.g., H20).

SFEC DI AT HT IR BIer
TATT & (S8 H.0)|

Superscript

Makes small text above the line (e.g., x3).

CFEC Bl ZUX T 3R BleT

TATTT & (S x?)|
Chande Case Changes text between uppercase, CFEC P I e, BIC &, AT
g lowercase, capitalize, etc. SRcomest & agaar ¥
Clear Removes all formatting and resets text to ardy A gerRt SRS A
Formatting plain style. FIUROT &7 & BT T ¥

# 3. Paragraph Group (IRT 79)

Option English Description &y Raor
Bullets Adds bullet points to list items. foree 3 goic (o) ATEaT B
Numbering  ||{Adds numbers to list items. foree # AaX SAEdr ¢
Multilevel Creates a list with multiple levels AI-oldel (3M3casd) foree
List (outline). AT B
. _ _ CHEC P 918 IR WP FHLar
Align Left Aligns text to the left side. 5
Center Aligns text in the center. cHee B dg J WWT HT &l
o _ o SHEC P a8 IR WWT AT
Align Right  ||Aligns text to the right side. 5
Justi Aligns text evenly on both left and right  ||CFEE T &l AT TR TR
ustity edges. BT Bl
Line Spacing ||Adjusts space between lines of text. St & & gl acerar B




Option English Description & faaror
Shading Adds background color to the paragraph. [g¥ tRT & @& 9T Srerdr &l
Borders Adds borders (lines) around the paragraph [SF€ IT TRT & IRT 3R 91T

or text. Shear &
Increase Moves text further away from the left CHEC B A1S Aol & I o
Indent margin. ST &
Decrease . _ SFES P d1S ATroled & UTH ATl
Brings text closer to the left margin.
Indent =
Sort Sorts selected text alphabetically or I §U THEC Pl &N IT AR
numerically. & Ra@ ¥ A F oomar ¥
Show/Hide || Shows or hides hidden formatting symbols|[@Y §7 BT & (S 1,
Marks (like paragraph marks, spaces, etc.). space) feg@rar & ST -y

»# 4. Styles Group (¥eTsed 9U)

Option

English Description

R foaor

Styles

Applies predefined text formats (like
Heading 1, Title, Subtitle).

Ugel ¥ dal ¢Ree Tl (S Heading 1,
Title, Subtitle) T W AT &l

» 5. Editing Group (ef3fé&er 3qu)

Option

English Description

f&dr fRavor

Find

Searches for specific text in the document.

SiFgHT H PIS W Aeq AT 1Y
&odT B

Replace

Finds specific text and replaces it with
something else.

foRelY 2Teq IT ATFT &l g b
deel A MeE I@T B

Select

Selects specific text or objects (like select
all, select objects, select similar
formatting).

Wy CFEC T ieotdre P AT &
(ST select all, objects, similar




Option

English Description

f&dr fRavor

formatting) |




