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Notepad Text Editor. 
 

Chapter-1. What Is Notepad? uksViSM gekjk ,d izdkj dk flLVe lk¶Vos;j gS ftls ge VsDLk ,fMVj dgrs gS 

ftldk ;qt ge fdlh eSlst ;k buQkjes”ku dks fy[kus ds fy;s djrs gSA 
 

Extension Name of Notepad File.   .TXT (Text Document File.). 
 

How to Open Window Notepad? 
 

lcls igys ge dhcksMZ ls Window + R > izsl djxss Run vk;sxk vkSj bles Notepad fy[kdj Enter ;k Ok djnsxss 

vkSj vki dk uksViSM lk¶Vos;j vksiu gks tk;sxkA 
 

 
 

Title Bar. VkbVy ckj fcUMks ds VkWi es gksrk gS tks gekjs izksxzke ds uke dks crkrk gS bles rhu cVu gksrh gS feuhekbt] 

eSDlhekbt] vkSj Dykst cVuA 
  

Status Bar. bLVsVl ckj fcUMks ds CkkVe es gksrk gS tks gekjs MkD;wesUV ds djaV buQkjes”ku dks crkrk gSA 



Computer Institute of Software Training  

------------------------------------------------------------------------------------------ 

4 | P a g e  
 

 
 

Chapter-2. File. (Alt+F). 
 

 
New (Ctrl+N). blds }kjk ge ,d u;k ist dks ysrs gSA 

 

Open (Ctrl+O). blds }kjk ge igys ls lso Qkby dks vksiu djds ns[krs gSA 

 

 

Control Button. 

Title Bar. 

Menu Bar. 

Work Area. 

Status Bar. 



Computer Institute of Software Training  

------------------------------------------------------------------------------------------ 

5 | P a g e  
 

 
 

Save (Ctrl+S). blds }kjk ge vius Qkby dks dksb Hkh uke nsdj lso dj ldrs gSA 

 

 
 

Save As (F12). blds }kjk ge igys ls lso Qkby ds uke dks cny ldrs gS ;k nwljs uke ls lso dj ldrs gSA 
 

Page Setup. blds }kjk ge vius ist ds ekftZu vkSj isij lkbt dks lsV dj ldrs gSA 
 

 
 

Print (Ctrl+P). blds }kjk ge uEcj vkQ dkih nsdj vius Qkby dk fizaVj ls fiazVvkmV dks fudky ldrs gSA 



Computer Institute of Software Training  

------------------------------------------------------------------------------------------ 

6 | P a g e  
 

 
 

Margin. blds }kjk ge vius ist ds VkWi] ckVe] ys¶V] jkbV] eas xSi ;k Lisl dks ns ldrs gSA 
 

Paper Size. blds }kjk ge A4 lkbt ds ist dks lsV dj ldrs gSA 

 

Exit (Alt+F4). blds }kjk ge vius lk¶Vos;j ls ckgj vkrs gS A 
  

Chapter-3. Edit. (Alt+E). 
 

Undo (Ctrl+Z). blds }kjk ge vius ykLV dekUM dks gVkrs gSA 
 

Cut (Ctrl+X). blds }kjk ge vius VsDLk ;k vkctsDV dks lsysDV djds dkV ldrs gSA 
 

 
 

Copy (Ctrl+C). blds }kjk ge vius VsDLk ;k vkctsDV dks lsysDV djds dkih dj ldrs gS vkSj ckn es bls nqljh 

txg ij isLV djds Mcy dj ldrs gSA 
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Paste (Ctrl+V). blds }kjk ge dkih vkctsDV ;k VsDLk dks nqljh txg ij ystkdj MqIyhdsV dj ldrs gSA 

 

 
 

Delete. blds }kjk ge vius vkctsDV ;k VsDLk dks lsysDV djds fMfyV dj ldrs gSA 

 

Find. (Ctrl+F). blds }kjk ge vius iSjkxzkQ es ls fdlh “kCn dk [kkst ldrs gSA 

 

 
 

Find Next (F3). blds }kjk ge vius iSjkxzkQ es ls lse “kCn dks ckj] ckj [kkst ldrs gSA 

 

Replace. (Ctrl+H). blds }kjk ge vius iSjkxzkQ es ls ,d oMZ ds LFkku ij nqljs oMZ dks fy[k ldrs gSA 
 

 
 

Go To Line (Ctrl+G). blds }kjk ge vius djtj dks ,d ykbu ls nqljs ykbu ij ysdj tk ldrs gSA 
 

Select All (Ctrl+A).  blds }kjk ge vius iqjs vkctsDV ;k VsDLk dks lsysDV dj ldrs gSA 
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Date/Time (F5). blds }kjk ge vius MkD;wesUV es vkt dh djaV MsV vkSj Vkbe dks balVZ dj ldrs gSA 

 

Chapter-4. Format (Alt+O). 
 

Word Wrap. vxj oMZ jSi vku gS rks djtj gekjk ,d ykbu ls nqljs ykbu es fy[ksxk vxj vkQ gS rks djtj 

gekjk ,dgh ykbu es fy[ksxk A 
 

 
 

Font. blds }kjk ge vius VsDLk dks lsysDV djds QkUV dks psUt dj ldrs gS vkSj QkUV dh lkbt dks NksVk ;k cMk 

dj ldrs gS A 
 

 
 

Chapter-5. Notepad. Keyboard Shortcut Key. 

Shortcut Key. Option. 

File. (Alt+F).   

Ctrl + N. New. 

Ctrl + O. Open. 

Ctrl + S. Save. 

F12. Save As. 
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Ctrl + P. Print. 

Alt + F4. Exit. 

Edit (Alt+E).  

Ctrl + Z. Undo. 

Ctrl + Y. Redo. 

Ctrl + X. Cut. 

Ctrl + C. Copy. 

Ctrl + V. Paste. 

Del. Delete. 

Ctrl + F. Find. 

Ctrl + H. Replace. 

F3. Find Next. 

Ctrl + G. Go to. 

Ctrl + A. Select All. 

F5. Insert Date / Time. 

F1. Help. 
 

Chapter-6. Assignment-1. 
 

The Following Lists Tell You How To Say Some Things As You Dictate. 
 

Sr. No. Description. Some Topics. 

1.  Tilde ~ 

2.  Acute, Back quote ` 

3.  Exclamation Point ! 

4.  Ampersat or At @ 

5.  Pound or Hash # 

6.  Dollar sign $ 

7.  Percent % 

8.  Caret or Circumflex ^ 

9.  Ampersand or And & 

10.  Asterisk and sometimes referred to as star * 

11.  Open parenthesis ( 

12.  Close parenthesis ) 

13.  Hyphen, Minus or Dash - 

14.  Underscore _ 

15.  Plus + 
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16.  Equal = 

17.  Open Curly Bracket { 

18.  Close Curly Bracket } 

19.  Open Bracket [ 

20.  Close Bracket ] 

21.  Pipe, Or, or Vertical bar | 

22.  Backslash \ 

23.  Forward slash / 

24.  Colon : 

25.  Semi-Colon ; 

26.  Open Quote “ 

27.  Close Quote ” 

28.  Open Single Quote ‘ 

29.  Close Single Quote ’ 

30.  Less Than < 

31.  Greater Than > 

32.  Dot . 

33.  Comma , 

34.  Question Mark ? 
 

 

Chapter-7. Assignment-2. 
 

2) Create a notepad file and save it with. “Your name” within “notepad” folder and type 

the following:- 
 

Video provides a powerful way to help you prove your point. When you click online video, you 

can paste in the embed code for the video you want to add. You can also type a keyword to search 

online for the video that best fits your document. To make your document look professionally 

produced, word provides header, footer, cover page, and text box designs that complement each 

other. For example, you can add a matching cover page, header, and sidebar. Click insert and then  
 


