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WordPad Text Editor.

Chapter-1. What is WordPad? asis 89RT U bR b RIeH AFeN g 9 89 SR UfgeN ded
g RraT gof &1 ol A1 a1 SHITeH &T fores & ford ol 2| 3R aSUs # & 319 SaRe I BHfeT
P BN Fhd © 3R YT SRS Pl dlcs, Scfold, IJSIlsT hoR B Jhd 2 |

Extension Name of WordPad File. .RTF (Rich Text Format).
How to Open WordPad?

e Ugel g4 diare 9 Window + R > U9 &3 Run 3 ik g@9 Wordpad fergar Enter am Ok
IR AR MY BT ISUS AWTTIIR MU BT SIRATT |

Run

= Type the name of a program, foelder, doecument, or Internet
rescource, and Windows will cpen it for you.
Open: QRDPAD W

O Cancel Browse...

Title Bar. crgsce aR fder & S0 § 8Id1 @ S 89R UMY & A9 &I dardl & sad oI e 8l & g,
HRIHES, IR Felrel de |

Status Bar. ¥c¥ R fds] & dfcq 9 &1 8 I 89N SIRMHC & PHNe ShHI Bl qardl o |

Upper Left Corner: Quick Access Toolbar (QAT). sd® 31X ®Isd W & Tiche AghT 8ld o
fT9® gRT 89 Seal ¥ Sleal 3101 BIgel ®I 34, ¥4, fiic o dad 2 |

The Scroll Bar. s@& gRT 84 3197 Uol &1 SWR 3R I oy ol Hobd 2 |
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Open (Ctrl+0). s9d gRT 89 Ul & 0d BIgd dI 3MUT PP <G o |

E | ] = WORD PAD FILES - WordPad - 0
Home View ~ 0
D b imes NewRoman + |14 +| A” Ev B j @ ]z[ QI%FIM
Copy $ac Replace
Paste B 7 Uae X x #-A- =E= = =5 Picture Paint Dateand Insert ..
- * — . = + drawing time object i Selectall
Clipboard Font Paragraph Insert Editing
1'2"'1"'g'I'1'1'2'1'3'1'4"'5"'6"'?"'5'1'9'1'10'1'11'1'12'1'13"'14"'15"gﬁ'l17'18

Video provides a powerful
Online Video, you can paste
You can also type a keywor

T B Desktop » v &

Organize +

Search Desktop

New folder

Microsoft Word Document
doclm]cnt. [ Favorites m 61.6 MB
B Desktop NOTE PAD FILES
TO make youl' dOCllmeIlt 10 & Downloads Text Document
o 795 byt
footer, cover page, and te £l Recent places VINODEBHARTI
exalnple, yOll can add a mat i This PC . Microsoft Word Document
428KB
and then choose the elements| @ auodesk 30
& Desktop WORD PAD FILES
Rich Text Format
Themes and styles also help F Documents 106 KB
DeS]'gn a'nd Choose a new Fl\eﬂame v | All Werdpad Documents (*.itf, v
change to match your new o
to match the new theme.
Save (Ctrl+S). S8 §RT 8H AU Bl Bl PIg Al M TP U B A o |
E] | B¢ WORD PAD FILES - WordPad - g
Home View ~ @
D & Cut Times New Roman  ~ |14 =| A~ 47 = 'L' j j @ ]z[ 2 Find
Copy _ _ P,L;;, Replace
e C o Wanx 2oA Em AR A e S
Clipboard Font Paragraph Insert Editing
R XERE RS-SRS RNEE ERRE KT SRR KRN RIS ANIE RN RIS KRS KIEE RS ERST KR KA. TR AN E
Video provides a powerful
Onlme Video you can pas 1 I Desktop » v Search Desktop -l
?
You can a‘lso type a keyw Organize + MNew folder g
doclmlent. [ Favorites " '{ | print b.ed "
B Desktop v
To make your document 1 1 Downloads |
CE | hiat:
footer, cover page, and = Recent places li. e
cxample, you can add a m o WORD PAD FILES
Rich Text F t
and then choose the eleme © Autodesk 360 EE Toeen =
Themes and styles also he Fil name: || ITEEDTZ0TAITES v
Desigﬂ aIld ChOOSG a new Save as type: | Rich Text Format (RTF) v
o match themer theme. | @ o

Save As (F12). 38 gRT &F Ugdl 9 Wd HBISd & A Pl 98al Gdhd & AT SR M I G B Ahd 2 |
Print (Ctrl+P). 9% gRT 89 FaR 3% HIUl TR AU BIsdd &l Hiex I flicanse &7 Aare 9ad 2 |
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WORD PAD FILES - WordPad - o

= K
Home Wiew ~ @

. ?::: Q I.‘:-/’,I) @ ]_g_[ i:::lace

Times New Roman = |14 = A" a7

Paste B 7 U ahe % x* &£ - A~ Picture drat:ﬁg Dattifnznd ll]nhj:g Fllasrme
Clipboard Font nsert Editing
‘2-"1-'-&'-1;'- P50 Bt T4 B g D Tl 12e 13 0 -14 05 1 4G 1 17 1 18-
Video provides a powerful way to help you
- . . Genersl
Online Video, you can paste in the embed
Select Prirte
You can also type a keyword to search onl e e _ _
= Brother DCP-T300 Printer =0 Send To OneNote 2013
document. =T
o= Microsoft XPS Document Writer
To make your document look professionall e ,
footer, cover page, and text box designs Status Offine [Prittofile | Preferences
3 Location:
example, you can add a matching cover pa; e erTa Fd Frter
and then choose the elements you want from
Page Range
Themes and styles also help keep your doc @A N“"“’e’°'°°°‘95:
Desi d ch Th th . Selection Cument Page
esign and choose a new Theme, the pic O Pages — ] otate
change to match your new theme. When yo Enter i 3 Sngepage rumber or 2 ngle [ 22l 58l
to match the new theme.Themes and stylf| = o
coordinated. When you click Design and = — e

charts, and SmartArt graphics change to

Page Setup. 3@ gRT &9 310 Usl & AR 3R T0R AIgSl &l AT IR A & |
Print Preview. 9@ gRT &9 310+ ®Tsel &I ficsnse Mo A ugd file e &1 <@ 9ad 2 |

Margin. $9& gRT &9 3199 Ul & <Y, dfcH, de, X8, A &I T &R Add & 3R ol #§ 39 a1 W4
BT T b B |

Paper Size. 39& gRT 80 A4 989 & US &I 9 IR Fdhd ¢ |

EAFEGEL
Home WView

Copy
Paste

Clipboard

Times Mew Roman = |14 = A" 47
B 7 U ae . x* &-A-

Font

WORD PAD FILES - WordPad =

= G BB

Picture Paint Dateand Insert =
~ drawing time object illi Selectall

&3 Find

3ac Replace

nsert Editing

SO RS- SHOR R RO T RS- RN R

Video provides a powerful way to help you prd
Online Video, you can paste in the embed code
You can also type a keyword to search online
document.

To make your document look professionally pr
footer, cover page, and text box designs th

Paper
example, you can add a matching cover page, o 5 (210297 mmm) .
and then choose the elements you want from th

Source: Trayl v
Themes and styles also help keep your docum
Design and choose a new Theme, the picturesf| ™" NGRS

(®) Portrait Left: 254 Right: 254

change to match your new theme. When you ap

to match the new theme.Themes and styles @ e Top: | 318 Bottom: | 31.8
coordinated. When you click Desi

charts graphics change to matd @printPage Numbers

apply styles, vour headings change to match the [ o< ]| conee

Send In Email. 359 gRT 89 310+ ®BIgdl Bl 31cd dRd Aol B Fhd ¢ |
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Exit (Alt+F4). 9% gRT 89 319 \ivcdaR | 916 3 T |
Chapter-3. Home (Alt+H).

File View ~ @
W —
Cut PO = gE= - aal Find
D & AN EEEE e :/j" Ijﬁ IEI e
Copy - = h ?,',‘, Replace
Paste B 7 U ghe X. 5 £ -A- === = Picture Paint Dateand Insert =5
- : — - +  drawing time object i Selectall
Clipboard Font Paragraph Insert Editing

Clipboard.
Undo (Ctrl+2). 359 gRT 89 U7 dRe $HiS &l 8 © |

Redo (Ctrl+Y). 359 gRT 89 U7 dRe HHiS &I da19d o 2 |

Cut (Ctrl+X). s59% gRT 89 31U+ e IT 3ifeolde DI Holde PRd PbIc Ahd ¢ |

aeEs
File View e 0
O o e vesn o g B @ 2
3 Copy e 2 Replace
Paste B/ U ke X. 3¢ £~ A E= E Sy Fidure Paint Dateand Inset ..
- h *  drawing time object (i Selectall
Clipboard Paragraph Insert Editing
Cut (Cirl+X) SRR T - SR TR A A SRR TN [/ § IO RN & KRR PN . AR PN

Cutthese\ectionfrpmthe
Siopmerandputtente 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 choose the elements you
want from the different galleries.

Copy (Ctrl+C). 35 gRT &1 U7 iR AT Afeide BT Helde e Bl &) Fahd § AR 91€ H 30 g

OliTg N Y€ D sl DY Hhd %|

e
File Home View . 0
v _ .
Cut PR — _ [l P o Find
D . Arial e Ay EE = :Ev . i_:'\):'/: @ E #
It 4 A & Replace
wac

Picture  Paint Dateand Insert ..
*  drawing time  object (i 3electall

[
1
il
)

2| Cop:
Paste B I Ugekx £-A-

Clipboard Font Paragraph Insert Editing

Copy (Ctrl+C) -1‘3-1-4-I-S-I-E-I-?-I-B-I-Q-I-WD-I-H-I-]E-I‘13‘\‘14‘\‘15'\‘36'!'17'!'18-
Capy the selection and NG it on
the Clipboard.

Fa

ideo provides a powerful way to help you prove your point. When you click Online Video,
ou 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 lock professionally produced, Word provides header, footer, cover
page. and text box desions that complement each other. For example. you can add a

Paste (Ctrl+V). s8& gRT 84 &c IT DUl 3ifeide T TRT Bl AT SHTE TR ofSl[dR Gellbe B Fad @ |
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L 9 e =
File View @
- ¥ — — ]
Cut P [ / A Find
D & Cu Arial 11 A A = '.'-“*ﬁ [ﬁf é-% "
{3 Copy = . 23 Replace
Paste X, x* - - Picture Paint Dateand Insert .
‘ D 7 U és x* £-A - drawing time object iLiSelectall
|:| PaXge Font Paragraph Insert Editing

[l ~— ol 203 450 G T s B g0 A 12 1301400 1500 A6 17 12
ETiipt;;ar e erne deo 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
atching cover page, header, and sidebar. Click Insert and then choose the elements you
waqt from the different galleries.

Video\grovides 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 lock 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 choose the elements you
want from the different galleries.

Font.

Font Family. $9¢ gRT 89 U7 SaRT BT Toldc PP i< Pl ool B Ahd g | 3R 2=) guifersr wie &
28T Y Fhd 2 |

aw =
File View ~ @
O 25 [T s e soee o g B @ 2

opy 5 :

3¢ Replace

Paste Animals “A - Picture Paint Dateand Insert ..
- Animals 1 - *  drawing time object (] Selectall
Clipboard Animals 2 Insert Editing
asjo Eiase SRR R AR RN A AR SRS AU | A RN RIS SIS RN - IR AN X
Anjali
1=

provides a powerful way to help you prove your point. When you click Online Video,
an paste in the embed code for the video you want to add. You can also type a
ird to search online for the video that best fits your document.

T T

A"”EE":""SH ake your document look professionally produced, Word provides header, footer, cover
AT and text box designs that complement each other. For example, you can add a
BrrrzeaTER-NORMAL ing cover page, hea®®r, and sidebar. Click Insert and then choose the elements you
ey from the different galleries.

Aquillia

FArabia es and style$ also help keep your document coordinated. When you click Design and

Aragan ie a new’ Theme, the pictures, charts, and SmartArt graphics change to match your
et hen you apply styles, your headings change to match the new theme.

ime in Word with new buttons that show up where you need them. To change the way

Arial Black -A'I ure fits in your document, click it and a button for layout options appears next to it.

rna . -
Al Namras you work on a table, click where you want to add a row or a column, and then click
iAo Show more fonts us Sign

|
Font Size. 359 gRT 89 31U SR Pl Holde HID BiT Pl ATgol Bl BT AT g8 BN Ahd & |
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I 9 o =
File View ~ 9
— 'S . — - i
D A QU ' Ay EEEE-I= g ,'.j,./j Gtz ; ]E[ 8 Find
2 Copy = - 8 b, Replace
Paste B I U gex ° -A- == E S5 Fidure Paint Dateand Inset ..
- 9 - - *  drawing time object Il Selectall
Clipboard Font 10 Paragraph Insert Editing
c2r 1 BRI R O RN TR AR - RN [ K A IR FRN I E RN " KRR F Y. KR F R |-

14

1: eoprovides a powerful way to help you prove your point. When you click Online

2 €0, YQu can paste in the embed code for the video you want to add. You can also

i e a keyword to search online for the video that best fits your document.

26

28

s  iter, cover page, and text box designs that complement each other. For example,

‘;i 1 can add a maiching cover page, header, and sidebar. Click Insert and then
cnoose the elements yQu want from the different galleries.

Themes and styles also help keep your document coordinated. When you click
Design and choose a new Theme, the pictures, charts, and SmartArt graphics
change to match your new theme. When you apply styles, your headings change to
match the new theme.

Grow Font (Ctrl+Shifft+>). s9% gRT 89 3707 CR< Bl Holde HRP BT Pl Aol DI g8 HY bl
=

ENNTEIe
File View ~ @
Ij hocut -le TRl &= t=- Q -i:[: @ Cmes

ah_ Replace
% =y  Picure Paint Dateand Insert =
- -  drawing time object O Selectall

fz copy
Paste B 7 U ghe % x* &~ A7

Clipboard Font

™garaph Insert Editing
|-2-|-1-|-g-lsrowfont EOR - A R TR A LR RS E ERIER "R IS CENRY: RS IR |

Increase the font size,

Video provides a powerful way to help you prove your point. When you
click Online Video, you canmapaste 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.

Shrink Font (Ctrl+Shift+<). 359% gRT 89 31U TRT BT Toide TP Bic dI ATgol Bl BIST HY Thd
=

ERRE R Re
File view ~ @
= ¥ . _— _
Ij & Cut <z - A & H -~ ,'.’,.,ﬁ = J ]E &4 Find
I LW ab
{3 Copy &ac Replace

Picture Paint Dateand Insert ..

Paste u X, 2 - A~
B 7 UaeXx £-4 - drawing time object (O Selectall

Clipboard Font

"2"'1"'g"'TShrinkfonl IR AN A IR AN & IS F RN E RN AR " RANEES CROAR: CRRCE VAR (R

Insert Editing

Reduce the font size.
Video provides a powexrful way to help you prove your point. When you click Online
Video, you can paste in tie 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

Bold Font (Ctrl+B). s59& gRT 89 319 TR BT Aolde HRd dlos HY TAhd 2 |

Italic Font (Ctrl+1). 9% gRT 89 3191 SR Dl Holde d¥d [oRBI B Fhd ¢ |

Underline Font (Ctrl+U). s59& gRT 89 31U TR Pl Holde HRd IISXellsd dY Ahd © |
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r= [ P [ | &4 Find
b O3 3 Replace

wac
= =E == ﬁ Picture Paint Dateand Inset .

v dawing time object iJ;Selectall

Bold L N R N T U T U T AL A T (1A U A A A Wl U C O Ul R N, A VRN |-
Change to a heavier foxg.

wldeo provides a powerful way to help you prove your point. When you click Online
ideo, you can paste in the embed code for the video you want to add. You can also
t}pe 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 miatching cover page, header, and sidebar. Click Insert and then choose the
elements you want from the different galleries.

Strikethrough. 9% gRT 89 31U TRT Bl Holde PP SRS b (9 H g7 Pl < HAhd © |

DD =] Document - WordPad -
File View L
S .

& Cut . =sE =, b=, | r [ | 3 Find
B i, == ) 5@
2| Lopy Sac Replace

Paste B I Ulae| X ¢ £+~ A~ == = =|Z7 PFicture Paint Dateand Insert .,
N . ; - + drawing time object illiSelectall

Strikethrodgh I IR S L L O T S A T - R B A B AL i O A S R S B A R B PN B -
Draw a line tAxqugh the text.

Subscript (Ctrl+=). s9& gRT & & d€ &I g d8 & - forg Fad 2|

Subscript (Ctrl+=). Type very small letters just below W

CO+H,0+CHzCOOHTS0,+0,.

Superscript (Ctrl+Shift++). S8& gRT 89 (& d€ & g a8 & IWR ok Fdhd © |

Superscript (Ctri+Shift++). Type very small letters just aboW
(A+B) =AM2AB+BI <

Text Highlight Color. 9% gRT 89 3197 ¢Re a1 IRMUTH BT Tolde Pd HoX H BSollse HY dhd 2 |
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Document - WordPad - 0

D L p Sl Ay EE S = ;j _a_.;,_,{.-‘ |j & Fina
1Tl se

Paste B I U g X. x* Av = = =|=|y Picture Paint Dateand Ir:]seg
obje

- drawing  time

N S - BN T A - S S S e | I I P R E R B I R N (RO PR

. . . owerful way to help you prove your point. When you click Online Video,
bed 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 choose the elements you
want from the different galleries.

Font Color. s@® gRT 87 U TdRe AT IRFITH BT olde ISP HoR B Thd ¢ |

BN T Document - WordPad
File View o
. e

= s
cut . Find
D“”” Arial - A A i Fin
Copy

a
Sae Replace

B
Past: 2 - A == Pict Paint Dateand Insett ..
o B Udexw £4H ESEF Ao 2o 0t B G seecta
C W auvtomatic nsert Editing
SEARRRNRNA | | | RS RN RNRN RN AR RXRE KR RS RS- RS NS SN I TSR E

VER a powerful way to help you prove your point. When you click Online Video,
4 | in the embed code for the video you want to add. You can also type a
k blue ‘ch online for the video that best fits your document.

socument look professionally produced, Word provides header, footer, cover
page, and text Bex designs that complement each other. For example, you can add a
matching cover page\header, and sidebar. Click Insert and then choose the elements you

want from the different ghlleries.

Decrease Indent. & gRT 89 304 CRe T INTUTH B Aolde HRd Al P U8 by 31 Iahd 2 |

BENN =R T Document - WordPad - O
File View 0

EI déz:;y -1 1z ;j ,__:!_,:f ﬂ 4 Find

25 Replace
Paste B UaeXx £-A-/E === & PFicue Paint Dateand Insert

R RN RN RN RIS F RS RIS P RIS ERNRS RN L PRI CEIA AR X

120011 BB 11| pecrease indent
Decrease the indent level of the
Vidgo 77" 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, Werd 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 choose the elements you
want from the different galleries.

Increase Indent. s ERT 89 31U CRT AT IRMUTH DI Wolde hd AN & 3T oIhY Sl Fhd 2 |
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Document - WordPad - 0

— alt:::::- r- Find
'S | &
| Cof) G ¢ d
- A Sac Replace
Picture Paint Dateand Insert ..

~  drawing time object Qi Selectall

Increase the indent level of the

A A B B | Increase indent o7 B G 0 12 13 4 15 e 1T 18
Vi paragraph.

. y 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 choose the
elements you want from the different galleries.

Paragraph.

Bullets List. s8& gRT 849 31U+ TRe IT IRMTH BT Helde dRd goic, FeR, AThlae, 9, fUdR, 3R Rigd
BT T [ 2 |

e Document - WordPad - O
File View 0

/ - = )
E ¥ cut i 7 ‘?I &4 Find
Y ET
12| Copy $a. Replace
Paste

RN IS [ E S RS FRI IR E RIS SIS R, RIS v AR X

) you prove your point. When you click Online
ii {e for the video you want to add. You can also
e video that best fits your document.

»nally produced, Word provides header, footer,
somplement each other. For example, you can
and sidebar. Click Insert and then choose the
elements you want from the different galleries.

Line Spacing. s99& gRT 89 310+ e IT IRATH Bl Jolde dRP ollgd b (9d § WF IT 49 BT T Fhd
=l

e Document - WordPad - g
File View (7]

{ — > p—— - .
{2 Copy )

2ac Replace
Paste B I U g x £-A-

- = = ij Select all

wht
]

Y] 15 |

R RS RN ER AT FENINS E R INS F RIS E R, RS AR E: R

n Add 10pt space after paragraphs n - - _
Video provides a pureriw way w nep yua 1 2VE 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

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 choose the elements you

want from the different galleries.

To make your document look professionally produced, Word provides header, footer, cover
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Align Text Left (Ctrl+L). s@® gRT 89 3U9 TR IT WRMUTH Bl Aolde HRdb USl d oIFe HIRTH H R
ST Aehd B |

RSN Document - WordPad - g
File View @

{ — > — - .
m bt AN EEE-E pel P _j P 4 Find
{3 Copy adl 3% Replace
Paste B 7 U ghe . * &~ A~ =|=| 5 Pidure Paint Dateand Inset ...
- - : — == =7 drawing time object il Selectall

Align text left (Ctri+L) Bt 70 B @ 0 TT 1201 130 140 1500 46 1 17 1 18
Align text to the left.
Vjdeo 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 choose the elements you
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Align text to both left and i
margins, adding extra space
between words as necessary.
This creates a clean look along the
you can paste left and right side of the page.

Video provides ove your point. When you click Online Video,

want to add. You can also type a

keyword to search online for the video that best fits your doc

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 choose the elements you

want from the different galleries.

Insert.
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To make your document Jook firofessionally produced, Worwss

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 choose the elements you
want from the different galleries.
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To make your document|see % essionally produced, Word
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Video provides a powerful way to help you prove your peint. When you click Online Video,
you can paste in the embed cofle for the video you want to add. You can also type a
keyword to search online forthe video that best fits your document.

To make your docu

Znt see professionally produced, Word provides header, footer, cover
page, and text box designs that complement each other. For example, you can add a

Chapter-4. View (Alt+V).
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eieo 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
To make your document see professionally produced, Word provides header, footer, cover page, and text box designs that complement each other. For examplq

To make your document look professionally produced, Word provides header, footer, cover page, and text box designs that complement each other. For exampl
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Chapter-5. WordPad. Keyboard Shortcut Key.
Shortcut Key. Option.
File. (Alt+F).

Ctrl + N. New.
Ctrl + O. Open.
Ctrl + S. Save.
F12. Save As.
Ctrl + P. Print.
Alt + F4. Exit.
Home (Alt+ H).

Ctrl + X. Cut.
Ctrl + C. Copy.

15|Page



Vinod Computer Institute of Software Training

Ctrl + V. Paste.

Ctrl + Alt + V. Paste Special.
Ctrl + B. Bold.

Ctrl + 1. Italic.

Ctrl + U. Underline.
Ctrl + Shift + >, Grow Font.
Ctrl + Shift + <. Shrink Font.
Ctrl + L. Left.

Ctrl + E. Centre.

Ctrl + R. Right.

Ctrl + J. Justify.

Ctrl + D. Insert Paint Drawing.
F1. Help.

Ctrl + F. Find.

Ctrl + H. Replace.

Ctrl + A. Select All.
Ctrl + =. Subscript.
Ctrl + Shift ++. Superscript.
Ctrl + Shift + A. Change Text Capital Letter.
Ctrl + Z. Undo.
Ctrl+Y. Redo.

Alt + Backspace. Undo.

Chapter-6. Assignment-1.
1). Open The WordPad and Type the Following Text Used by Sign.

They are going to visit Taj Mahal today.
God willing, we shall win the match.
India become free on august 15, 1947.
Oh. God!

May god bless you!

Work hard; otherwise you will fail.

What is your name?

Ten 5°s makes fifty.

I have read Nehru’s “discovery of India”.
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