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WordPad Text Editor.

Chapter-1. What is WordPad? asts 8RT U6 UHR &I Ried AfeRR & O™ 89 <o Ufsery ded
g st g7 &9 fdl 391 a1 SRR &1 forg & ford 9 21 ok a<Sis o 89 31U <o @1 BRATCT
BT PR Fhd & 3R AT ST DI dics, Sciold, TSN ol DR B Thd 2 |

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

|qId Ugel g4 drars 9 Window + R > 99 &1 Run s &k g9d Wordpad fergar Enter am Ok
PRSI IR T BT dsis ATFSIIR 3T B ST |

Run

= Type the name of a program, folder, document, or Internet
rescurce, and Windows will cpen it for you.
Open: QRDPAD o

CHEC Cancel Browse...

Title Bar. cigcd IR favsI & U ¥ /AT & S 89X YHUTH & A &I 9d1dl & s9Y o9 9 8l & fAAdg,

FRNHTgY], 3R Fellol dc |

Status Bar. scd ar fdwsT & d1cH | Bl € Sl 4R SIRAT © HRC STHRAYIM DI Fardl 2 |

Upper Left Corner: Quick Access Toolbar (QAT). 36&% 3= WIS Hq & WICde 3SHA 8 o
fT9® gRT 89 Sedl 9 Sedl Y1 BIgel &l 3NU+, 94, fiec o Iahd T |

The Scroll Bar. s59& gRT 89 3109 U9 &7 SWR 3R 9 o) S 9ahd B |
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Open (Ctrl+0). s59% gRT 84 Ugdl I IUd BIgd Bl AT B b ¢ |

B | &5 = | WORD PAD FILES - WordPad - a
Home View ~ 0
Cut o .o S @ Find
- Times New Roman  ~ |14~ A (b ’g E
D Copy 4 \;‘ —[ .',lQ‘ Replace
e BT 2o D
Clipboard Font Insert Editing
"2"'1"'g'"1:"2".'3""4"'5."'
Video provides a powerful
Online Video, you can paste T [ Detop V| © ] | Search Deskiop
2
You can also type a keywory| ©wnie~  Newfolder
Microsoft Word Document
document. W Favorites 61.6 MB
I Desktop NOTE PAD FILES
O & Downloads Text Document
To make your document lo
o 795 byt
footer, cover page, and tey & Recentpleces N
VINOD BHARTI
CX&InplCJ you can add a mat B This PC . Microsoft Word Document
428 KB
and then choose the elements)| o autdesk 30
& Desktop WORD PAD FILES
Rich Text Format
| Documents v 1.06 KB
Themes and styles also hel '
DeS]'gIl a'nd Choose a new Fllename v All Werdpad Documents (*.itf, v
change to match your new Cance
to match the new theme.
Save (Ctrl+S). s9% gRT 84 U HIgel Pl PIs W 7M IdR Ud P A o |
ENNCFE RN WORD PAD FILES - WordPad a
Home View ~ @
D & Cut Times New Roman  ~ |14 = A" A7 ;‘ I;\f_{/“l‘ ’g E # Find
Copy _ _ - _'/ . P,Lg‘ Replace
e B s Dmnx oA EESEE e pn ot e o
Clipboard Font Paragraph Insert Editing
201 R 12345617 8 R RS LR FERIER R L SRR RN DR A E
X
Video provides a powerful
Onh'_ne Video you can pas 1 B Desktop » v & Search Desktop »
2
You can also type a keyw Organize + MNew folder g
chuIIleIlt. 0 Favorites " } t print b.ed :
B Desktop v
To make your document I & Downloads I
o | hiat:
footer, cover page, and fj| = Recentplaces I;,.. e
cxample, you can add a my| . o WORD PAD FILES
Rich Text F t
and then choose the eleme o Autodesk 380 EE Lo z
Themes and styles also hel File nome; [ ELCIZ0ES | v
Desigﬂ aIld ChOOSE 1 new Save as type: | Rich Text Format (RTF) v
Chal‘lge to matCh your new | Save in this format by
tO match the new theme 4 Hide Folders default Cancel

Save As (F12). 39% §RT 84 Ugal 9 U9 BIgdl & 11 & dacl Adhd 2 1 T A I 9 IR Fad 2 |
Print (Ctrl+P). sd® gRT 89 FaR 3% Bl ThR 37U BIsal &l fHex I fUesmse o1 Hard dad 2 |
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EFE WORD PAD FILES - WordPad - J
Home View A 0

D B U imes New Roman - |14 ~| A a7 g ‘:f @ LT

Copy 3ac Replace

Paste B I U X x £+ A~ Picture Paint Dateand Insert
- W s x —J - drawing time object iC! Selectall
Clipboard Font nsert Editing
2 -E-nw:n-z-n‘-a-nlr@- P56 174 o @9 90 q1 4 12 13 0 4 15l 17 1 1E

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

General

Select Printer
= Brother DCP-T300 Printer @Send To OneMote 2013

=Fax
Q@Microsoﬁ: XPS Document Writer

To make your document look professionall

< >
footer, cover page, and text box designs Status Oine [Pt tofle | Preferences
3 Location:
example, you can add a matching cover pa; i, E—
and then choose the elements you want from
Page Range
Themes and styles also help keep your doc @A ““'“be”’“W‘ES
Desi d ch Th th . Selection Curent Page
esign and choose a new Theme, the pic O Pages: e ] olate
change to match your new theme. When yo Enter etther a single page number or a single [ 22l 53l
page range. For example, 5-12

to match the new theme.Themes and styl
coordinated. When you click Design and
charts, and SmartArt graphics change to

Print Cancel Apply

Page Setup. S59& §RT 8 309 USl & I IR YR 1SS &I e &R Fad 2 |
Print Preview. s59& gRT 89 31U+ ®Igdl &l fiesnse Narem 9 ugel filc Ofes & <@ dod 2 |
Margin. s gRT &F 3109 Ul & €14, 91cH, ofUe, 18, H 19 I1 W T < Adhd 2 |

Paper Size. 39& gRT 80 A4 989 & US &I 9 B Fdd ¢ |

E | 9 = | WORD PAD FILES - WordPad - a
Home View ~ 9

D d Cut Times New Roman = |14  ~| A a7 i ,'.“,,.f Eiuk } ]}:[ éléFmd
3 b &3¢ Replace

Copy
Paste u x. z - A - Picture Paint Date and Insert
B 7 U ahe X x* & — +~  drawing time object iLiSelectall

Clipboard Font nsert Editing

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, . Fomirrons "
and then choose the elements you want from th

Source: Tray1 V]
Themes and styles also help keep your docum
Design and choose a new Theme, the pictures| °*"" Margins (millimeters)

(®) Portrait Left: 254 Right: 254

change to match your new theme. When you ap
to match the new theme.Themes and styles
coordinated. When you click Desi
charts
apply styles, your headings change to match the

() Landscape Top: .8 Bottorm: | 31.8

Print Page Numbers

)

Send In Email. 359 gRT 89 310+ ®BIgdl Bl 31¢d dxRd Aol B Fhd ¢ |
Exit (Alt+F4). 39 gRT 89 3199 IFcdaR I 9188 d & |
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% A — _] .
D o ae w0 B A
Cnpy = % y

al
&ac Replace

Paste B 7 U e X, x* #£-A- = = . =y  Picure Paint Dateand Insert ...
- : — % - +  drawing time object i0Jj Selectall
Clipboard Font Paragraph Insert Editing

Clipboard.
Undo (Ctrl+2). s59% gRT 89 31U+ dRE BAS dl 8 ¢ |

Redo (Ctrl+Y). s9¢ gRT 89 3197 dRE HHRS dl a9 o 2 |

Cut (Ctrl+X). s8® gRT 89 U9 <RI IT IEoide Dl Tolde HRd hIc Jhd o |

=y ;‘ ,J‘,' ’Eﬁ E é:EFmd

al
Sac Replace

Eﬁ Picture Paint Datzand Insett .
- v drawing time object IO Selectall

Paragraph Insert Editing

SRR I I S - SR B - SRR AL A IR SR TR § IR PR E KRR PRI ERARY - AR A

Paste

Clipboard

Cut (Cirl+X)

Cut the selection from the
ey e put tentne 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). s5& gRT &9 U4 <34 T IMFolde B Helde HRd HIUI & Ahd & 3R 918 7 3d gal

OliTg N Y€ D sl DY Hhd %|

AN 9 e =

File Home View ) 0

W _ .
Cut o | o= = e — /2] Find
D &Ml oAy EE = e ; ,-f"jjl' ’g & Fin

ab R
§ac Replace
Paste u X, w* A E.:: Piture Paint Dateand Inset .
- BZUdeXx £-4 _JT *  drawing time object [Hi Selectall

Clipboard Font Paragraph Insert Editing

Copy (Ctrl+C)
Copy the selection and pag it on
the Clipboard,

SRR RS RRRY RN R JRN ARIEE RS TERS RIS | RN F RIS KRS RN Y. BRI A | &

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 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.
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e

File View - e
= ¥ — ~ = .
& cut Arial =11 - A A E o i &% Find
| 22 T a
{3 Copy 2 A - Gac Replace
Paste B 7 U ahe X x° - - Picture Paint Dateand Insert ...
‘ : — ~  drawing time object iCjSelectall
E] paxe Font Insert Editing
@ ra 01 -0 -2 030 o4t 50 6t 7 81 @ 10 11 1200 130 14 1 15 1 A1 17 1 218

PasteN(Ctrl+V)
Paste th\ contents of the
Clipboard

dec provides a powerful way to help you prove your peint. When you click Online Videc,
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 look professicnally produced, Word provides header, footer, cover
page, and text box designs that complement each cther. 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. $597& gRT 89 31U 2T &l Udlde dRP Bl Pl vl B Thd o | AR 2=l Sfersr vre ¥
TR PR Ahd B |

ULy =

File View - e

= ¥
Cut CEY
= ol [T

= g B A

| Copy -
Paste Animals. “A- = = =& Picure Paint Dateand Insert .
M Animals 1 » - 7 =t ~  drawing time object ([l Selectall
Clipboard Animals 2 Paragraph Insert Editing
Anja Eiane ‘1 r2e 3 c4 500 B 7t g1 9 -WDI-I-H-IIWE‘I“B-1-14-1-15:\-&6-1-1?-1-18‘
Anjali
- 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

:Wm rd to search online for the video that best fits your document.

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

Aquillia

Arabia 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
ik e hen you apply styles, your headings change to match the new theme.

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

Arial Black ure fits in your document, click it and a button for layout options appears next to it.
A N::“" oot you work on a table, click where you want to add a row or a column, and then click
A oW more Tonts us sign.

|
Font Size. 359% gRT 89 31U T Bl Holde b BT Bl ATgol Bl BIcT T g€ B dhd & |
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BN
File View ~ 0
2 W _
Cut o . - Find
D &ty Arial = =7 :E' -__ ."c/") ? [é[ éé "
e I: *J ab
2| Copy Sac Replace
Paste u = = Picture Paint Dateand Insert ...
. B L1 — S . object 10} Select all

drawing  time

Clipboard Font 10 Paragraph Insert Editing

SRR AU SRR AU ARRURCR - AR IS ' AARE { A PRI E RN " RACIS F R EA AR K

% iter, cover page, and text box designs that complement each other. For example,
1 can add a matching 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+>). 3% gRT 89 31U ST Bl Holde HNP BT Bl A5l Bl g8 B Jhd &

e |

File View ~ @
- ] .
D &t - o &4 Find
i3 Copy .{‘M Replace

Picture Paint Dateand Insert ..

Paste u X 2 - AT
. B 7 U e Xx A v drawing time object (HiSelectall

Clipboard Font Insert Editing

u-z-u-1-n-g-nsrowfom EXEEN TR A SRR R [N § IS - E RS RS ERIARY. RIS LI X
Increase the font size.
Video provides a powerul way to help you prove your point. When you
click Online Video, you camapaste 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+<). s@® gRT 89 31U < Bl Holde PRd BI< Pl Aol Hl BIST BN Fhd
=

Vg =
File View ~ @

N
D S <z -] Al

{Z) Copy
Paste B 7 U ahe % x* &~ A~

= g‘ :/’.’ I@ l?j # Find

E‘u Replace
= =y Picure Paint Dateand Insert =
- v drawing time object iljSelectall

Clipboard Font

|-2-|-1-|'g'l'1
Reduce the font size.
Video provides a powexful way to help you prove your point. When you click Online
Video, you can paste in tffe 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.

agraph Insert Editing

Shrink font CoB 7B g 0 1T 1200 13 A4 15 df 1 17 18

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). 9% gRT 84 3191 ¢ @l Holde did dios DY Ihd ¢ |
Italic Font (Ctrl+]). s59& gRT 89 31U TaT Bl Holde BRD [ORBT B Fhd o |
Underline Font (Ctrl+U). 9% gRT 89 3109 ST Dl Wolde dRd IwsY g dY Jhd ¢ |
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B9 0|

File View 0
{, Cut ) . N o .o ==L A=, | [™ F |4 4 Find
m T!Cupy e " A ’ L 4 l_q a5 Replace
Pa'ste e X x° &+ Av == Pictvure dfaa"i\:tng Daltiz:ﬂaend ;réj:;tt i selectal
Bold RN RN PN RN RN RN RN RIS (RN LIS RIS E SIS " RIS RN PN v AN -
Change to a heavier foxt.
Vldeo 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}qke your document look professionally produced, Word provides header, footer,
cover %ge, 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. s9® gRT 89 309 CRT BT Aclde BB <l & 9 § g BT < Adhd o |
RN B Document - WordPad - o
File View 0

g P [ [ 44 Find
h ¢ "“ =2
= "4y 33 Replace

Picture Paint Dateand Insert ...
+ drawing time object il Selectall

,
l”m Arial

{2 Copy
Paste B 7 H : %

StrikethroOgh '
Draw a line tAQuah the text,

3o A5 G T B G0 T 12 13 e 15 G 1T 18

Subscript (Ctrl+=). s9& gRT &4 & d€ &I @ ds & - forg Fad |

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

CO+H,0+CHCOOHFSO0,+0,.

Superscript (Ctrl+Shift++). S8 gRT 89 U6 € & g I & SW ol Fad ¢ |

Superscript (Ctri+Shift++). Type very small letters just aboW
(A+B) =A22AB+BI«

Text Highlight Color. s9& gRT 89 3199 <& I7 IRTUTH Bl Holde HRb bholk H Bgollse dY HAhd & |

10|Page



Computer Institute of Software Training

Document - WordPad - g
7]
s !
¥ cut J — =P [ . 3 Find
Arial 11 [ A A = = @ and) (EED
Lj 2 Copy he| (f = 3¢ Replace

Sy Picure Paint Dateand Insert .
~  drawing time object il Selectall

..3...4...5...5. RN R RN RS RN ER SIS F RIS F RIS F RIS ERN) R FAIRR E R

Mo color

apowerful way to help you prove your peint. When you click Online Video,
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.

Font Color. 9% gRT 89 3197 ¢&T IT IRTUTH BT Aclde HRd Dok B Jhd ¢ |

BN R Document - WordPad - g
File View

J
D bt -1

{2 Copy
Paste B J U e % x* &+~

x
S

. Automatic 1ok

AR R WBERET 2 s g T -s-u-9‘:‘10-|-11-w12-|-13-w‘m‘u-15-w‘ds-u-w-u-m-
VR a powerful way to help you prove your point. When you click Online Video,
Y BB in the embed code for the video you want to add. You can also type a
k | Vibr3ngbiue | ch online for the video that best fits your document.

socument look professionally produced, Word provides header, footer, cover
page, and text Dey 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. 9% gRT 89 309 < IT IRFITH Bl Holde HRD Ao & 08 oAdY 3 Fhd ¢ |

| Document - WordPad - o
View 0
/ .
Cut =, [ T+ FE Find
D & Cu Yo A = e a B 3% Fin
3 Copy . = 2 Replace
Paste B UagdeX x #-~A- /== == 55 Fidue Paint Dateand Inset

R AR R RS ERR KA IR EES SRR RN (RS AR X

Decrease indent

Decrease the indent level of the
Video | 2" .1 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.

Increase Indent. 9% gRT 89 09 < IT IRFITH Bl Holde HRP Tl & 3T oThx Sl Fbd 2 |
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BN
File View
=

[ Copy

Paste B 7 U e X ¢

Document - WordPad

h= 33 Find
= el P E

2ac Replace
=y  Picture Paint Dateand Insett ...
* drawing time object O Selectall

Increase indent LR ER IR C I R [ 7 - 18 -
Increase the indent level of the

Vi naragraph

L-.auguw 1T 12

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. s89& gRT &9 3/ <o AT WRMUTH Pl Helde @ gole, TR=R, Uahlee, M, fUFR, iR

RIdel BT T Hehd 2 |

SEH S
File View
|j K Cut

3 Copy
Paste

Document - WordPad

,.”f,_;‘ Lj m 3 Find

33 Replace

RS NS | ERRS RS R

RIS RN RN RS RS -2

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

snally 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. sd® gRT 89 309 T IT IRFITH BT Aolde dRd s & f9d ¥ WF IT 19 Bl T Abhd

=

s
File View
|j & cut

3 Copy

Paste B/ UkXx £-A- === " o

Document - WordPad

0

3¢ Replace

--_—

1.15 &
[ v 15 ]
3 > .

P9 10 1 12 13 e 15 G 17 18

Add 10pt space after paragraphs
8 purrsiu way w e yuu Ve YOUr point. When you click Online Video,

you can pgste 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). s9® gRT 89 3197 T I7 IREIMB Bl Aolde PP Uol b olUc H oAby ol
Jhd 2 |

A S = Document - WordPad - a
File View (7]

. p — .
|j A&t S| A A EE = e | CE ‘_j ‘?‘ &% Fing
i3 Copy 5 8ac Replace
Paste B 7 U ahe % x* &~ A~ =|=|Z Piure Paint Dateand Insert .
. = +  drawing time object (i Selectall

Align text left (Ctrl+L) IR : S - VA W R A S R B O N R - R VA B -
Align text to the left,
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
matching cover page, header, and sidebar. Click Insert and then choose the elements you
want from the different galleries.

Centre (Ctrl+E). 59 gRT 89 31U < IT IRMUTH BT Jolde PRd Uo] & TeX § ofhY ol HAdhd 2 |

Aligh Text Right (Ctrl+R). 9% gRT 89 3199 T IT IRTUTH BT Holde dRd Uol & NIgc H by off
g 2 |

Justify (Ctrl+J). s9¢ gRT 89 31U < AT WRIUTH Bl Jolde TP Uol & olUe IR g I SRR Y
Thd B |

s Ree Document - WordPad - g
Fie o

- /
Cut PO Find
i‘ﬁ’u Arial 11 | A A ol
{3 Copy

3¢ Replace

ure Paint Dateand Insert

Faste B 7 Uabe X x* £+ A~ Fi
¥ * = - drawing time object i Selectall
- -g- Vo1 21 Justify (Chr+)) N NI RS IR F R E O SRR FERD. (TR AN X

Align text to both left and 1
margins, adding extra space
between words as necessary.

This creates a clean look along the

yOLI can paste left and right side of the page.

Video provides ove your peoint. 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.
Insert Picture. s9a& gRT 89 310 Sf@Rpre # R &1 §9¢ IR Fad 2 |
Paint Drawing. s9a& gRT &9 199 SIRF< A UT F BT &I §9¢ I Ahd ¢ |
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Insert Date and Time. g9@ §RT &4 3101 SIRFT H 3MMST @1 e S¢ 3R TEHA BT $AE TR Ahd ¢ |
Insert Object. $8® gRT &9 U AUCIIR H GAY ATFCRR TR Sl Fadl & |
Find. (Ctrl+F). 35 gRT 87 30w RS 8 9 B 32 &1 @Il Iahd @ |

E 3D ¢ -

Document - WordPad - g

File Home View 0

/ . -

i | I r m
[ 5 - g B
. =| (= 4 - a

3 Copy &ac Replace

Paste B 7 U ghe X x* &~ A~ =5 Picture Paint Dateand Insert

+ drawing time object (O Selectall

n-a-n-1-n-§‘ IR R T R I ORI TS [ ERCRS VIS RN RN P RN FRI. [ AR [
Video provides a powerful way to help you prove your poi Find
you can paste in the embed code for the video you wal | o uoe fEz] Find Next
keyword to search online for the video that bestits your dg| — "ok verdor cores
[] Match case
To make your document m rofessionally produced, Wor

™ ¥ ¥

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.

Replace. (Ctrl+H). 9 gRT 89 3109 IR # 9 Uh 98 & WM R G g & fold dahd ¢ |

D = Document - WordPad - g
File View

(7]
, .
il & cut . e | = q g r 33 Find
Arial 11 | A A 4 d acdl [FET
: T Copy e 22f

33¢ Repl
Ba-e B 7 U ahe % x* &~ A~ Picture Paint Dateand Insert
N B = + drawing time object O} Selectall
|-2-|-1‘|‘§-|-1' DR B ‘4"'5"‘5"'-7'"g"'9'"10"'”'"12""\3'I'14'\-15-I-d5‘|‘1?-|-1g-
. . . Replace
Video provides a powerful way to help you prove your peint
i : R look Find Next
you can paste in the embed code for the video you want ™= n
. . Replace with: |ses
keyword to search online for the video that best fits your doc oo A
[] Match whole word only e
To make your document|see pf6fessionally produced, Word [ Match czse Cancel

page, and text box designs that complement each other.

Select All. (Ctrl+A). 8@ gRT &9 31U JX 3fFoide AT < Pl Udh A1 Helde IR Had & |

Document - WordPad - @

;__‘ ':;":‘:‘ A__j &3 Find

23 Replace

Picture Paint Dateand Insert
= drawing  time object

Select all

+ [ Selectall (Chel=A} [ ~ 17+ v #1921 130 14 0 2150 0 A6 170 18

Video provides a powerful way to helf you prove your point. When you click Online Vidso,

you can paste in the embed ce@e 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 document see professionally produced, Word provides header, footer, cover

page, and text box designs that complement each other. For example, you can add a
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= | Document - WordPad - a
o
(K i:f{ 5 Ruler =" Word wrap ~
L - i
Status bar 3'1 Measurement units =

Zoom Zoom 100
in out %

Z00Mm in. sA® gRT 89 104 UST Bl 99T dRdb o Thd ¢ |
Z00Mm OUt. S9% gRT 89 3199 U B BICT B o Fhd ¢ |
100%. s9% gRT &4 30+ Ut &1 100% S R 3 A 2 |
Ruler. s9@ gRT &9 310 SfdRpic F Mgz & A B ¢ |

Status Bar. s3ccd IR a1 @ 97cH H BIAT & Sl 89AR SIRFTE & $HRc SABRIYA HI gardl 2 |

Setting.

Word Wrap. 9@ gRT 89 319 JI= BT 31elT, 3eliT View d < Hdhd 2 |

ENNE R R Document - WordPad - a
°

(‘.‘{ (:,4{ n Ruler =) Word wrap ~|
L = L

Status b, | Mowrap
Zoom Zoom 100

in out % '.-‘.'rapt-:u»_v‘ Mo text wrapping.
Wrap to ruler
R RN RN RN RN Y S R RS VRIS | EIIKE PRI IS ERINS PR IR CRIS NI RN

eiéo provides a powerful way to help you prove your peint. 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

Measurement Unit. s9% gRT 89 3707 ok & HoR He Bl A B Fhd ¢ |

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).
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Ctrl + X. Cut.

Ctrl + C. Copy.

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.

© oo Nk WNRE

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