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WordPad Text Editor. 
 

Chapter-1. What is WordPad? oMZiSM 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 vkSj oMZiSM es ge vius VsDLk dh QkjesfVax 

dks dj ldrs gS vkSj vius VsDLk dks cksYM] bVSfyd] vuMj ykbu dyj dj ldrs gSA 
 

Extension Name of WordPad File.   .RTF (Rich Text Format). 
 

How to Open WordPad? 
 

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

djnsxss vkSj vki dk oMZiSM 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 MkWD;wesUV ds djaV buQkjes”ku dks crkrk gSA 
 

Upper Left Corner: Quick Access Toolbar (QAT). blds vUnj Qkby esuq ds lkVDV vkbdu gksrs gS 

ftlds }kjk ge tYnh ls tYnh viuh Qkby dks vksiu] lso] fiaV dj ldrs gSA 
 

The Scroll Bar. blds }kjk ge vius ist dks mij vkSj fups ysdj tk ldrs gSA 
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Chapter-2. File. (Alt+F). 
 

 
 

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

 

 

 

Control Button 

Title Bar Menu Bar 

Status Bar 

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

 

 
 

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 
 

Print (Ctrl+P). blds }kjk ge uacj vkQ dkih nsdj vius Qkby dk fizaVj ls fizaVvkmV dks fudky ldrs gSA 
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Page Setup. blds }kjk ge vius ist ds ekftZu vkSj isij lkbt dks lsV dj ldrs gSA 
 

Print Preview. blds }kjk ge viuh Qkby dk fizaVvkmV fudkyus ls igys fizaV fizfcm dks ns[k ldrs gSA 

 

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

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

 

 
  

Send In Email. blds }kjk ge viuh Qkby dks vVSp djds esy dj ldrs gSA 

 

Exit (Alt+F4). blds }kjk ge vius lk¶Vos;j ls ckgj vkrs gS A 
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Chapter-3. Home (Alt+H). 
 

 
 

Clipboard. 
 

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

 

Redo (Ctrl+Y). blds }kjk ge vius ykLV dekUM dks okil ykrs 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 dV ;k dkih vkctsDV ;k VsDLk dks nqljh txg ij ystkdj MqIyhdsV dj ldrs gSA 

 

 

 

Font. 
 

Font Family. blds }kjk ge vius VsDLk dks lsysDV djds QkUV dks psUt dj ldrs gSA vkSj fgUnh bxafy”k QkUV es 

Vkbi dj ldrs gSA 
 

 
 

Font Size. blds }kjk ge vius VsDLk dks lsysDV djds QkUV dh lkbt dks NksVk ;k cMk dj ldrs gS A 
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Grow Font (Ctrl+Shifft+>). blds }kjk ge vius VsDLk dks lsysDV djds QkUV dh lkbt dks cMk dj ldrs gS  
  

 

 

Shrink Font (Ctrl+Shift+<). blds }kjk ge vius VsDLk dks lsysDV djds QkUV dh lkbt dks NksVk dj ldrs 

gSA 
 

 
 

Bold Font (Ctrl+B). blds }kjk ge vius VsDLk dks lsysDV djds cksYM dj ldrs gSA 
 

Italic Font (Ctrl+I). blds }kjk ge vius VsDLk dks lsysDV djds frjNk dj ldrs gSA 
 

Underline Font (Ctrl+U). blds }kjk ge vius VsDLk dks lsysDV djds vUMj ykbu dj ldrs gSA 
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Strikethrough. blds }kjk ge vius VsDLk dks lsysDV djds VsDLk ds fcp es ykbu dks ns ldrs gSA 
 

 

 

Subscript (Ctrl+=). blds }kjk ge ,d oMZ dks nqljs oMZ ds fups fy[k ldrs gSA 

 

 
 

Superscript (Ctrl+Shift++). blds }kjk ge ,d oMZ dks nqljs oMZ ds mij fy[k ldrs gSA 

 

 
 

Text Highlight Color. blds }kjk ge vius VsDLk ;k iSjkxzkQ dks lsysDV djds dyj es gkbykbV dj ldrs gSA 
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Font Color. blds }kjk ge vius VsDLk ;k iSjkxzkQ dks lsysDV djds dyj dj ldrs gSA 

 

 

 

Decrease Indent. blds }kjk ge vius VsDLk ;k iSjkxzkQ dks lsysDV djds ekftZu ds fiNs ysdj vk ldrs gSA 
 

 

 

Increase Indent. blds }kjk ge vius VsDLk ;k iSjkxzkQ dks lsysDV djds ekftZu ds vkxs ysdj tk ldrs gSA 
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Paragraph. 
  

Bullets List. blds }kjk ge vius VsDLk ;k iSjkxzkQ dks lsysDV djds cqysV] uEcj] ,yQkcsV] jkseu] fiDpj] vkSj 

flecy dks yxk ldrs gSA 
 

 

 

Line Spacing. blds }kjk ge vius VsDLk ;k iSjkxzkQ dks lsysDV djds ykbu ds fcp es Lisl ;k xSi dks ns ldrs 

gSA 
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Align Text Left (Ctrl+L). blds }kjk ge vius VsDLk ;k iSjkxzkQ dks lsysDV djds ist ds ys¶V es ysdj tk 

ldrs gSA 
 

  
 

Centre (Ctrl+E). blds }kjk ge vius VsDLk ;k iSjkxzkQ dks lsysDV djds ist ds lsUVj eas ysdj tk ldrs gSA 
 

Align Text Right (Ctrl+R). blds }kjk ge vius VsDLk ;k iSjkxzkQ dks lsysDV djds ist ds jkbV eas ysdj tk 

ldrs gSA 
 

Justify (Ctrl+J). blds }kjk ge vius VsDLk ;k iSjkxzkQ dks lsysDV djds ist ds ys¶V vkSj jkbV ls cjkcj dj 

ldrs gSA 
 

 
 

Insert. 
 

Insert Picture. blds }kjk ge vius MkWD;wesUV es fiDpj dks balVZ dj ldrs gSA 
 

Paint Drawing. blds }kjk ge vius MkWD;wesUV es isUV ls MªkbXak dks balVZ dj ldrs gSA  
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Insert Date and Time. blds }kjk ge vius MkWD;wesUV esa vkt dh djaV MsV vkSj Vkbe dks balVZ dj ldrs gSA 
 

Insert Object. blds }kjk ge ,d lk¶Vos;j ls nqljs lk¶Vos;j ij tk ldrs gSA 
  

Editing. 
 

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

 
 

 

Select All. (Ctrl+A). blds }kjk ge vius iqjs vkctsDV ;k VsDLk dks ,d lkFk lsysDV dj ldrs gSA 
 

 



Computer Institute of Software Training  

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

15 | P a g e  
 

 

Chapter-4. View (Alt+V). 
 

 
 

 

Zoom in. blds }kjk ge vius ist dks cMk djds ns[k ldrs gSA 
 

Zoom out. blds }kjk ge vius ist dks NksVk djds ns[k ldrs gSA 
 

100%. blds }kjk ge vius ist dks 100% tqe djds ns[k ldrs gSA 
 

Ruler. blds }kjk ge vius MkWD;wesaV es xkbMykbu dks lsV djrs gSA 
 

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

Setting. 
 

Word Wrap. blds }kjk ge vius ldzhu dks vyx] vyx View esa ns[k ldrs gSA 

 

 
 

Measurement Unit. blds }kjk ge vius #yj ds estj esaV dks lsV dj ldrs gSA 

 

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 + I. 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. 
 

1. They are going to visit Taj Mahal today. 

2. God willing, we shall win the match. 

3. India become free on august 15, 1947. 

4. Oh. God! 

5. May god bless you! 

6. Work hard; otherwise you will fail. 

7. What is your name? 

8. Ten 5’s makes fifty. 

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


