p Hansdah
HANSPAR - 1 Bt Quatiz, of

What is WordPad? | 99 T &?

#WordPad is a basic word processing program that comes free
with Microsoft Windows. It allows you to create, edit, and format
text documents. It is more advanced than Notepad but simpler than
Microsoft Word.
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& Extension Name of Wordpad is = .RTF ( Rich Text Format)

E Three Methods to Open WordPad
ST GIAA & A9 qLdeh

1: Using Search Bar (< ST T SYTIT FLh)

English:
1. Click on the Start Menu or press the Windows key.
2. Type WordPad in the search bar.
3. Click on the WordPad app from the results.
Hindi:
1. ®TE A s w2 a1 Windows FY Zamd|
2. ¥9 a< § WordPad ZT5T Fi<l
3. RSees # & WordPad U7 1% fF 7
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2: Using Run Command (I FHTE FT STTIT Heh)

English:
Press Windows + R to open the Run dialog box.
Type wordpad and press Enter.
WordPad will open.

Windows + R TETHT Run STAANT F1eFT T |
399 wordpad 2129 FX 3T Enter T&TU]
FSUE G SATTT

3: From Start Menu (All Programs) [€eT A+ & (ST )]

English:
e Click on the Start Menu.
Go to Windows Accessories.
Click on WordPad from the list.

wTe 7 T T H
Windows Accessories 9% STT|
foree & ¥ WordPad 7% & #¢)

A2 \When is Caps Lock On? (o =1t e A1 grar 22)

Caps Lock is ON when all the letters you type appear in UPPERCASE (capital letters)
without holding the Shift key.

ST 3T O AT q2d FaTd & A GHT T&r< 92 (Capital Letters) H 21T g9 714 8, a7
T Hae g FF Caps Lock 3t @1

Example:

e Typinga, b, cwill resultin A, B, C

(ST TT e AT Fe I9Td 2 ST Tt TeAT a2 (Capital Letters) & 2127 g9
T &, AT THHT Haaa g T Caps Lock 3t §1)
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#0\When is Caps Lock Off? (o st Fal 3it® graT £72)

Caps Lock is OFF when the letters you type appear in lowercase (small letters) unless
you hold the Shift key.

Caps Lock OFF ZIAT & STa 3T ST 37&7¥ 2129 Fd & o S )small letters) & 3 § — ST& @ {oF 0T
Shift S&T TGT HT T TZT A

Example:

e Typing a, b, c will appear as a, b, ¢
o Totype A, B, C you need to hold the Shift key while typing.

5 :

e 3 AT a, b, =T F X T&l a, b, ¢ ThiT 9% fa@, a7 Caps Lock 31 2|
o ST ATHT A, B, C 21T FXAT &, T Shift Ft THTHT 15T FHIAT AT

Caps Lotk
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Shortcut Keys of WordPad (F84< % STiee 3

Shortcut Key
Ctrl + N
Ctrl+ O
Ctrl +S

F12

Ctrl+P
Ctrl+Z
Ctri+Y
Ctrl + A
Ctrl+C
Ctrl + X
Ctrl +V
Ctrl+ F
Ctrl+H
Ctrl+B
Ctrl + 1
Ctrl+ U
Ctrl + =
Ctrl + Shift + =
Ctrl+L
Ctrl+ E
Ctri+R
Ctri+1
Ctrl+2
Ctrl+5

Ctrl + Mouse
Scroll

Alt + F4

Function (English)
Create a new document
Open an existing document
Save the document

Save As (Save with new
name/format)

Print the document
Undo last action
Redo last action

Select all text

Copy selected text
Cut selected text
Paste copied text

Find text in document
Replace text
Make text bold
Italic text
Underline text
Subscript text
Superscript text
Align text Left
Align text Center
Align text Right

Single line spacing

Double line spacing
1.5 line spacing

Zoom In/ Zoom Out

Close WordPad

FA (Hindi)

AT STFLHE FAT]
Tgol ° Ha S(FgHE AT
SiFTHE 7T FLA]
T U (FAT ATH/®He F 9
)

StgHe e Fe

=T 1 9| =T

FTH ST FTAT

X TFEE T TAT HLAT
FATAT TFES FHIAT FHLAT

T THEE T FHLAT

FIT T gl S UFe AT
SFIHe | e FieT
SFEE Y TTA]

TFEE T oS FHLAT

TS T TeToTeh HLAT

TS T HSTATSA FLAL
TIEHRE (FTST FAL 1)
HITHATHE (FIET AT FY)

TFES T ATT AATEA FHLAT

TS T AT | AATEA FLAT
TS FT ITT AATSA FHLAT
[EUEKIESEZIER]
TAA ATSA TITEAT
S ®TE T

I =/ A A3 FIAT

TSUET g¢ FLAT
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