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indows Operating System = a7 & Inbuilt 3T 1 T8 T |14 Word Processor &

ecomes deep black and looks most special.

WordPad is a basic word processor program created by Microsoft. Which come inbuilt
WordPad is user friendly software due to which every user can easily understand and
use it. Its tools are also very easy. Let us know about all the tools of WordPad

with MS Windows Operating System as well. It is a simple word processor used to

write simple notes or create documents.
Through this tool, you can bold any font in WordPad to focus on it. In this, that text

b

39 Tools & GRT 3T gsus H fdt HY Font TR BT 1 & ol 3
TTH 9 TRE T BT B oildl § 3R a9 WA fa T gl

SHARMA COMPUTER & TYPING INSTITUTE

ISSEIRSERIM

W
W

aflo

<

e o Mo Mo Mo Mo Mo Mo Mo do Ho do Ho do Ho do do Mo Mo do do Mo do do do do Mo do do do fo do Jo do Jo Mo Mo do Mo Jdo Mo Jo Mo So Mo o

S S S S S S S S S S S S S S S S S OSSO SSRGS D



https://hindime.net/application-software-kya-hai-hindi/

o do o Mo Mo Mo do Ao JHo do do do JHo do Ho do o do JHo do S0 do o o Jo do o Ho do o Mo do do do Mo do o do do do o do So Mo
R S S S S S S S S S S S S S S S S G G S S G GGG GGG DG D

WORD PAD

3. ITALIC FONT

T
Z
O
L
L
T
T
L
<
—
o
L
O
Z
-

LLl
-
-
=
-
72
=
O
=
o.
S
-
o3
o
LLJ
-
-
o.
=
O
o
<
=
(2’2
<
L
")

SHARMA COMPUTER & TYPING INSTITUTE

rooked and looks great.
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Through this tool, you can underline any font in WordPad so that that font looks like

the main font. We can underline any heading.
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Through this tool, you can italicize any font in WordPad, which makes that font
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Through this tool, you can change the language of the written text or the language

you select will be written in the same language. WordPad has more than 50

languages, through which you can write your fonts in the best way.
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With this tool, you can line any text. Suppose you have to show a line on any text,

then the help of this tool is taken
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Through this tool, you can show numbers below any text. These tools are used in

Fed gl STH a3 § 3 T a F ITL 7 1T 38 Tool T T § o 2

science formulas. For example, to write the formula of water as H20, this tool is used
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to put 2 below H.
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Through this tool, you can show the number above any text. Which is called ambush

in the language of mathematics. For example, to put 3 on top of a in a3, this tool is

used.

o o Mo do fo Mo Mo Mo Mo do do do Ho do So Mo So do do do do do Jo do do Mo do do do do Mo do Ho do fo do Jo do Jo Mo Jo do Mo o
BRGSO DDDDDDDDDDODDDDDDDDDDDODOOY




o do o Mo Mo Mo do Ao JHo do do do JHo do Ho do o do JHo do S0 do o o Jo do o Ho do o Mo do do do Mo do o do do do o do So Mo
R S S S S S S S S S S S S S S S S G G S S G GGG GGG DG D

<
allo
L

allo
<
alle
L

WORD PAD

alo
<
alle
L

alo
L
alle
<@

alle
L
alle
L
alle

<

&
&
ﬂ‘”"”
&
&

A
)
i
[T

quv
o

T&
5

E

B
il
[0,
=

o
fal
T

aE
p/
5
T
=
)

e

LL)
T
=
=
T
(7))
=
O
=
Q.
>
-
o3
oz
Ll
-
> [298
w £
O E
<L o
S K
oz
< X3
T 5
(Vg dc
-
£
=

T
D
nys
o
B
1Y)
e
0]
&
T
T
(al
ah<
T
.m:l
T
)
i
T
Gquy
he/
~7
..V\
13
5
1Y)
S
=
&
A&
©
o
—

allo
<
aflo
L
aflo
L
o o Mo do fo Mo Mo Mo Mo do do do Ho do So Mo So do do do do do Jo do do Mo do do do do Mo do Ho do fo do Jo do Jo Mo Jo do Mo o

S S S S S S S S S S S S S S S S S OSSO SSRGS D

have marked a definition or a special topic in the book with a highlight pen, this tool is
SHARMA COMPUTER & TYPING INSTITUTE

With this tool, you can highlight any font color, so that the text looks different. If you
useful in the same way.

3 Tool & gRT 37 fohdd} 1t TR HT HeR I¢d Thd & oy a1 3Mhyss o |

Through this tool, you can change the color of any text so that it looks attractive.

Qe Hldl

Exl




o do o Mo Mo Mo do Ao JHo do do do JHo do Ho do o do JHo do S0 do o o Jo do o Ho do o Mo do do do Mo do o do do do o do So Mo
R S S S S S S S S S S S S S S S S G G S S G GGG GGG DG D

WORD PAD

then this tool is used
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Through this tool, you can add any image in WordPad.
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If you want to add a Microsoft Paint drawing to WordPad
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This tool is used to add Date and Time in WordPad
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from Adobe Photoshop or a Graph Chart. Whether it is an Excel worksheet or a
SHARMA COMPUTER & TYPING INSTITUTE

presentation of Power Point, all can be added to it.

Jous H farddt 4t tive &) WieH & o 39 Tool &1 IS foa STaT 3|

This tool is used to find any font in WordPad.
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With the help of this tool, you can select your entire font. If you want, you can also

IUC
select all the text by pressing CTRL + A,
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you have to find Ram from the whole text and change it to Shyam, then Ram will be
SHARMA COMPUTER & TYPING INSTITUTE

written in Find what and Shyam will be written in Replace With and click on Replace,

After finding any font, if it is to be replaced with other text, then this tool is used. Like if
that word will change automatically.
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With the help of these tools, you can zoom in and zoom out the WordPad, that is, you

can make it bigger and smaller
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0} Select all

SHARMA COMPUTER & TYPING INSTITUTE

With the help of this tool, you can create list format in WordPad. For example, if the

features of anything are to be shown in the list, then this tool is used.
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These are some of the WordPad tools that you must know about if you want to use

With this tool, you can put space in the middle of the line and can also remove it.
T g T 929 * tools e foro=r # %% & ST AU 3R 3T WordPad &1
WordPad and become a true Power User.

Now let us know what the main elements of the WordPad window are.
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The title bar is at the top of the entire WordPad window, which shows the name of the
SHARMA COMPUTER & TYPING INSTITUTE

opened file. Until a file is saved with a name, its name remains Document.

It has command buttons like Save

TOH Save, Undo, Redo ST
can be run quickly.
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Each tab on the tab bar provides a separate tool on the ribbon. It is also called

Ribbon Tab Bar.
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It is a scale that is used to adjust the text area in the document with a correct size and

to do Tab Setting etc.

e Mo

p)

)

o) )

p)

)

o) b

p)

b

p)

9 Minimize, Maximize dUT Close d¢-1 8Idl & og®! Heg ¥ WordPad fds! &l BleT,

e Mo do do Mo Mo

b

o) b

-p)

o)

Maximize and Close buttons, with the help of which the WordPad

window is minimized, enlarged or closed.

It has Minimize,

b

o
L0

o)

b

o) b

o Mo Mo o o
SHBOSHOHHOGOHS

<

o) ) ws

—

WordPad Window &1 Side H Slider &1 dRg Y84l § folg®! Hee J fhdl dot

Ig
BT Scroll PP FHUR-A, AUEITse T SITdT g |

@“ﬂ ,Qt“" )

b )

It remains like a slider on the side of the WordPad window, with the help of which a

wsd

, left-right

down

large document is scrolled up

-sd

b )

o Mo

)

b

WORD PAD

SHARMA COMPUTER & TYPING INSTITUTE

o
-sd

alle

)



o do Mo Mo Mo Mo o do Mo do o do JHo do Ho do o do Jo do Ho Mo do o Jo do o Ho S0 do Mo do do do o do Mo do Mo o o do do Mo o
R S S S S S S S S S S S S S S S S G G S S G GGG GGG DG D

WORD PAD

alle
L
alo
L

alo
L)
alo
L
alo
<

alo

WW@@%NO%SW%WW#

HIYRUl Document, Letter 36‘1”3 aqﬁﬁ%mam%

<

alle

<

¢ &l Zoom In-Zoom Out %EITGHEIT%I

alle

<

alle

<

alle

<

e

Status bar
\ 4

\J

SIagH

alle

<

alle
L
alle
L
alle

<

dl ST STANT

e

Sl

allo

<

alle

<

alle

<

TR Mouse Pointer &1 U &1 g2 g1 i & Right Side T Zoom Level

g o) Jerar 3

Here it shows the position of the mouse pointer on the document. There is a Zoom
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It looks like a small line blinking on the working area which indicates where the next

text will be printed. It is also called Cursor
Level Control in the Right Side of this, with the help of which the document is zoomed

in-zoom out.
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SHARMA COMPUTER & TYPING INSTITUTE

Talking about the use of WordPad, it is mainly used to make notes or to make a

simple document, letter, etc.
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For Open Old Page

Copy (For Duplicate Selected

Paste (For Insert a Cut& Copy Sentence)

Find ( Use For find selected Sentence)
Replace ( Use For Replace selected Sentence)
Select All (For select all sentence)

Bold Word ( for Bold selected sentence)

For Save Current File

For Print the Page
+ X = Cut ( For Move Selected Sentence )

For Insert New
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is changed, along with the look of the page can also be changed etc.

3. You can insert dates, pictures and hyperlinks.

4. You can also view the documents.

2. For formatting documents - in which their size is changed and the style of print
5. You can also create page margins.

1. To create, open, and save documents.
6. You can also print documents as well.
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+V
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+B
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ordPad is used to perform many tasks such as
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SHARMA COMPUTER & TYPING INSTITUTE

Ctrl + | = Italic Word (for italic selected sentence)
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Justify Alignment (for sentence equally from left & right side)

Delete (or delete selected sentence)

Center Alignment (for sentence started from center side)
Alt + F = File Menu (Open File Menu)

Ctrl + R = Right Alignment (for sentence started from right side)

Home Tab (
View Tab
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Ctrl + U = Under Line (for under line selected sentence)
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Alt + H
Alt +V

Ctrl + E
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