WORDPAD

(3 How To Open Wordpad Programe :-

Ist Step (By Mouse) :-

» Start = All Programs = Accessories = Wordpad

2nd Step (By Keyboard) :-

Windows Key Press = Type Wordpad and Enter

O SuACHIe T2 (AT 0o -

QI Lol (1 M) 8-

22 Start @ fgs S>@eR All Programs @ f&F > 499" Accessories @
&% >494T Wordpad @ &=

e 4ot (-t ) 8-

JI-@eT Windows Key Press S SRG2ITE (=14 5127 40T GG
(R WP GGR B9 fe 0o Al SN GBIR (23 ST SACHITT GCoe
T

(0 How to create Desktop Short cut Wordpad or any other
Programe in your PC.
» Start = All Programs = Accessories = Right click on Wordpad
Icon = Send to = Desktop (Create short cut).

Now we can open Notepad by double clicking on the Notepad
Icon.
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0 How to pin a Wordpad or any other program on a task and
Open it.
» Click Start = All Programs = Accessories = Right Click on
Wordpad = Pin to Task Bar

(Now Wordpad can be opened by Single clicking on the
Notepad icon)
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0 How to Unpin a Word pad or any other program on a task :-
» Right Click on Wordpad Icon = Unpin this Program from task
bar
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(0 How to Save files in Wordpad :-

» Click File menu = Save - Select location=> Type your file name
—>save
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Keyboard Shortcut :-

Ctrl +S > select location—> Type your file name = Enter

(0 How to Change Font Size in Wordpad :-
1st Process :-
» Text Select (I want to change the size of the text as much as possible)

[I1¥|Click this Font Size Icon and Change Font Size.

2nd Process :-

I can change the Font size using Grow font and Shrink font
3rd Process :-

I can change the size by typing in the size box

4th Process (Keyboard Shortcut) :-

Ctrl + Shift +> Large Size

Ctrl + Shift + < Small Size
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O How to Change Alignment in Wordpad :-
» First Text Select >Home > Select the required alignment from
the paragraph command group & = = =

Left alignment | [Justified

Center alignment

Right alignment
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O How to Change Text Font in Wordpad :-
» First Text Select > Home > Click the Font Family
Option from the Font command group and Choose Your Font From

Drop down List
Arial

Arial Black
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Cambria

Cambria Math
Candara

Comic Sans MS
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O How to Change Text Bold, Italic and Underline :-

» First Text Select >Home 2 Clickthe B & ©T Option from
the Font command group.
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(0 How to Change Text Font Color in Wordpad :-

» First Text Select >Home > Select the required alignment from
the paragraph command group—> Click This Drop down Icon
and Select Color.
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(0 How to Change Text Highlight Color in Wordpad :-

» First Text Select = Home > Click the ™ Highlight color
Icon and Choose Highight color.
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(3 How to Use Strikethrough in Wordpad :-

» First Text Select >Home - Click the Strikethrough Icon

(Form Font Command group).
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(0 How to Use Subscript and Superscript in Wordpad :-

» First Text Select 2>Home >Click the Subscript Superscript
Icon (Form Font Command group).
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(0 How to Apply Bullet and Numbering in Wordpad :-

» Home > Click this Icon (Paragraph Command Group) and
Select Bullet and Numbering from the list
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(3 How to Apply Decrease and Increase Indent in Wordpad :-
» First Text Select >Home - £ £=  (Click this Icon (Paragrapg
Command Group)
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(3 How to Apply Text Line Spacing and pt Space in Wordpad :-
m First Text Select > = Click this Icon (Paragrapg Command
Group) = Select Linespacing from list and pt space.
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(3 How to Insert a picture in Wordpad :-

» Click this = Icon (From Insert Command Group)->Select
Location and Choose File or Pic=>Open
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[ How to Use Find in Wordpad :-

»Home = & Find Click this Icon (Editing Command Group) =
Type Your Text Which You Find in Ffindwhat: |
From Find What Box > Find Next.
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(3 How to Use Replace in Wordpad :-
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»Home = ;. replace Click this Icon (Editing Command Group) =
Type Your Text Which You Change and New Text Type Replace Width
Box and Replace All

Find what

Replace with:
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Replace with:
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