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WORDPAD

What is WordPad? / 9248 <41 872

WordPad is a basic word processing application included with Windows
operating systems. It provides a simple interface for creating and editing

text documents with formatting options.

gsUs Ush Aol g5 YA TlterhereT ¢ ot fdsiar 3T faeeA
& g AT &1 g UTwIoT Fheul & TTY FEC STl Sellad
3R FUIfied Xt & foIT T el SABE UGleT il gl

Features of WordPad / 934g &1 ﬁ'@‘]‘qmﬁ'"

1. Basic Text Formatting / #el 9IS WTRYOT:

o Supports font styles, sizes, colors, bold, italic, underline, and

alignment options.

WEoT RAFedl &1 ST FIaT ¢1)
2. Insert Images / R @fFAfaT &I
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o Users can easily insert images and other objects into

documents.
o (GUANTHAT HHE ¥ qEa@at & & 3 T awqe
FfFEAfAd T dFd &1)

3. Save in Multiple Formats / G YAl & HeSTeT:

o Allows saving documents in various formats like .rtf, .txt, and

.docx.

o (GEAAST A faffe ureaY S rtf, .ext, 31T .docx H
wgote Y regAfT a1 B1)
4. Print and Print Preview / e 3R fie qgﬁamam:

o Offers print options and a preview feature to see how the

document will look when printed.

- Rz RFer 3R qEadFa Brav va= Far § arfe
aET 9T & fF gEdas B @9 w Far fe@am)
5. User-Friendly Interface / 3YARTHAT & Helhel SeThd:

o Simple and intuitive design makes it easy for beginners to use.

o (X AR wWeer Bemsa 3@ YT Al F v 3w

A AT ITdT 1)
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Common Questions and Answers / HTHH YT IR IR

1. Q: What is the primary use of WordPad? /| gsds T qJEq

39T FAT g2

A: WordPad is primarily used for creating and editing simple text

documents. / ISUE T ?ﬂ@ 39T T UTS Gl dadled
AR Furfed Tt & foIvw giar &l

2. Q: Can WordPad open Microsoft Word documents? / 4T gsis
ATSHIUIFE I8 STATdST @il Hhell 82

A: Yes, WordPad can open .docx files, but some advanced

formatting may not be preserved. / g1, asus .docx BISel Wlel

HHAT &, Afdhe] FT IooTd THIOT FATT AT T Fhell &

3. Q: Is WordPad free to use? / 4T gsids F1 3T HFT %?

A: Yes, WordPad is free and comes pre-installed with Windows

operating systems. / gl, asus HUd g 3R O 3RiEaT
fOFea & qry q@-Tu1iad 3T g
4. Q: How can I access WordPad on my computer? / # 31qet

$YN W 85U F AT FT Tohell g2
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A: You can find WordPad by searching for it in the Start menu or by
typing "WordPad" in the search box. / 3T9 3@ Tere ﬂT-[\ p=

Tl AT Wi digg H "gsis” @8y #idh 9T Johd &

5. Q: What are the limitations of WordPad compared to Microsoft
Word? / ATSHIAIFE 5 &Y Jolel ¥ a3z f Hae w1 2

A: WordPad lacks many advanced features like templates, advanced
formatting options, and extensive editing tools available in Microsoft

Word. / gs88 # HATSHIAFE g5 H 3Tl &g Seold FlAUmw
$r FHAT gl

WordPad Shortcut Keys / a848 Qe ?ﬁtﬁ

1. New Document / 51T gFdTdT:

o Shortcut: Ctrl + N

o oIl GEATAST delled & foIT
2. Open Document / E¥ATdST Gl

o Shortcut: Ctrl + O

o GEAIAST Gieled & foIu
3. Save Document / ¥dTdol Hegolel:

o Shortcut: Ctrl + S

o GEAIST Heold & foT
4. Print Document / §&dTdsr T HIT:
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o Shortcut: Ctrl + P

o GTdEae W e & fou
5. Cut / <.

o Shortcut: Ctrl + X

o &C T & fAU (Fe & o)

6. Copy/ﬁ'cﬁ:
o Shortcut: Ctrl + C

o Ul B & ToIT (Al I & o)
7. Paste / 9¥e:

o Shortcut: Ctrl + V

o U¥C I & for (RusE & o)
8. Undo / ddd:

o Shortcut: Ctrl + Z

o qdad ® & TAU ey fhar &t gy e & fAv)
9.Red0/g?l':ﬂ-7i':

o Shortcut: Ctrl + Y

o Yel: Y (A9 fHT a0 F FH T § el & fA0)
10.  Select All / W3ft FT TIA:

o Shortcut: Ctrl + A

o AT FT TIT P & ToT
11.  Find/ @

o Shortcut: Ctrl + F

o Gl & T
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12. Replace / 9faeeam@a 3
o Shortcut: Ctrl + H

o gfaeaiia s & forv (fRdT ersg ar areramer &t
deolal & forv)

13. Bold / 9ies:
o Shortcut: Ctrl + B

o dle8 Hlel o folT (M Hd & foll)
14.  TItalic / Sefore:

o Shortcut: Ctrl + I

o Befoldh e & T (TeT e & fov)
15. Underline / 3@Ifhd &Y

o Shortcut: Ctrl + U

o e o A 3@T "R & feT

koskoskoskosk

Founder/Manager: Jamal Ahmad Khan, Mobile No.: 9935404262
Email: iicepatranga2@gmail.com (Page No. 7)




IS SN SN SN SN NS S EE NS EEE SN NN NN NN NN}

IS SN NN NN EENEEEEENE NN

3Msyd A, Hex 3R sferer — HCE ta Jgadie e Sfef fAed) 8 Jgax fRren

IICE

IDEAL INSTITUTE OF COMPUTEREDUCATION

Patranga (Belahri),
Barabanki, U.P., INDIA-225401

Run by: IDEAL EDUCATIONAL SOCIETY
(A Regd. Society Under Societies Registration Act, 1860, Govt. of India "Regd. No.: 1510/2017")

Duick Access Toolbar Title Bar
Program Window Control
Tab Bar LL
- = | Docurgi - WardPad Ji= =0

Flams e L1

Cason =18 = iE U] | A

.,
111}

B r Uaek o #-45-/[ES38 5 e

I ' Insertion Point E
Scroll B I

ar
Status Bar l
100% (= | ¥

Loom Level Control

=== Typethe name of a program, folder, document, or Internet
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