LAL BAHADUR SHASTRI TRAINING INSTITUTE

WordPad Notes (%é)f ff)
1. WordPad 1 URHTHT (Definition)

WordPad Udh Basic Word Processing Software % S Microsoft Windows & ITY 3{TdT %I ERSCal ST
ST TMFY HIA, I BIAE B (Bold, Italic, Font M) 3R STegHc ¥a &3 & forT foban wirern g1
Yg Notepad @[@IET 3R MS WordﬁWﬁﬁﬂTﬁ%?ﬂ%I

2. WordPad BT SUART (Uses of WordPad)
WordPadWWﬁHW%%QWW%:

. TR 3R 3Mae (Application) fera & femg
. YR SIeTHE dUR HRA & fog
.« CRCDHI Bold, Italic, Underline W%ﬁ‘lﬁ
« Font, Size 3R Color Wﬁ%ﬁﬂ
o Image @I SlagHc ¥ Sie+ & fog

3. WordPad H Tabs (Total Tabs)
WordPad T HQI =4 ¥ 3 Tabs B &

1. File Tab
2. Home Tab
3. View Tab

(7 Total Tabs =3

4. File Tab (WordPad)
File Tab T SUGIT BIgd I Hafdd BT & ford foar Siar g

File Tab® Options:

« New — a7 SfagHc s & forg
« Open-TUgd Y &1 SlagHc WieH & g
« Save - HI3d Id dA & foU
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« Save As— U FTH I 7T BiHe H Tg B & fow
« Print— Slagac fiic &3 & forg
« Exit — WordPad §¢ &3 & fou

5. Home Tab

Home Tab H SfagHc §9M 3R BiHe & & I+ A tools B & |

Home Tab & Groups:
(A) Clipboard Group

e Paste
e Cut
o Copy

(B) Font Group

Font Name

Font Size

Bold, Italic, Underline
Text Color

(C) Paragraph Group
o Alignment (Left, Center, Right)
e Line Spacing
e Bullets

(D) Insert Group

e Picture

e Paint Drawing

o Date and Time
(E) Editing Group

. Find

e Replace
e Select All

6. View Tab
View Tab &1 SUTNT SIFIHE I G@- & dXid 3R Zoom & Held B & foTE fhaT ST 5|
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View Tab & Options:

Zoom In— ¢E CIS] 2;«.431 3'71%111

Zoom Out — CRE BIc] 2‘&9% %ﬁﬂ
100% — Original size & & & forg
Ruler—ﬂﬁﬁ@ﬁ“@ﬂﬁ%ﬁﬂ

Status Bar—ﬁﬁﬁﬁﬁﬁﬁ@ﬁ%ﬁﬂl

7. Title Name (Title Bar)
WordPad &1 3R dTelt Ug! &I Title Bar H8d & |

« 398 Document BT ATH 3R Software BT ATH (WordPad) forar giar |
. :FQF Tlgd W W Title Bar § Document — WordPad ferRaT giar %I

8. WordPad File T Extension Name

WordPad WTgd T default extension Eﬂ?ﬂ %:
e .rtf (Rich Text Format)

3 supported extensions:

o .docx
e .0dt
o iIxt

9. Zoom Size (WordPad)

View Tab & Zoom option J Zoom control {41 ST &

e Maximum Zoom = 500%
¢ Minimum Zoom = 10%

10. Important Exam Points *

e WordPad Uch Word Processing Software %‘
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Total Tabs = 3 (File, Home, View)
Default Extension = .rtf
Maximum Zoom = 500%
Minimum Zoom = 10%

Online Class YouTube: Click here

https://www.youtube.com/watch?v=GIVhHDC8Ag8&list=PLbpYcJ5FszRObMP-
JOs MiCOWeaFdx8no&index=13
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