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Wordpad T HTEROT text Editing Application software Sit notepad & & 3% faeIvar
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system & Y% HEHIOT A IRAT AT & wordpad ¥ §H 39 gFdas H e agama X
¥Hd § SI¥ - word Formating , page size setting . etc

-

) ' /Tms BAR MINMIZE ~J)

I Cabde st A A IRAR T - ) —J 4 ‘ '
BJ lldax Z-A- B S38 H ‘:' Pairst - Oiste and " MENU BAR CLOSE

deawng  time  obpect

- - - —

MAXIMIZE /RESTORE

ZooM BAI\

100X (-

Wordpad $' Q__,WEF{?TEFTHW
Tsis # a Al @ g% FRaT o wwen @

e By Mouse - start Button > All program > Accessories > Wordpad .
e By Keyboard - Long Press Window key + R (And Write Wordpad In Search Box )



1- File Menu

New - Ctrl+N
Open -Ctrl + O
Save - Ctrl + L
Save As - F12
Print - Ctrl + P
Print preview
Page Setup
Send In Email
Exit - Alt + F4

New
W Option FT YAWT 74T 9T o & faw fFar Jrar &

Open
Wordpad & qgof 49 ¥ fFY I cFaEdst F Open FA & AT fFar Fram &

Save
Wordpadﬁmmﬂmﬁmwﬁﬂ?mSaveEFrEITﬂ'JTﬁﬂITGIHT%

Save as

Wordpad # tgal ¥ 89 fF¥ a3 graras & fFd gaX a9 @ ¥9 Fa & fOd Save as #
yaer fhar Sar @

Print
YA EFATdST H FREY Object I S & AT Print &1 YT fFam Sivar &

Print preview
EEAIAST FI B § Tgol 3@ & AT print preview FT 9I%T Fam J1aT &

Page Setup
95T @ @Fafeud Setting UG Ft F BT Page setup &1 A1 fFam ST &

Send In Email

Wordpad # TR ¥ 1 SFARST #1 Internet F ATLTH § ga T W Ao« & fAw
frar srar &



Exit
$H Option % @RI Open §U Application #I &g # & faw fFam e g
2-Home Tab

1. Clipboard Group

e Cut
o Copy
e Paste

Cut

$H Option & ZaRT I A HEAT AT Asq FI IH TUW F g Paste 1 Weraar ¥ frdlt
g T W @ & fore fFar smer §

Copy
g T} wE&AT A1 e F gfafafy wa & faw frar smar @

Paste
Cut IT Copy fFd 3 WE&AT T Usg & WA F AT Paste HT yAWT Fam J1am &

2. Font Group

e Font

¢ Font Size

¢« B.L.U. (Bold,Italic,Underline)

o Strikethrough

e Subscript - Ctrl + =

e Superscript - Ctrl + +

e Grow Font - Ctrl + Shift + >

o Shrink Font - Ctrl + shift + <
e Text Highlight Color

o Text Color

Font
AT 9o & T Font T YT AT SmaT §

Font Size
@ I e AT IF FT THRN AUIRT FIF F AT Font size FT vAr fFam smar &



B.I.U.
@ Iy e AT IF F AT F, AT A, TW IS A W A F v A

Strikethrough
Y ereg 41 3 & Ay F @ f@ws & Qv KAy s @

Subscript

et ereg AT 3% & ITUR & T H(Vase) FI§ q@U g AT HE&AT &1 fowar & fow
Subscript FT WA fFAT ST 7

Superscript

et 37 41 oreg F O F T A FIE qEU Asg AT I3F faw@s & AT Superscrip F1 g2@T
R Smar §

Grow Font

Select fFY A HEAT AT AYsg FT IMHT 9 F fAT Growfont FT TANeT fFAT SATaT @

Shrink Font
Select fFd A HEAT AT A FT T BT A F o fvar 1aT &

Text Highlight Color
Select fFd A 2Usg AT 3% &1 background color FA & faw fFar Fmar &

Text Color
text AT font F color FA F AT text color FHT TIeT fFaAT STaT 7

3.Paragraph Group

Decrease Indent
Increase Indent
Start A List

Line Spaceing
Align Text Left
Center

Align Text Right
Justify Ctrl + J

Decrease Indent
aEd H NS & F v fFar sar &



Increase Indent
AST Y A FelF & fAT Increase indent &1 YIer fRaT Smam &

Start A List

P qrardsr #1 e ¥ 30F A FA WA & e Far s
Line Spacing

¥ 7 @ T Al & faw @ gl e F@ & e fear Srar @

Align Text left
Page # 9 & ¥ fa@s & AT Align text left &1 gaWT RFam Imam §

Center
Page # o9 @ fa@a & AT Center &1 YAWT fhaT SATT §

Align Text Right

Page % g a® ¥ fa@a & fAT Align text right ®T FaYr fFaT S1aT #
Justify

Page % IR X% ¥ fa@a & faw Justify &1 g2l Fam Smar &

4.Insert Group

Picture

Paint Drawing
Date / time
Insert Object

Picture

A SEARS A AT YAT A & fAT Picture FT TAT fFAT FA1am &

paint Drawing
It GEATdST A Microsoft Paint # 3T9& GaRT 911§ 71§ Paint B3l $1 I FIAT SATAT @

Date/Time
$H Option & ZART &¥adSl A date/time YA FIA ¢



Insert Object

TStz : e 9 R R g application #T 3T T83 & 497 WY WA & faw fman
STeT &

5. Editing Group

e Find-Ctrl + F
e Replace - Ctrl +H
e Select All -Ctrl + A

Find

gEade A o T e Ry dEwr a1 e F @ F fow fhar e @

Replace

$W Option T FANT Al TEAT AT eg & T W FI$ AU Aeq AT 3% foawsr ¥ fAw
R Smar #

Select All

SEATAS 1 [ TH WY Select FI & fAT Select all F wAlr fFar Jrar @

3.View

1.Zoom Group

e Zoomln
e Zoom Out
e 100%

Zoom In

Page T 3THR d¢A & fAT Zoom in FT FAT fFAT ST 7

Zoom Out
Page &1 3THR BIET FIA & fAT Zoom out T FAWT FFAT ST &

100%
Page HITHR FTURYT = F AT 100% T g3 fFam ar &

2. Show Or Hide Group

e Ruler
e Status Bar
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