WordPad India’s No.1 Notes

WordPad

U Text Editor Software & oil Notepad 31 #l1SI Advance 3 | 32141 31U fep2il 8ft (128 @I Text 12 3i12 33 Edit @2 21w
& | WordPad 31 3 b2l 8l Text @) fe1xr6l B WS 3A Formatting 2 A 3 | 3T 02l 8ff Text @I Color, Bold, Italic.
Subscript, Superscript $reIlfe; I ADA 3 |

There is a Text Editor Software which is a little Advance from Notepad. In this you can write

and edit any kind of text. After writing any text in WordPad, you can format it. You can change . S—

any text to Color, Bold, Italic, Can Subseript, Superscript etc. ) @

WordPad @Bl 3[c181 A Install 26l Bl 51521 o1dl & A By Default 812 D2 3 usl A &l __
Bﬁﬁj@ 3&cll & (There is no need to install WordPad separately, it is already present in our

computer by default.)

I WordPad 3 3 TRII-GI1 @3 DA 37

(1) WordPad 3 [l 8ff Text @1 forr6l & a6 3mu 33 31Ul f&9ma A Color, Bold, Italic, Underline, Align Text to
Left, Align Text to Right $CRIIT& Options I SICIHAICT D2 ADI & (After writing any text in WordPad, you can use
the options like Color, Bold. Italic, Underline, Align Text to Left, Align Text to Right etc.)

(2) WordPad a1 31mu @il sft Q‘Qﬁ WBISEl DI Attach T3 el 3 (You can attach any other file in WordPad.)

(3) WordPad 3 31 fpafl oft Image DI Insert I el & (You can insert any image in WordPad.)

(4) WordPad 3 3mu Bullets, Rulers seenfs cltsii aon 5?'3?115‘1 2 DA g(ln WordPad, you can use things like Bullets,

Rulers, etc.)

I WordPad 33 Open s sirar 32
WordPad Open mﬁﬁFWﬂﬂaﬁa .mcﬁsaif A et RAweu qﬂ;}ﬁ?ﬂamnmﬁﬁ (There are several ways

to open WordPad, you can use any of these options.)

(1) A Ul 30U HES 3 Windows Button 5 1€l R U1 3 | 30 MU UL U5 Run Dialog Box 30R191I 312141
3! wordpad feTXIEI $E3 @3 oIl B (First you press R with the Windows Button in the keyboard. Now you
will have a Run Dialog Box in which you have to enter by typing wordpad.)

(2) 31 IS 3 Ferd acal Garm WordPad 1 #fl @2 Jiva 8 3fie 33 open O3 IDBA 3-((2) You can also search
and open WordPad by pressing the Start button on the keyboard.)
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WordPad Uacil €12 open WIol B €I (After opening WordPad for the first time.)

Welcome Screen

Close Button

Save Button Maximize Button
Undo Button

Redo Button

Minimize Button

Customize Quick Access
Title Bar
Menu

vy Yy v Y

Bl % ¢ = | Documant - WordPad  sff— - a *
wone | wiew | <& Help >
= =T 2 Fina
Apiraits 11 Ay T 0 j Erj‘ _?_ i Ribb
Fame BrUany Avfe [E|= = 5 Ao Rt Daeand e 4+—— HRibbon
- - v draming fene abpear 3T, b
Chiphoard Forl Paragiion insen Editing
1 ; g ----- Lo 3 1 5 Ches 1

Ruler Work Area

Zoom in

Zoom Slider

Zoom out
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Menu/Tab Bar: Menu Bar @] Tab Bar 8fl @81 SIIell 8 | 3210 31662 3 200F Menu 311 3 SI3: File, Home & View

Menu Bar is also known as Tab Bar. Number of menus such as: File, Home & View,

% 3 | Document - WordPad

Weew

O] 5O apants frdax wes- B ) BB @ J;a T

CoEy 3
e T wnx Al EmEm A e e omm e

Cligbazrd Font Paragraph Insent Editing

Ribbon: ST& 30U fab2it #ff Menu U2 [Ae1a w2l @ Al 3D WG Sil 3MUD Aol Menu IO & 321 8t Ribbon Menu
@& 8 (When you click on any menu, then the menu that opens in front of you is called Ribbon Menu.)

B9 ¢ = | Document- WordPad

Heme Wiew

= i £ . T - || e o T B | & Fin
rajits =l - IEEE 1=~ =" ) |l
D 2 e Aparaj i A ! pe [ = _x:[ =5
Paste B 7 0w A-2- [E|ESE 5 Foue Pont Dateand Insert
L L = *  drawing lme object i A
Clipbasrd Font Paragiaph Inzent Editing

Title Bar: Title Bar, Menu Bar & 3U2 31 8lci1 3 512191 f File Name Show ReI1 SiII 8 | 31912 30U WordPad & Rp3ft
all File 3 o1t @2 28 & 3012 «AfS 33 File @I 30ual 313l AD Save o1l fben & el 481 U2 “Document” féRa1 8311 2391
3013 SIA &1 321 File @1 Rl 31621 File Name A Save @3 &1 I A8l U2 Name dGel ST |

== The Title Bar is located above the Menu Bar in which the File Name is shown. If you are working in any file of WordPad
and if you have not saved that file yet, then “Document” will be written there and as soon as you save that file with any other

file name, then their Name will change.

8 a9 e - G ]

D L r— ks mwiE- B ;j R IP’,

{5 Lopy — = o =g

Paite B 7 U X A-@2- [E|= E = H Fouwe Fant Dateand lnsen

o = = = drawing  time  onject
Clipbosrd Font Paragraph Insert

Close Button: 321 4ol U2 Rrclep 2 8l 30Ul WrodPad d6 81 SIRSIL | WordPad €6 @Ial 31 USCl 30U 3Ual BISd
@ save 2 ¢l B3I 300 @19 @2 3B E{Your WrodPad will shut down as soon as you click on this button. Before closing

WordPad, you should save your file in which you are working.)

Maximize Button: 331 &@col I ULl I 30U WordPad @1 Maximize @2 3 & (You can maximize WordPad using
this button.)

Minimize Button: 321 @col I ULl 2 3T WordPad @I Minimize 3 2D & (You can minimize WordPad using
this button.)
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Zoom Slider: 33D GI¥ 30U Page DI Zoom In 32 Zoom Out B A & | 30U AIB Al Zoom in 3T Zoom out DI
& fe1e + 1 - a1l Sign UR et I 8l 3 D B D2 ADA S |

Through this you can zoom in and zoom out the page. If you want, you can also do this work by clicking on the + or — sign to

zoom in and zoom out.

Zoom in: S ATUDI Page Zoom in BIAII (This will zoom in your page.)
Zoom out: 331 3IUMI Page Zoom out SIS (This will zoom in your page.)

Ruler: 3 3UD Page [ croars-dlsis &1 Margin Space @1 goifdl 8 | 31U a1d ) 30bl Margin @1 €T 21 4G1 ADA

4 (1t shows the length-width or Margin Space of your page. If you want, you can increase or decrease its Margin.)

Help Button: 3912 UM WordPad 3 Q% UfecTal Il & il 221 31 31U 3 3iitglel U2 farerdd ®2d Sil a1d dl §eu o
ADA S (If you have some problem in WordPad, then you can click on this option and take help.

Quick Access Toolbar: fep3ii oft o1e1 @l viidpe A3l 3 2ol o 10 33 3iftglol I SFIHIC b2l Sl & 3618V
lﬁﬁﬁﬂﬂﬁﬁi‘gﬁf@%ve w3al A fe1e &3 File Menu ﬂGﬂﬁIﬂSﬁI%WH STe 31U 321 3ivglel W Quick Access toolbar
3 Add @2 &3] dll A 30U Feblal U2 gdlon s S 2391 3ii2 3 Direct Kbl aft Siaepic @1 $21uR et ®3d
Save @2 D & | S 3ietrdl 30U il #ft Quick Access Toolbar 31 Add @6l dlad & dl 2l siftorer @ 3mu gifdoe
& 10 Add DI ADA &

This option is used to do any work in a shortcut way. Example: To save any document, we have to go to the File menu, but
when you add this option to the Quick Access toolbar, then it will be available to you. It will always be visible on the screen
and you can directly save any document by clicking on it. Apart from this, you can add all the options you want to add to the

Quick Access Toolbar for shortcuts.

Save Button: 521 dcol I SS?IH(‘I O3 31U Current File M Save 2llofl g?fﬂiﬂ I DA S (By using this button you

can save the current file.)

Undo Button: $21 €Col M1 $3CIHICT ST dd M & oId 31 UMD Step back 31611 BIcIl & (We use this button when we

have to come a step back.)

Redo Button: 331 @col I $3HAICT GACIID] (€ D1 & oIt &l U Step 3I61 SiToll BI7II & 3112 21 GOl dd M9l ol
Undo Button @1 ¥ddIcl [0 SIRISI (We use this button when we have to go one step ahead and we will do this when

Undo Button is used.)
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I File Menu

33 Jlol B 3HoG2 UM File A e siftorol
f31c181 SIA: Current File @I Save W6ll, Open W4l
New File Create TD0ll, TollE 9IC WISCI Ml Print I
Close W2all 3cenfe |

7= Within this menu you will find options related to the
file such as: Save Current File, Open, Create New File,

Print or Close the created file, etc.

Bk ™ ¢ = | Documant - WeedPad
L RecEnt documents SE e ey
] e - g e A
1 Adobe Photoshop 7.0 Reod Me i n . e Sd A peplace
Fiture Pant  Date snd  Intest
r Dpen drewing  Tee  obyed D0 Setecall
% Ingen Edfiting
)
HSI\C :--1_ RS I T
] e .
-‘
:@ Fage intup

® Sendin smal

0 About WardPad

¥ o

New: 3912 30 WordPad 3 B New File Create (oll & & A4 31U 3 3iftelel @I $IHICT 2 (Use this option if

you want to create a new file in WordPad.)

Open: 3P 30US! @afl WordPad 3 @I$ Siargdie qatrRn Slom dl 311U 331 3ifterel B S 33 open ®2 ADA & 3R
GHI1 32141 1t aft I ADA B (If you have ever created a document in WordPad. then you can open it through this option

and work in it again.)

Save: SI€l 3[IU WordPad 8 @IS offl Sfardic create 2 3 3012 b2 3218 @es w1 @2 &, dl 33 8 Save Alofl A8
ol USdl & cifch 31 Sfazgdic 3 8 aIc A DI D2 Ah (When you create a new document in WordPad and then do

some work in it, we have to save it so that we can work in this document later.)

Save As: Save [l a0 ﬁa@t (45) gm save @bdal o o1 &4 331 siitorel 1 36 ©IA 2 (We use this option to

save the saved document again.)
Print: WordPad Ji @6lIe 512 gﬁﬂﬁﬁ @l 30U fiie @32 AnaA 3 (You can print a document created in WordPad.)

Send in email: SAP HIEIHA A WordPad 3 Tolldl a1€ Siagdic @l 30U [l gAY $AcT U2 851 ADA & (Through this,

you can send the document created in WordPad to another email.)

Messanme IHTML)

O Tell mewhst you want to do

B8 | 0 [ M
=R @ 3 . 1 High Importarce
Pase Bor [ A = == = 5= = | Address Check | Attach Sign
. ¥ ) X J === 3 PR File~ i ¥ LowImpartance
Chiptgard f; Basic Tet Hames include Tags &
tee | [I
=l ]
e (<3
send e
Subject
o -_}i Dotument.id -
Attarhad _I ¥R
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Page Setup: S SIF¥I 31U 316l UST B Setup 2 AWM & SI2: Page DI Portrait 2 Landscape Mode 31 26l UsT
1 ATSSI G cloll 3= (Through this, you ean setup your page such as: to make the page in Portrait or Landscape Mode,

change the size of the page, etc.)

= e F
Heme Wi
g e s wma st 5 6 0T 2 find
Copy L i L ]
Faite B Uk A-@2- [Els == Fewe fum Dueed puen o0

Font Faragrann Page e Ll L

) E - - RO T '

L

Sanes A w
Oentation Wargen (nckw!
& torim i 13 ] we [B

) Landseape Tom :l e :I

T Bnms Binge Brmbars
g

About WordPad: 31 3iftofel U2 eI ©38 A [Groawroare
3MUDT WordPad O @12 3 TellRI SIS (If you

click on this option, you will be told about WordPad. ) == Wi n d OWS 1 O

4= Microsoft Windows
= Version 2141 {05 Buld 19043.1110)

© Microsoft Corporation. Al rights reserved.

The Windows 10 Pro aperating system and its user interfacs are protect=d
by trademark and other pending or 2xisting intellzctual property rights in
the United States and other countries/fregions.

This product is icensed under the Migogoft Software Licence
Terms to:

Welcome

Exit: 39 3] WordPad 3 @182 foletall & il 31U 321 3iftelal eI $37IICT 2 ADd & (You can use this option if

you want to exit WordPad.)
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I Home Menu

B Id™ ¢ + | Document - WardPad

Haome Wiew

. Vi _ - ) : i )
ut T I um ow B - = T : Find
D B panjita tlir | K A7 IEERE = lEs |;| oy S ? %
{2 Copy 3 2 ! h ﬂLR:place
Paste *® i ] £ = === = Picture Paint Date and [msert
* B 7 U ahe % x & 'ﬁ — il *  drawing time  object {3} Select all
Cipboard Fant Faragraph Ingert Editing
.
Clipboard:

. Cut: 32D1 A6 A 3mu oAl 8 Text 211 Object @I Cut 1ofl 331 2eMlal A ae1 ADA 3 302 5131 Felrel U2 dlall dIsd
& 321 Fellel U S Paste TICT 3iT9r6T U frerad @3 |

With this help, you can remove any text or object from the cut, and go to the place where you want to bring it, and click on
the option with Paste.

™ Copy: 33D sics A 304 Rl ofl Text 2 Object WY Copy lell 3A Duplicate I Abd 3 302 5131 Feral U3 3A
3G ATEA & 331 FeITel U SIID Paste Al 3iftoret U2 et w3 |

With this help, you can copy any text or object, and go to the place where you want to place it, and click on the option with

paste.

7. Paste: Paste @I S3AICI dl Cut 21 Copy O IS &1 [peI1 SiI Jebe 3 51211 fob 3muel 31uel 33U 3 S3a1 oIl &4 fdair
Cut ?II Copy & Paste @I $311IcT ol&l 2 D |

Paste can be used only after Cut or Copy, as you saw in the above, we cannot use Paste without Cut or Copy.

Font:
¥ Bold: 3361 sice A 304 o off Text DY Bold 3reife [5ft off Text 3 &SI Darkness €1 A@a & 33D o0 Ja3
USCI 3MUDI Text DI Select DIl BI91 3D dIG Bold dIcl 3iftgrel U farerd m3 |

With this help, you can bring bold to any text. For this, first of all you have to select the text, and then click on the option
with Bold.

¥ Italic: 361 #AGS A [0 ot Text D Ialic a1 olis1 frer & AwdA 8 |

With this help, any text can be shown as [talic.

Y. Underline: 331XO1 A1c 3 30 fap2ft off Text I Underline @2 Il & S131: Underline

With this help, you can underline any text.

. Strikethrough: 331<h] diGe 3 3 o2l off Text o didl-diar wic AmA 3 S3A: ExampteH

With this help you can draw a streak in the middle of any text horizontally.

Ex: Eomputer,otsePrinter
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. Subscript: $AWT UG SRAMGIT T 1 feraaat B fore fpen sirenn 8 aiifd & Rt aft Text B foract a1 3 it
316eI Text @I Type 2 &ell & S1A: C,H,N, H20, NO, $e1f& (It is mostly used to write formulas as it types any other text
at the bottom of any text such as: C,H,N, H20, NO, etc.)

oile: 331 3iftorer U2 frera 2 &l A 3iftgrel Enable 81 SIRH 3012 Text & forac! eI 3 RTxmel A &1 SIRPI (On

clicking this option, this option will be enabled and writing from the bottom of the text will start.)

¥ Superscript: Subscript €2l 8l Text 2 foract sio1 J feraae & A Superscript 2 8l Text b U siro1 I feraaan
B3 (a+b)? = a>+b>+2ab, (a+b)® = a*+b*+3abla+b) SIS |
Subscript writes at the bottom of any text, then Superscript writes at the top of any text.

Ex: (a+b)? = a®+b?+2ab, (a+b)’ = a*+b*+3ab(a+b) Etc.

¥ Font family: S 31662 DF A2 Font Style &8 a1u & [BIR1I URNPI 31U Font Style @I Change WIal b 18 ®2

3D & (Many font styles have been given in it, which you can use to change the font style.)

. Font Size: 331¢Bl G 3 3IIU 31UGI Font Size WY BRI U 3 Type @I VIl M 81 I DA 3 |

With this help, you can make your font size smaller or larger by typing it numerically.

. Grow Font: 021l #fl Text I Select 3ol T dlc 32 3961 U2 [ DIl &l UMDl Font eff2-¢ffs a1 811 SIEen
SIA-31A 304 21U et wad S8l |

After selecting any text, as soon as you click on this option, your font will gradually grow larger as you click on it.

Y. Shrink Font: 020 ofl Text @1 Select 0l B dlg 331 3iftorol U2 [Actad I &l 3MUDI Font ef¥-efl¥ @t dlan
SIRPI SIA-61 30U 3U2 e @ GIRle |

After selecting any text, as soon as you click on this optien, your font will gradually become smaller as you click on it.

Text Highlight Color: 32105 I3 3 311U Text @Y Highlight a5 A5l 3 (Through this you can highlight the text.)

Paragraph Options:
W Align Text Left: 51d 30U $21 3{it9lol U2 et 23D DS 8l Text O K123 dl Left A 9% alol 302 Right [ 302

GIFISIL (When you click on this option and write any text, it will start from the left and go towards the right.)

. Align Text Right: $21 3iit9lol U2 el @ Sfd 31U IS 8ff Text W1 [erXI81 Al dl Right 3 9% EKD2 Left [ 3l
SIFISII (By clicking on this option, when you write any text, it will start from the right and go towards the left.)

. Center: $1 3i{9lol I Select A SId MU BIS 3] Text Y 123 Al A1 3MUAS Page B Center A [C1AIIoll 9 151
303 Left, Right Gloll (RW aeGl SIEIPI (By selecting this option, when you write any text, it will start writing from the

center of your page and the left, right will increase on both sides.)
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. Justify: 321 3it9rel W1 Select WD [ ot Text @I f1216l U2 321H1 SN ferzamae alddl & Al Vertically Left 302
Vertically Right b @12 Qe 21dlal 8Xcll & Sit Kb S0} I bl 3T E9IAl & (Selecting this option, when writing
any text, the text is exactly the same on the Vertically Left and Vertically Right, which is very good to see.)

On the Insert tab. the galleries
include items that are designed
to coordinate with the overall
look of your document. You can
use these galleries to insert

tables, headers. footers, lists,

cover pages, and other
document building  blocks.
When you create pictures,

charts, or diagrams. they also

coordinate with your current

document look.

Line Spacing: $3IDI $3IHIcT DD MU Text cllSail b dlcl Space I €T I AGI ADA & (Using this, you can increase

or decrease the space between the text lines.)

FI &% ¢ = | Document - WordPad
Home Wiew
R T T = A L
Bute = 0w T e A2 [ 10 .
b e E it i Select all
Clipboard Font pParagrapf — | Ediing
i e g 5 5 g LB
o | Add 10pt space after paragraphs
Paragraph: U2 [dreta @ &l 30Ud A6l BD Dialog Box A 312181
. Paragraph ¥
MUDT P Settings [#1cT Siielt & | 30U aged A2 cllgoil B dia Space DI €T AT =
€61 AW 3 02l 81 Paragraph Setting WY 8l manage W IRBA 3 | e ]
By clicking on it, a dialog box will open in front of you in which you get some Righ: v
settings. You can increase or decrease the space between multiple lines, as well as Firstfine: [or
manage Paragraph Setting. Sparing
Line spacing: 115 vl

£ Add 10pt space zfter paragraphs

Algnment: u:h V'

l_ _‘lnh;.._
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Start a list: 33D 31662 3MMUMDL Different- 5 D ¢ « | docunen Woribad

i Bl o e
Different list style [3ciS) [S11ep1 URDT 30 bt G ks e oD B3 @ A
31O Paragraph 31 @3 AWA & (Inside thisyou ™" BrTenx AL [BE AW A nor o okN B Baan
Chpboard Fomi PM..".I!-:?L. — Insert _ Edding
will find different-different list style which you 1o surtas PRI TS, W
can use in your paragraph.) I EAINT—
: : * NOTEPAD
aoIc 3 fou s Idbletviic @1 SH (See the
following screenshot. ) * WORDPAD
* MS WORD
- EXCEL

¥ Decrease Indent: 33T $FAAICT Indent W) Decrease Mol B fe10 e St 3 |

It 15 used to Decrease Indent,

. Increase Indent: S3ICDT $3CIAICT Indent IO Increase ol & fere fven s 2 |

It is used to increase indent,

ollc: 3ol Slail 3iftarel Wl $3eIeT ol W 10 31T WordPad 3 fasafl ofl paragraph WY select W3 33> €16 31 3ifrgler
I URIel (b3 (To use both these options, you select any paragraph in WordPad, then use this option.)

Insert:
Picture: 33131 UM 3 options f&U SIA & (In this you are given 3 options.)

(1) Insert picture: 3IU picture insert 3 O & (you can | e j’_'_ij liﬁ # &3 Find
= & D

insert picture.) f’“ Replace

. : Picdture| Paint Dateand Insert @,
(2) Change piclure.mlnsenﬁiﬁﬂl{[’icmmﬂ’ﬁ ~ |drawing time object .0k Selectall
Changemmg(‘r’ou can change the inserted = Picture Editing
picture.) BLi| Change picture T T

(3) Resize picture: Insert 2?1 o1e Aot aft Picture Y
31U Resize @3 Dl 3 (You can resize any picture
inserted.)

] | Resize picture
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Paint drawing: 2 $1f10 [&en Sirer & anfdd 3 Microsoft Paint 3 Drawing @20 33 WordPad # Insert €112 31D | SId

311U 321 3ifterel U2 freTad @3) el 30U A6l MS Paint T[T IRISIL | 30U il 8l I MS Paint 3 @31 Al WordPad
a1 Insert 8 SIUSII )This is given so that you can draw with Microsoft Paint and insert it into WordPad. When you click on

this option, MS Paint will open in front of vou. Whatever work you do in MS Paint; it will be inserted in WordPad.)

3EBIRVL: Hol Paint Drawing dlel 3ifcerst U3 fdrera s 3z MS Paint 3 @ Wit v |

EE9¢= .
El o - ]
02 e Tm ko meBE-ce T oi I N B
mats g | ™ ¢ 5 | BitmapImagein Dooument - Paint - o x
il El - - T — L1)
hom || il povenes = N AEEEE SENEuy ¢
o — L m =1
See | Cededr] Colour == =1 Gt | et vatn
L L | |estoun | Baint3D
caieon
+ L*) 9 258 = Jdpe 00 (= [ ] + |

n K Type here to search

MS Paint 3 €I @50l & aI6 513 &l 31U 3A Close I dl 3D €IS dl WordPad 3 Automatic Insert 81 GIRSIL (After

working in MS Paint, as soon as you close it, after that it will be automatic inserted in WordPad.)

B @ = & = | Oocumen - Worndted a ®
- 0
L = T W - i
D " [Aparnit ks wafE = B TE @ i
hitem "7 S PR ik ML i
Ptk B LU %o A-P- [EE == s Moue Fed 0agand oot oo
” o B = S + drawiny tme  ohjed [ Seedan
Clsisparg Famd Pangngn Inien EdRing
1 [ :'I?'ﬁ [ TR O B O 1 TR ] (R TR TR e 2
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Date andtTime: 31912 31U WordPad 3 Date & Time SuI{é hall F ot ond Time 3 |
TI&A & dl 30U 31 [Adeu Ol alol 7 | 333 Date & Time PO agd L gt o ot
31 format f52ar¢ &3 13X 3114 3u6t Bena A wels1 a2 A & | | [

8714721
08/14/21
0B/14/2021
/0814
. . : . s . 2021-08-14
option. In this, many formats of Date & Time will be visible, which 14-Aug-21

you can use according to your own order. ia:;:‘:?{fgmu_ﬂi’mz
Saturday, 14 August, X020
14 August, 2021

12:41:05 PM

12:41:05

If you want to insert Date & Time in WordPad, then you select this

I oK l | Cancel

I

Insert object: SIA 3 331 3iftglel U2 fAcip @3 dl

= Insert Object X
3MURD A0l UD Dialog Box 3RS 31218 Object Type
e
£ SIEISIL (When you click on this option, a dialog box @ Create New Adobe Photasho —_—
; _ . ) ) _ Mirwsof Equston 30 Cancel |
: i ot hest
will appear in front of you in which Object Type will be Qrestefon e | Rertoht o m_&ab;d -
Microsoft Excel Worksheet
asked.) Microsoft Graph Chart

Microsoft PawerPoirt Macro-Enabled 1 Dreplay 2s 1con
Microsoft PawerPoirt Macro-Enabled ¥

1ol cfifSIE 3must Adone Photoshop Image @1 Choose Fesat

e, A 31 A1eTel Adobe Photoshop Tmage HCTD LT:::; mb" fERere hraenapt
301 SIRISIT | 316 U Adobe Image Ready dI tOII ehIoll
2, SI4 3D DBIA Complete Bl SIIE dl 33 close I ol
Finally, 30U &Xia1 &bl Sl @I 30UGE Adobe Image Ready 31 foperr e dl 3/ WordPad 3 G 3818 |

= Suppose you have selected Adobe Photoshop Image, then Adobe Photoshop Image will open in front of you. Now you

have to work in Adobe Image Ready, when your work is complete, close it. Finally, you'll see that the work you did in Adobe

Image Ready is now visible in WordPad.

Editing:

Find: A1 s371Ic1 D 31U [ 9l Proper Word @1 Find @2 JAawd 3 {Using this you can find any proper word.)
Replace:fﬁﬂﬁﬂﬂWordﬂﬂchlacciIﬂa@mmmmmﬁ&mmm&ﬁwNamc@
51918 21 Bloll AL il 4l Ad 3341 3iitolol P SI¥A @3 AWM 3 (It is used to replace any word, that is, if you feel that it
should be in place of this name, then all of them can be done through this option.)

Select all: U2 U5 @) B @12 3 select W01 B> 18 $Aw1 ST [ARII SIET & (Using this you can find any proper

word.)
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I View Menu

1K = ¢ = | Document - WordPad

Home View

{-Fi E{ 7 f':.l iEI Ruler ﬁ;: Waord wrap ~
-
1 A status bar 3'3 Measurement units =
Zoom Zoom 100
in out S

Zoom Show or hide

Zoom: TSI UD] USI DI Zoom in 3T Zoom out Dol {[ﬁﬂl Sl SIredl & (Here you are given the facility to zoom in and
zoom out the page.)
Ruler: 3912 3IUD] USI Dl ruler Y ECTall 21 TlI61l & ) MU view menu 31 SIKDIZ 33 enable 2T disable W2 MDA & (If

you want to remove or bring the ruler of the page. then you can enable or disable it by going to the view menu.)

Status bar: 2 Usl O a3 foract a1 i Qﬂﬁﬂ?ﬂﬁﬁﬁ@ﬂmmaﬁla | 330 Zoom in, Zoom out SrRIIG
3iivoret 3ucteel 8l & (It's located at the bottom of the page and looks like a bar. There are options like Zoom in, Zoom out
etc.)

Word wrap: 310 GIR2 311U 31Ul Fehlel a1 3ICIPI-3IC19T view B el Hﬂfﬁg('rhrough this you can see your screen in

different view.)

Measurement units: 33D SIfPE 30U 3(UoI ruler BI measurment = | I3 ™ ¢ = | Document - WordPad
3T 3 AW & GI: Inches, Centimetres, Points, Picas Home View

Through this you can set the measure of your ruler like: Inches, Q Q (4 Auter =3 Word wrap *
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