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Save as ( Ctrl + Shift + S) — Wordpad 7 v&e & W@a %reer 4 F& J3o7id Hvep v GE¥ 79 & 6T He 2 o cm
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About wordpad - 3% 7@ &7 FIIT B 317 WordPad @ a7v & Grar JraT &Y wad 8/
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e Cut (Ctrl + X) — Wordpad 7 /a7 Text/ Picture @&/ v& w7 & Cut &ver gwv w7 9% of r:l o
T P o1y [T ST &/ Paste o
e Copy (Ctrl + C) — Wordpad # /& Text/Picture @' Duplicate g7 @& ferv fasar Girar 8/ 7
e Paste (Ctrl + V) — Wordpad # /& Text/Picture Cut & Copy @#v+ & &5 3¢ G&v w7 v Clipboard
Paste @v" @ fory @ fory faar wirar 8/
Font - R
Font (Ctrl + Shift + F) — g& Option # #s7 @ &7 ford gy Text @& | <" T A A
font styles change #v7 # fordl/ B I UabeX X A-2 -~
e Font Size (Ctrl + Shift + P) — gw Option @ #e7 & &7 fored §v Text B -
@7 Size H% a1 WIIGT BV WHd &/ Font

e Increase Font Size ( Ctrl + Shift + >) - /o7 gv Text @7 Size Increase v+ & for7/
e Decrease Font Size ( Ctrl + Shift + <) - fore@ g7 Text @7 Size Decrease &v+ & /o777 /
e Bold (Ctrl + B) - foreg §v Text @7 Bold (78¥) #v+ @ ferr/  Wordpad

e ltalic (Ctrl +1) - for gv Text @7 Italic (/ave1) #v @ forr/ Wordpad

e Underline (Ctrl + U) - for gv Text @ 712 &g & ferg/  Wordpad
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e Strikethrough - /o gv Text @ &1 4 a7 &v @ forg/  Werdpad

e Subscript ( Ctrl + =) — Science ds Formula fere= @ fora siferaav garT fasar aar 8/ H,0, Naz

e Superscript ( Ctrl + Shift + +) — Mathematic Formula /ereg= @ forv siferaae gaiT 137 wiar 81 A? + B + 2AB
e Text Highlight Color — 734 Paragraph # fa+ Word @7 Highlight &ve @ forv faar orrar &/ Wordpad

e Font Color — /&v# Paragraph @7 Select #ve 3w 7 Font Color Change #v waa &/ Wordpad

3. Paragraph

Bullets — gwar g7 fered g7 Text @ 3777 serm—37er7T design @ bullets 777 & forg
wvd & (LA a.@0)

e Decrease list Level — g& Option @7 #ae & fored §v Text @1 efiv-¢fiv #var Left @7 ave
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paragraph Decrease #var &/ Paragraph
e Increase list level - g% Option @7 gg5 & fore g7 text @/ &fiv-¢fiv #var Right @7 ave Paragraph Increase @var
g/

e Line Spacing ( Ctrl +1) — g% Option &7 777 fored g7 Text line @ &= Spacing &7 @ forv T2 137 o7 &/
e Align Text Left ( Ctrl + L) - g% Option &7 72177 foreg §v Text Paragraph #7Left & gvigv v @ forg faar

o 8/

e Align Text Centre ( Ctrl + E) - & Option @7 777 fored §v Text Paragraph @/ 7 4 e & forg fasar omrar
g/

e Align Text Right ( Ctrl + R) - @ Option @7 777 ferg gv Text Paragraph @/Right & gviev v & fory [&ar
/A

e Justify (Ctrl +J) - §& Option @7 777 fered g7 Text Paragraph @7 Left and Right & aviav &v & fory 17
T 8/

4. Insert

e Picture — gw Option @7 717 v &4 Picture & 717 4 & Tad &/ : 4

e Paint Drawing — §% @7 777 #va &7 Wordpad # Paint Open #v wad &/ P ey P e,

e Date & Time - g9 @ 777 ¥ &7 Current Date & Time Insert & w&ad &/ Insert

e Object— g7 @I #es @ §7 Wordpad # /@ gvwv Software @/ Open v File 77
wBd 8/

5. Edltlng 4 Find
Find (Ctrl + F) — for@@ gv Paragraph # /3% Word @& @ior & ford | ab Replace

e Replace (Ctrl +H) — fereg g7 Paragraph % /@ Word &7 ggor & [orv/ Select all

e Select all (Ctrl + A) — Page v /oreg gv W+ Text @/ v& wrer Select &ve & forv/ Editing

View Menu — §% 39a% & da For @7 g9 8% 73 &/ o7 faf=r gare # Tools #igqa & forer syaiT &% &9
&7 Document 3§ & ST@Y® WT FGTT &Y GHd &/ §7 G oW & §IY H 59 A7 faeare & i/

Home View
@‘. =) Y Ruler = Word wrap ~
3 3 i
_& _& i Status bar 1*3Measurement units ™
Zoom Zoom 100
in out %
Zoom Show or hide Settings

1. Zoom
e Zoom in — 377 Wordpad Document &/ Zoom in @&v @ 457 &1 98T &Y P &¢F @HT &/ %ﬁ %
e Zoom out — 37 Wordpad Document @& Zoom out v @ 97 & &icT &Y & @ HHT -

= H

Zoom Zoom 100
g?’/ in out %
e 100% - Normal Size ¥ Wordpad Document @/ @&+ @ fory 100% button zv Click o
VT 8/
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Show/Hide -
Ruler - gw Option @7 77177 werv @1 fawar a7 fourd @ fory avd &/ Status bar
e Status bar - 3w Option @7 g7 Status bar 7 fewrs a7 fogr? @ ferv &vd &/

Show or hide

3. Settings

e Word wrap =)' Word wrap ™

o Nowrap — 37 &7 FIIT &v & 319 oif 4 [ered T al 9 U & HigT H ST T9dd 3T | I+ Measurement units -
Enter key Press 78! #vd/

o Wrap towindow — 9 @ T & 377 oif & ! feregd & Window @ 7gwrv § &7/ Settings

o Wraptoruler - 7 @& 7317 & 319 oif g # ferga & Ruler & srgwre of 817/

e Measurement Units

o gw Option @7 7777 Ruler &7 Units Change @&v7 @& forv 137 oirar &/

Formatting Text

Ctrl + B = Format the selection with Bold.

Ctrl + | = Format the selection with Italics.

Ctrl + U = Underscore (underlines) the selection.

Ctrl + Shift + D = Double-underscore (underline) the selected text.

Ctrl + Shift + W = Underscore (underline) only words (not spaces) of the selected text.

Ctrl + = = Change the selected text to Subscript.

Ctrl + Shift + = = Change the selected text to Superscript.

Ctrl + D or Ctrl + Shift + F = select the text first, then press

Ctrl + D to open the Font window

Ctrl + Shift + A = Change the selected text to all CAPS. If text is already capitalized, will change to no CAPS.
Ctrl + Shift + K = Change the selected text to small CAPS. If shortcut pressed again, will change to no CAPS.

Working With Text

Ctrl + C = Copy the selection to the Clipboard.

Ctrl + V = Paste the selection from the Clipboard.

Ctrl + X = Cut the selection.

Ctrl + Z or Alt + Backspace = Undo the last action. Can be pressed multiple times to undo multiple actions.
Ctrl +Y = Redo the last action.

Ctrl + A = Select all text in the document.

Ctrl + E = Centre the text in the paragraph that the cursor is in, or center the selected text.

Ctrl + L = Left align the text in the paragraph that the cursor is in, or left align the text in the selected text.
Ctrl + R = Right align the text in the paragraph that the cursor is in, or right align the text in the selected text.
Ctrl + J = Justify the text in the paragraph that the cursor is in, or justifies the text in the selected text.

Ctrl + M = Indent the text. If no tabs are set, default indent is .5 inches. Press

Ctrl + M repeatedly to indent repeatedly.

Ctrl + Shift + M = De-indent the text. Press

Ctrl + Shift + M repeatedly to de-indent

Ctrl + K = Insert a hyperlink — a link to a webpage.

Alt + Shift + D = Enter the current date from your computer.

Alt + Shift + T = Enter the current time from your computer.

Working With a Document

Ctrl + Home = Move to the beginning of the document.

Ctrl + End = Move to the end of the document.

Ctrl + F = Display the Find window.

Ctrl + H = Open the Replace window.

Ctrl + Enter = Insert a Page Break where the cursor is.

Ctrl + S = Save the document. Get into the habit of pressing this key sequence often so you won’t accidentally lose your
work.

Ctrl + P = Open the Print window.

Ctrl + W or Alt + F4 = Close the document. Only Alt + F4 works in Microsoft WordPad.
Ctrl + O = Open an existing document.

Ctrl + N = Open a new document
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