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LEKHRAJ SINGH TRAINING INSTITUTE PVT. LTD. 

iz'u-1 & MS Paint D;k gS\                            

mÙkj & MS Paint ,d Drawing Tool gSa] tks gj foaMkst esa gksrk gS] ;g cgqr gh Popular & Easy Drawing Graphics Tool gSaA 

ftldh enn ls ge vyx&vyx izdkj dh fMtkbZu cuk ldrsa gSA MS Paint ds varZxr ge viuh Qkbyl dks GIF, Image, Bitmap 

Image, PNG Image and JPEG ect. Formate esa lso dj ldrs gSA lcls [kkl ckr ;s gS] fd bldks pykuk cgqr gh vklku gSaA  
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Start MS Paint – MS Paint Start djus ds fy, loZizFke foaMks cVu dks nck;sa] fQj Type Here to search esa MS Paint Type djsa 

vkSj Enter nck;saA  

 

Quick Access Toolbar - ;g Vwyckj VkbVy ckj esa gksrk gSa] ge bl Vwyckj dks “kkWVZdV dh rjg iz;ksx djrs gSa] bl Vwyckj esa dke 

esa vkus okys dekaM ,sM dj fn;s tkrs gSa ftUgsa vki vius fglkc ls vkSj ,sM ;k fjewo dj ldrs gSaA bl Vwyckj ds }kjk vki MS Paint 

ds fdlh Hkh dk;Z dks cgqr tYnh dj ldrs gSaA  

 

Title Bar – ;s MS Paint dk lcls Åijh Hkkx gksrk gSa] blesa MS Paint esa cukbZ x;h Qkby ds uke dks fn[kk;k tkrk gSA tc rd 

Qkby dks lso ugha fd;k tk;sxk] rc rd ;gk¡ ij Untitled fy[kk gqvk jgrk gSaA tc MS Paint cukbZ xbZ fdlh Hkh Qkby dks lso 

dj nsrs gSa] rks fQj ml Qkby dk uke fn[kkbZ nsus yxrk gSA  

 

Menu Bar – bl Hkkx esa File, Home, View cVu gksrs gaS] ftudh lgk;rk ls ge MS Paint esa dke djrs le; bLrseky djrs gSaA  

 

Ribbon - ;g Title Bar ds Bhd uhps gksrk gS] tks vkidks yky jax dh iêh fn[kkbZ ns jgh gksxh mlh dks fjcu dgrs gSA  

 

Drawing Area - ;g MS Paint dk lcls cM+k Hkkx gksrk gS] blh Hkkx esa Drawing and Painting dh tkrh gSa] ;s ,d lQsn dyj 

dk ist gksrk gSA ftl ij dksbZ Hkh isafVx dh tk ldrh gSA 

 

Minimize - ;g MS Paint ds jkbV lkbM esa cVu gksrk gSa] ftldh enn ls vki MS Paint dks Task Bar ij ys tk ldrs gSa] vkSj 

fQj iqUk% vksiu dj ldrs gksA  

Restore Down / Maximize - ;g MS Paint ds jkbV lkbM esa cVu gksrk gSa] ftldh enn ls vki MS Paint dks NksVk o cM+k dj 

ldrs gksA 

Close - ;g MS Paint ds jkbV lkbM esa cVu gksrk gSa] ftldh enn ls vki MS Paint dks can dj ldrs gksA  

Scroll Bar – ;s gesa MS Paint ds nks rjQ Right and Bottom esa ns[kus dks fey tkrk gSa] blds iz;ksx ls ge MS Paint ds ist dks 

Åij & uhps rFkk nk;sa & ck;sa f[kldkus dk dke djrs gSaA  

Status Bar – ;s MS Paint esa lcls uhps dh vksj gksrk gS] ftlesa ,d cVu gsrk gSA ftls Zoom Button dgrs gS] ftlds iz;ksx ls 

vki MS Paint ds ist dks vki NksVk o cM+k dj ldrs gSA  



 

 
3 

 

LEKHRAJ SINGH TRAINING INSTITUTE PVT. LTD. 

(FILE) 

New (Ctrl+N) – bl vkWI”ku dk iz;ksx djds ,d u;k Cysad ist fy;k tk ldrk gSA  

Open (Ctrl+O) – bl vkWI”ku dk iz;ksx djds igys ls cuh gqbZ fdlh Qkby dks vksiu fd;k tk ldrk gSA 

Save (Ctrl+S) – bl vkWI”ku ds iz;ksx ls vki fdlh Hkh dk;Zjr Qkby dks lajf{kr djus ds fy, dj ldrs gSaA 

Save as (F12) – bl vkWI”ku ds }kjk igys lso fdlh Hkh Qkby dks fdlh vU; LFkku o uke ls lso djus ds  

fy, fd;k tkrk gSA  

Print (Ctrl+P) – bl vkWI”ku dk iz;ksx djrs gq, ge fdlh Hkh Qkby ;k fiDpj dks gkMZ dkWih ds :i esa izkIr  

dj ldrs gSA    

From Scanner or Camera – tc dHkh Hkh gesa Scanner or Camera ds }kjk dksbZ fiDpj MS Paint esa 

bUlVZ djuh gksrh gS] rc bldk iz;ksx fd;k tkrk gSA  

Send in E-mail – bl vkWI”ku dk iz;ksx djrs gq,s orZeku MS Paint dh Qkby dks vkmVyqd dk iz;ksx djrs fdlh vU; O;fDr dks 

Hkstus ds fy, fd;k tkrk gSA   

Set as Desktop Background – bl vkWI”ku ds }kjk ge MS Paint dh fdlh Hkh Qkby ;k fiDpj dk vius  

daI;wVj dh LØhu ij yxk ldrs gSaA  

Properties – bl vkWI”ku dk iz;ksx djrs gq, MS Paint dh Qkby dh Attribute, Unit, Color,Width and Height dks ns[kus ds 

fy, iz;ksx fd;k tkrk gSA  

About Paint – bl vkWI”ku dk iz;ksx MS Paint ds ckjs esa tkuus ds fy, iz;ksx djrs gSa] blds }kjk gesa MS Paint dk Version 

and Operating System dk uke ns[kus dks fey tk;sxkA  

Exit – bl vkWI”ku dk iz;ksx djds [kqys gq, MS Paint dks can fd;k tk ldrk gSA  

 

(HOME TAB) 

 

Copy  (Ctrl+C) – MS Paint esa fdlh Hkh cuh gqbZ Qkby ;k fiDpj dh ,d vkSj MqIyhdsV cukus ds fy, bldk iz;ksx fd;k tkrk gSA 

Cut (Ctrl+X) – MS Paint esa fdlh Hkh cuh gqbZ Qkby dks ,d LFkku ls mBkdj vU; fdlh LFkku ij ys tkus ds fy, bldk iz;ksx 

fd;k tkrk gSA  

Past (Ctrl+V) – MS Paint esa Copy & Cut dh xbZ fdlh Qkby dks fdlh LFkku ij j[kus ds fy, bldk iz;ksx fd;k tkrk gSA  

Select (Ctrl+A) – MS Paint esa bl vkWI”ku ds }kjk Text and Picture dks Select fd;k tk ldrk gSA  

Crop – MS Paint esa cgkj ls yk;h xbZ fdlh Shape and Picture ds Extra Hkkx dks blds }kjk Crop fd;k tkrk gSaA  

Resize (Ctrl+W) – MS Paint esa fdlh Hkh fiDpj dks vius fglkc ls NksVk & cM+k o yEck & pksM+k djus ds fy, bldk iz;ksx fd;k 

tkrk gSA  

Rotate – MS Paint esa fdlh Hkh Text & Picture dks vius fglkc ls ?kqekus ds fy, bl vkWI”ku dk iz;ksx fd;k tkrk gSSA  

Pencil – MS Paint esa bldk iz;ksx djds Drawing cukbZ tkrh gSA  

Fill With Color – MS Paint esa cuk;s x;s fdlh Hkh Object esa dyj Hkjus ds fy, bldk iz;ksx fd;k tkrk gSA  

Text – MS Paint esa bldk iz;ksx Text fy[kus ds fy, fd;k tkrk gSA  

Eraser – MS Paint esa gq,s fdlh Hkh Object dks feVkus ds fy, bldk iz;ksx fd;k tkrk gSA  



 

 
4 

 

LEKHRAJ SINGH TRAINING INSTITUTE PVT. LTD. 

uksV & MS Paint esa bldk lkbt Ctrl++ ls cM+k rFkk Ctrl+- ls NksVk gksrk gSA  

Color Picker – MS Paint esa blds }kjk fdlh Hkh fiDpj ls dyj dks ysdj fdlh vU; Object esa Hkjus ds fy, iz;ksx fd;k tkrk 

gSA  

Magnifier – MS Paint esa cus gq,s fdlh Hkh Qkby ;k vkWCtsDV dks cM+k djds ns[kus ds fy, bldk iz;ksx fd;k tkrk gSA  

Brushes – MS Paint esa vyx&vyx lkbt ds czq”k ysus ds fy,A 

Shapes – MS Paint esa vyx&vyx “ksIl ysdj vyx&vyx fMtkbu cukus ds fy,A  

Outline – MS Paint esa cuk;sa x;s Shapes dh ykbuksa dks cnyus ds fy,A  

Fill – Shapes esa dyj Hkjus ls igys vyx&vyx dyj lsV djus ds fy,A  

Size – Shapes dks cukus ls igys mudh ykbu dks lsV djus ds fy,A  

Color1  – Shapes esa ekml ds ys¶V cVu ls dyj dks Hkjus ds fy,A  

Color 2 – Shapes esa ekml ds jkbZV cVu ls dyj dks Hkjus ds fy,A 

Colors – Shapes esa vyx&vyx izdkj ds dyj Hkjus ds fy,A  

Edit Color - ,d lkFk ,d ls T;knk dyj ysus ds fy,A  

Edit With Paint 3D – bl vkWI”ku dh enn ls vki MS Paint esa fdlh Hkh fiDpj dks 3D vkSj blesa vkidks cgqr lkjs VwYl fey 

tkrs gS] ftudh lgk;rk ls vki fiDpj esa cgqr lkjs psftax dj ldrs gSaA  

(VIEW TAB)  

 

Zoom In – blds }kjk MS Paint esa cukbZ fdlh Hkh Qkby ;k fiDpj dks cM+k djds ns[k ldrs gSaA  

Zoom Out – blds }kjk MS Paint esa Zoom In ds }kjk cM+h dh xbZ fdlh Hkh Qkby dks NksVk dj ldrs gSaA 

Rulers (Ctrl+R) – bl vkWI”ku ds }kjk MS Paint esa iSekus dks Show or Hide dj ldrs gSaA 

Gridlines (Ctrl+G) – bl vkWI”ku ds }kjk MS Paint ds ist esa dqN ykbu tSlh yxk ldrs gSaA  

Status Bar – bl vkWI”ku dh enn ls MS Paint esa Bhd uhps dh vksj LVsVl ckj vkrk gSA ;fn vki bldk fVd gVk nksxsa rks uhps 

ls LVsVl ckj Hkh gV tk;sxkA  

Full Screen (F11) – bl vkWI”ku ds }kjk MS Paint esa tks Qkby ;k fiDpj cukbZ xbZ gSa] mls Qqy LØhu djds ns[k ldrs gSaA  

Thumbnail – blds }kjk Thumbnail dks Show and Hide fd;k tkrk gSA  
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iz”u-1 – Notepad D;k gS\ 

mÙkj - Notepad ,d Simple Text editing software gS tks dh vkidks window ds lHkh version esa fn;k gksrk gSA blesa vki flQZ 

Text fy[kus dk gh dk;Z dj ldrs gS] bl ds vUnj vki dksbZ Hkh graphics use (colours, effect, design, etc.)  ugha dj ldrs gSA 

ijUrq bl dk iz;ksx HTML Web Page cukus esa fd;k tkrk gS ftlesa dksfMax fy[kk tkrk gSA blesa vki vius vuqlkj dksbZ Hkh file 

Extension ns ldrs gS] tcfd bldk Extension (.txt)  gksrk gSA 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Title bar – blesa vki dks oks uke fn[kkbZ nsrk gS tks vkius file dks save fd;k gSA tcfd vki fdlh file dks save ughs fd;s gks rc 

Title bar esa untitled Notepad fy[kk gksrk gSA  

 

Menu bar – blesa vkids os lHkh menu gksrs gS ftu dk iz;ksx djds vki Notepad esa dk;Z djrs gSA  

(File, edit, format, view, help) 

 

 Insertion point (Cursor) – ;g vkidk dlZj gksrk gS tks fCyad djrk jgrk gS ;g dlZj tgk¡ fLFkr gksrk gS Text fy[kuk ogh ls 

Start gksrk gS 

 

Program control window –  

Minimize – bl ds iz;ksx ls ge Notepad dks Minimize djds Taskbar esa j[k nsrs gS 
Maximize –  bl ds iz;ksx ls ge Notepad dks Full screen djus ds fy, djrs gSA  

Restore down – Notepad window dks full Screen ls FkksMk NksVk djus ds fy, iz;ksx djrs gSA 

Close  - Notepad window dks can djus ds fy, iz;ksx djrs gSA 

uksV %& Maximize vkSj restore down ,d gh cVu dk Ukke gSA tc Maximize gksrk gS rc Restore down dk uke fn[krk gSA vkSj 

tc Restore down gksrk gS rks Maximize dk uke fn[krk gS  
 

File Menu – bl esuw ckj ds vanj ge vkB vkWI”ku ds ckjs esa ckr djsxsaA  

New (Ctrl+N) – bl vkWI”ku dk iz;ksx djds ge uksVisM esa ,d u;k ist ys ldrs gSA  

New Window (Ctrl+Shift+N) – bl vkWI”ku ds }kjk ,d u;k foaMks vksiu fd;k tkrk gSA  

Open (Ctrl+O) – bl vkWI”ku dk iz;ksx djds ge igys ls lso fdlh Hkh Qkby dks vksiu dj  

Notepad 

Program Control Window 

Scroll Bar  

Working Area   

Title Bar   Menu Bar  
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ldrs gSaA  

Save (Ctrl+S) – bl vkWI”ku ds }kjk ge viuh dk;Zjr Qkby dks lso djus ds fy, djrs gSA  

Save As (Ctrl+Shift+S) – bl vkWI”ku ds }kjk igys lso Qkby dks fdlh vU; LFkku ;k fdlh vU; uke ls lso djus ds fy, fd;k 

tkrk gSA  

Page Setup – bl vkWI”ku dk mi;ksx ist dks fizaV djus ls igys mldh dqN lsafVx djus ds fy, fd;k tkrk gSA  

Print (Ctrl+P) – bl vkWI”ku ds ge viuh dk;Zjr Qkby dk fizaV ysus ds fy, djrs gSA 

Exit – bl vkWI”ku dk iz;ksx Notepad dks can djus ds fy, fd;k tkrk gSA  

 

Edit Menu – bl esuw-ckj ds vanj vkidks 13 vkWI”ku ns[kus dks feyrs gSaA tks fuEu izdkj gSaA  

Undo (Ctrl + Z) - fdlh Hkh dk;Z dks ,d LVsi ihNs djus ds fy, bl dk mi;sx djrs gSA /;ku 

jgs fd blessa vki ,d LVsi vkxs ugha dj ldrs gS D;ksfd blesa Redo dk vkI’ku ugha gksrk gSA 

 

Cut (Ctrl + X) - blds mi;sx ls vki Select fd;s x, Text dks ist ls Cut djds Paste dk 

iz;ksx djds vius vuqlkj dgh Hkh j[k ldrs gksA 

 

Copy (Ctrl + C) - blds mi;sx ls vki Select fd;s x, Text dks ist ls Copy djds Paste 
dk iz;ksx djds vius vuqlkj dgh Hkh j[k ldrs gksA 

 

Paste (Ctrl + V) - bl dk mi;ksx Cut ;k Copy fd;k gqvk Text  Paste djus ds fy, fd;k 

tkrk gSA  

 

Delete ( Del)- blds mi;sx ls vki Select fd;s x, Text dks ist ls feVkus ds fy, djrs gSA 

 

Search eith Bing (Ctrl+E) – bl vkWI”ku ds }kjk fdlh Hkh Text or Word dks Internet ij [kkst ldrs gSaaA 

 

Find ( Crtl + F) - blds ek/;e ls vki vius Notepad esa fy[ks letter, word dks [kkstus ds fy, djrs gSA 

 
Find Next (F3) –  bl vkWI”ku dk iz;ksx [kksts gq, fdlh letter, word dk Qkby esa nwljk LFkku irk djus ds fy, djrs gSA 

 

Find Previous (Shift+F3) - bl vkWI”ku dk iz;ksx [kksts gq, fdlh letter, word dk Qkby esa mifLFkr LFkku ls fiNys LFkku ij 

[kkstus ds fy, djrs gSA 
 

Replace ( Ctrl + H) - blds mi;ksx ls vki viuh File esa fdlh Hkh word dks [kkstdj ml word ds txg dqN vkSj fy[kus ds fy, 

iz;ksx djrs gSA rFkk lkFk gh ,d ;k ,d ls vf/kd txgksa ij fy[ks word dks ,d gh ckj esas cny ldrs gSA 

 

Go To (Ctrl + G) - bl dk mi;ksx vki fy[ks gq, Text fd fdlh Hkh line ij tkus ds fy, iz;ksx djrs gSA (;g option ml le; 

gh dk;Z djrk gS tc word wrap uk yxk gks ) 
 

Select All ( Ctrl + A) - bl ds mi;ksx ls vki Notepad esa fy[ks lkjs word ,d gh ckj essa select dj ldrs gSA 

 

Time/Date ( F5) - bl dk mi;ksx djds vki viuh Notepad file esa current time/date yxk ldrs gSA  

 

 

Format Menu – bl esuwckj ds vanj gesa flQZ nks gh vkWI”ku ns[kus dks feyrs gSaA  

 

Word Wrap – bl Option dk mi;ksx Notepad esa fy[ks Text dks Window ds vuqlkj ,d gh 

line esa uk fy[k dj nwljh line esaa ykus ds fy, fd;k tkrk gSA ;fn vki bl ij tick ugha yxkrs 

gS rc vki flQZ ,d gh ykbu esa yxkrkj fy[k ldrs gS tc rd vki Enter ugha djrs gS   

 

Font- blds iz;ksx ls vki fy[ks gq, Text esa LVkby dks cny ldrs gS] tSls & Bold, Italic, Underline, Font Size, Font Style 

etc.Hkh cny ldrs gSaA 
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View Menu - bl esuw - ckj ds vanj gesa flQZ nks gh vkWI”ku ns[kus dks feyrs gSaA 

 

Zoom – blds varZxr gesa rhu vkWI”ku ns[kus dks feyrs gSaA  

• Zoom In (Ctrl++) – blds }kjk fdlh Hkh Text or Word dks cM+k djds ns[k ldrs gSaA  

• Zoom Out (Ctrl+-) – blds }kjk fdlh Hkh cM+s fd;s x;s Text or Word dks NksVk fd;k tk ldrk gSA  

• Restore Default Zoom (Ctrl+0) – bl vkWI”ku ds }kjk fdlh NksVs ;k cM+s fd;s x;s Text or Word dks mlds fMQkYV :Ik 

esa yk;k tk ldrk gSaA 

 

Status Bar – bl vkWI”ku dk iz;ksx flQZ LVsVl ckj dks fn[kkus o Nqikus ds fy, fd;k tkrk gSA  

 
 

Help Menu - bl esuwckj ds vanj gesa rhu vkWI”ku ns[kus dks feyrs gSaA 

 

View Help – bl vkWI”ku dk iz;ksx djd s vki NotePad dk gsYi i<+ ldrs gksA  

 

Send Feedback – bl vkWI”ku dk iz;ksx djrs gq, vki Notepad ds ckjs esa viuk  

Feedback ns ldrs gSA  

 

About Notepad – bl vkWI”ku dk iz;ksx djds vki Notepad ds ckjs esa tkudkjh izkIr dj ldrs gSaA  
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i z”u-1 – WordPad D;k gS\ 

mÙkj - WordPad ,d Text Editor Software gSaA ftls Microsoft Company ds }kjk cuk;k x;k gSa] ftlesa ge vius fdlh Hkh izdkj 

ds Text document dks rS;kj dj ldrs gS] vkSj mlesa cnykc Hkh dj ldrs gSA bldk mi;ksx vius Document dks csgrj cukus ds 

fy, fd;k tkrk gSaA blesa uksV iSM dh vis{kk csgrj Graphics (Rich Text Formatting) gksrh gSA bldk Extension (.rtf) gksrk gSA  
 

iz”u-2 - WordPad dks Start dSls fd;k tkrk gSA  

mÙkj – WordPad dks Start djus ds fy, loZizFke foaM+ks cVu dks nckrs gSA mlds ckn All Programs esa tkdj Accessories ij 

fDyd djrs gSa] vkSj WordPad dks [kkst dj mlij fDyd djrs gSaA  

(Windows Button➔All Programs➔Accessories➔WordPad➔Enter) 

 

 

Quick Access Toolbar – bl dks ge Shortcut dh rjg mi;ksx esa ysrs gSa ;g Toolbar Title Bar esa gksrk gSa bl  Toolbar esa T;knk 
rj mi;ksx esa vkus okys Options dks tksM+ fn;k tkrk gSa ftUgsa vki Mouse ls Shorcut dh rjg iz;ksx esa ys ldrs gSA 

 

Title Bar - ;g Wordpad dk lcls mijh Hkkx gksrk gSa ftl esa Wordpad esa cukbZ x;h File dk uke ns[kus dks feyrk gSa tc rd 

vki File dks Save djds uke ugha nsrs rc rd ogk¡ ij Untitled fy[kk jgrk gSA 

 

Menu Bar - ;g vkidks Title bar ds uhps ns[kus dks feyrk gSa ftlesa File, Home vkSj View ns[kuk dks feyrk gSA 

 

Ribbon - ;g vkidks Menu bar ds uhps ns[kus dks feyrk gS] ftl ds vUnj vkidks Menu Bar ds vuqlkj Option use djus dks 

feyrs gSA vkidks tks yky jax dh ykbu fn[kkbZ ns jgh gSa mls gh Ribbon dgrs gSaA 

 

Ruler - ;g vkidks Ribbon ds uhps ns[kus dks feyrk gSa] ftlls ;g irk pyrk gSa dh Page ds pkjks rjQ fdruk Margins nsuk gSa] 
bls ge miuh lqfo/kk ds vuqlkj de ;k T;knk Hkh dj ldrs gSaA 

 

Status Bar - ;g vkidks Wordpad esa lcls uhps ns[kus dks feyrk gS bls vki View Menu esa tk dj Show & Hide dj ldrs gks] 

blh ds vUnj Right Side esa Zoom Slider feyrk gS] ftldk dke Page dks cM+k o NksVk djuk gksrk gSA 

 

Wordpad 

Group

s 

Quick Access Toolbar 

Title Bar 

Ribbon Rular  
Menu Bar 

Status Bar 

Working Area 
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Text Area - ;g Wordpad dk eq[; Hkkx gksrk gSa ftlesa ge fdlh Hkh izdkj dk Document File rS;kj djrs gS] ftls ist Hkh dgk 

tkrk gSA  
 

File Menu – blesa 9 vkWI”ku fn;s x;s gSa] tks fuEu gSaA  

New (Crtl + N) – Wordpad esa new page ysus ds fy, bl dk mi;ksx fd;k tkrk gSA 

 

Open ( Crtl + O) – Wordpad  esa igys ls cuh Qkby dks [kksyus ds fy,A 

 

Save ( Ctrl + S) –  Wordpad esa cuh gqbZ Qkby dks lso djus ds fy,A 

 

Save as ( Ctrl + Shift + S) – Wordpad esa igys ls lso Qkny esa dqN cnyko djds mls nqljs uke ls lso djus 

ds fy,A 

 

Print ( Ctrl + P ) – Wordpad esa cuh Qkby dks Print djus ds fy,A   

 

Page setup – Wordpad esa tks Hkh vkius ist ij Vkbi fd;k gS ml ist dks lsV djus ds fy,A 

 

Send in email – Current file dks Send djus ds fy,A 

 

About wordpad - bl vkWI”ku dk iz;ksx djds vki WordPad ds ckjs esa tkudkjh izkIr dj ldrs gSaA 

 

Exit  – current page dks Close djus ds fy;s iz;ksx djrs gSA 
 

 

Home Menu – bl esuwckj ds varZxr dqy ikap xzqi fn;s x;s gSaA ftuesa fofHkUUk izdkj ds Tools ekStwn gSa] ftudk mi;ksx djds ge 

vius Document cgqr gh vkdZ’kd :Ik iznku dj ldrs gSA bu lHkh VwYl ds ckjs es age uhps foLrkj ls tkusxsaA  

 

Group – fdlh ,d txg ;k oLrq ls lEcU/k j[kus okyh lHkh oLrqvksa dks ,d xzqi ds varZxr j[kk tkrk gSA  

1. Clipboard  

• Cut (Ctrl + X) – Wordpad esa fdlh Text/ Picture dks ,d LFkku ls Cut djds nqljs LFkku ij ys 

tkus ds fy, fd;k tkrk gSA 

• Copy (Ctrl + C) – Wordpad esa fdlh Text/Picture dks Duplicate cukus ds fy, fd;k tkrk gSA  

• Paste (Ctrl + V) – Wordpad esa fdlh Text/Picture Cut & Copy djus ds ckn mls nqljs LFkku ij 

Paste djus ds fy, ds fy, fd;k tkrk gSA 

 

2. Font  

• Font (Ctrl + Shift + F) – bl Option dh enr ls ge fy[ks gq, Text  dh 

font styles change djus ds fy;sA 

• Font Size (Ctrl + Shift + P) – bl Option dh enr ls ge fy[ks gq, Text 

dk Size de ;k T;knk dj ldrs gSA 

• Increase Font Size ( Ctrl + Shift + >) - fy[ks gq, Text dk Size Increase djus ds fy;A 

• Decrease Font Size ( Ctrl + Shift + <) - fy[ks gq, Text dk Size Decrease djus ds fy;A 

• Bold (Ctrl + B) - fy[ks gq, Text dks Bold (xgjk) djus ds fy;A   Wordpad 

• Italic (Ctrl +I ) - fy[ks gq, Text dks Italic (frjNk) djus ds fy;A Wordpad 

• Underline (Ctrl + U ) -  fy[ks gq, Text ds uhps ykbu yxkuss fy;A    Wordpad 
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• Strikethrough - fy[ks gq, Text ds chp esa ykbu djus ds fy;A    Wordpad 

• Subscript ( Ctrl + =) – Science ds Formula fy[kus ds fy;s vf/kdrj iz;ksx fd;k tkrk gSA   H2O, Na2 

• Superscript ( Ctrl + Shift + +) – Mathematic Formula fy[kus ds fy, vf/kdrj iz;ksx fd;k tkrk gSA A2 + B2 + 2AB  

• Text Highlight Color – fdlh Paragraph esa fdlh Word dks Highlight djus ds fy, fd;k tkrk gSA  Wordpad 

• Font Color – fdlh Paragraph dks Select djds ml dk Font Color Change dj ldrs gSA  Wordpad  

 

3. Paragraph  

• Bullets – bldk iz;ksx fy[ks gq, Text ds vkxs vyx&vyx design ds bullets yxkus ds fy; 

djrs gS  (1. A. a. ) 

• Decrease list Level – bl Option dh enn ls fy[ks gq, Text dks /khjs-/khjs djds Left dh rjQ  

paragraph Decrease djrk gSA 

• Increase list level - bl Option dh enn ls fy[ks gq, text dks /khjs-/khjs djds Right dh rjQ Paragraph Increase djrk 

gSA 

• Line Spacing ( Ctrl +1) – bl Option dk iz;ksx fy[ks gq, Text line ds chp Spacing nsus ds fy, iz;ksx fd;k tkrk gSA   

• Align Text Left ( Ctrl + L) - bl Option dk iz;ksx fy[ks gq, Text Paragraph  dks Left ls cjkcj djus ds fy, fd;k 

tkrk gSA 

• Align Text Centre ( Ctrl + E) - bl Option dk iz;ksx fy[ks gq, Text Paragraph dks chp esa ykus ds fy, fd;k tkrk 

gSA 

• Align Text Right ( Ctrl + R) - bl Option dk iz;ksx fy[ks gq, Text Paragraph dks Right ls cjkcj djus ds fy, fd;k 

tkrk gSA 

• Justify (Ctrl + J ) - bl Option dk iz;ksx fy[ks gq, Text Paragraph dks Left and Right ls cjkcj djus ds fy, fd;k 

tkrk gSA 

 

4. Insert   

• Picture – bl Option dk iz;ksx djds ge Picture dks iz;ksx esa ys ldrs gSA 

• Paint Drawing – bl dk iz;ksx djds ge Wordpad esa Paint Open dj ldrs gSA 

• Date & Time - bl ds iz;ksx ls ge Current Date & Time Insert djk ldrs gSA  

• Object – bl dh enn ls ge Wordpad esa fdlh nqljs Software dks Open dj File cuk 
ldrs gSA 

 

5. Editing  

• Find (Ctrl +  F) – fy[ks gq, Paragraph esa fdlh Word dks [kkstus ds fy;sA 

• Replace (Ctrl +H) – fy[ks gq, Paragraph esa fdlh Word dks cnyus ds fy,A 

• Select all (Ctrl + A) – Page ij fy[ks gq, lHkh Text dks ,d lkFk Select djus ds fy,A 

 

 

 

View Menu – bl esuwckj ds varZxr dqy rhu xzqi fn;s x;s gSaA ftuesa fofHkUUk izdkj ds Tools ekStwn gSa] ftudk mi;ksx djds ge 

vius Document cgqr gh vkdZ’kd :Ik iznku dj ldrs gSA bu lHkh VwYl ds ckjs es age uhps foLrkj ls tkusxsaA  

1. Zoom  

• Zoom in – vius Wordpad Document dks Zoom in dj ds ist dks cM+k dj ds ns[k ldrs gksA 

• Zoom out &   vius Wordpad Document dks Zoom out dj ds ist dks NksVk dj ds ns[k ldrs 

gksA 

• 100% -  Normal Size esa Wordpad Document dks ns[kus ds fy, 100% button ij Click 
djrs gSA 



 

 
13 

 

LEKHRAJ SINGH TRAINING INSTITUTE PVT. LTD. 

2. Show/Hide   

• Ruler -  bl Option dk iz;ksx :yj dks fn[kkus ;k fNikus ds fy, djrs gSA 

• Status bar - bl Option dk iz;ksx Status bar dks fn[kkus ;k fNikus ds fy, djrs gSA 

 

3. Settings  

• Word wrap  

o No wrap – bl dk iz;ksx djus ls vki tks Hkh fy[ksaxs oks lc ,d gh ykbu esa vk,xk tcrd vki 

Enter key Press ugha djrsA  

o Wrap to window – bl ds iz;ksx ls vki tks dqN Hkh fy[krs gS Window ds vuqlkj ’kks gksxkA 

o Wrap to ruler -  bl ds iz;ksx ls vki tks dqN Hkh fy[krs gS Ruler  ds vuqlkj ’kks gksxkA 

• Measurement Units  

o bl Option dk iz;ksx Ruler dh Units Change djus ds fy, fd;k tkrk gSA 

 

 

Formatting Text 

Ctrl + B ⇒ Format the selection with Bold. 

Ctrl + I ⇒ 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 


