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WordPad is a text editor created by Microsoft. It is available in all types of Windows
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computers. In this, you can prepare any kind of notes, create text format. It has many
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features due to which it is different from Notepad.
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WordPad is user friendly software due to which every user can easily understand and
use it. Its tools are also very easy. Let us know about all the tools of WordPad
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Through this tool, you can underline any font in WordPad so that that font looks like
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the main font. We can underline any heading.
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Through this tool, you can change the language of the written text or the language

you select will be written in the same language. WordPad has more than 50
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languages, through which you can write your fonts in the best way.
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With this tool, you can line any text. Suppose you have to show a line on any text,

then the help of this tool is taken
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With this tool, you can change the size of any font and make it bigger or smaller. If
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you want to make a headline bigger then this tool is used.
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science formulas. For example, to write the formula of water as H20, this tool is used

to put 2 below H.
Through this tool, you can show the number above any text. Which is called ambush

in the language of mathematics. For example, to put 3 on top of a in a3, this tool is

Through this tool, you can show numbers below any text. These tools are used in
used.
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have marked a definition or a special topic in the book with a highlight pen, this tool is
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With this tool, you can highlight any font color, so that the text looks different. If you
useful in the same way.
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Through this tool, you can change the color of any text so that it looks attractive.
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If you want to add a Microsoft Paint drawing to WordPad, then this tool is used
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Through this tool, you can add any image in WordPad.
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This tool is used to add Date and Time in WordPad
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presentation of Power Point, all can be added to it.
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from Adobe Photoshop or a Graph Chart. Whether it is an Excel worksheet or a
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This tool is used to find any font in WordPad.
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you have to find Ram from the whole text and change it to Shyam, then Ram will be
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written in Find what and Shyam will be written in Replace With and click on Replace,

After finding any font, if it is to be replaced with other text, then this tool is used. Like if
that word will change automatically.

I
With the help of this tool, you can select your entire font. If you want, you can also

select all the text by pressing CTRL + A,
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With the help of these tools, you can zoom in and zoom out the WordPad, that is, you

can make it bigger and smaller
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With this tool, you can put space in the middle of the line and can also remove it.
These are some of the WordPad tools that you must know about if you want to use

WordPad and become a true Power User.
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Now let us know what the main elements of the WordPad window are.
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It has command buttons like Save, Undo, Redo, with the help of which a command

can be run quickly.
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The title bar is at the top of the entire WordPad window
A Save, Undo, Redo ST #HTE T2 2raT & el 7 & #i
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Each tab on the tab bar provides a separate tool on the ribbon. It is also called
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Ribbon Tab Bar.
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It is a scale that is used to adjust the text area in the document with a correct size and
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to do Tab Setting etc.
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It looks like a small line blinking on the working area which indicates where the next
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Replace ( Use For Replace selected Sentence)

Paste (For Insert a Cut& Copy Sentence)
Select All (For select all sentence)

For Insert New
For Open Old Page
For Save Current File
For Print the Page
Cut ( For Move Selected Sentence )
Copy (For Duplicate Selected
+ F = Find ( Use For find selected Sentence)
Bold Word ( for Bold selected sentence)
+ | = Italic Word (for italic selected sentence)
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is changed, along with the look of the page can also be changed etc.

3. You can insert dates, pictures and hyperlinks.

4. You can also view the documents.

2. For formatting documents - in which their size is changed and the style of print
5. You can also create page margins.

1. To create, open, and save documents.
6. You can also print documents as well.
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ordPad is used to perform many tasks such as

2. Documents T formatting F<= @ o7 — [STEH IehT size &l change Rt SITaT € &

Talking about the use of WordPad, it is mainly used to make notes or to make a
print = style =T F&AT STAT g, AT H page FT look HT F&AT ST FhdT & TATIRI

simple document, letter, etc.
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Justify Alignment (for sentence equally from left & right side)

Del = Delete (or delete selected sentence)

Center Alignment (for sentence started from center side)
Alt + F = File Menu (Open File Menu)

Right Alignment (for sentence started from right side)

Home Tab (
View Tab
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Ctrl + U = Under Line (for under line selected sentence)
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Ctrl + E
Ctrl + R
Ctrl +J
Alt + H
Alt +V
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