
 

 

  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
                                                                         

WORDPAD 

Basic Information of MS-WordPad 

Default Extension .rtf 

Run Command wordpad 

Minimum Zoom 10% 

 Maximum Zoom 500% 

 

WordPad ,d Text-Editor, tks notepad ls dqN T;knk vkWIlu okyk gSA ysfdu MS 

Word  ls dqN de fo’ks’krkvksa ds lkFk MkD;wesaV cukus esa lgk;d gSA 
WordPad foaMkst ds gj laLdj.k esa miYC/k gksrk gSA WordPad MkD;wesaV esa dbZ rjg 
dh Fomatting  dh tk ldrh gSA 

 9565274140, 7843855719 

Add – Nandaur Chauraha, Basti Road (Near – State Bank Of India)  
 Distt – Sant Kabir Nagar, Uttar Pradesh - 272199 

MICROSOFT WORDPAD 

SCSM & Computer 
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Introduction Of User Interface 

1. WORDPAD BUTTON 
WordPad Button wordpad  dk ,d izeq[k Hkkx gSA ;g cVu Menu/Tab ckj esa gksrk gSA bl cVu esa 
wordpad  esa cuus okyh QkbZy ds fy;s dbZ fodYi gkrs gSaA blesa vkidks Wordpad Document dks Save, 

Open, Print  vkfn dk;Z djus ds fy;s Commands  nh gksrh gSa, bUgha Commands ds }kjk wordpad  
Documents ij dk;Z fd;k tkrk gSA  
 

2. Quick Access Tool Bar  
Quick Access Tool Bar Word Pad dk ,d fo”ks’k Hkkx gSA ;g Vwyckj Title bar esa gksrk gSA bls ge 
“kkWVZdV dh rjg mi;ksx esa ysrs gSA bl Vwyckj vf/kdrj dke vkus okyh Commands dks Add dj fn;k 
tkrk gS vkSj os lHkh Commands blesa tqM+ tkrh gSaA Quick Access Toolbar dh lgk;rk ls Wordpad esa 
dk;Z FksM+h speed ls gks ikrk gSA 
 

3. Title Bar 
Title Bar Word Pad foaMks dk lcls Åijh Hkkx gSA bl ckj esa  Word Pad esa cukbZ xbZ QkbZy ds uke dks 
fn[kk;k tkrk gS tc rd QkbZy dks lqjf{kr (save)  ugha fd;k tk;sxk rc rd Qkby dk uke ugha fn[kkbZ 
nsxk vkSj ogk¡ “Document” fy[kk gksrk gS tSls gh ge fdlh QkbZy dks lqjf{kr (save)  djrs gSa, rc 
“Document” ds LFkku ij QkbZy dk uke fn[kk;k tkrk gSA Title Bar ds nka;s dksus esa rhu cVu gksrs gSa, bu 
rhu cVu esa igyk cVu “Minimize” gksrk gS, ftl ij fDyd djus ls Open Program dk Icon Task bar esa 
vk tkrk gSA bldk eryc ;s gksrk gS fd ;g Program vHkh cUn ugha fd;k x;k gSA blds Åij vHkh Hkh 
dke fd;k tk jgk gSA nwljk cVu “Maximize” vkSj  “Restore Down” gksrk gS ;s cVu foaMks ds Width dks 
de ;k T;knk djus dk dke djrk gS vkSj rhljk cVu “Close Button” gS tks  Program dks can djus dk 
dke djrk gSA 
 

4.Ribbon 
Ribbon WordPad dk ,d vkSj Hkkx gSaA ;g Title Bar ls uhps gksrk gS bl ikB esa fn[kkbZ xbZ WordPad foaMks 
esa yky jax dk fgLlk gh Ribbon gSA bl Hkkx esa WordPad Tabs (tks fodYi Menu Bar esa gksrs gSa) dks 
fn[kk;k tkrk gSA  
 

5.Ruler Bar 
Ruler Bar WordPad foaMks esa Text Area ds fcYdqy Åij gksrh gSA blls gesa Page Margin dk irk pyrk gSA 
WordPad Document dks cukus ls igys ;k ckn esa ftruk Page Margin fd;k tkrk gSA mruk Margin 
fn[kkus ds fy;s  Ruler Bar e sa nksuksa rjQ ;kfu nka;s rFkk cka;s rjQ Ruler yx tkrk gSA fQj tks Text fy[kk 
tkrk gS, og buls ckgj ugha tkrk gSA  
 

6.Status Bar 
Status Bar WordPad foaMks esa Text Area ds fcYdqy uhps gksrh gSA bl ckj esa “Zoom Level” uked Vwy gksrk 
gS, ftldh lgk;rk ls Page dks Zoom in rFkk  Zoom out fd;k tk ldrk gSA Zoom in dh lgk;rk ls vki 
WordPad foaMks dks cM+k dj ldrs gSaA vkSj Zoom out dh lgk;rk lss WordPad foaMks dks okil NksVk dj 
ldrs gSaA  
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7.Text Area  
Text Area WordPad dk lcls egRoiw.kZ Hkkx gSA vkSj ;g WordPad foaMks dk lcls cM+k rFkk e/; Hkkx gksrk gS 
blh Hkkx esa Document Text dks fy[kk tkrk gSA  
 
                                   Description Of  Wordpad Button 

1. New  bldk iz;ksx ge WordPad esa u;k ist ykus ds fy;s djrs gSA (bldk 
Shortcut Key- Ctrl+N gksrk gS) 
2. Open bldk iz;ksx ge igys ls cuh gqbZ fdlh Hkh QkbZy dks WordPad esa 
Open  djus ds fy;s djrs gSaA (bldk Shortcut Key- Ctrl+O gksrk gS) 

3. Save bldk iz;ksx ge WordPad esa cukbZ x;h QkbZy/isaV dks vius dEI;wVj esa 
lqjf{kr (Save) djus ds fy;s djrs gSA (bldk Shortcut Key- Ctrl+S gksrk gS) 

4. Save as bldk dk;Z Hkh QkbZy/isaV dks lqjf{kr (Save) djus ds fy;s gksrk gS 
ysfdu bldh enn ls ge QkbZy/isaV dks fdlh vU; QkWesZV esaa lqjf{kr (Save) dj 
ldrs gSaA (bldk Shortcut Key- F12 gksrk gS) 

5. Print bldk iz;ksx ge WordPad esa cukbZ x;h orZeku QkbZy/isaV dks fizaV 
djus ds fy;s djrs gSaA (bldk Shortcut Key- Ctrl+P gksrk gS) 
6. Page setup bldk iz;ksx WordPad esa Page dh lsfVax djus ds fd;k tk ldrk gSA tSls ist dh lkbZt] 
ekftZu rFkk Orientation lsV djus ds fy;s fd;k tkrk gSaA  

7. Send in Email bldk iz;ksx orZeku WordPad QkbZy dks vkmVyqd dh enn ls fdlh O;fDr dks esy 
djus ds fy;s fd;k tkrk gSA 
8. About Wordpad bldk iz;ksx WordPad ds ckjs esa tkuus ds fy;s fd;k tkrk gSA blessa gesa WordPad 

dk Version rFkk Operating System dk uke ns[kus dks feyrk gSSA blh ds lkFk gesa ;s Hkh irk pyrk gS fd 
orZeku esa dkSu lk ;wtj bls iz;ksx dj jgk gS mldk uke Hkh ns[k ldrs gSaA 
9. Exit bldk iz;ksx ge [kqys gq,s WordPad dks can djus ds fy;s djrs gSaA (bldk Shortcut Key- Alt+F4 

gksrk gS) 

 

Description Of  Home Menu 

gkse esuw ds vanj lHkh vkWIlu fjcu esa miyC/k gksrs gSaA ftlesa vyx vyx vyx CykWd gksrs gSa 
tSls fDyicksMZ] QkW.V] iSjkxzkQ] bUlVZ vkSj ,fMfVax bl CykWd ds vUnj ,d ls vf/kd vkWIlu 
ekStwn gksrs gSaA 

 
1.Clipboard bl CykWd ds vUnj dqy rhu vkWIlu gksrs gSa] tks fufEufyf[kr gSA 
Cut – blds ek/k;e ls fdlh Hkh VsDLV] fiDpj ;k “ksi dks dV djds fDyicksMZ ij j[kk tk ldrk gS 
ftldks isLV djds oMZiSM esa bUlVZ fd;k tk ldrk gSA vkSj dV fd;k gqvk VsDLV] fiDpj ;k “ksi lsysDV 
jguk pkfg;s rHkh ;g dV djus ij ogka ls gVdj fDyicksMZ esa pyk tkrk gSA  

Copy - fdlh Hkh VsDLV] fiDpj ;k “ksi dks dkWih djus ls igys lsysDV jguk pkfg;s D;ksafd dkWih djus               
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ij ;s fDyicksMZ esa pyk tkrk gS rFkk ;s ist ij Hkh ekStwn jgrk gSA vkSj ;g vkids fDyicksMZ esa Hkh esa vk tkrk 
gS ftls isLV ds nkSjku ist ij yk;k tkrk gSA 

Paste - mijksDr dV ;k dkWih fd;k gqvk dksbZ Hkh VsDLV] fiDpj ;k “ksi Paste djus ds fy;s iz;ksx fd;k 
tkrk gS isLV ds vanj Paste Special  Hkh miyC/k gS tks fdlh vU; lkW¶Vos;j ls dkWih fd;k gqvk dksbZ Hkh vkWCtsDV 
VsDLV] fiDpj ;k “ksi isLv fd;k tkrk gSA 
 

2.Font bl CykWd ds varxZr Font cnyus Font LVkbZy tSlh Bold, Italic, Underline djus ds 
fy;s Font LkkbZt+ c<+kuss ;k ?kVkus ds fy;s] Font dyj cnyus ds fy;s vkWIlu fn;k gqvk gSA ftls 
vki foLrkjiwoZd i<+ ldrs gSaA 
Font Family – bldh enn ls lsysDV fd;k gqvk VsDLV ;k iSjkxzkQ dk LVkbZy cnyus ds fy;s iz;ksx djrs 
gSaA  

Font Size – bldak iz;ksx VsDLV dh lkbZt dks NksVk ;k cM+k djus ds fy;s Use djrs gSaA vxj fdlh flaxy 
iSjkxzkQ ;k oMZ dks NksVk rFkk cM+k djus ds fy;ssss ss iz;ksx djuk pkgrs gSa rks igys mls lsysDV voLFkk esa dj ysa 
mlds ckn gh Font lkbZt dks cnysaA 

Bold - bldak iz;ksx lsysDV fd;s gq;s VsDLV dks eksVk djus ds fy;s fd;k tkrk gSA (bldk Shortcut Key- 

Ctrl+B gksrk gS) 

Italic - bldak iz;ksx lsysDV fd;s gq;s VsDLV dks frjNk djus ds fy;s fd;k tkrk gSA (bldk Shortcut Key- 

Ctrl+I gksrk gS) 

Underline - bldak iz;ksx lsysDV fd;s gq;s VsDLV dks vaMjykbZu djus ds fy;s fd;k tkrk gSA (bldk 
Shortcut Key- Ctrl+U gksrk gS) 

Strikethrough - bldak iz;ksx lsysDV fd;s gq;s VsDLV ds chp esa dVs gq, dk fpUg yxkus ds fy;s Use 
djrs gSaA 

Subscript – Science (foKku) ds QkewZys esa vf/kdrj iz;ksx djus okyk Subscript dgykrk gSA 

Superscript – Math (xf.kr) esa LDok;j ds :i esa yxkus gsrq Superscript dk iz;ksx fd;k tkrk gSA 

Text Highlight Color – bldh enn ls lsysDV fd;s gq, VsDLV dks gkbZykbV djus ds fy;s iz;ksx djrs 
gSa ;k fcuk lsysDV fd;s gq, VsDLV dks gkbZykbV dyj lsysDV djus ds nkSjku gkbZykbV fd;k tk ldrk gSA 

Font  Color – blds enn ls lsysDV fd;s gq, VsDLV ;k iSjkxzkQ dks fdlh jax esa djus ds fy;s iz;ksx djrs 
gSaA 

Note – dksbZ Hkh LVkbZy ;k bQsDV yxkus ls igys VsDLV dks lsysDV dj ysaA  
3.Paragraph – bl CykWd ds vanj Indent, Spacing dk Option fn;k gksrk gS] ftlesa vki 

iSjkxzkQ ls lEcaf/kr lsfVax dj ldrs gSaA tSls – Alignment,  Spacing, Themes  vkSj  Color 
vkfn ftls vki foLrkj iwoZd uhps i<+ ldrs gSaA 

Decrease Indent/Increase Indent  – bldh enn ls iSjkxzkQ dks ,d VSc dh rjQ Increase vkSj 
Decrease djus ds fy;s iz;ksx djrs gSa tksfd ukeZy VSc cVu nckus ls Increase gksrh gSA 

Start a List – bldk iz;ksx cqysV ;k uacfjax yxkus ds fy;s djrs gSaA 

Line Spacing – bldk iz;ksx lsysDV fd, gq, iSjkxzkQ dh Spacing ?kVkus rFkk c<+kus ds fy;s djrs gSaA 

Left (Ctrl+L)  – bldk iz;ksx ge iSjkxzkQ dks ck;sa rjQ djus ds fy;s djrs gSaA 

Center (Ctrl+E) -  bldk iz;ksx ge iSjkxzkQ dks chp esa djus ds fy;s djrs gSaA 

Right (Ctrl+R)  -  bldk iz;ksx ge iSjkxzkQ dks nka;sa rjQ djus ds fy;s djrs gSaA 

Justify (Ctrl+J)  - blds enn ls ge iSjkxzkQ ds nka;s rFkk cka;s rjQ ds ekftZu ds vuqlkj nksuksa rjQ ls 
cjkcj djus ds fy;s iz;ksx djrs gSaA 
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4.Insert Block – bldh enn ls vki vius oMZiSM esa fiDpj] isaV Mªkbax] MsV – VkbZe 

vkSj fdlh nwljs lkW¶Vos;j dh QkbZy Insert dj ldrs gSaA ftls vki foLrkjiwoZd uhps 
i<+ ldrs gSaA  
Insert Picture - blds ek/;e ls vius vuqlkj dksbZ Hkh best+ oMZiSM esa bUlVZ dj ldrs gSaA 
Insert Paint Drawing (Ctrl+D) - blds ek/;e ls vki isaV esa Mªkbax cuk dj oMZiSM esa 
bUlVZ dj ldrs gSa tSls gh vki bl vkWI”ku ij fDyd djsaxs rks vkidk isaV vksiu gks tk;sxk fQj 
dqN Mªk djus ds ckn isaV dks Mk;jsDV can dj nsa rks vkidk Mªkbax oMZiSM esa vk tk;sxkA 

Insert Date & Time  - blds ek/;e ls vki vius dEI;wVj ds orZeku MsV vkSj VkbZe dks 
Insert dj ldrs gSaA vkSj vkidk dlZj tgk¡ fCayd djsxk MsV vkSj VkbZe ogha Insert gks tk;sxkA 

Insert Object  - blds ek/;e ls vki fdlh nwljs lkW¶Vos;j dh dksbZ Hkh QkbZy cukdj 
Insert dj ldrs gSa tSls ge isaV esa dksbZ fiDpj MªkW djds Dykst+ djrs gSa rks og oMZiSM esa vk tkrk 

gS mlh izdkj fdlh nwljs lkW¶Vos;j ls QkbZy dks cukdj Insert djus ds fy;s iz;ksx djrs gSaA 

5.Editing – bl CykWd ds vanj vkidks rhu vkWIlu fn, x, gSa ftldk dk;Z [kkst+uk 

¼Find), cnyuk (Replace), vkSj lsysDV djukA vki rhuks vkWI”ku uhps foLrkj iwoZd 
i<+ ldrs gSaA 
Find (Ctrl+F)  - blds enn ls fdlh Hkh VsDLV ;k iSjkxzkQ dks [kkst+us ¼Find) ds fy;s 
iz;ksx dj ldrs gSaA  

Replace (Ctrl+H)  - bldk iz;ksx ge [kkstus ds ckn fdlh nwljs oMZ esa cnyus ds fy;s 
djrs gSaA 

Select All (Ctrl+A)  - bldh enn ls ge oMZiSM esa lHkh VsDLV] fiDpj ] Mªkbax vkfn dks 
,d ckj esa lsysDV djus ds fy;s iz;ksx djrs gSaA  
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1.Zoom – blds rhu vkWI”ku fn;s gq, gSa ftudk dk;Z fuEufyf[kr gSA 
Zoom In – blds ek/;e ls vki cius oMZiSM ds ist dks Zoom djds ;kfu cM+k djds ns[k 
ldrs gSaA 
Zoom Out – blds ek/;e ls vki cius oMZiSM ds ist dks Zoom Out ;kfu NksVk djds ns[k 
ldrs gSaA  

100% –  bldh enn ls vki vius oMZiSM dks 100% ij ns[k ldrs gSa Zoom in gks Zoom 

Out bl ij fDyd djrs gh ;g 100% gks tk;sxkA 
2.Show or Hide – blds ek/;e ls vki :yj vkSj LVsVl ckj dks gkbZM dj ldrs gSa vxj 
blij fVd yxk gS rks ;g ,fDVo gS ;fn ugha yxk gksxk rks ;g gkbZM gSA 

3.Setting –   blds vanj nks vkWI”ku gSa tks fuEufyf[kr gSaA 

(i) Word wrap – fy[ks gq, VsDLV ;k iSjkxzkQ dks nwljs ykbZu esa u Hkstdj igys gh esa fy[krk 
pyk tkrk gS  Word Wrap dgykrk gSA 
No Wrap –  ;s VsDLV dh ykbZu dks uhps ugha djsxk Hkjus ds ckn vius vki nkfgus rjQ c<+rk 
tk;sxkA 
Wrap to window –  ;s vkids LØhu ds fglkc ls iwjk Hkj tk;sxk ;kfu vkids LØhu dks doj 
dj ysxk mlds ckn vki tks Hkh VsDLV esa fy[ksaxs tc rd og ykLV rd u igq¡p tk;s rc rd 
ykbZu ugha cnysxkA  
Wrap to Margin –  ;g vkids ekftZu ds fglkc ls ykbZu cnyrk gS tSls gh vkidk VsDLV 
ekftZu ds djhc tk;sxk rks vius vki ykbZu uhps pyh tk;sxhA  

(ii) Measurement Units  – blds ek/;e ls vki :yj esa Ldsy dSlk fn[ks ;s lsV dj 
ldrs gSaA tSls – Inches, Centimeters, Points, Picas vkfnA 
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