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Title Bar (e8¢l aR) dsds a8l & Tod T #1971 H TUd v &ifasr et (Horizontal Bar) grelr
gl AT & 9% sAT H $HG [AfesT 0N FI TIASC T T AT I §:

\\\\\\\\\

H £ Type here to search

er8eel IR & @Y HE&F "eshi (Components) &I TROT-EI-TROT fdaior fAeATaf@d

1. WordPad Icon & Quick Access Toolbar (31§ %)

English: Located on the far left. It displays the small application icon followed by a customizable
toolbar containing shortcuts like Save (floppy disk icon), Undo (curved arrow left), and Redo (curved
arrow right).

R I8 Ied 915 3R YT g1 &1 I§T UiCaheld T Tsh Bl AT SHhisd 8IdTl &, foTash ol
el H TFaeh TFAH TAGR BIAT & SHA 3HFE 3UANT glel dled ASH oI Save (§d), Undo
(Il ST ) 3R Redo (3T §¢) & eAicahe T gl

2. Document Title & Program Name (dier &)
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English: Positioned in the absolute center. By default, before a file is saved, it displays Document -
WordPad. Once the user saves the document with a custom name, "Document” is replaced by that
specific file name.

R 75 s IR & S g F giar §1 Bolee &9 4, T« dF B G 61 T A, TgT
Document —WordPadﬁ'@T%@rgé\'aTgl mmaﬁmaﬁmﬂm@ﬂawﬁﬁ%ﬁ
"Document” T TG 3TIHT HISeT T AT 3T ST gl

3. Minimize Button (1§ d% - YgdT dce)

English: Represented by a small minus sign (-). Clicking this hides the WordPad window from the
main screen and shrinks it down as an active icon on the bottom system taskbar.

& 38 wF o) AsAw e (-) @R g ST §1 39 W fFde we § asts o qe
hiT ¥ 39 ST § 3R T eRepaR X T afhd 3M8ald & &9 & {#FAC I gl

4. Maximize / Restore Down Button (&T§ % - 8T ¥<)

English: Represented by a single square box or overlapping twin boxes. It expands the small window
to fit the entire computer screen, or restores a full-screen window back to a smaller, resizable box.

¥ 95 v R diFd AT Th & IW TH & Y Sl & &G A fG@ar g1 g orér &3t A asr
e QU YT Thiel I Hell &l &, AT Hol-Bhiel ST I aad B 3R & deof &l &

5. Close Button (18 aX® - 3fd# Fce)

English: Represented by a bright red cross mark (x). Clicking this terminates the process and closes
the WordPad application entirely. If changes are unsaved, it prompts a warning dialog box.

R Ig 9@ A & o TT & HG A% (x) S T F @S a7 &1 39 W Foad e & a5is
TCereheil QU e & &g gl ST g1 Ii¢ ST A9 =fEl &, dl T§ dc 81 q Ugel 3ol AT fewrar
gl

1. s tF8E TAeR 3R $Fd A< (Quick Access Toolbar & File

Menu)

Quick Access Toolbar (e THFIW ToaR)

English: Located at the very top left. It contains shortcuts for quick actions like Save (Ctrl + S), Undo
(Ctrl + Z), and Redo (Ctrl +Y).

¥ 78 de8 IR 91 3R TTUT & §1 5EF T HH A arel Ache g ¢ S Save (FRIE
A1), Undo (@S 1), 3R Redo (31TeT 37=T) |
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File Menu Options (%Eel A & faseq)
SI§ 39 o1l File o7 WX f&Fefeh ad &, dl HeAfai@d fdshed Gerd &

New (1T / Ctrl + N):

English: Opens a completely fresh, blank document.

R v o g 3R @relr siegde (e&das)) iefdr gl

Open (@Y / Ctrl + O):

English: Allows you to browse and open an existing text document from your computer.

& 3o FogeX 7 Teer ¥ FIAT A IS AT B H Gea Wiele @I IETATT T B
Save (I&IT FX / Ctrl + S):

English: Saves the changes made to the current document.

& o iy & fhT 910 Seermal S 3 Wigd A FRIETT T Bl
Save As (37 0 # FIiaTT M)

English: Saves a copy of the document with a new name, in a different location, or in a different
format (like Rich Text Document, Office Open XML, or Plain Text).

T strgde 1 T AT oA1H, 7 SETE AT JHeldT WiHe (S Rich Text, Plain Text) # TRATT &t &
forT 3uer fhar Srar B

Print (R / Ctrl + P):

English: Contains three sub-options: Print (opens settings to choose copies/printer), Quick Print
(sends directly to default printer), and Print Preview (shows how the page will look on paper).

f&d: s 37ex et fasmew g1 §: Print (Wex 3R wfaat dr @@ar go & faw), Quick Print (fs=r
qfear seor AT e FA & fAT), 31R Print Preview (FRTST W B9 & Ugol O T f@em Ig
gEa & o)

Page Setup (I HEHI):

English: Configures page size (A4, Letter), orientation (Portrait/Landscape), and margins (margins
on left, right, top, bottom).

f&EY: IST FT ITHR (A4, Letter), NRTSAT (@ST IT 33T U91), 3R ARG (TFaIRT Fr @rell S19T8)
T e & fav
Send in email (§Ae & AH):

English: Attaches the document directly to an email using your default email application (like
Outlook).

fEd: 3mueh g & f8hice e VU (S Outlook) & SIRT 8 SlFgAC & WY sAe H 31ed
I AT g

About WordPad (@$is & art #):

English: Displays information about the version of WordPad and the Windows operating system.
B a5d3 & goreT (TN 3R 3mue e TR R[red & Sery @rar g

Exit (@Y fasFe):

English: Closes the WordPad application.
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o R asts viiedes & @ Ot @ 9¢ & & Bl

2. 8 &9 (Home Tab - Groups & Options)

g1 & @l 5 {ET HHgl (Groups) # fasrioia foham ar g

A. Clipboard Group (fFerqaig 779)

e Cut (&< / Ctrl + X):

o English: Removes the selected text and copies it to the clipboard.

o T&&: I §U CoRee T 9@ W &I &aT & 3R fFersis H FAT T oA &l

« Copy (&MY / Ctrl + C):

o English: Duplicates the selected text without removing it from its original place.

o T gu CHEE AT Aehel (ZTelhe) TAIT §, THRE YA ST W AT BT &
« Paste (@€ / Ctrl + V):

o English: Inserts the cut or copied text at the current cursor position.
o & s I HdY fFw 1T e 1 FEX T PG 9 @ B

B. Font Group (%le€ 9)

« Font Family (b€ FTSeT): Changes the handwriting/style of the text (e.g., Arial, Calibri). / eFEe Hr
for@rae &1 wersd Igadarn gl

« Font Size (Wlee FT IHTHR): Increases or decreases the size of text. / TFEC & 3R I BT AT F3T
AT §

« Grow Font / Shrink Font (Wie¢ d&=I/gerET): Quickly changes size step-by-step. / 3R HI TH-Tdh
BT F qid T a7 a7 F & @

« Bold (&8 / Ctrl + B): Makes the text thicker and darker. / TFeC &I HIeT 3R G el TATT &

o ltalic (3&f@% / Ctrl + I): Slants the text slightly to the right. / ¢&F&e I 2sT faweT for@ar ¢

« Underline (31sTam8e / Ctrl + U): Draws a straight line underneath the text. / T&Ec & I Tah IW@T
e gl

o Strikethrough (¥€1g¥): Draws a line right through the middle of the text (text). | TFEC & B &I
H TF Fca dlell I@T Gradr gl
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Subscript (Faf¥&ce / Ctrl + =): Makes text very small and drops it below the baseline (e.g., H;0). /
CHEC I BT Fah Ard Hr & fora@dr gl

Superscript (W [ Ctrl + Shift + +): Makes text small and raises it above the baseline (e.g.,
A?). | CFEC Pl BICT Feh FW I % °1d (Power) & & H for@ar g

Text Color (&€ T TWI): Changes the color of the selected letters. / 31&RT FT W SEoldT gl

Text Highlight Color (8&am8€ T): Changes the background color behind the text, like a neon
marker. / TFE & UGS SHIT3Z H [T HAT &, T AR U |

C. Paragraph Group (\RTIIm® q9)

Decrease / Increase Indent (8¢ €eT/de10): Moves the paragraph closer to or further away from
the margin. / RTITH T S IT g8 AT (ATTolel) HI RE TS &l

Start a List @ﬁ? 3R #«9Rar): Adds bullet points, numbers, or alphabets for list items. /Eﬁﬁﬁ (Lists)
& 3T fig (Dots), @e} AT 31&W SIS &

Line Spacing (age FfAM): Adjusts the blank space between lines of text. / & &gt & &= &r
QToll ST9T§ I e T FITET HT ol

Alignment Options (3eT3aAE):

Align Left (Ctrl + L): Text starts from the left margin. / TFEC HI d8 RE F SR QT gl

Center (Ctrl + E): Centers text on the page. / <&#&c &l Ul & Srdl-arg I@dT ¢

Align Right (Ctrl + R): Text aligns to the right margin. / ¥ FI &8 RE ¥ s IW@AT ¢l

Justify (Ctrl + J): Aligns text evenly on both left and right sides. / TFE¢ FI Gl X% (dTT 3R &0)
fSehel sRTeX T &

Paragraph Dialog (YXRM® A¥fET): Opens detailed options for margins and indents. / ATfoeT 3R 3¢
$r IR & AfET I & fow]

D. Insert Group (F0<€ 9 - T fF 3T & Rw w1 8)

Picture (fa): Inserts digital images (.jpg, .png) from your computer into the document. / W q
F$ 3 W a1 AT Sfapic F s F P

Paint Drawing (Y€ 31831 / Ctrl + D): Opens MS Paint window. Whatever you draw there
automatically inserts into WordPad. / ATSshIATFe Ue Wreldr gl dgl 39 st 8fY gaATuer, ag d@rer gsis
H 3T ST

Date and Time (f&ali# 31X WHAA): Inserts the current date and time in various readable formats. /
AT aRIE 3R TAT FI HAT-37cT9T BiFAC H 5T & U]

Insert Object (3iTestee N): Inserts files created in other software (like an Excel chart or a
PowerPoint slide). / 3/=T ATFCAIX T BiSel (ST TFAS ATH) JsUs H AT el & U]
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E. Editing Group (uf3fear 779)

Find (& / Ctrl + F): Searches for a specific word or sentence in the document. / 9 Sieg#ie # el
G eg IT dIFT Sl dalielad & fov|

Replace (@& / Ctrl + H): Finds a specific word and automatically replaces it with a new word. /
fohdll ereg @l et IHHT STIE qENT Use ToEsl & faU|

Select All (gsft ﬂﬁ' I Ctrl + A): Selects all text and images inside the document at once. / Teh HIT
W SFGHT & T AR dERT @l Th IR A Tolol & U]

3.5 & (View Tab Options)

S 379 View ¢§ TR [Foler ¢d g, dl 39 I [ddhed BAad &:

Zoom In & Zoom Out (JF F IR FH 3T3C): Magnifies or shrinks the screen view. / st &I 3T AT

ST Fah @ & T

100% Zoom: Instantly restores the page view to its normal, default size. / 4T &I R 38 HHAY
TR (100%) 9 AT &

Ruler (®aX / YATT): Shows or hides the horizontal ruler bar at the top of the page. / 9T & FW
fewer arer dAE (Fher) T BUE AT ewe & Al

Status Bar (¥¢&® aR): Shows or hides the bottom bar containing the zoom percentage. / I§8 =
el 9T (s 3 % Rwar §) #1 O a1 98 A & vl

Word Wrap (@€ 9): Adjusts how text flows (e.g., wraps to window size or wraps to ruler margins). /
Tg IT IAT ¢ T dSed WA gl I CHFEC 3T 3T A 3T JT AT oIl g (S FoR o
feaTe @ a1 Thisd & 7 )|

Measurement Units (AT9eT $1841): Changes ruler units to Inches, Centimeters, Points, or Picas. /

FoR & YA &l 39, AEHIEY IT Uige H ol & fov|

I ———————————————————.
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