WordPad Practical Assignment

Assignment 1: Application Writing
WordPad ictcp? acb application feifzg

« Heading center 3i? bold ¥

« Body text left align ¥

« Date insert @7

« Signature right align @v

 File @ “application.rtf” =it A save @<

Assignment 2: Text Formatting
T paragraph g 3z et
« Fontacet (Calibri = Arial)
« Fontsize 12 A 18 &%
» Important words @l bold @+
« T line italic @7
« Heading @I underline @<

Assignment 3: Bullets and List
aop list aetrsa (STt
o 5items o
« Bullets apply v
o Text color agct
Example:
Computer
Mouse
Keyboard
Monitor
Printer




Assignment 4: Image Insert
« WordPad 3f g image insert &7
« Image @ 1= 2 line description forxt
« File save @7 “image.rtf’ AT A

Assignment 5: Find and Replace
e T paragraph for=xd
e “computer” word 3 @R [Tt
« Find @3 search @y
« Replace ®vdb “PC” @by

Assignment 6: Indent Practice
e T paragraph for=xd
 Increase Indent &%

» [z Decrease Indent @v
« First line indent apply &%

Assignment 7: Alignment Practice
e 4 lines ot
» 1stline left align
e 2nd line center
e 3rd line right align
e 4th line justify

Assignment 8: Superscript 3T Subscript
e H,O [ (Subscript)
o x2+ y2 [t (Superscript)
e el ol bold @Y

Assignment 9: Page Setup
« Page margin change @<
« Page orientation check v
e T Bll paragraph o=

Assignment 10: Full Document
gh complete document TS [STa:
e Heading (center + bold + underline)
« Paragraph (justify)
» Bullets list
* Image insert




Date and Time
Indent use @3
3id o file @ “final.rtf’ T X save @&V




