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WordPad is a word processing program that is on all Microsoft computers.  With WordPad, you can create and edit text documents or documents with complex formatting and graphics.

Windows 7 WordPad is the most advanced.

With Windows 7: Click Start, in “Start Search” type WordPad and then click on WordPad.

WordPad Layout

Top row is the Title Bar.

2nd row is the Menu bar.

3rd area with the Toolbars and icons is “The Ribbon”.

4th Below the Ribbon is the Quick Access Toolbar”

Right click in the “Menu bar” and you can select to show the Quick Access toolbar in the title bar 

Right click in the “Quick Access Toolbar” and you can minimize the Ribbon.

Clicking the “WordPad button located on left side of the Quick Access Toolbar opens a drop down menu with many options.


Ribbon Area

Clipboard Section
Contains Cut, Copy & Paste.

Font Section
Making Changes to Your Document

Note: If you already have text written, it has to be Selected (Highlighted) before you can make any changes. 

Bold, Italic or Underlined 

Select (Highlight) a word, sentence or paragraph 

Click on the B, U or I buttons in the toolbar, and then click in an open area.  Notice the changes.  

Click the undo button to return to the original, you may have to click the Undo button more than once

Change Font Type 
Select (Highlight) a word, sentence or paragraph 

Click on the down arrow to the right of the font type and click the desired font. 

To Change Font Size 

To the right of font size number is a capital A with an up arrow and another one with a down arrow, clicking these increases or decreases the font size.

Click the undo button to return to the original, you may have to click the Undo button more than once

Change Color  

Select (Highlight) a word, sentence or paragraph 

Click on the color pallet with the A icon and click on a color.

Click in an open area and notice the change.

Click the Undo to restore

Paragraph Section
Align text – With the line or section selected, press one of the alignment buttons, Align left, center or right.

Insert Section
Picture – you can insert pictures.

Paint - Which opens the Paint program

Insert Time – click Date & Time, select the type of time format you want to insert and click OK.

Insert Object – Click Insert Object, then click Microsoft Clip Gallery and click OK.

Click on a clip art and right click and click Insert
Editing Section

Contains Find, Replace & Select all

Quick Access Toolbar

Contains: Save, Undo, Redo & Print Preview icons
Print Preview

To see how a document looks when it is printed, click on Print Preview button. 

If it’s to small to read, change the size of the print by clicking, when the cursor is a magnifying glass. 
Printing a Document

Click WordPad button icon and then click Print, a print dialog box opens giving you different options. 

You can choose the number of copies, whether to print all pages or select which pages to print.

You can print part of a document by Selecting (Highlighting) the portion you want to print, then in the print dialog box put a dot in Selection and click Print.  Only the portion selected will be printed.

Page Setup

Click WordPad button icon and then click Page Setup, a dialog box opens giving you different options. 

Help

On the right side of the Menu bar click on the question mark for instructions on using WordPad.

