Creating a Wordpad Document
When you open WordPad, you see a large blank window area. This window is similar to a new piece of paper in a typewriter; the paper is blank and ready to have information typed on it. To begin a WordPad document, simply start typing. WordPad enters the information where the insertion point (the flashing vertical bar) is positioned. As you type, don’t press Enter at the end of each line. Because WordPad has word wrap capabilities, when you reach the end of a line, simply continue to type and your text will move to the next line automatically. When you want to end a paragraph in the document, press Enter.

If you make a mistake while typing, move your mouse pointer to the right of the letter or letters you want to delete and click the mouse button to position the insertion point. Press the Backspace key to erase the desired characters, and then retype the correct text.

Method:

To create a WordPad document:

1.  Start WordPad.

2.  Type the document text.

In the following exercise, you will create a WordPad document.
	 1.
	Type The company picnic is scheduled for this Friday at 2:00 P.M. at Lester B. Pearson Community Park.
	

	 2.
	Press Enter twice
	The cursor moves down two lines.

	 3.
	Type All employees and their families and friends are encouraged to attend. There will be free hot dogs and popcorn for everyone. Davey the Clown will be on hand to entertain the kids!
	

	 4.
	Press Enter twice
	The cursor moves down two lines.

	 5.
	Type We look forward to seeing you there!
	The document is completed.

	 6.
	Press Enter
	The cursor moves down to the next line.


 

