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Test Series

Notepad

Module 5 - Using Find and Replace in Notepad

CBSE

Definition

The Edit menu in Notepad provides options to modify and manipulate text, such
as cut, copy, paste, undo, and find. It also allows you to select all text and
replace or delete content.

I

Use of Edit Menu

The Edit menu is used to efficiently modify and manage text in a document. It
allows for actions like copying, pasting, undoing changes, and searching, making
text editing quicker and more convenient.

Options available in the Edit menu in the default Windows Notepad:

— Banking &

MStEgRce e Search With Bing: Bing is a web search engine developed by Microsoft. It was

launched in 2009 and is designed to help users find information on the internet.
However, in Notepad, you can use the Find option (Ctrl + F) to search for
(o ke specific text within the document.

ervice e Find: In Notepad, the Find feature allows you to search for specific text within
your document. You can access it by pressing Ctrl + F or by selecting Find from
the Edit menu.
m State Govt. N Find Next: Find Next in Notepad allows you to jump tothe next occurrence of

L

(PPl the searched word or phrase. It helps quickly navigate through multiple matches
within the document.
I:I ¢ Find Previous: Find Previous in Notepad E—
. | Untitled - Notepad
lets you search for the previous occurrence . - oo
4 LAW of the word or phrase you’re looking for. It U F -~
i LU helps you navigate backward through the e o
document to locate earlier matches. s el
* Replace: The Replace function in Notepad Coay chil-c
MBA allows you to search for a specific word or Paste ey
AT phrase and replace it with another. It helps pelete oel
efficiently edit multiple instances of the Seerch with 3ing... Ctri+E
I:I same text within the document. Find... Ctrl«F
- * Go To: The Go To feature in Notepad Find Next F3
—~ R""g"’s.& el allows you to jump to a specific line Find Previous Shift+F3
MMl number in the document. It helps navigate Replace... Ctri+H
_ large files quickly by directly moving the Go To... Ctrl-G
~-Many MOreR . ... ¢ the desired line. Selact All Chri-\
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Test Series e Select All: Select All in Notepad ,
highlights all the text in the Find X
_ document with a single command.
It’s gseful for quicKly copying,. Find what: Fnd Nt
o CBSE cutting, or formatting the entire
et content. Direction Cancel
I:I e Time and Date: The Time and
Date feature in Notepad inserts the
current time and date at the [ Metch case Ol @Dom
@, |CSE cursor's position. It can be accessed
S by pressing F5 and is helpful for (] Wrep around
_ adding timestamps to documents.

Shortcuts Of Edit Menu:

e Search with Bing: Ctrl + E
e Find: Ctrl + F

¢ Find Next: F3

¢ Find Previous: Shift+F3

® Replace: Ctrl+H

e Go To: Ctrl + G

e Select All: Ctrl + A

LU DEM o Time and Date: F5
ervice

— Banking &
nsurance

Importance of Find in Notepad

m N CTEICTTI® We use Find to quickly locate specific words, phrases, or characters within a

EAECER document. It helps save time by jumping directly to the search term, making it
easier to navigate through large or complex texts.
1. Match Case

LAW Match case in the Find feature ensures that the search is case-sensitive, meaning

g it will only find text that exactly matches the letter case you entered. For
example, searching for "apple” will not match "Apple" if Match case is enabled.
2. Wrap Around
Wrap around in the Find feature allows the search to continue from the
beginning of the document once it reaches the end. This ensures that all
AL instances of the search term are found, even if they are at the start of the
document.

= Entrance

(WYY Find Option - Direction
=°_  Services

L

In the Find feature, the Direction options (Up and Down) allow you to control the
..many more || search direction. Down searches from the current position to the end of the
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Test Series document, while Up searches backward from the current position to the
beginning.

e ——

Importance of Find Next in Replace -
Notepad

Q Find what: | | | Find Next
We use Find Next in Notepad to | o o | =N
locate the next occurrence of ' |
the word or phrase you Replace Al

searched for. It helps quickly -
navigate through multiple
matches in the document
without having to start the
search over.

Importance of Find Previous in Notepad

Bankiaa & We use Find Previous in Notepad to search for the previous occurrence of the
lol 9 word or phrase we’re looking for. It allows you to navigate backward through the

nsurance
document to find earlier matches of the search term.

Importance of Replace in Notepad

Central Govt.

LML The Replace feature in Notepad allows you to search for a specific-word or

phrase and replace it with another. It helps efficiently edit multiple instances of
the same text throughout the document.

I

i State Govt.
111 Replace With
In Notepad, Replace With is a field in the Replace dialog where you enter the

text that will replace the found word or phrase. After searching for the target
text, clicking Replace will replace it with the.new text you’ve typed in the

s 4 LAW "Replace With" box.
= Entrance

I:I Replace All
Replace All in Notepad replaces all occurrences of the searched word or phrase
with the new text throughout the entire
TN document. It saves time by making bulk _
changes without having to replace each Go To Line X
I:I instance individually.
: Line number:
Importance of Go To in Notepad
We use Go To in Notepad to quickly
navigate to a specific line number in a Go To Cancel
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large document. It helps save time when working with long texts by directly
jumping to the desired line.

Importance of Select All in Notepad

¢ Using "Select All" in Notepad (or any text editor) is a quick way to highlight and
select all the text within the document. This can be useful for several reasons:

e Copying the Entire Document: When you want to copy the entire content of a
file to paste it elsewhere.

e Formatting or Editing: If you want to apply the same formatting (like changing
font, size, or color) to all the text at once.

¢ Deleting Everything: If you want to clear all the content quickly without
manually selecting parts of it.

e Searching or Replacing: Sometimes you may want to search for specific text or
perform a replace operation across the entire document.

e It's just a quick way to manipulate the entire content of the file, saving time
compared to manually selecting individual parts.

Di
o
7

— Banking & Importance of Time and Date in Notepad
Insurance Using time and date in Notepad (or any text editor) can be helpful for several
reasons:
e Document Timestamping: You may want to record the date and time when a
specific note or entry was made. This is especially useful for tracking changes,
LR (0gging activities, or keeping records of events in a file.
ervice : . . .
e Time Logging: For work purposes, people sometimes use Notepad to log their
activities with specific timestamps. This is common in personal or project
management tasks to track time spent on various tasks.
m Uil 2 © File Organization: Adding the date and time in the content can help organize
SO multiple notes or files by easily distinguishing when they were created or
modified.

Il

LAW Difference Between Find and Replace

)

-

- Entrance ,
Find:

e Purpose: It searches for specific text or characters within the document.

e Function: You type a word or phrase into the "Find" dialog, and the editor will
locate the first occurrence of that text in the document. You can keep clicking
"Find Next" to continue searching for the next occurrences.

e Example: If you are looking for the word “apple,” it will highlight every
occurrence of the word in your document.

MBA

Entrance

Il

Railways & Metro
ST EEEN Replace:
¢ Purpose: It allows you to search for specific text and replace it with something
many moreg else in one or more places.
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e Function: You enter the word or phrase you want to find, and then specify
what to replace it with. You can choose to replace just one occurrence or all
occurrences at once.

e Example: If you want to replace every occurrence of the word “apple” with
“orange,” you can use the "Replace” function to do so automatically across the
entire document.

Difference Between Find Next and Find Previous

Di
o
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¢ Find Next searches for the next occurrence of a term in the document, moving
forward from the current cursor position.

¢ Find Previous searches for the previous occurrence, moving backward through
the document from the cursor’'s current location.

Make an Assignment Using Find and Replace Option in Notepad

Pollution is one of the most significant problems facing the world today. It is the
__ Banking & introduction of harmful substances into the environment that causes adverse
PTTTrE effects on living organisms and natural resources. Pollution can take many forms,
including air, water, soil, and noise pollution. These pollutants can cause long-
term damage to the planet and human health.
Air pollution is caused by the release of harmful gases into the atmosphere, such
(LI EL AN as carbon dioxide, sulfur dioxide, and nitrogen oxides. These gases are produced
bkt by vehicles, industries, and burning of fossil fuels. The consequences of air
pollution include respiratory diseases, global warming, and the'depletion of the
ozone layer. It is important to reduce emissions and promote the use of cleaner
m IPTT I N energy sources to combat air pollution.

Services

L

Example of Modifications Using Find and Replace:
« Find: "pollution”

» Replace: "environmental damage"

_ LAW « Find: "harmful”

~_Entrance B Replace: "detrimental”

« Find: "air pollution”

» Replace: "air contamination”

|
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-
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=°_  Services
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.Many more
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