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INSTITUTE
inagar Road AmbaBihar

- 9801200423

Dir. Name - Sharma Sir
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HINDI AND ENGLISH TYPING

Add

SHARMA COMPUTER

AND TYPING

SHARMA COMPUTER & TYPING INSTITUTE
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Browse...

3T PAINT 59 7

il
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SCREEN
e 99 7T OK

T T “E<TE g I

V'S PAINT-HOME

Type the name of a program, folder, document, or Internet

rescurce, and Windows will open it for you.
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PRESS WINDOWS + R ON THE KEYBOARD, AFTER THAT A RUN DIALOG BOX WILL
SHARMA COMPUTER & TYPING INSTITUTE

RULE (2) #tarre & WINDOWS + R ¥ &<, 39 al& U RUN DIALOG BOX
OPEN BY TYPING MS PAINT INTO IT OR PRESS OK.

TO OPEN IT, YOU CLICK ON THE "START BUTTON" AND SEARCH PAINT
G 39 § MS PAINT or@ev

RULE (1)z# @t & =
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Close \

Minimize
Maximize/Restore

Home Tab
Ribbon

5 Cazane v

Home &
View Tab
Image
Size

TITLE BAR

=4 File Name F2T STIAT & T2 St a4 MS;Paint # Fieg ST &9 2 ¢ 67 39 28 TH«TH

Quick Access

Toolbar
Selection
Size
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C.

Paint
Button

SHARMA COMPUTER & TYPING INSTITUTE

THY I AT H save T od g, df g7 o ATH & TH Save FXd & dal Title bar FEaTar

g AT current TS T save Fi<d gl aT ATH 24 Title bar & show F¥a &rqT g | 39 9= &
== § 3@ 9hd g % §9 =& working file FT “SHIVRATAN" 919 & Save faT 8

F97 % title bar ¥ “SHIVRATAN” show 2T 72T ¢
BECAUSE THE CURRENT FILE IS SAVED. AS SOON AS WE DO THAT NAME STARTS TO SHOW US

IT IS CALLED FILE NAME, THAT IS, WHEN WE WORK IN MS PAINT, WE SAVE IT IN OUR
COMPUTER BY GIVING IT A NAME, THEN THE NAME WE SAVE IT WITH IS CALLED THE TITLE BAR
IN THE TITLE BAR. YOU CAN SEE IN THE PICTURE BELOW THAT | HAVE SAVED THIS WORKING
FILE UNDER THE NAME OF “SHIVRATAN ", SO “SHIVRATAN " IS SHOWING IN THE TITLE BAR
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T 3T AT T FEe T SAVE gl <37 aT title bar & Untilled-Paint show grTT

(IF YOU DO NOT SAVE YOUR FILE, THERE WILL BE UNTILLED-PAINT SHOW IN THE TITLE BAR.)
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T gH T Hgad ol TOOL &I CUSTOMIZE &3 T STHild adT g aTieh g9 et | TOOL
I T 97 fTET 79 3T ITQUICKLY OPEN & §% o< T8 QUICK ACCESS
TOOLBAR #FgT 31T ¢ | ST 39 CUSTOMIZE QUICK ACCESS TOOLBAR 9 &<t
LA & AT 3T AT T o8 aig ° A9 (@S odT ¢ A1 sidad d5d & i QUICK
ACCESS TOOLBAR # I 17 aiftet SAVE, UNDO i< REDO'SHOW. & T2T g 1+
2T RN | 28 ON &% w@T 2 | o -fSer TOOL &t 3ma ON &% T&iara« TITLE BAR

& e G, SHOW. F 3 i 514, 89, FLQUICK-ACGESS, TOOLBAR #Fad g

This allows us to customize some important tool so that we can show any tool
on the screen and open it quickly so it is called quick access toolbar. When
you click on Customize quick access toolbar, you see an option in front of you
in this way which is shown to you in the next picture. Now you can see that
these three options in Quick Access toolbar are showing Save, Undo and Redo
because we have kept it on. The tool you put on will show it next to the title
bar, which we call quick access toolbar.
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1 save, undo 31X redo show T TET AT 9T A dgd

tools show ¥ Tg & FITh gA =8 g7 & customize FFaT 8 |

Close button

[ X%
[aN
Maximize button

ize button

inim

EERIECEISID

CLOSE, MAXIMIZE & MINIMIZE
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YOU CAN SEE EARLIER ONLY THREE TOOLS WERE SAVING, UNDO AND REDO SHOW BUT NOW
M
SHARMA COMPUTER & TYPING INSTITUTE

MANY TOOLS ARE SHOWING BECAUSE WE HAVE CUSTOMIZED IT MANUALLY.

(i) Maximize button- 379+ U7 T Maximize F< % o0 T8 Tad AT 2edHie a7 AT 8

(i) Close button- T&e ATeTH & MS Paint &l s fhaT ST Td1
(iii) Minimize button- SEE ST T Minimize I ST 7ehaT 2 |

AT <G qHhd &
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SCROLL BAR
ZOOM LEVEL }

THH SATIeRT A1 freerd AT g

(i) Z0OM,Out- TFF FIedT | AF G UST hl-Z00M, OUL, ST Tt Sl T ol & Ia-F < T

2

AT AL TST GIEA Fld

SHARMA COMPUTER & TYPING INSTITUTE
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HROUGH THIS, THE SIZE OF THE PAGE CAN BE REDUCED AND ENLARGED.

WHEN WE DO A BIG DRAWING IN MS PAINT, MY PAGE GETS BIGGER IN THIS WAY, SO WE USE
SHARMA COMPUTER & TYPING INSTITUTE

SCROLLING SO THAT WE CAN SCROLL IT UP AND DOWN.

(ii)/Zool inf & WTETHE 17 19 U3 K Zoom in FSTIEST FT wiT Al T3TFFhd. 2 |

THROUGH THIS, YOU CAN REDUCE THE SIZE OF YOUR PAGE TO ZOOM OUT.
THROUGH THIS, YOU CAN ENLARGE YOUR PAGE ZOOM IN.

Scrolling =T TEIHTA ¥ 2 ATk g9 39 SHTL-17= AT hideh a T |
(iii) Zoom slider- Tk TTEAH | YT il AT T BT UF FST QAT (HAT ST Tl &

STg 27 MS Paint
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Zoom slider

STATUS BAR

IT TELLS YOU THE STATUS OF THE PAGE. WHENEVER YOU DRAW ANY SHAPE IN

MS PAINT, ITS STATUS WILL SHOW YOU IN THE STATUS BAR BELOW.
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Select a file

g

h Desktop

S€arc

CCC note books
excel book cover

v | Al Picture Files

T THERT T Fd &
CR TEA

book cover
computer course

[@mN
(1

N WF E

*

(AU S enl ALTT Tend 1 Sidl

[N

CHOTU RATION

File name: I|

New folder

4 Bl > ThisPC > Desktop

Pictures
ie Local Disk (C:)

P 3D Objects
£ Documents
4 Downloads

=

Organize ¥
@ OneDrive
& This PC

Ueh 4T UST Gl
SAVE THE CURRENT DOCUMENT AS A NEW FILE

o2 17 fo6T ft Document =T AT TRt g8 ATH | save F & foIT Save as &1 SEqHTA
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g artr 38 T & usF Tt wreer # Covert f&am S0 |

PRINT THE CURRENT DOCUMENT

ERIRIGL
PRINT

SAVE THE CURRENT DOCUMENT

T JTEAH | 3T Current Document T Save IT FIIEIT ¥ Tahd & |

SHARMA COMPUTER & TYPING INSTITUTE

(if) Open: Open your file
SAVE 3T 0 1t &1 @A &

MSPAINT &
SAVE
SAVE AS

&
&
&

1Y
5

e o do Jo Mo Mo o
KXo X XoXoXoX Xk

e o Mo Mo Mo Mo Mo do Mo do do do Ho do Jo do Ho Mo do do do do Jdo do do do do do do do MHo do So Mo
DD DD DDDDDDDDDDDGDDDDDDODDDDDDDD DY

§
§




o do o Mo Mo Mo do Ao JHo do do do JHo do Ho do o do JHo do S0 do o o Jo do o Ho do o Mo do do do Mo do o do do do o do So Mo
R S S S S S S S S S S S S S S S S G G S S G GGG GGG DG D

REEEDIRS

J

] Preferences
f—“md Printer

liate

Co

[] Print to file
SET THE CURRENT PICTURE AS

IMPORT FROM SCANNER OR

Number of copies: |1 =

I 9% 9 T @

‘age

o

HHI H GAT MS Paint 3 Picture 31T 2%

ELIECE

o

C

SEND A COPY OF THE PICTURE IN AN EMAIL

MESSAGE AS AN ATTACHMENT.

c
SEIG

HE

[EnN
[releh sh<d

= Microsoft XPS Document Writer

= OneNote for Windows 10
T® Send To OnelNote 2013

Location

Comment:

Page Range
Selectior

.
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Select Printer

General

(V) FROM SCANNER OR CAMERA

CAMERA

SHARMA COMPUTER & TYPING INSTITUTE

Paint & g el frsiagde T Tiex F wreaq iz Figd F070 30 26881 3awa, 7
IT Camera  STeF 3T MS Paint § et o siisstere &I Import € T4 ¢ |

Thile

THR TETH | 3T I B

(VIIl) SET AS DESKTOP BACKGROUND
YOUR DESKTOP BACKGROUND.

(VIl) SEND IN EMAIL

T AT I
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Edit with
Paint 30

! -
b
[—I colars

olar | Calor

"

—
_—
Size

it

) Etack and white

@ Colot
[3%
A Fi

[
L

« [ Dutline -
E
'

Na/OOO0BA
KCOOD A0 -
G+uz000

Mot fvailabke
ot Available

| Heie:

(G

OCeontmnters

Aealution:
@) Prenls

Urits
Olinches

Image Properties
File Atrbutes
Width:

| NOOOD A0 -

X 0=
Brushes
-

| \~oOO&A
Oy

H gor MS Paint &t Properties <& T g A< SHehl dT29 il S

THROUGH THIS, YOU CAN SEE THE PROPERTIES OF

F 2R

y X<
L Rotste -

oA Retate ~
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sdsq

hCapy = D Rec

£ Type here to search

Clipaoard

<
+

SHARMA COMPUTER & TYPING INSTITUTE

CURRENTLY OPEN MS PAINT AND CAN ALSO DETERMINE ITS SIZE
(xi) Exit:MS Paint & aTg¥ M&l & o 88 s 0 36T -ham Jran g |

(LET THIS TELL YOU ABOUT MS PAINT.)
(THIS OPTION IS USED TO EXIT MS PAINT.)

(x).About Paint:- s MS/Paint = aT< § T2 |

(1X) PROPERTIES

SHen Sy qdHA HHY
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COMPUTER & TYPING INSTITUTE

Clipboard

(i) Cut: Z&=T JFRT Toret T Object T Cut ST geT o 1T AT ¢ | I9¥ g/ o1 Object
T Cut ¥ ¢ ar Clipboard & gf ¥2aT g | 9 39 Object &1 T« =T , [STH SWIE AT 39 Paste
FLIRAG |

IT IS USED TO CUT ANY OBJECT L.E. CUT. BUT THE OBJECT WE CUT IS
LOCATED IN THE CLIPBOARD ITSELF. WE CAN PASTE THAT OBIJECT
WHENEVER WE WANT.
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(ii) Copy: &R T foheT AT Object T Copy Tia Duplicate a=T= = forw fFam SiTar 8
aTier 29 R fF object &1 AT A2 3T duplicate T &eh | #31< 29 S5 Object =T Copy
A ¢ ar AT Clipboard ¥ 2T TgaT g 3® duplicate s & eI paste T SETATA LAl

T=dT 2 | 9 o= 1< paste T SEdHTT 31 3+ a1 AT Object duplicate ZT aTsIT T |
ITIS USED TO DUPLICATE ANY OBJECT SO THAT WE CAN DUPLICATE ANY OBJECT
AS MUCH AS WE WANT. BUT THE OBJECT WE COPIED STAYS IN OUR CLIPBOARD,
USING PASTE TO DUPLICATE IT. THE NUMBER OF TIMES WE USE PASTE WILL
DUPLICATE THE OBJECT.
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(iii) Paste: Paste TEEdHTer Cut AT COPYRMT FRAT SITAT & 3TI1d f&AT Cut aIT Copy & &9
Paste T TEAHTA gl ¥ Tohdl | T 29 [heT $1-Object T Cut TT COpY. i¥d. ¢ a9 gH Paste

T SETHTS L g |
PASTE IS USED WITH CUT OR COPY, THAT IS, WE CANNOT USE PASTE WITHOUT
CUT OR COPY. WHEN WE CUT OR COPY ANY OBJECT, ONLY THEN WE USE PASTE.

IMAGE

(1)'Select: ZHer ATETH & gH T Object/Area FT SeleCt L. Fhd g | T H* driop down
arrow ¥ faTe Fe | aga A< selection shapes T options 3T g g9 ST selection shape

TT options T object T select FIAT AT FT THhd & |
THROUGH THIS, WE CAN SELECT AN OBJECT/AREA. BUT CLICKING ON ITS
DROP-DOWN ARROW BRINGS A LOT OF SELECTION SHAPES AND OPTIONS; WE
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CAN CHOOSE TO SELECT THE OBJECT FROM THESELECTION SHAPE OR

(™ (B @ ¢
F P O §

'Home View

;5{, Cut

13 Copy

i Crop
dJ Resize
“A Rotate ~ L4

Paste | Select

hd v

Clipboard

Selection shapes

"1 Rectangular selection

Fae
' *
s '

/

Free-form selection

Selection options

oney
: H

i | Select all

Py

Li* | |nvert selaction

/<  Delete

Transparent selection

(a) Rectangular selection- oI 39T rectangular TRt T object T select T T A
qr % (THIS ALLOWS YOU TO SELECT ANY OBJECT RECTANGULAR.)
(b) Free-from selection- I SIra=t Tac=T et AT object T select FA il sTHTd AT g

AT ST 9 FoRelT T object T fhefT T shape # select ¥ Tahd g #3€ UAT freew

rectangular selection # 7&i &

(THIS ALLOWS YOU TO SELECT ANY OBJECT INDEPENDENTLY, THE WAY YOU
CAN SELECT ANY OBJECT IN ANY SHAPE IN THAT WAY, BUT SUCH SYSTEM IS
NOT IN RECTANGULAR SELECTION.)
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YOU SELECT WILL NOT BE AN OBJECT, BUT ALL OTHER OBJECTS WILL BE
SELECTED, BUT WHEN YOU USE DELETE, THE SAME OBJECT WILL BE

DELETED, BUT THE INVERT SELECTION DOES THE OPPOSITE. THE OBJECT
DELETED WHICH YOU DID NOT SELECT.

AFTER THAT YOU CAN DO WHATEVER YOU WANT, THAT IS, IF YOU WANT,
YOU CAN ALSO DELETE THE WORK OF THE WHOLE PAGE USING THE

THIS WORKS OPPOSITE THE SELECT OPTION, I.E. WHEN YOU SELECT ANY
OBJECT AND DELETE IT WITH THE DELETE OPTION, THE SAME OBJECT IS

(ON CLICKING THIS OPTION, YOUR ENTIRE PAGE WILL BE SELECTED,
DELETE OPTION.)

AtsstFe [Sefie RITSTT AT Hefoe Fal [T o7 |

IERRGEIR TGS

(b) INVERT SELECTION- I SELECT #fcerd =
ST

(@) Select all

(C) DELETE- THT ¥q4TT gH et o Herere fohr 70 OBJECT 3T AREA T DELETE

Fe & o0 T 8
OBJECT, WE MUST FIRST SELECT THE ENTIRE AREA THAT WE WANT TO DELETE.

WE USE IT TO DELETE ANY SELECTED OBJECT OR AREA. TO DELETE ANY

Fl Helre AT M1 58 29 DELETE &3AT AT2d &

SHARMA COMPUTER & TYPING INSTITUTE

o o Mo do fo Mo Mo Mo Mo do do do Ho do So Mo So do do do do do Jo do do Mo do do do do Mo do Ho do fo do Jo do Jo Mo Jo do Mo o
BRGSO DDDDDDDDDDODDDDDDDDDDDODOOY




-y
ga
&

Y
D

1Y A (@n (Mn (M (B (B (@
S SN SIS SIS SN S PSS S O

SHARMA COMPUTER & TYPING INSTITUTE

(e ¢fa

D %’g [ ]
g

L

(e (o

SO

e
&

e
&

e
&
L
&

o
»
o
»

(D) TRANSPARENT SELECTION- BACKGROUND COLOR %I TRANSPARENT
TR T TRANSPARENT SELECTION T Z&d|T FoRAT SITaT @
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IITELOT © 3L 1T et AT SHAPE & MS PAINT H DRAW FXd g 3T 3HT SHAPE &1
T: COPY &% PASTE #¥d g 3iI¥ T Igel et SHAPE & AST&l®h o< SITd @ df 3
@ T g ATAT SHAPE T&0dT T 1Y SIRTT |@ifsii-ERANSPARENT SELECTION

FT ZTEAHTA 2 | e T SHAPES f&uar Asl ¢ aF TRANSPARENT 21 SITaT £ |
Transparent selection is used to make the background color transparent.
Example: If you draw any shape in MS Paint and copy and paste the same
shape again and then move it closer to the previous shape, you will see that
THE EARLIER SHAPE WILL BE SEEN HIDDEN. BUT USING TRANSPARENT
SELECTION DOES NOT HIDE ANY SHAPES, IT BECOMES TRANSPARENT.
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(2) Crop: T8 ST 3T TR AT selected area T crop T &Te Thd & | T8 o7 a4
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3) Resize: T HTeY ¥ 3T select 3% T area &7 resize T AFd ¢

Through this you can resize any shapes or selected area.)
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YOU CAN ROTATE ANY SHAPE OR SELECTED AREA
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G 43000
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Rotate 140°
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(4) Rotate: 0 ATea® 7 39 -fhett.ofi. shapes . select &7 77 area 1 51 angle ¥ rotate

IN THE ANGLE YOU WANT
O~
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i) ws) W) ws) ws) i) ws) i) ws) wsd ws) wsd ws) wsd ws) wsd ws) wsd ws) wsd ws) ws) w5

MINUS SIGN (-) IN THE KEYBOARD.

THIS IS A TYPE OF PENCIL. THROUGH THIS WE CAN DRAW ANY TYPES OF LINE.
WE WILL SELECT COLOR 1 TO CHANGE THE COLOR OF OUR PENCIL AND THEN
CHOOSE THE COLOR AS PER OUR CHOICE. IF YOU WANT TO INCREASE OR
DECREASE THEWIDTH OF THE PENCIL, USE CTRL + PLUS SIGN (+) OR CTRL +

(1) PENCIL- DRAW A FREE-FORM LINE WITH THE SELECTED LINE WIDTH.
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(2) FILL WITH COLOR- a1 SRIE) gH BACKGROUND a1 FOREGROUND COLOR
FILLS % o 1T iXde
(WE USE ITTO FILL THE BACKGROUND OR FOREGROUND COLOR.)

LEFT BUTTON & FOREGROUND COLOR FILL BT 3T RIGHT BUTTON ¥
BACKGROUND COLOR.
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- ad x 1 2 DDDDDDDDDD colors  Paint 3D

Fools Shapes Colors
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Fill with color

o qfe fo (fo (fo o (o o i
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Click an area on the canvas to fill it
with the foreground color, or
right-click to fill it will the
background color.
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dTe: COLOR 1 3 COLOR 2 &l WA * ol &€ Tgo a8 a4l w1 COLOR
CHANGE &% 379Td COLOR 1 &7 RED 3T COLOR 2 =il BLUE. 319 3117 &5 {1 U=
SHAPE &7 AT39 & LEFT BUTTTON & DRAW &89 e MOUSE % RIGHT
BUTTON & T DRAW &< | 37l 317 <@if#ar LEFT BUTTON & DRAW #¥=49¥ COLOR
1 %2 21T 3T RIGHT BUTTON & DRAW.FH v=-COLOR2:

NOTE: TO UNDERSTAND COLOR 1 AND COLOR 2, FIRST OF ALL YOU CHANGE
THE COLOR OF BOTH OF THEM L.E. COLOR 1 1S RED AND COLOR 2 IS BLUE.
NOW YOU DRAW ANY SHAPE WITH THE LEFT BUTTON OF THE MOUSE, AND
THEN DRAW IT WITH THE RIGHT BUTTON OF THE MOUSE. NOW YOU WILL SEE
THAT COLOR WILL BE SELECTED BY DRAW WITH LEFT BUTTON AND COLOR 2 BY
DRAWING WITH RIGHT BUTTON.

(3) TEXT- 31T 3Tt MS PAINT® FlS TEXT INSERT #%AT g1 al 3T TEXT TCoT T
TEQHTA e Hohd & | ST &l AT TH AT T (oeteh heh SHT SEAHTA il a8 af MS
PAINT ® T& NEW TAB “TEXT” ATH & &< AT | T TAB THT &1aT & 519 g7 TEXT

AT T TETHTA FLA G |

IF YOU WANT TO INSERT A TEXT IN MS PAINT, THEN YOU CAN USE THE TEXT
OPTION. AS SOON AS YOU CLICK ON THIS OPTION AND USE IT, IN MS PAINT A
NEW TAB WILL OPEN WITH THE NAME “TEXT”. THIS TAB COMES ONLY WHEN WE
USE THE TEXT OPTION.
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==Y = | TegtTools  Untitled - Paint

Home  View
ﬁ d Franklin Gothic Heavy ~ iD Ij . .= .wﬂ . .- . m’ ’ ‘
Paste 0P i Il ' 7

Transparentj i | . |
- * | Cofor | Color ———i—r —ir—r—r— Edit Edit with
o 2 L L |l [ I ] || | colors  Paint3D

Clipboard Font Colors
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(4) ERASER- =& ST<d DRAW T 70 SHAPES =71 f#eT PARTICULAR AREA T
ERASE s79Tq et ST EeHar g | 39 o7 3T 39 ERASER SIeerd &l Heiae 7 3 {he
ERASE #X |

[1LJTHROUGH THIS, THE DRAWN SHAPES OR ANY PARTICULAR AREA CAN BE
ERASED. FOR THIS, YOU SELECT THIS ERASER OPTION AND THEN ERASE.

(5) Color picker- =8 ATeqH | gH hHt gd% picture-s-cotor Ficheosedii gH 34 TaY
Shapes/Pictures¥ fill FT T g |

THROUGH THIS, BY CHOOSING THE COLOR OF ANOTHER PICTURE, WE CAN FILL
IT IN OTHER SHAPES/PICTURES.

1" Tt colok picker TR Hvghala [oel H1 image Tema=t color

FTSSTATE ST Foteh oh CaiT R ST T fill AT ARt filhhe|

FIRST CLICK ON THE COLOR PICKER, THEN CLICK ON THE IMAGE FROM WHICH

YOU WANT TO PICK UP THE COLOR AND THEN FILL IT WHERE YOU WANT TO
FILL IT.
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(6) MAGNIFIER- THE ACTION OR PROCESS OF MAGNIFYING SOMETHING OR
BEING MAGNIFIED, ESPECIALLY VISUALLY.

GEEIEEIEREISEIEHEEIRERIRIRIERIRE A E T ERID)

-’

v

e (fo (fo (fo (fo
SOOOHH

-

&

FITT T T q4g FT ZOOM TOOL g fSreres Ateaw ¥ gw fdt «ff PARTICULAR
PICTURE & ZOOM ¥ Had & | T8 & &l Helde i gl 3Tdeh T8 U ATTATRIT AT

Ia  gfn
-y

e (o gfe (¥
& & & &

-y ey

SHARMA COMPUTER & TYPING INSTITUTE

On (B (Bn (B (Bn (Ar (B Ar (Ar (B (An
S S50 S5 S50 S5 S50 S50 P WY S P

-




(o (fo (o (o (fo (fo
pPH OO OO

e
&

=
&

e
&

e ¢ (o (o (o (fo ¢fa
PLOLOLO9

¢ (L
%‘v .3-

e
oy ey ey ey %”

-

- ey g gy

-

g
8§
g
8§
g
&
g
8§
g
8
g

o (o ¢fo
SO

[
&

»
e
&

O (B (B (B (Br (Ar (B (Br (Ar (Br (Ar (A (Br (A (B (A (Ar (B (Br (@A (Ar (A 1Y
S5 S50 SO S50 SO 5P SOF SUF SO 58 S0P S5F SOP S5 NP S50 SO U0 SOV SO0 SF SOF

SHARMA COMPUTER & TYPING INSTITUTE

ga
L

TRRTT SiiY TORT ST &1 3T HTSH T %€ ded IoT T 98 g ZOOM IN ZRIT ¥ TTEe Jed

FT TETHTA F4 § ZOOM OUT.

THATIS, THIS IS A KIND OF ZOOM TOOL, THROUGH WHICH WE CAN ZOOM ANY
PARTICULAR PICTURE. AS SOON AS YOU SELECT THIS TOOL, YOU WILL SEEA
RECTANGULAR SHAPE AND THEN AS SOON AS YOU USE THE LEFT BUTTON OF
THE MOUSE, THE SAME WAY

WILL ZOOM IN AND USING THE RIGHT BUTTON WILL ZOOM OUT.

N OODEA - 7 outine - [|HEEEE EEEE gy
NOOOD A - = e I EEE WS
{}<> ‘QIXXDQQ 7 - 2 DUDDDDDUDD colors

Shapes Colors

THH AT FAgd AT AR (hT T & 3T ST AR HT g9 MS PAINT H DRAW F2AT

=Ted & 39 o7 DRAW H¥ T ¢ |
IN THIS YOU HAVE BEEN GIVEN MANY SHAPES, YOU CAN DRAW THE SHAPE
YOU WANT TO DRAW IN YOUR MS PAINT.

OUTLINE & FILL: I3t sifeerd a9 qa,HIDE Tedl & STa a& o7 &g SHAPE DRAW
el FY od | ST AT MS PAINT & s 8T SHAPE ®I.DRAW F& «id g g T I+ Sfeerd

OUTLINE 3 FILL “HIGHLIGHT” T JITaT & |

THIS OPTION REMAINS HIDDEN UNTIL YOU MAKE A SHAPE DRAW. WHEN YOU
DRAW ANY SHAPE IN MS PAINT, THEN BOTH THESE OPTIONS OUTLINE AND FILL
BECOME “HIGHLIGHT”.

OWTLINE:=r r9er SHAPE #hi. sS4l AT [l | e ol Fils HL.SHAPE MS.PAINT
¥ DRAW FLJ 2 a9, T SHOW. FAT & |

T2 OUTLINE #t COLOR FT'CHANGE F¥=ir COLOR 1 gZfarsh #3&i¥ COLOR
THT CHOOSE 7 |

AT BT AT TG — a<g st OUTLINE STYLE &F 7T § o et off s STYLE &7
CHOOSE & #r&hd g | ST STYLE 3T CHOOSE &< 1 98T OUTLINE SHOW &1t
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5
WITH THE HELP OF THIS, YOU CAN FILL THE COLOR INSIDE ANY SHAPE. IN

FIRST YOU HAVE TO CHOOSE COLOR 2, WHICH COLOR YOU HAVE TO FILL, ONLY

THEN WILL THE COLOR FILL IN SHAPE.
2|
WITH THIS HELP, YOU CAN MAKE THE OUTLINE OF ANY SHAPE DRAWN THICK

OR THIN. NOW IT CAN ALSO BE A SHAPE OR PENCIL TOOL

Size: THT Wag ¥ draw 3T 7T FRET AT shape T outline T 2T AT 0T ¥ Thd & |

o9 T w5 shape 3T pencil tool T g1 =T 8

KEEP IN MIND THAT TO USE THE FILL, WE HAVE TO USE COLOR 2. THAT IS,

\ FILL: =5t &g & 3T foreft W SHAPE #,37¥ COLOR FILLS FR&& & | S8 &Y
£ Tg FILL T TEAATA FLA o (10 g6 COLOR 2 T SEdHTA AT I=dT &

AT TG HTY
TR
THIS, YOU HAVE BEEN GIVEN A LOT OF OPTIONS
WHICH YOU WANT TO FILL THE COLOR.
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OR THIN. WITH THE HELP OF THIS YOU CAN REDUCE OR INCREASE THE SIZE OF
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(WITH THIS YOU CAN ENLARGE YOUR PAGE AND SEE ALL THE OBJECTS EASILY.)
WITH THE HELP OF THIS, THE SIZE OF THE PAGE IS REDUCED SO THAT ALL THE

WORK DONE BY US IS VISIBLE IN A SINGLE PAGE.
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STATUS INDICATES THE STATUS OF THE PAGE. IF YOU DRAW A SHAPE IN MS
SHARMA COMPUTER & TYPING INSTITUTE

PAINT, YOU WILL SEE ITS STATUS BAR.
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Copying a selection to the Clipboard

Display an image full screen
Save the image as a new file
Format selected text in bold

Select the whole image
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To open the Properties dialog box
Show or hide grid lines

Format the selected text in italics
Creating a new image

To open an existing image

Printing an image

Displaying or hiding the ruler

Save changes to an image
Underlining the selected text

Paste a selection from the Clipboard
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Widen the brush, line or shape outline by one pixel
Narrow the brush, line or shape outline by one pixel
Move the selection or active shape one pixel to the right

Opening the Resize and Slope dialog box
Closing an image and its Paint window

Cutting a selection
Making a change again
Undoing a change

Zoom out
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Ctrl+plus sign (+)
Ctrl+min mark (-)
Ctrl+Page Up
Ctrl+Page Down

Right arrow
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Move the selection or active shape one pixel to the left
Move the selection or active shape down one pixel
Move the selection or active shape up one pixel

To display the context menu
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Down arrow
Shift+F10
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