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M.S.PAINT 
 

1. Start -----  All Program ----- Assocerries ----- Paint 

(For Window -7) 

2. Window Key/            + R ----- MSPAINT ----- OK 

 

File                                                               Maximize 
                                             Title Bar              Minimize       Close 

     

 

 

 

 

 

 Group 

          Ribbon 

 

 

 
       
 
                                                           

Status Bar 
Star Bar                         Task Bar                           Notification Area 
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-:File:- 
 

New (CTRL + N):-  bldk ç;ksx dksbZ Hkh ubZ QkbZy ysus ds fy, fd;k tkrk gSaA 

Open (CTRL + O):-  bldk ç;ksx save QkbZy dks [kksyus ds fy, fd;k tkrk gSaA 

Save (CTRL + S):-  bldk ç;ksx viuh QkbZYk dks save djus ds fy, fd;k tkrk gSaA 

Save As (F12):-  bldk ç;ksx viuh QkbZy dks vyx&vyx ukeksa ls  save djus 

ds fy, fd;k tkrk gSaA 

Print (CTRL + P):-  bldk ç;ksx vius eSVj dks ist ij mrkjus ds fy, fd;k tkrk gSa 

rFkk ist dk lkbZt o Margin lsV djus ds fy, fd;k tkrk gSaA 

Print Preview:-  bldk ç;ksx vius eSVj dks ist ij mrkjus ls igys mldk 

gqfy;k ;k çfr#i ns[kus ds fy, fd;k tkrk gSaA 

Page Setup:-  bldk ç;ksx vius eSVj ds ist dk lkbZt o Margin lsV djus 

ds fy, fd;k tkrk gSaA 

Exit (ALT + F4):-  bldk ç;ksx viuh Program dks cUn djus ds fy, fd;k tkrk 

gSaA 

 

 

-:Home:-  

Clipboard:-  

Cut (CTRL + X):-  bldk ç;ksx vius Select fd;s gq, eSVj dks 

dkVus ds fy, fd;k tkrk gSa mlds ckn ml eSVj 

dks Paste ds }kjk ,d txg ls nwljh txg o dbZ 

txg ys tk;k tk ldrk gSaA 

Copy (CTRL + C):-  bldk ç;ksx vius Select fd;s gq, eSVj dks Copy djus fy, 

fd;k tkrk gSa mlds ckn ml eSVj dks Paste ds }kjk ,d txg 

ls nwljh txg o dbZ txg ys tk;k tk ldrk gSaA  

Paste (CTRL + V):-  bldk ç;ksx viuh QkbZy ds dWkih o dV fd;s gq, eSVj dks 
paste djus ds fy, fd;k tkrk gSaA 
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Paste From: - bldk ç;ksx viuh QkbZy esa dksbZ Hkh picture ykus o yxkus ds 

fy, fd;k tkrk gSaA 

Image:- 

Rectangular Selection: - bldk ç;ksx vius eSVj dks pksdksj #i esa 

select djus ds fy, fd;k tkrk gSaaA  

Free From Selection: - bldk ç;ksx vius eSVj dks freehand ls select djus ds fy, 

fd;k tkrk gSaaA 

Select All (CTRL + A): - bldk ç;ksx vius lkjs eSVj dks ,d lkFk select djus ds fy, 

fd;k tkrk gSaaA 

Delete (Det): - bldk ç;ksx vius select fd;s gq, eSVj dks delete djus ds 

fy, fd;k tkrk gSaaA 

Crop: - bldk ç;ksx viuh image dks crop djus ds fy, fd;k tkrk 

gSA 

Resize: - bldk ç;ksx viuh file, image dk size set djus ds fy, 

fd;k tkrk gSA 

Rotate: - bldk ç;ksx image dks laft, right, vertical, horizontal 
ls ?kqekus ds djus ds fy, fd;k tkrk gSA 

Tools:- 

Pencil: - bldk ç;ksx viuh painting esa dqN Hkh fy[kus 

ds fy, fd;k tkrk gSaA 

Fill With Colour: - bldk ç;ksx viuh painting ;k shapes esa  

dyj Hkjus ds fy, fd;k tkrk gSaA 

Text: - blds }kjk viuh painting esa dksbZ Hkh uke fy[k ldrs gSaA 

Eraser: - bldk ç;ksx vius fp= dks feVkus ds fy, fd;k tkrk gSaA 

Pick Colour: - bldk ç;ksx picture ls dksbZ dyj ysus ds fy, fd;k tkrk gSaA 

Magnifier: - bldk ç;ksx fdlh NksVh image dks cM+k djds ns[kus ds fy, 

fd;k tkrk gSaA 

Brush: - bldk ç;ksx fdlh Hkh Brush ls Ldsp dh rjg dk;Z 

djus ds fy, fd;k tkrk gSaA 
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Shapes: - bldk ç;ksx dksbZ Hkh 
shapes ysus ds fy, fd;k 

tkrk gSaA 

 

Outline: - bldk ç;ksx shapes ds outline dks set djus ds fy, fd;k 

tkrk gSA 

Fill: - bldk ç;ksx fill with colour ds colour dks set djus ds fy, 

fd;k tkrk gSA 

Colors: - bldk ç;ksx dksbZ Hkh colour ysus ds fy, fd;k tkrk gSA 

 

  

 

 

 

-:View:- 
 

Zoom:- 

Zoom In: - bldk ç;ksx viuh QkbZy ds lkbZt dks 

c<+kus ;k zoom+ djus ds fy, fd;k 

tkrk gSA 

Zoom Out: - bldk ç;ksx viuh QkbZy ds lkbZt dks ?kVkus ;k zoom- djus 

ds fy, fd;k tkrk gSA 

Show/Hide:- 

Ruler: - bldk ç;ksx ruler dks ns[kus vkSj fNikus ds 

fy, fd;k tkrk gSA 

Gridlines: - bldk ç;ksx viuh QkbZy esa lines ykus ds 

fy, fd;k tkrk gS ftldk print ugha fudkyk 

tk ldrkA 

 

Status Bar: - bldk ç;ksx status bar dks show and hide djus ds fy, 

fd;k tkrk gSA 
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Display: - bldk ç;ksx viuh QkbZy dks full screen ij ns[kus ds fy, 

fd;k tkrk gSA 

 

 

Short Commands In M.S. Paint 
 

Ctrl+A Select All 
Ctrl+C Copy 
Ctrl+E Show Image Properties 
Ctrl+G Gridline 
Ctrl +N New 
Ctrl+O Open 
Ctrl+P Print 
Ctrl+R Show / Hide Rular 
Ctrl+S Save 
Ctrl+V Paste 
Ctrl+X Cut 
Ctrl+W Resize 
Ctrl+Y Redo 
Ctrl+Z Undo 
Ctrl+F1 Minimçe Ribbon 

Ctrl++ All Tools Size Increase 

Ctrl+- All Tools Size Dencrease 

 

 

 

END Microsoft Paint 
 

 

 

NOTEPAD 

 
1. Start -----  All Program ----- Assocerries ----- Notepad 

(For Window – 7) 
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2. Window Key/            + R ----- Notepad ----- OK 

 
 

-:File:- 
 

 

New (CTRL + N):-  bldk ç;ksx dksbZ Hkh ubZ QkbZy [kksyus ds fy, 

fd;k tkrk gSaA 

Open (CTRL + O):-  bldk ç;ksx save QkbZy dks [kksyus ds fy, 

fd;k tkrk gSaA 

Save (CTRL + S):-  bldk ç;ksx viuh QkbZYk dks save djus ds fy, fd;k tkrk gSaA 

Save As:-  bldk ç;ksx viuh QkbZy dks vyx&vyx ukeksa ls  save djus 

ds fy, fd;k tkrk gSaA 

Page SetUp: -  bldk ç;ksx vius eSVj ds ist dk lkbZt o Margin lsV djus 

ds fy, fd;k tkrk gSaA 

Print (CTRL + P):-  bldk ç;ksx vius eSVj dks ist ij mrkjus ds fy, fd;k tkrk 

gSaA 

Exit (ALT + F4):-  bldk ç;ksx viuh Program dks cUn djus ds fy, fd;k tkrk 

gSaA 

 
 
 

 
 

-:Edit:- 
 

Undo (CTRL + Z):- bldk ç;ksx vius dVs eSVj dks okil ykus ds 

fy, fd;k tkrk gSaA 

Cut (CTRL + X):-  bldk ç;ksx vius Select fd;s gq, eSVj dks 

dkVus ds fy, fd;k tkrk gSa mlds ckn ml 

eSVj dks Paste ds }kjk ,d txg ls nwljh 
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txg o dbZ txg ys tk;k tk ldrk gSaA 

Copy (CTRL + C):-  bldk ç;ksx vius Select fd;s gq, eSVj dks Copy djus fy, 

fd;k tkrk gSa mlds ckn ml eSVj dks Paste ds }kjk dbZ 

nwljh txg ij Hkh ys tk;k tk ldrk gSaA 

Paste (CTRL + V):-  bldk ç;ksx viuh QkbZy ds dWkih o dV fd;s gq, eSVj dks 
paste djus ds fy, fd;k tkrk gSaA 

Delete (Det): - bldk ç;ksx vius select fd;s gq, eSVj dks delete djus ds 

fy, fd;k tkrk gSaaA 

Find (CTRL + F):- bldk ç;ksx viuh QkbZy esaa dksbZ Hkh word ;k character 
[kkstus ds fy, fd;k tkrk gSaA 

Find Next (F3):- bldk ç;ksx viuh QkbZy esa dksbZ Hkh word ;k character 

[kkstus ds ckn vxyk word ;k character [kkstus ds fy, 

fd;k tkrk gSaA 

Replace (CTRL+H): - bldk ç;ksx viuh QkbZy esa fdlh Hkh word ;k character dks 

cnyus ds fy, fd;k tkrk gSaA 

Go To (CTRL +G) :- bldk ç;ksx viuh QkbZy esa fdlh Hkh line ;k page ij tkus ds 

fy, fd;k tkrk gSaA 

Select All (CTRL + A): - bldk ç;ksx vius lkjs eSVj dks ,d lkFk select djus ds fy, 

fd;k tkrk gSaaA 

Date And Time(F5):- bldk ç;ksx viuh QkbZy esa date and time M+kyus ds fy, 

fd;k tkrk gSaA 

 

  



 

ATS FOUNDATION KASNA (Mob:- 8448958301) Page 8 

 

-:Format:- 
 

Word Wrap: - bldk ç;ksx ,d paragraph dks ykbZuksa esa 

rksM dj ns[kus ds fy, fd;k tkrk gSaA 

Font: - bldk ç;ksx vius Select eSVj dh Hkk’kk] 

lkbZt o LVkbZy dks cnyus ds fy, fd;k tkrk gSaA 

 

-:View:- 

 
Status Bar: - bldk ç;ksx status bar dks hide, unhide djus ds fy, 

fd;k tkrk gSSaA 

 

RESUME 

Name    :  XYD 

Father’s Name  :  Mr. ABCD 

Date of Birth  :  01/01/2000 

Address   :  Kasna, Greater Noida 

      Distt – Gautam Budh Nagar 201310 

Qualification  :  10th Passed from UP Board in 2016 

      12th Passed from UP Board in 2018 

Computer Skill  :  Basic Computer 

Gender   :  Male/Female 

Language Knowledge :  Hindi & English 

Marital Status  :  Unmarried/Married 

Religion   :  Hindu 

Date  :……………. 

        (ABC) 

Place…………. 
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Short Commands In Notepad 

 

Ctrl+A Select All 
Ctrl+C Copy 

Ctrl+F Find 
Ctrl+G Go To 
Ctrl+H Replace 
Ctrl+N New 
Ctrl+O Open 
Ctrl+P Print 
Ctrl+S Save 
Ctrl+V Paste 
Ctrl+X Cut 
Ctrl+Z Undo 
F3 Find Next 

F5 Date & Time 

Del Delete 

 

 

END Notepad 
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WORDPAD 

 
1. Start -----  All Program ----- Assocerries ----- Wordpad 

(For Window – 7) 

2. Window Key/            + R ----- Wordpad ----- OK 

 
 

-:File:- 
 

 
New (CTRL + N):-  bldk ç;ksx dksbZ Hkh ubZ 

QkbZy [kksyus ds fy, fd;k 

tkrk gSaA 

Open (CTRL + O):-  bldk ç;ksx save QkbZy dks 

[kksyus ds fy, fd;k tkrk gSaA 

Save (CTRL + S):-  bldk ç;ksx viuh QkbZYk dks 

save djus ds fy, fd;k 

tkrk gSaA 

Save As: -  bldk ç;ksx viuh QkbZy dks 

vyx&vyx ukeksa ls  save djus ds fy, fd;k tkrk gSaA 

Print (CTRL + P):-  bldk ç;ksx vius eSVj dks ist ij mrkjus ds fy, fd;k tkrk 

gSaA 

Print Preview:-  bldk ç;ksx vius eSVj dks ist ij mrkjus ls igys mldk 

gqfy;k ;k çfr#i ns[kus ds fy, fd;k tkrk gSaA 

Page SetUp: -  bldk ç;ksx vius eSVj ds ist dk lkbZt o Margin lsV djus 

ds fy, fd;k tkrk gSaA 

Exit (ALT + F4):-  bldk ç;ksx viuh Program dks cUn djus ds fy, fd;k tkrk 

gSaA 
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-:Home:- 
 

Clipboard 

Cut (CTRL + X):-  bldk ç;ksx vius Select fd;s gq, eSVj dks dkVus ds 

fy, fd;k tkrk gSa mlds ckn ml eSVj dks Paste ds 

}kjk ,d txg ls nwljh txg o dbZ txg ys tk;k tk 

ldrk gSaA 

Copy (CTRL + C):-  bldk ç;ksx vius Select fd;s gq, eSVj dks Copy djus fy, 

fd;k tkrk gSa mlds ckn ml eSVj dks Paste ds }kjk dbZ nwljh 

txg ij Hkh ys tk;k tk ldrk gSaA 

Paste (CTRL + V):-  bldk ç;ksx viuh QkbZy ds dWkih o dV fd;s gq, eSVj dks 
paste djus ds fy, fd;k tkrk gSaA 

Paste Special: - fdlh nwljs formatting esa paste djus ds fy, bldk ç;ksx 

djrs gS ;g paste dh rjg dk;Z djrk gSaA 
 

 

Font 

Font: - bldk ç;ksx vius (Select) eSVj dh 

Hkk’kk] LVkbZy]] LVkbZy] lkbt] dyj o 
Superscirp (X2, 22), Subscript 

(H2o, H2So4) cnyus ds fy, fd;k 

tkrk gSaA 
 

Paragraph 

Paragraph: - bldk ç;ksx vius eSVj dks 
left, right and centre ls 

set djus o Bullet yxkus ds 

fy, fd;k tkrk gSaA  
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Insert 

Picture: - bldk ç;ksx vius ist esa dksbZ Hkh picture ysus ds fy, fd;k 

tkrk gSaA 

Paint Drawing: - bldk ç;ksx vius ist esa dksbZ Hkh Drawing ysus ds fy, fd;k 

tkrk gSaA 

Date And Time: - bldk ç;ksx viuh QkbZy esa date and time yxkus ds fy, 

fd;k tkrk gSaA 

Insert Object: - bldk ç;ksx viuh QkbZy esa fdlh vU; çksxzke dks [kksydj mlesa 

dk;Z djus ds fy, fd;k tkrk gSA 

Editing  

Find (CTRL + F):- bldk ç;ksx 

viuh QkbZy esaa 

dksbZ Hkh word ;k character [kkstus ds fy, fd;k tkrk gSaA 

Replace (CTRL+H): - bldk ç;ksx viuh QkbZy esa fdlh Hkh word ;k character dks 

cnyus ds fy, fd;k tkrk gSaA 

Select All (CTRL + A): - bldk ç;ksx vius lkjs eSVj dks ,d lkFk select djus ds fy, 

fd;k tkrk gSaaA 

 

-: View:- 

Zoom 

Zoom In: - bldk ç;ksx viuh QkbZy ds lkbZt dks c<+kus o zoom+ djus 

ds fy, fd;k tkrk gSA 

Zoom Out: - bldk ç;ksx viuh QkbZy ds lkbZt dks ?kVkus o zoom- djus 

ds fy, fd;k tkrk gSA 

Show/Hide  

Ruler: - bldk ç;ksx ruler dks ns[kus vkSj fNikus ds fy, fd;k tkrk gSA 

Status Bar: - bldk ç;ksx status bar dks show and hide djus ds fy, fd;k 

tkrk gSA 

Settings 
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Word Wrap: - bldk ç;ksx ,d paragraph dks ,d line esa ns[kus ds fy, fd;k 

tkrk gSaA 

Measurment Unit - bldk ç;ksx vius Rular ds Measurment Unit Change djus 

ds fy, fd;k tkrk gSaA 
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Short Commands In Wordpad 
 

Ctrl+A Select All 
Ctrl+B Bold 
Ctrl+C Copy 
Ctrl+D Open Painting 
Ctrl+E Alignment Center (Paragraph) 
Ctrl+F Find 
Ctrl+G Go To 
Ctrl+H Replace 
Ctrl+I Italic 
Ctrl+J Alignment Justify (Paragraph) 
Ctrl+L Alignment Left (Paragraph) 
Ctrl+N New 
Ctrl+O Open 
Ctrl+P Print 
Ctrl+R Alignment Right (Paragraph) 
Ctrl+S Save 
Ctrl+U Underline 
Ctrl+V Paste 
Ctrl+X Cut 
Ctrl+Y Redo 
Ctrl+Z Undo 
Atl+F4 Exit 

Ctrl+Shift+> Align Size Increase 

Ctrl+Shift+< Align Size Dencrease 

Ctrl+Shift+= Superscript 

Ctrl+= Subscript 

 

 

 

END Wordpad 
 

    


