M.S.PAINT

1. Start ----- All Program ----- Assocerries ----- Paint
(For Window -7)
2. Window Key/ (@3 + R ----- MSPAINT ----- OK
Fil Mazximize
Title Bar Minimize  \Close
@l | ld ) 7[5 = | ntitled - Paint \L \ &
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New (CTRL + N):-

Open (CTRL + O):-

Save (CTRL + S):-

Save As (F12):-

Print (CTRL + P):-

Print Preview:-

Page Setup:-

Exit (ALT + F4):-

Clipboard: -
Cut (CTRL + X):-

Copy (CTRL + C):-

Paste (CTRL + V):-
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-:File:-

BT AN BIS WY 7 BEd o @ forg fbar simar €|
Wmsavemiﬁ@aﬁf%mmwgl

SIDT TANT 3T+ BISeT DI save A D fog fbar Srer 2 |

SODT AT 3T BIgl. DI ATT—3T 1 & save B
& forg far o €|

SHBT TANT 39+ A &Y U IR SaRe & fore fbar <irar €
I U1 &I |Igsl 9 Margin 9 &1 @ forg far smar &

SHGT WANT 309 AcX Dl U6 W SaRT 4 U STa
gforam a1 uferey <&q & fog faan Smer €

SHPI JANT S0+ HeX & Usl Bl Higol @ Margin 9 &:A
o forg e smer 21

SHBT AT 39l Program &1 9% &34 @ forq fasar <mar
g

-:Home:-

ST WA U7 Select & g #eX @1
®leq @ fow fbar o € S9a 919 S99 AR g “"HWF

SR TERIESTRIESTT SO R g v

BT WANT U Select 5 §¥ #ex @1 Copy &<+ forg

forar wiraT € S 91€ S99 A &I Paste & gRT U S8
¥ SH S8 G $§ 1T of oIl S 0ol @ |

SHST WANT S0 BISd & DA T B ST Y AR @l
paste &%= & forq fam < 2|
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Paste From: -

Image:-

Rectangular Selection: -

Free From Selection: -

Select All (CTRL + A): -

Delete (Det): -

Crop: -

Resize: -

Rotate: -

Tools: -

Pencil: -

Fill With Colour: -

Text: -

Eraser: -

Pick Colour: -

Magnifier: -

Brush: -
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DT TANT Ol B ¥ DI A picture A 9 A &
fog for ST 00

= Crop
] Resize
Select

ST VAT oY dex P AR G § | ‘
select &< & foru foar < ar &1 :

SHDT RN U4 Ak @I freehand A select &*1 & forw
forar s £

SHHT YANT U GR Ak DI T 91T select 37 & forw
fopar <t 2

BT YT 3 select fHd gU AR @1 delete &1 @
ferg foran wimar 21

?‘cﬁrmaﬁimageﬂﬁ crop &1 @ forg famar sram
|

SH9BT UANT 39+ file, image @71 size set ¥7 & forg
o Sirar 21

ST W4T image @1 laft, right, vertical, horizontal
| gAH & HXA @ forg fbar i 2 |

$HBT WANT U painting § §8 W for@m [ A
& forg fam e €| s 7Q

BT TANT SUAl painting I1 shapes # | 1oos
PN WX B forg fouar <mar &1

U@ §RT U1 painting ¥ ®1F 9 79 forg Faa €|
SHGT AT 394 7 & M @ fore favar wiar €|
SEHT JANT picture | P HoRk o @ forg fbar mar |

ST TN & B image @ 9T *X® d@T @ forg
foar e € |

s9hT TN fdY ft Brush 9 o9 &1 @RE & G
B @ forg far siram & =
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Shapes: -

Zoom: -

Zoom In: -

Zoom Out: -

Show/Hide: -

Ruler: -

Gridlines: -

Status Bar: -

Bl TRRT ?ﬁ?g: | N/ OO0 A A «| [ Outline

shapes o9 & o fear DO O OD A% - s
ST & | U+ %00 Os

Shapes
SH®T T shapes @ outline &1 set &4 @ fog faar
ST 2 |

g1 AT fill with _colour @ colour @1 set &9 & forv
far Smar 2

96T YANT BIs A colour &9 & fou fvar wmar 2 |

] EENEE EEEE g
oror | ooy I |
|2 LD IEIE I cotors

-:View:-

SHDT. TANT YAl BIsel D HIgST Pl =
m%%mzoom+mﬁi%mﬁm 3%%
(ﬂTETT | in out 2%

Zoom

SIDT TN U BISel D QIS Bl TSH AT zoom- HIA
3 o forar omar 2

$96I YANT ruler @1 @A AR BUH &
f?HTI fa5!IT STl i% | Rulers

Gridlines

XSGl WT m 'EF@?[ 'ﬁ|‘ lines aﬁ EB- | status bar
forg famam mar & Rrear print 7€ ferar oo
T T |

S96T AT status bar @ show and hide &7 & forg
fam Sirar 2
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Display: - THBT AT T BIEd @I full screen R @9 & forg
fpar Sirar 2|

Short Commands In M.S. Paint

Ctri+A Select All
Ctrl+C Copy
Ctrl+E Show Image Properties
Ctrl+G Gridline
Ctrl +N New
Ctrl+0 Open
Ctrl+P Print
Ctrl+R Show / Hide Rular
Ctrl+S Save
Ctrl+V Paste
Ctrl+X Cut
Cirl+W Resize
Ctri+Y Redo
Ctrl+Z Undo
Ctrl+F1 Minimge 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/ § ,_-, N+ R ----- Notepad ----- OK

-:File:-
New (CTRL + N):- SIDT TANT BIs A -8 BISd @l & ﬁrq
Open (CTRL + O):- ST AN save BiEd F @ie & g
e i €1
Save (CTRL + S):- TIDT TN YT BISA Bl save HA P feg foar Sirar € |
Save As:- TIPT TANT U BISd bl T3 - A save HIA
o forg faram s €1
Page SetUp: - BT JART 399 #SX & U &1 Wigol 9 Margin 9 &
o o forar omar 2
Print (CTRL + P):- SHHT YN U Hex Bl U R SaR+ & forw foear siar
gl
Exit (ALT + F4):- ST JANT 31U+l Program &1 9 &% & fog farar smar
gl
—Edit:-
Undo (CTRL +2):  SE&T WAIT 30 B Nex BT G0 oI @ oo e o v s
fore fpar irar €1 S
Cut (CTRL + X):- DT AN 39 Select fHA gY #ex A1 R
P ® forv fPar orar € S 91§ 9 o
feX @1 Paste & N (& T8 0 g0 v s
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SHTE 9 BE S8 of ST Sff HabdT € |

Copy (CTRL +C):-  TE®I JANT 39+ Select fHd T #eR @1 Copy &< forg

foar Sirar & 99 9 99 ¥R 9 Paste & ERI Ps
TEY S8 W W o ST S | 2 |

Paste (CTRL +V):-  E®I JANT AUl Blged & dUT 9 He B gL AR Bl

paste HRA & fog fam wirar 2 |

Delete (Det): - SHST TN IUA select fHd g AT @1 delete &1 &
fore fosar wirar € |

Find (CTRL + F):- SHBT AT AU Brsd H dis M1 word I character
Qo @ fore fovar e € |

Find Next (F3):- SOBI YRANT 3O BlseT & dis W word AT character
@oH @ §1€ 3Tl word I character o & forw
far wirar &

Replace (CTRL+H): - 9T WART 39T Bisol & fodl ¥t word A1 character @1
e & forg v wirer & |

Go To (CTRL +G):= ' TH®T HANT U Wiged # fbal ¥ line AT page W &1 &
fore foam wirar € |

Select All (CTRL + A): - SH®T JINT U1 HR Hex Pl U A1 select =1 @ forw
fPar Sram g |

Date And Time(F5):- SE®T WART 9+ Bt 4 date and time Sio™ & forQ
foraT et 2 |
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-:Format:-

Word Wrap: - SH®T W U& paragraph &1 g+ #
s &R o & forv far <mar &1
Font: - S9HT WANT 3 Select #eX & w9,

S 9 WIS @ 98 & fov far e €1

-:View:-
Status Bar: - S9PI VAN status bar &1 hide, unhide &= & fou
farar <mar €|
RESUME

Name s XYD
Father’s Name : Mr. ABCD
Date of Birth : 01/01/2000
Address : Kasna, Greater Noida

Distt - Gautam Budh Nagar 201310
Qualification s 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 s Hindu
Date t.ccceecceccecces

(ABC)

Place..ccecceccces
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Short Commands In Notepad

Ctrl+A Select All
Ctri+C Copy
Ctri+F Find
Ctrl+G Go To
Ctrl+H Replace
CtrI+N New
Ctrl+0 Open
Ctrl+P Print
Ctrl+S Save
Ctrl+V Paste
Ctrl+X Cut
Ctri+Z Undo
F3 Find Next
F5 Date & Time
Del Delete
END Notepad

ATS FOUNDATION KASNA (Mob:- 8448958301)

Page 9



WORDPAD

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

-:File:-
New (CTRL + N):- DT PI'Cﬂ"T aﬁg Qﬂ' :I_sf. T e
T @em @ fag fear - I
ST 8 I o
=P
Open (CTRL + O):- = SH®I AN save BIgcl @l | = ==
e @ fore foar smem €1~ -
Save (CTRL + S):- THT JANT ST BIgel Bl o
save &1 @ fog fear @
ST B | b=
Save As: - SHST JART 3O BIgel DI

ITNT—3IeT ST | . save d= o forw fHam <imar € |

Print (CTRL + P):- ?ﬁrmaﬁﬁaaﬁﬂawwzbmﬁﬁmw
|

Print Preview:- SHGT WART 309 X &l U9 W SaRT 9 U SHal
gforar a1 wfoey <@q & forg faar i 21

Page SetUp: - ST WART U #eX & U &1 AIgol @ Margin 9 &%
o forg fovar omar €1

Exit (ALT + F4):- SEPT ART  3UAl Program &1 < &1 & forq fanar S
g
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Clipboard
Cut (CTRL + X):-

Copy (CTRL + C):-

Paste (CTRL + V):-

Paste Special: -

Font

Font: -

Paragraph

Paragraph: -

-:Home:-

SHPBT WART 30 Select fd gY AR & o © EME~
forg fabar <irar & SS9 91C S99 AexX DI Paste & - -
mvzm@wﬂmaaﬁwéww
e

DT AT U Select &3 g #ex @1 Copy &+ forg

b i1 € S 915 S9 AR Y Paste B GRT B TR
O W W & ST S T ® |

SHDT WART AU Bigel @ DY 9 He fHA g AR A
paste TR & fog foham S 2 |

f&eh gER formatting ¥ paste 7 & forg sH&T WM
A § T8 paste @ WRE BRI I |

SHPI TN U+ (Select) AR 3 gy
ATy, IR, ¥CIRe, A9, PR I [ -~
Superscirp (X2, 22), Subscript ..
(Hzo, H2S04) d5e« & fow far

ST 8 |

left, right and centre & || o T, L T AT ZEELE
set A T Bullet M & ™~
foru frar wirar &1
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Insert

Picture: -

Paint Drawing: -

Date And Time: -

Insert Object: -

Editing
Find (CTRL + F):-

Replace (CTRL+H): -

Select All (CTRL + A):

Zoom

Zoom In: -

Zoom Out: -

Show/Hide
Ruler: -

Status Bar:-

Settings
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= A = @
Picture

aaaaaaaaaaaaaaaa

SEPT TENT ST Uot ¥ B A picture I B Ry fean
ST § |

@
~
F
R
[+
[m] s
([
i
1

I

SHPT AN 39 U § DIg AT Drawing o1 & fog faa
ST € |

SUDT VAT 39 BIsl # date and time oMM & forq
forar s £

SADT T U BIsel H BN 3T WUTH B Wiadh: SHH
B P D fog fHar Sirar 2 |

| | Document - WordPad
rome | view
Ij ¥ cut A —-] _f @ }3 FFFFF
s-\q$| cor b OF EO WL s pepiace
PPPPP B I U ahe |2~ A E=E == F
AT IS - Faragran e cating

318 41 word AT character Eﬂvﬁ 9 forg fosar wimar €

SIDT YANT 319+ BISel & fpsir W word AT character @1
o[ @ oW foan S €|

- 39PT YANT U IR HeX Bl Uh A1 select o391 & forw

e <irer 21

. View:-

SHBT VAT AT BISA & IS DI 9¢M
@ fog forar omar 21

TIDT TN U BIS & AISS DI IS 9 zoom- HIA
@ o forar omar 21

Zoom+ P

S9BT AT ruler @ <@+ 3R BuM & v fear omar 21

S9BT WANT status bar BT show and hide & & fow famar
ST 2
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Word Wrap:- SHHT TART Uh paragraph &1 T line # <@« & fog fear
SICUES

Measurment Unit- 9T WART 399 Rular @ Measurment Unit Change B
o forg far <imar €|
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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+] Italic

Ctri+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

Cirl+Y Redo

Ctri+Z Undo

Atl+F4 Exit

Ctrl+Shift+> Align Size Increase

Ctri+Shift+< Align Size Dencrease
Ctrl+Shift+= Superscript

Ctrl+= Subscript

END Wordpad
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