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1.

Draw Straight line

qidt line @ :-

To draw a Straight Line, Hold down the shift key and draw a line.
Shift key @I zam@X line Draw &% ® g8 didi Draw @it 2

Draw Perfect Shape/Symmetrical shape

Perfect Shape/Symmetrical shape Draw &3 -

To draw a Perfect Shape, Hold down Shift key & draw the shape.

Shift key I s/t HE &t Shape Draw &1 T a8 Perfect Draw &t 21
Control Eraser Size

Eraser &7 Size Control &1 -

cel v |+| =2 Increase the Eraser Size.

Eraser & Size €[ &l 2|

crl F [ -1 = Increase the Eraser Size.

Eraser & Size e 81T &
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4. To make the outline of Shape thicker or thinner
Shape @ Outline & #ier a1 JaaT HET -

a. |crl [+|+| =2 The shape’s outline is thick.

Shape % outline Tt &t 81

b. [an H[-] = The shape’s outline is thin.

Shape @t outline gdcit =ikl 21

5. Curve Tool :- |o/
Drawing curve line using this tool.

=q Tool & &r1 &9 Curve line Draw &3d 2 59 -
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6. Magnifier:- | Q
With this tool, we zoom-in or zoom-out the page.
zq Tool @ &9 Page @& Zoom-in (s5=1) a1 Zoom-out (8e1) #G 2|

7. Undo Ctrl+ 2
To g0 back one or more steps, we use the undo option.

% 1 %5 Step @ 9 & W Undo Option & J&°T X 2

8. Redo Ctrl+Y
If we have gone back several steps using the Undo option, then we can

repeat the same action using the Redo option.
ais Undo Option & TR & %2 Step f® I@ @ ® d Redo Option & aRT &9 I

F& B Repeat T d&d Bl
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9. Text Tool :-|A
We perform typing on the page using this tool.
zq Tool % &)1 &9 Page w® Typing & #& &d 2|

a. Font Family Calibri (Bedy) — ~
We change the writing of the text using this option.
g9 Option & a7 &9 Text @ Writing @ Change & 2

b. Underline |u
It adds an underline below the text.
7g Option Text % &= @& Underline SiEar 2

c. lItalic |I

We slant or italicize the text using this option.
=q Option % & &7 Text & @1 &4 &l
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d. Bold (B

We make the text bold or darken it using this option.
zq Option & = 89 Text & @er (Dark) & ®

e. Font Size |11 ~

We change the size of the text using this option.
=g Option & zm =v Text @t Size & Change & 2
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10. Select Tool :-
Using this tool, we perform selection on the page, and after selection, we
can make the following settings.
g9 Tool & 311 89 Page # Selection @1 &M@ #Xd & X Selection & a7 89 =

Setting ¥ T&d &-

a. We can resize (make larger or smaller) the selected area.
Selected Area @ Resize (S521 a1 Blel) X T &l

b. We can delete the selected area by pressing the Delete key.
Selected Area @ Delete key z&@t Delete #X d&d Bl

c. We can move the selected area.
Selected Area @ move & H&d 2l

d. Select all (Ctri+A)
It selects the entire area on page.
74 Area & Select & B
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e. Invert Selection
Reverse the current Selection.

St Area Select 2t & 39 B8 &< sl Area Select & S B
f. Transparent Selection

The background color of the selected area is not selected.
St Area Select 2iar ® 3@& Background @1 Color Show & 2 2
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11. Copy (Ctrl + C) — Paste (Ctrl + V):-
Using this option, we can create a duplicate copy of the selected area.
zq Option & &1 Selected Area @ & Duplicate Copy TR & & &l
15t Method

a. With the select tool, we select the object that needs to be duplicated.
Select Tool & 38 Object @i Select #xa ® s Duplicate T &1ar &
b. After making the selection, click on the copy button or press the shortcut

Ctrl + C.
Selection & &€ copy button T click &t a1 shortcut Ctrl + C Press &%

c. After copying, click on the paste button or press the Ctrl + V keys to paste.
Copy & & §§ paste button WX click ®& & shortcut Ctrl+V press &R
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25t Method

. With the select tool, we select the object that needs to be duplicated.
Select Tool & 39 Object @i Select #xa & @@ Duplicate &1 2iar B

After selecting, hold down the Ctrl key and move the selected area.
Select #7 % o1& Ctrl key @ =X 39 selected area @ move HX

A duplicate copy of the selected area is created.

39 selected area @ & duplicate copy TR & il Bl
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12. What is Paint?
Paint =1 87
Paint is an application (app) that we also call software or program.
Software = Program = Application (App)
Paint ©® application (app) & @ &1 software a1 program it #&q 2
Software = Program = Application (App)

13. Some Application Name
%8 Applications & - :-

1. Paint 6. Ms-PowerPoint
2. Notepad 7. Photoshop

3. Word pad 8. CorelDRAW

4. Ms-word 9. Tally ERP9.0
5. Ms-excel etc.
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14. How to create file?

15.

File 3§ swar 8?

After working on any application, we save it to the computer. Thus we
create files.

el «ff application (app) & work X & 9”& &7 I8 computer ¥ store &d &l I B
g9 file #&a 2

What type of file?

File g type 3t <0t 2:-

Files of different types are created from different applications.

a. File created from Paint app - Picture/Photo/Image

b. File created from Notepad or Wordpad -Text or document

ATT-oTT application § -3t type @t file s=at &1 Ex.-

a. Paint 9 s file - Picture/Photo/Image

b. Notepad a1 wordpad & &t file - Text or document
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16. What does a file contain?

17.

File & =1 aam 87

A file contains data or information. Data means, collection of information
about any things. Ex. Name, father’s name, mob no, address etc.

File # data =1 information store @ 81 Data & o7 f6dl & s & @R &G
a9- Name, father’s name, mob no, address &

What type of file?

File g type 3t <0t 2:-

Files of different types are created from different applications.
a. File created from Paint app - Picture/Photo/Image

b. File created from Notepad or Wordpad -Text or document
ATT-oTT application § -3t type @t file s=at &1 Ex.-

a. Paint 9 s file - Picture/Photo/Image

b. Notepad a1 wordpad & &t file - Text or document
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18. File & Folder

File folder
Data or
information - File folder
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