1. (Save File in computer at the given location)
File # #7eX ¥ R g ADI W T M-
a. Desktop @wem)
FHYEX A BN W SN b AR & 3@ SWheM Fed &
First Screen show desktop location when we power on the computer.

b. Document (SEFR=)
98 fSWice BANl SERAYE TRY & BRA SEGHYC I dibdd W 'R Bl 81 5
dlclE, gSus A1 UH.UE.SMhE Txilhad & BRd 6l 99 & ) a8 30 319
SEAYE gl dlhdd ) ®R Bl 8l
By default, our document file store in the document location. Like
- Notepad application, WordPad application, MS Word application.
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c. Picture ()
fpell off ek &l 89 B X I8 ScHied e ad debge 9 89 8iar & oi-
Paint application ar Photoshop application #i ®Ea # 99 HH W I8
a o Pictures amr diees 9 WX & o
By default, our picture type file store in the Pictures location. Like
Paint application, Photoshop application etc.
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d. Local Disk (C:) or Local Disk (D:)

FHYX FHl BIS [ N 9N § 97 Bl & 39 (eMebal fewh) Local Disk a1 (grd) Drive el
Srar ® si\-Local Disk (C:) or Local Disk (D:) , 7@ (qvwic{) Computer or This PC g™
) f/Ts # W R@mar 81 Desktop, Picture, Document &t Local Disk (C:) & & qr¢ &
Tl U SWhelY W HEd W@ T Local Disk (C:) & #=ar 31 @R fefeie & @ Local Disk
(C:) & & fefere & &l

Divided parts of computer Hard Disk is called Local Disk or Drive. Ex- Local Disk
(C:) or Local Disk (D:) or (C:) Drive or (D:) Drive, The Drive or Local Disk is show
when we open the Computer or This PC icon. Desktop, Picture, Document are part

of Local Disk (C:), means if we fill-up or save file in desktop location, the (C:) Drive
is Fill-up.
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3 g Location &5 This Pc ¥ @R 39 2l

s

Desktop
Document
Picture = 3 g (c: drive) & part 2
Music

Videos
Downloads —

Local DiSk(CI) __ g Computer ¥ Hard disk 2 part ¥
Local Disk(D:) T (divide) ®i

VVVYVVVVY
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2. File and Folder
(wrRw iR Biwey):-

a. File (%= )
BEA § a1 A THRAIN WK @dl &l 98 3¢ A1 TARRAIN 309 BEd a1 ofe
®Ed 8 qar &1 Paint application & zrr st Drawing SR &#geX § ®R
A © 34 BEd Fed & AR e File Image Type @i &<t &

In file Data or information is stored. This Data or Information file is Image
File/Text File/mp3 file or etc.

b. Folder (de)
BIeeX U HreX (J19) i <8 Bidl & T Bied a7 Biesy Hl @R & @l Sl ol

Folder is like a container, in this container we can store file or folder.
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3. (ldentity of File & Folder)

File and Folder & wa™ &wr:-
a. BEA I Bl T TS H TEC [ Bk Properties sres & e X ol

Right click the mouse button on the file or folder and select Properties

option.

h. S8 ®Ea & wiesy w Properties @ t& sE@rT a o+ i & frad Type of File or

Type o= 2 2
A dialog box appear, in this dialog box show Type of File or Type option.

CENTER FOR COMPUTER TRAINING
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c. ak Types @ig File Folder Show #xar ® @@ a& Folder weamr 2

If icon is folder show file folder in the Type option.
d. =ik Type of File % @~ Application & 99 ik Extension Show @ & @@ a& File

HEAT oI3T4-
If icon is file show Application name and extension in the Type of file option.

Example:-
Type of file: PNG file (.png)

| |

File type File Extension

Tye of file: Microsoft word Document (.docx)

|

File type File Extension




4. (Renaming File/Folder)
File ar Folder =1 s;m Change &% :-

a. B I Hiest R R F S9 Yade i & B F2 button Press #xd & wEd
I HiceL 1 A BRARe 8 ol & oue sie Backspace ar Delete sew & M
P HIC B 991 I BT HA & SN 3°® a6 Enter se I9 #X 39 © @ 39 File
a1 Folder % areY 7@ #X 34 &

Click the mouse left button on the file/folder to select it and then press F2
function key. The file/folder name is highlighted, cut this name by using
Backspace or Delete key and type new name for the file/folder and then
press enter key or click outside of this file/folder.
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OR

b. wEwT a1 Betr W =9 & Right Click #&% Rename o9 « e & #
BHEd AT BiceY 1 A eRaEe 8 S @ Iua s Backspace ar Delete ses @
A @l HE HY TGN AH TEY HA & AR IGb 95 Enter e 09 FX I T A 39
File 7t Folder & smx f® &Y 3d &l
Right click the mouse button on the file/folder and select rename
option in the list. The file/folder name is highlight, cut this name
by using backspace or delete key and type new name for the
file/folder and then press enter key or click outside of this

file/folder.

Near State Bank, Nahar Road Mob : 9935175666, 9450975035



OR

C. HRA A Biesy W [Feh Fb 39 g Hid & [hal off BEd o HieeY 7 & e 21
g % Iq6 ICON 3R TEX IHH M Bl & Igh M W LGN kb w4
B T BIcST H AW SRARe & S & gus sk Backspace ar Delete sew ¥
AT &l HIE H 797 A9 BT HA & X Igb 915 Enter g7 99 F 3q ' A 39

File 1 Folder % =Y % &< 3d @

Click the mouse left button on the file/folder to select it. Any icon have two
parts ICON and their name, click the icon name, The file/folder name is
highlight, cut this name by using backspace or delete key and type new

name for the file/folder and then press enter key or click outside of this
file/folder.
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5. (Deleting File/Folder)
File or Folder =t Delete &tm:-

a. BRA I Hieel X [k B 39 dade wd & e d-ae 9 Delete button
Press #xd & @& Confirmation srert &+ &iar 81 Sad Yes WX fkie &t
BEA A HiesT fSdle B ol &1 Bied a1 Biee} fsiae st Recycle Bin § siar 8
Click the file/folder icon to select it and then press the Delete key
from the keyboard, a confirmation box appears click yes command
to delete the file or folder. The deleted file/folder is stored in the

recycle bin.
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OR
b. wEa a1 Biest W #ed & Right Click &% @ w6 Pop-up #=g s 2 2
e Delete s @ e X 30 81w Confirmation st s Bir &l

frad Yes X fods # X B a1 e fSdic & Sl 81 Bied a1 hies] ffae
gy Recycle Bin & s 2

Right click the mouse button on the file/folder, a popup menu appears,
select delete option in the list. A confirmation box appears click yes
command to delete the file or folder. The deleted file/folder is stored in the
recycle bin.
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Note:

gt fefee wxa @@ confirmation @ s open =& 2.l

B -

Recycle Bin & 3

ER

T W T

Ol n

N

T b —2> Pro

g f

nerties

AT & Tode &Xa & recycle bin properties @ s@@m s open

g & forad display delete confirmation dialog @ 3% #@ M

& F9T TR OK 9X foRep &

3d el
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6. (Permanent delete File/Folder)
File a1 Folder % =aam % fw delete s

BEA AT Bicel IX [ die o9 dade dXd & e Shift+Delete button Press
i gl 'k Confirmation s o+ &ir 31 Fed Yes R ks i W %Ed
71 wieex Permanent delete & st ®, a8 Recycle bin & & S a8 &8 &

fe delete &1 Sam 21

Click on file/folder to select it and then press Shift+Delete key. A
confirmation box appears, click yes command to delete the file or folder. The
deleted file/folder is not stored in the recycle bin.
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7. (Restore File/Folder from Recycle Bin)
File It Folder @t Recycle bin & ama @1 a1 Restore &m:-
Recycle bin &1 smEse swhew X RRei 3ar &1 B@ open &= © Delete %

g% W a1 hieeX @ s o File @ Folder @& Recycle bin & amw& @ &
for wed @ Hiesx & icon w® mouse & Right Click & restore @ click
#xd &1 delete = g3 file Restore 8@ Ul e WX a9y Il St & o
awe & a8 delete g8 &xit B

Recycle bin program is show in the desktop. When we open the recycle bin

program all deleted file is stored in that location. To get back or restore the
deleted file in recycle bin, right click the mouse button in the file/folder icon
(in opened recycle bin program) and select restore option. The deleted file is
restored at that location where location is deleted.
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8. Creating New Folder- (Ctrl+Shift+N)

New Folder ssmr ar Create s (Ctrl+Shift+N) :-
a. @l e ) a9 & Right Click — New— Folder, New Folder 1M &

U SMEHM (HIeeY) BAR ThHIF T ST Sl &, e 9 G8a & New Folder g
el

Right click the mouse button at the blank area and select New—> Folder, a
new icon appears on screen and that name is New Folder.

b. Backspace or Delete Button & 3& Folder @ «™ @e & a1 = Type
b Enter button 39 #ta ® a1 mouse ¥ 39 st & aeX click &t 233 2

Press backspace or delete key to delete the name of folder and then click

outside of folder name or press enter key.
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9. (Change the Folder Icon)
Folder s Icon change %% :-

a. Folder w #a @ Right Click &t & ws fore open g 81 fred Properties s &t
JAFe B B
Right click the mouse button on the folder icon and select properties in the

context menu.

b. S8 wikex & Properties & t% SH@M ad S i &1 e Customize Tab « R
#d & sud a& Change icon & sew w Click #xa & Change icon @ @@ s
aue & 21 frad Folder & Icon & Select & & ik ok Button @ Click &t 239 21
EAR IceT Bl SZHM o=f & ol ol

The folder properties dialog box appear click customize tab and then select

change icon button. A new dialog box appears choose the icon of folder and

then click ok button. '
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10. (Change the System Date and Time)
System s Date ik Time change &< :-

Notification Area e/paR & right & ke a1 & oIk Notification Area # g Date
Ax Time I+t ke’ 3@ &1 Date ik Time & change &\ & T control panel &
program @& Open & & X 39 Date ik Time % icon W /& & 3q & date &
Time @ dialog box open & ST &1 3% a& change date & Time « &% #& date
& Time 3+t change &% 2

Notification area that located on the taskbar, show date and time. To change

the date and time, click start button > control panel = click date and time
option. The date and time dialog box appear. Click change date and time

setting button, a new dialog box appear that name is date and time setting,

here we can change the date and time.
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11. (Show/Hide Taskbar)
Taskbar # Show a1 Hide &% ;-

a. Taskbar zar Computer Window # ®s& 9 @@ aar & start button @ge 3 qen
Notification area ¥Ec dEe ¥ 2l g1 SRR AT B @@ oM ard 9™ & Taskbar & €= 1

pin &< R smar g1 Program or Application & Minimize &= w® @& Shrink g

Taskbar ox @@ s 2

Taskbar is show at the bottom of our computer window. Start button is show at the left side
and notification area is show at the right, in the middle of taskbar most usable program is
pin. When program/application is minimizing, this program or application is shrink and
stored at the taskbar.

b. Taskbar ©x aeq &1 Right Click &% Taskbar Setting—Automatically hide the

taskbar &féT &t on % 3a 8 gAwr taskbar Hide & sirar 2
Right click the mouse button on the taskbar and select the taskbar setting, on the setting of
automatically hide the taskbar, our taskbar is hidden.
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12.(Change the Location of Taskbar)
Taskbar @ Location change & :-

a. Default Setting # taskbar ws@ #= e aar 8 S&& Location &1 Top, left ar

right & set &t @& &l
By default, the taskbar show at the bottom of computer screen. We can

change the location of taskbar left, right, bottom or right.

b. Taskbar w #red® @1 Right click sw Taskbar Setting — Taskbar Location on
Screen # fu gu location top, left 1 right & set %< 3d &
Right click the mouse button on the taskbar and select taskbar setting, In
the taskbar location on screen option, Click drop down button and select
the location top, left, right or bottom.
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13.Caps Lock :-
= Jeq1 & Work Letter @& Capital # type & & fw &ar 31 39 se9 @i

press &= W keyboard w ws light on & = 21 s 98 @Y #0 W
ST pived wel § TEY BT B

Press caps lock key to enable the setting of caps lock. If caps lock light is on,

type the letter in Upper case. Press caps lock key again to off the light of
caps lock and after this type the letter in lower case.
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14.Shift Button :-
29 a9 % & B Bl 8

Shift button works two ways-

a. Shift se9 @@ type & W Letter Capital & type = 21
Press and hold down shift key and then press any key from the keyboard,
typed letter in Upper case.

b. s key board % fe&t key & & Button @t ar Shift se9 o type &

) HU g Letter type = 2
In our keyboard may key has two letter, type the letter in upper side of the
key, hold down the shift key and press the key.
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15.Num Lock :-

Keyboard & Number 3 /e @ 3q ®

n keyboard Numbers are printed in two place.

a. Function Key (F1to F12) & =
Below the function key (F1 to F12)

b. keyboard # right side & Numeric Keypad %=1 &,
In the Right side of keyboard called, numeric keypad.

Near State Bank, Nahar Road Mob : 9935175666, 9450975035



b. v key (F1, F2, ..... F12) 7% & & ®aew key & = ar Number
key &asm @@ &tar &1 seie right side amm @it @& @<ar 21 s« num lock &
light on =it &1 et awit @se num lock & 2@t 81 num lock & & IR
press &= w num lock =t light on 2 st & AR & Press &= @ num
lock = light off 2 =i 21

Function key are F1 to F12. Below the function key, number are always
worked while the right side of numeric key only work when num lock light is
on, first light is num lock light. If num lock light is on Numeric keypad is
working and if num lock light is off Numeric keypad is not working.
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16.Minimize ([=]) [Win+M or Alt + Spacebar + N or Win+D]

7g button =m window & w=& top-right, tittle bar w R@E v 31 @
button w click #3 w =&rr program/application /software or
window Shrink gi%x taskbar ©X t# e Icon % &9 # k@R 3 &l

The minimize button is show at the right side of Title bar. Click this

button to shrink our open program/application and place on the
taskbar.
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17.Close(| x |[) [Alt + F4 or Alt + Spacebar +C]

et «ff window =t program @ close & & [T 38 e %1 T & 2
78 ges gk window ar program & @=® top-right = tittle bar & s 2

This button is used to close our program/application. This button is
show at top-right of title bar.
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18.Maximize ( O ) [Alt + Spacebar + X]:-

3R gha program/application /software or window sar computer a
ardl screen a1 8t screen # gar & @ maximize button w click &7 w
T8 g0 screen w fit & Sar € a1 eEed IR W S99 s B W 98 qU & |
e HT 3l ol

If our application/program is open in half screen or mini screen.
Click this button to fit the application/program in full screen. Or
double click the mouse button on the title bar to fit the window in

the full screen.
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19. Taking Screen Shot in Computer
Computer & Screen Shot a9 & @l :-

Mobile # Screen shot @@ w A mobile =@ picture automatic save
8l ST & qfet computer § screen shot @ o a& direct §9 7@ 2ar | 9@

fele computer # screen X k@R @ ® IMage % screen shot @4 & fow
BR UE o a0 o-

When we take screen shot in mobile, the screen picture is saved
automatically in our mobile gallery but in computer the screen shot is not
saved automatically. To take screen shot in computer we have two methods-
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a. Snipping Tool application % a0 (Win+Shift+S)
b. Keyboard # &8 gu Print Screen Sysrq or prt SC Key & gl
c. Shortcut Win+ Prt Screen
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a. By using snipping tool Application (Win+Shift+S) :-

Search 1 # snhipping tool ==Y #Xa & AR list § &1 W snipping tool @R
3T & J8T W R #Y 3d & SR o AW OPen =il & 399 New TR fRT® &

3IdT Area S99 FXd & a9 &1 screen shot @1 aidr 8 olX 398 91 Save e

R e & IH HYX § 89 HT ad ol

In the search box type snipping tool and click snipping tool in the list,
snipping tool program/application is open. Click new button and select the
area you want to take screen shot and after taking screen shot click save
button to save the capture image in the computer.
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Snipping tool ¥ IR Al 34 ? &R 1 9R M % 3N screenshot Aq -

Free-Form Snip
Rectangular Snip
Window Snip

o 0 T W

Full-Screen Snip
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b. By using Print screen key from the keyboard:-

Screen IX fR@E 3 @ image & screen shot &« & T keyboard & prnt scr key
P TH X I9 B T a5 de W@t Application s paint or Ms-word or
Power point & & it te @ open #xa & ) S8 paste (ctrl+v) &< 31

g 3% € file & save %X 3G B
To take screen shot in computer of current screen, press prnt scr key from

the keyboard and after that open program/application (like paint, word,
power point) and then click paste button or press Ctrl+V. Save the file in the
computer at the location desktop, pictures, documents, local disk (C:) or
Local Disk(D:).
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20.Mouse setting : -

Mouse & Setting & @ Control Panel— mouse icon =X click #xa &

Mouse Properties @ t& SN s gadl & e 8q =1 Setting & @
B
To customize the setting of mouse open control panel and then click mouse

icon, the mouse properties dialog box appear. Here we can apply these
settings-
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a. Switch primary & secondary button :-

Buttons |
T F C

ab 7 feT g @ e % g™ 8w Mouse & left @ right click =
nange X & &l

Enable check mark button in the switch primary & secondary button to

change the setting of mouse left and right click.

D. Double Click Speed:-
Buttons Tab # & gt & o+ % =@ &1 Mouse & double click = speed
% control #x w&d 21 sriq fet file ar folder = double click =& open
F H speed e F@ AR D

Change the speed of mouse double click (this setting is work when we open

any file/folder form the desktop/document/drive.
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C. Turn on Click Lock:-
Buttons Tab # et gu sq s & @ 87 mouse & left click =i setting =
lock &= | 81 fUiq ASH & e fkeh Pl FB X d% a9 W@ W g8 lock 2 e B

Through this option given in the Button Tab, we can lock the setting of the
left click. That is, after holding the left click of the mouse for a while, it gets

locked.
d. Change Pointer:-
Pointer Tab # fez gz scheme drop down button « fre @@ list & @ ket

s Scheme &t select #xa & {Ed 89R MOUSe % pointer change & s &l
In this tab click scheme drop down button, and select any one scheme form
the list. This scheme changes the pointer of the mouse.
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e. Select a Pointer Speed:-
Pointers Option Tab # &t &g slider & srr pointer =i speed =i slow a
fast # % e Fad = Y R pointer & move FA @ speed F @
ST Bl &
In this tab drag the slider to the slow or fast. This setting changes
the speed of the mouse pointer to move on the screen.
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21. (Change the Desktop Background)
Desktop s Background change & -

a. Desktop ® @mwit ste wX @« & right click s personalize x click
Fd el Settings @ sEEM S| oiug Bl &l frad dea 9 left-pane #
background s a8t @ SR 3@ right-pane # &g gu background
drop down seq WX f&te @ picture, solid color or slideshow st 4
o el T o @l d@ae #d © 3k o= desktop @ background @ #Xa 2

Right click of the mouse on an empty space on the desktop and click on
Personalize. The Settings dialog box opens. In which the background option
is already selected in the left pane and by clicking on the background drop

down button given in its right pane, select one of the picture, solid color
or slideshow options and change the background of your desktop.
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OR

b. frat «ft Image w Mouse @ Right Click @& Set as Desktop

Background w f&® #X 3d ®
Right click the mouse button on the image or that designed with paint, and

selects the option Set as Desktop Background.
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22.Screen Saver :-

X COMPUter W &7 B T9F & U HI3 HE Tl HId & O SCIEen Saver U= v
active & S 81 SCreen saver & &9 ¥ animated image or text @ @&d &1 Screen
Saver @ M 1 dRAH-

If we not working on computer some time, the screen sever option is active.
We can apply animated text or image in screen saver. To apply screen saver
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a. Desktop w @t st © mouse @ right click— personalize, settings @1 &
g MU giar B Red vew | left-pane & background etee dwee @ar ®1 &\ lock
screen wH W R #Xa & o right-pane awit screen @ = scroll @ & &R
screen saver setting st WX click #xa 81 screen saver @ @k boxX open =i &l
9" SCreen saver @ M eed ded W e & & or foe § 3D text, Blank,
Bubble, Mystify, Photos, Ribbons & f&&t t& @ cee #xd & ol setting =X click
@ Iaa Setting & apply #a & ik 3w a1 ok Button w click #x 3 &

Right click of the mouse on an empty space on the desktop and click on
Personalize. The Settings dialog box opens. In which the background option is
already selected in the left pane. We click on the lock screen option. And scroll
down the pen with the right pen and click on the screen saver setting option. A
box of screen savers opens. In which we click on the dropdown button of the
screen saver and select any one from the 3D text in the list and apply its setting by
clicking on the setting and then clicking on the OK button.
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23. (To open file/folder by using the Mouse Double click or single click)
file a1 folder @ Mouse & Double click arsingle click & open & -

a. Control Panel = open &@& — file explorer Option = click #a
file explorer option & w% sSE@M o= 2l & S General Tab & T gw
click item as follows section & single click to open item =t Double

click to open item @ select & ok W click #% 3T ®

Open control panel and then click file explorer option. The file explore
option dialog box appear. In the General Tab, in the click item as follows
section, select the option single click to open an item or double click to open

anh item and then click on ok button.
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24. (To Display or Hide File/Folder)
Folder =1 file & Hide ar Display &% -

a. file/folder == mouse @ right click & — Properties —hidden
Option w M Check Mark #& ™M @@ OK &9 W fF& & 3d ol

file/folder @t ar hide & s & & X sl (Dim) R@E 39 & 81 3R
file/folder = hide =z 2t ar hide zu file/folder =i ama @ 2t @
Right Click the mouse button on the file/folder and select the

option Properties. File/folder properties dialog box appear. M
Check mark the hidden option and then click ok button. The
file/folder is hidden or show dim. To hide the file/folder or get
back the hidden file/folder-
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b. Control panel a sitw #xa & =2 File Explorer Option w® f&% & &,
File Explorer Option properties @1 sE@rT s SUT & ol & —> VIeW
tab W % #a & — & show hidden file/folder or don’t show

hidden file/folder =i select @& 0k ses W click #x 3q =i
Open control panel and then click file explore option. The file

explore option dialog box appears. Click the View Tab, and in the

advanced setting section, select the option show hidden file/folder
or don’t show hidden file/folder and then click ok button.
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25. Shut down/Restart/Change User/Lock Screen :-

a. Shut Down:-

Click start button > Power button =2 shut down, the computer is

off . (55% )1 F=eX & Off fpar S & )
b. Restart:-

click start button =2 Power button =2 restart
(39 W click &= w computer off gar & iR & & on & s 21)
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c. Switch user:-
59 oW @ JAT e § User account & a1 & & Q@ feam Smar B
User account &t == &+ & T
click start button —>click user account icon and select the user you
want to open.

(User Icon) o e &Xa 81 Sl et b USer & a9 X dd &l

This option is used to change the user of the computer. To change
the user, click start button— sub button of shut down— switch
user click start button —=click user account icon (User Icon) and
then select the user you want to open.
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d. Log off/Sign out :-

Current active user account Tt click st st user Active g« & 38

Log off/Sign Out f&r smar 21 Log off/Sign Out &= & fam -

(In win 10) click start button = click user account icon and then
click sign out.

click start button = click user account icon 3IX 38& s Sign Out W
[ H ad ol

This option is used to sign out the current active user account or
log off, for this click start button— sub button of shut down— log
off (in win 7) and in win 10 click start button = click user account
icon (User Icon) and then select the option Sign Out.
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e. Lock (Win +1L): -
click start button = click user account icon and then click lock option.

g0 o WX click ®w@& computer & lock position WX set far s & 39®
@ (User lcon) @R s8& 1 Lock s & d99e #X a2l

To lock the computer click start button— sub button of shut down— lock (

In win 7) and win 10 click start button = click user account icon (User Icon)
and then select the option Lock.
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26. To Search File/Folder in Computer
Computer § File or folder =t search s
F3 button press s @ sarT search box Active & smar &1 e file o

folder =1 «m = file & extension type & search f&ar s 2
To search file/folder or search file with extension name press F3, A search
option is active, type file/folder name or type extension of file.
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27. Undo (ctrl+z) :-

28.

uh 1 w5 Step @ (action) 98 sM & fw undo Option @ WM & 2l
undo = e quick access toolbar & 2T &1

To get back one or more step or action click undo button on the quick
access toolbar or press Ctrl+Z.

Redo (Ctrl+Y) :-
s &9 undo button & wAN #& *3 Step 9B S B ar 3G Step @ MW H

@we  repeat @ forward &= & fo@ omEs 1 WM #Xd 21 Redo &1 e
quick access toolbar & 2T

To repeat the step of Undo action press redo button on the on the quick
access toolbar or press Ctrl+Y.
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29. Copy (Ctrl+C) > Paste (Ctrl+V) :-

= Hd fhar off object (text, shape, file, folder) @ duplicate &% = & 2
5 foTT -

This function is used to create duplicate of any object like (text, shape, file,
folder), for this-

a. e duplicate s=mr ® 3% select & &

Select the object you want to duplicate.
b. 3@ a< copy button w click #X ar ctrl+c key press &% =i
Click copy button or press ctrl+c.

C. & &1 & S oE ddd W I & S Bl & 3H wished | qgaee Paste

button wx click &% =1 ctrl+v press #a &
Click paste button or press ctrl+v.
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30. Cut (Ctrl+X)— Paste (Ctrl+V) :-

s & feell ff object(text, shape, file, folder) #I &% & & TEA TR W
o S AT g9 B & [C fRAr S 31 36 foe-

To move object (File or Folder or Text) from one location to another
location-

a. 5@ object uh e & &@X gad e W o o & 39 select & 2

Select the object (text, file or folder) you want to move.

b. Cut button = click &t ar ctrl+x key press &t 2
Prerss Ctrl+X or click CUT button.

C. S MeaT W I/ o &1 & a8l W wg=s  Paste button w click &3¢

ctrl+v press & &
Go the location where you paste the file click paste button or press Ctrl+V.
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31. Sticky Notes :-
Sticky Notes, 9 &= @ & Electronic a9 ® st 8 & I & The i

a%E BT & TBd @ 39 e G &ar 81Microsoft Windows # - Sticky Notes

99 UBd faueiel 7 & |y 9=y HTE 0 Al S o B Electronic Reminders
% @] H IO @M X U [ San B g8 Notes 8qR Desktop WX @9 d

R a1 8 9 % % 89 3@ Notes & Delete T &< 2
Sticky notes are used to create electronic post on computer. This

post are like a small part of paper and place on anywhere on the
desktop. By default the paper color is yellow. In first sticky notes
introduce with window 7. These sticky notes are available until
when we delete this post.
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Sticky Notes &= & ad® -
Search box # sticky notes type #xa g 3R fore § &1 W R@E 3ar & 39

) /6 #X 3d & Sticky notes & @™ & T T [l @ o S & e
& U TICH %I Y HT ad o

In the search box type the sticky notes and select the application in
the list to open sticky notes program. After clicking the sticky notes
application, the sticky notes application program is open, type the
text in the sticky notes you want to post on desktop.
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32. Create Shortcut of FILE, FOLDER or Application on Desktop or any ohter location
Bt FILE, FOLDERar APPLICATION & sése Desktopar gat location @ s

Desktop WX 1@ 9 icon & @1 curve arrow & &d & a8 fhal Application, file a
folder & shortcut 2 21 shortcut S99 & & dd% 24 8-

a. =4 fo folder or file @ shortcut desktop w s=mn & & folder or file w
mouse = right click & send to option & st desktop (create shortcut)
X click &% 3a 21 39 folder or file & aéwe desktop w &= s 2
On the desktop any program/file/folder stick with arrow sign, this icon is
shortcut on any program/file/software. If we want to create shortcut of any
program/file/ folder, right click the mouse button on the file/folder and
select the option sent to and then click desktop (create shortcut). A shortcut
icon is appear on the desktop
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b. s7 &9 File a1 folder & wese s9=T 2rar & 39 File a1 folder @ &Ml #3a
AR IGh & &H I e T Uged & 574 location T IqHT SMéshe T Bl &
3T I e W HST & e fais dvad Paste Shortcut T fep & 39 81 39

File @1 folder & 9eehe 39 bET UX &9 ST o
Copy the file/folder, you want to create shortcut and then go the location

where you create shortcut, right click the mouse button on the location and
select the option paste shortcut.
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33. Magnifier (win + +) :-

g9 Tool & T screen & zoom & @A % [T HIT 8l SCreen & zoom
H & fow search box # magnifier TET 9 & X foie § o@r o
magnifier k@R 3@ 8 3@ W &% & 3d =1 Magnifier = application
open & Sar & ++ button W R H& screen & zoom-in FHAT ST ©

q@m -- W & F@ screen & zoom-out H ST fHAT ST R
This tool is used to magnify the screen. To zoom the screen, type the
magnifier in the search box and click the magnifier in the start menu list. The

magnifier application is open. Click + button to zoom in the screen and click
— button to zoom out the screen.
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34. Any Application Set On Taskbar

et st Application & Taskbar w 8T & -
Yl Twihae e Jeq & e # 20 & 89 " twiisad & Taskbar @ set & 8l &

Ted 39 TRIhad & M €9 99 H§ TRY B & AR 98 T@iihd foee | o6l wel o R
30 2 39 W mouse & right click ®@& Pin to taskbar W click #¥ 3 298 TiBad
BAR TRHAR H S8 Sl 81 3R IH URIbdX &l TEhaR 8 BH & oY ek | RwE 2 ©
application w #=H # e e ®b Unpin from taskbar W & &K 3q 2

Any program/application is show in the list of start. To attach the program in the taskbar,
type the application name in the search box, the application name is show in the start
list, Right click the mouse button on the application and select the option pin to taskbar.
The application is added in the taskbar. To remove the application in the taskbar, right
click the mouse button in the taskbar application and select the option unpin from
taskbar. The application is removed in the taskbar.
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35. Show or hide desktop icon:-
desktop # smg® @ Show or hide &

Desktop WX @&l ST 49X mouse & right click #&& view option & &t show
desktop icon WX click #X 34 2|

Right click the mouse button on the desktop and select the option view >
show desktop icon in the context menu list.
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36. Auto Arrange Desktop icon
Desktop & stmg@= & Auto Arrange &% |

Desktop & icon @ automatically arrange &+ & T W @ &7 W HIGH
# right click ®%& view option & S@X auto arrange icon T click X 3d ®
SAIU 3TEM automatically arrange & San & 3G &9 fBel ff BRA a1 HieeY &

AEHA H drag w& A @il STE W o Sd & o 96 Y9 AT F9 A9 foree |
3T I B

To automatically arrange the desktop icon, right click the mouse button on
the desktop and select the option >view >auto arrange icon. Our desktop
icon is automatically arranged. To check this, drag the icon to the new
location. The icon is automatically arranged in the icon list.
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37. Display the desktop icon (small/ Medium/large) :-
Display & sms= &t (small/ Medium/large) R

Desktop WX @il SF8 9 mouse & right click @& view d ST Small / Medium
/ large T click & 3 B

Right click the mouse button on the desktop and select the option >view
>Small / Medium / Large.
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38. Change the view of file and folder
File and folder  REm & ali® # A< F

File explorer (Win+E) &% U3 & open & &9 [l 4 drive a1 Location
% Vview ® change & & &l 3T T View tab W click & Layout
Group % {29 g1 option- Small Icon / Tiles /list /content / details & set &Y

Thd Bl

To change the view of file and folder, open the file explorer program (Win+E)
or open any drive or location. In this drive or location click view tab and, in
the layout, group select the option Small Icon / Tiles /list /content / details.
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39.0pen program by using keyboard shortcut
U™ 91 Twiees @ Keyboard shortcut & open &

S application <l shortcut Sl 2l 39 search box H search &{d & 3T U mouse FH
right click D open file location YUY click Y 34 B 39 application % location show BN
T 8 39 application YU mouse %l right click - properties —shortcut tab I¥ click &
shortcut key gl section H Eﬁ'{ alphabet choose ¥ qd B



40. Control mouse pointer by using keyboard(Control Panel\All Control Panel
Items\Ease of Access Center\Set up Mouse Keys)

41. Set cursor thickness (Control Panel\All Control Panel Items\Ease of Access
Center\Make the computer easier to see)
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