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E3YOUTUBE & UPCI COMPUTER EDUCATION

CHAPTER 1- NOTEPAD
Definition- =z vs tanr Software @ oot &=t 2 oot &=l 3 sm@isht @t Simple Typing @& Ja&d 21

sga1 Extension Name(.Txt) gidr 81 33 Text Editor Software ot @ar sar 21 g3 Total Five Menu &
g |

1- File Menu :-
New-Ctrl+N T U ofd B fIe |
Open Ctrl+O Save File ® Open &= & fow |
Save Ctrl +S File ®f Save & & fam|
Save As Duplicate File Save & & faw|
Page Setup Page @ Setting &% @& foiw1 (Like As- Paper Size Margins,
Orientation)
Print Ctrl+P Page @ Printaa @ fow|
Exit Alt +F4 Program 3 @@z 3 & folu |
2- Edit Menu :-
Undo Ctrl+Z One Step Back amat & fow |
Cut Ctrl+X Selected Text & Cut & & iU |
Copy Ctrl+C Selected Text & Copy & & foiu|
Paste Ctrl+V Cut and Copy f5d o=@ Text & Paste @ & few|
Delete = Selected Text & Delete & & fow|
Find Ctrl+F Word @1 latter & Find & & foo|
Find Next F3 = Find fiov @@ Word @ latter @ ge: Find &t & fero|
Replace Ctrl+H = fft off Word = latter & Replace & & few|
Go To Ctrl+G = feft off Line No ¥ ot & oo
Select All Ctrl+A = QU B UF AF Select Fa & fow)
Time / Date F5 = Current Date And Time &@a & fou|

3- Format Menu :-

Word Wrap = On/Off aeat & fow|

Font = Font @t Setting &3t & faw | (Like As- Font Size Style Etc.)
4- View Menu :-

Status Bar = On/Off) & & fow |
5- Help Menu :-

. __________________________________________________________________________________________________________|
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E3YOUTUBE & UPCI COMPUTER EDUCATION

View Help = Program @ @R & online Help & Jiad 21

CHAPTER 2- Wordpad

Definition- WordPad & Notepad @t amen aifis Optiongld 8 | 3@ Text @ Formatting @ o1 At
21 =3 Extension Name(.RTF) gar 21

"“\ol Title Bar

t] Casni 1" AN iEgRiz- = ; / —.) ? ‘ L Ribbon
Fagie 4 * A2 EEANRF P !4;:r»”:'u ,:av!‘:.rv-q ;:,:: g 5
* \ 1 7 d .- 0s 34113 4 $1+6 7 ) g W 1 12404131 <14 151116 171 +18 W0

u x,
File Bution \\ Tab \'

y

Quick Access toolbar Ruler

File Button:-

New-Ctrl+N = a2 Ut o b forw |

Open Ctrl+O = Save File @& Open & @ U |

Save Ctrl +S = File ®f Save & & fow|

Save As = Duplicate File Save & & foU|

Print Ctrl+P = Page @ Printaa @ fow|

Page Setup = Page @t Setting &% @& forw1 (Like As- Paper Size Margins,
Orientation)

About WordPad = WordPad & ar & 3iféfes seieret oial & forv | (Like As—Version,
OS Etc.)

Exit Alt +F4 = Program ¥ @&z 3 & fow |
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Home Tab:-
» Clipboard
Cut Ctrl+X
Copy Ctrl+C
Paste Ctrl+V
> Font
Font &t Setting @& @ forw1 (Like As- Font Size Style Etc.)
» Paragraph
Alignment, Bullet Number, Line Spacing , Paragraph 3nf¢ @&t Setting &et @ fow|
> Insert
Picture, Date And Time 3¢ object Insert & & faT|
> Editing
Find Ctrl+F Word =1 latter & Find & & fow|
Replace Ctrl+H = feft off Word = latter & Replace & & fowi
Select All Ctrl+A QU B UF AF Select Fa & v

Selected Text @ Cut & & fow |
Selected Text & Copy & & foiu|
Cut and Copy f5d o Text @l Paste @ & few|

View Tab:-
> Zoom
Page @ Zooming & ®I&l &3 B foU|
» Show/Hide
Ruler And Status Bar Show/Hide & & fow|
»  Setting

Word Wrap option On/Off & & fow |
Measurement @ Setting & & v |

CHAPTER 3- MS-PAINT
Definition:- 7z va tan Software 2 fod 3 & ot & grr a1 oft 3@fa o Fbd 2, AR 3A Pow et
B IBd ¢ | s3B1 Extension Name (.Bmp) &ar 2 |

File Button:-
New-Ctrl+N = T U ofd & e |
Open Ctrl+O = Save File® Open @ & o |
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Save Ctrl +S =
Save As =
Print Ctrl+P =
Set As Desktop Background

Properties =

About Paint =
OS Etc.)
Exit Alt +F4 =

Home Tab:-

» Clipboard
Cut Ctrl+X =
Copy Ctrl+C =
Paste Ctrl+V =

> Image

File® Save & & fomw|

Duplicate File Save &% & faU|

Page @ Printaa & fow|

Brg off 3MBfa TeABY TR B BT F I B Tdbd g

Page And Picture @ Properties Change & & fou|
(Like As — Height, Width Etc.)
Paint® ar & 3iftis Se@rt ot @ forw | (Like As — Version,

Program 3 @&z 3mat & fow |

Selected Text & Cut & & form|
Selected Text @ Copy &% & forw|
Cut and Copy fed o Text & Paste @ & few|

Image @ Setting &t & faw| ( Like As — Crop, Resize, Rotate Etc.)

> Tools

Pencil Tool- 3@ g @& Use @1 #ff Object or line Draw & & few fobam ofrar 8

Fill With Color Tool - 37 g @ Use f&=it ot Object & Color Fill #zet & fow fesam orer 2
Text tool- 57 o @& Use text fersa & forw fbar omar 3

Eraser tool- 3a g@ &1 Use fimft #ff Object &t foee & forw foher omar 21

Color Picker Tool - 21 g @ Use Color Choose & & fau fomam orar 2 |

Magnifier Tool - 57 ¢ @& Use f&it off Object & Zoom & & 3et & forw fowam omam 21
Brushes Tool - 3a1 g @& Use it &t Object @ Paint@&: & 3t @ fow fober o 21

> Shapes

Shapes Tool &1 Use @& o aictor - 3ielor type @ Shapes @ Draw & & fow fam omar 2 1

> Edit Color

Edit Color Option @1 Use f&=ft oft Color @t Light @ Dark @eet & foiw fosam irar 21

View Tab:-
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»  Zoom
Page @ Zooming &d RTGT &3 & [T |
» Show/Hide
Ruler, Status Bar, Gridline Show/Hide & & fov |
> Display
Full Screen- g3 Option @1 Use Page @ Full Screen & 33 & fow fobem wmar 2
Thumbnail- Show/ Hide & & fow|

CHAPTER 4- MS-WORD
« Definition:- MS OFFICE &1 @& aga & Powerful Application Software 2, @@ g o
Microsoft Word 2 gai@r wamr faft sft Application, Latter Resume Hindi, English Typing And
Text Editing And Printing &z @& foiu fam ot 8, 3 98 URRIR Alwdwr off der ofar 81 33
Extension Name (.Doc, .Docx) &t 21

T | Quick Access Toolbar —| +—Titlebar
HOME INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW l Sign in
T Century Gothi - |11 ~| A" A" Aa- | -5 &8 2l T |agppce AcBbcc AABR AABBC /\ /" AABBC AcBbCc AaBbCc AaBbC - .RZ,"".«
Pafte o Foriciat — BIU-axx,x A-Y-A-===8 1=-&- - T Normal | NoSpacing Heading1 Heading 2 Title Subtitle  SubtleEm.. Emphasis IntenseE...| < ':.j SQZ“_
aaaaaaaaa 0 Font T Paragraph 0 Styles Editing -~
Al L l 1 1 2 | 3 4 s B 7 I
Ribbon TAB  Horizontal Ruler ~ Commands Control Button

Vertical Ruler

Working Area

Statusbar

PAGE1OF1 OWORDS  ENGLISH (UNITED STATES)
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File Tab:-

> Info
Protect Document- 337 3TWa & gRT & 37Tel B3 Bl UIAds & gl Ulede B2 JAbd & |
Inspect Document. 33 3ifwa & gRT gAY SiR@ic W o g¢ Comment, Header, Footer, Hidden
Text 3nfe @ Remove f5am o Fdbar 21
New- &= Uof oa & foru |
Open. T & Ja Bigd & Opende @ forw|
Save- cigy U a0 TRe @ Save T b U
Save As- Duplicate File Save &z & fow|
Print. ot & fiic @& & fow|
Share- 3@ Option & gRI & 3MUel SiRpic B $-del 3iar Blog W & Jad €|
Export-sq Option & gRT & 31Uelt B & fbit other Format & Save &2 Jid €, oRi- PDF, TEXT, RTF
anfe |
Close-s@ Option @& gr1 & Open File &t Close @& Ja&d |
Option- 31 Option & g~1 &7 Ms Word ds Option @ &g & Show/Hide &2 d&d 2 |

Home Tab:-
» Clipboard- Cut and Copy f&ar arm Data Clipboard & Save gidr 21
Cut -Ctrl+X. IS TRe B B Bl ol B (o0 |
Cut -Ctrl+C JIcws e & Bl B ol & fov|
Paste -Ctrl+V. Cut, Copy & = Text @ Paste & & few|
Format Painter- 3@ Option & grr g# Formatting @ Copy @& d&d 2|
> Font- 33 Option @ grI & Font, Font size, Font Color, Font style Change @& J&d 21
Clear All Formatting- 37 Option @ g1 Jsft yer @t Text Formatting & &R o Jdbar g1

Change Case- 3@ Option @ grRI Jaiaes <re & Upper, Lower dar Sentence Case 3nfie & Change &
S BT 2|
» Paragraph- 33 Section @ 3mdod Paragraph Alignment, Bullet Number, Border @ Line
Spacing 3¢ @ @ Setting @ ot 2|
> Style - 37 Section @ 3f=iod Paragraph text Style Change &2 Jd 21
» Editing - 33 Section @ 3iioid Find ,Replace darm feft off Object & text & Select &2 Jwd 2|
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INSERT Tab:-

> Pages - 33 Section @ 3r=iol@ Cover page , Blank Page insert &2 J&d & 3R Ia & Page @
Break fsar 1 Fepar 2 |

> Table- 33 Section & 3rdad Table @ Insertd draw feam &1 JFear 21

> lllustration - 37 Section @ 3rdard Picture @ Shapes @i Insert f5am &1 Jebar 21

> Links- 33 Section @ 3o Hyperlink , Bookmark and Cross reference option &1 use @&z
Jbd 2|

» Comment - =¥ Section @ 3fedord fBrRY ot Word & latter, ¥ Comment &dm Jabd 2|

> Header & Footer - 31 Section @ 3=iod page ¥ Header & Footer @ Page Number insert

use &7 Jbd 2l
> Text- - 33 Section @ 3o Text Box, Word Art Date & Time Drop Cap der Insert &2 Jad
2l

> Symbols- 33 Section @ 3idord Symbols @ Code Word Insert &2 Jad 2|
DESIGN Tab:-
» Themes- 33 Option @ g~ Themes Change &2 ¥&d 21
» Document Formatting - 53 Section @ 3rdoid & 3w Documents @ Formatting @2 dd 2|
» Page Background - 33 Section @ 3o &# 3Ua Page U Border , Background Color der
Watermark som a2
PAGE LAYOUT Tab:-
> Page Setup- ¥ Section @ 3rod Page @ Setting @ @it 2 Like As- (Page Margins,
Orientation, Size Etc)
> Paragraph- =u Section @ aiiod Paragraph indentation @ Setting &2 Jod 21
> Arrange- 33 Section® afwiord Object @ Setting @t widt 2 Like As- (Group, Ungroup, Rotate,
Position Etc)
REFRENCE Tab:-
> Table of Content - i1 Section @ aiedard Table of Content Add @ar Update &2 Jd 21
> Footnotes- =3 Section @ 3fwoid 3ive Document U Footnotes d@ar Endnote Add &2 Jiad 2|
» Citations & Bibliography - =@ Section @& 3iod &# 3wed Document ¥ Citations &
Bibliography Add deam Update @2 3isd 21

» Captions- 33 Section @ 3iiord g 3imel Document @ Caption & Table of Figure Add Update
BT Add 2
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» Index- 33 Section @ 3idord g 3l Document ¥ Mark Entry &1 Use @2 @& Page U foril fobeit
Word a1 Latter & Mark &2 J&d 2, d& & Insert index &1 Use &2 @& Mark f53 o=@ Word =
Latter & Insert &2 Jebd 2|

> Table of Authorities- 57 Section @ 3rdod &1 3mad Document © Mark Citation @1 Use &= @
Page ¥ fort Tt Word @ Letter & Category Wise Mark @= Jwa 2, drr & Insert Table of
Authorities & Use &2 @ Mark f5 s&@ Word = Latter @ Table of Content @ 3u & Insert
BT Thd &l

MAILINGS Tab:-.

» Create- 33 Section @ 3i=ioid Envelopes & Labels Create &2 Jad 21

> Start mail Merge - 53 Section @ 3rioid &1 31Uen letter Create &2 Jdbd & I & foide omn &
letter disfem 8l & 3et@ List Create and Edit &2 Jad 21

» Write & Insert Fields - 53 Section @ 3r=doid Create f5% 3= Fields @r 3me letter & A Merge
And Merge Fields @ Highlights @2 3d 21

> Preview Results - 53 Section @ 3idord Merge f53 o Fields Preview &2 & 331 J&d 21

» Finish - 53 Section & 3fediord 3wet complete letters @ print @ Jsft @f individual & @& <& J&d
2l

REVIEW Tab:-.

» Proofing- -3 Section® 3o Spelling & Grammar Command & Use @& @& aaid Spelling
AR Grammar @ error & A% = o Akar & A & word Count and thesaurus @& Use &
& word , line , page, paragraph @ count fsam &1 Jwar ¢ 3k thesaurus Command @& wRu
feelt ot word @ w@Emdt word @t uar febm o1 ek @

» Comments- 33 Section & 3redord feaft of word am letter @ Comment oom @ delete &7 Jdd 21

» Tracking - 331 Section @ 3o Track Changes , Reviewing Pane and Markup option @& use
BT Add B

» Changers- 53 Section @ 3dora Track Changes option on @& @ @i Documents & &3
geeta @ Acceptd reject fsar o Fear 2 |

» Compare-3s3 Section @ 3iiord & documents & Compare & Jad & |

> Protect - 3@ Section @ 3rdord a7 documents & Password gieia? Protect &2 Jad 2|

VIEW Tab:-.

> Views- 33 Section @ 3fedard & documents & 3icior -3/cior Als & 3@ Jdbd 21 Like As-(Read
Mod, Print payout, web layout, draft and Out Line) .

> Show- 33 Section @ 3redord Command Show/Hide & @ad ® | Like As-(Ruler, Gridline etc).

» Zoom- 33 Section @ 3wderd Page Zooming @ Setting &7 Jed 2|

|
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» Windows- 33 Section @ areiod Windows @1 Setting @ &t @ 1 Like As-(Open New Window
, Split And Arrange all Windows Etc.

> Micros - 33 Section @ swdod Micros &1 Use &e & Text @ Record @) Hahd & 3R ooxd 8
g8f 99 Text @& Paste &7 Jaa 21

MS EXCEL (Version 2013)

Definition:- MS Excel MS Office @1 & us u 2, s3@ @ @@ Microsoft Excel 2, I8 &
Application Software 21 saa&r Extension Name .XLS & .XLSX &idr 2|

s9d udad Worksheet & Total - Row- 1048576 And Total Columns — 16384 24 2 |

sda1 walor Mathematical Work @@ Logical Calculation @ few fsan ofrar 2, s@et Data Entry, Data
Formatting dem Data Short @1 Filter And Graphical Represent & & 3mme 2idT g1

File Tab:-

» Info
Protect Worksheet- 537 3iTwa & gRT & 36 B bl UIAdS B gl Ylode e Abd 2 |
Inspect Worksheet. 331 sifwar & gRT &R Slagdic W @ g¢ Comment, Header, Footer, Hidden
Text anfe @ Remove fBar o Jebar 21

New- o= Ul o & foru|

Open. TR & A9 Bed & Open & & U |

Save- ¢sy U a0 TRe @ Save A b foU|

Save As- Duplicate File Save &t @ fom|

Print. 95 @ fiic aa @ foo|

Share- 33 Option & grr & 3ma Worksheet & -3 3w Blog w o dad 21

Export- 33 Option & gRT & 31Ua st & fbaft other Format & Save &2 JIwd &, oRi- PDF, TEXT, RTF
3Me |

Close- 3@ Option @ grr g# Open File & Close & J@&d 21
Option- 3@ Option & gr1 &8 Ms-excel Worksheet Option @ Show/Hide &2 J&d 21

Home Tab:-
> Clipboard- Cut and Copy f&ar ar=m Data Clipboard & Save giar 21
Cut -Ctrl+X. Jc®s TRe B B Bl ol B (o0 |
Cut -Ctrl+C Jc®s &Re B BT Bl ol B foru |
Paste -Ctrl+V. Cut, Copy f& = Text @ Paste & & few|

. __________________________________________________________________________________________________________|
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Format Painter- 3@ Option & grr g# Formatting @ Copy &2 Jad 2|
> Font- 37 Option & g~ g Font, Font size, Font Color, Font style Change &2 J&d 21
Clear All Formatting- 3 Option & g1 Jsft er @t Text Formatting & &R o Jdbar g1

Change Case- 3@ Option @ grI Jciaes <re & Upper, Lower dar Sentence Case 3nfe & Change
S Ak 2|

» Alignment- 531 Section @ 3wdad Alignment, Bullet Number, Border aam Merge Cell 3¢ @
@ Setting & ot ¥ |
> Number- 33 Section @ 3o Number @ Formatting @1 Setting STicht & |
» Style - 33 Section® 3o Row , Columns Cell & Formatting &= Jsd 21
» Editing - 33 Section @ 3o Data @ Short & Filter ,Find , Replace AutoSum, da Cell
Formatting anfe & Setting &2 Jed B
INSERT TAB:-
» Tables - 37 Section @ 3dord Pivot Tables &1 Use &2 & large data @ easily summarize,
analyze, % Present@®w & o fosam wmar 2
> lllustration- 33 Section @ 3rdard Picture Shapes and Screen Short Insert &a @ fow e mar
L
Chart- =3 Section @ 3o Chart Insert &1 J&d 21
Report- 531 Section @ 3r=iord Report Insert & dad 21
Filter- 33 Section @ 3idad Pivot Table @t a2 File @ Insert & Jod 21
Links- & Section @ arlora foseft o File @ Hyperlink o Jaa 21
Text- 33 Section & 3rdad Text Box ,Header & Footer 3R WordArt &1 Use &2 Jdbd 21
Symbols- 33 Section @ 3dard Symbols Insert & Jobd 2|
PAGELAYOUT TAB:-
> Themes - 33 Section & 3dord Themes Change &3 & fau e orar 21
» Page Setup- 3@ Section & 3iord Page @ Setting @&t widt & Like As- (Page Margins,
Orientation, Size, Print Area, Print Title) Etc.
» Scale to Fit - 57 Section @ 3idord Page @ Print @z @& Setting @t ot 21

» Sheet Option - 33 Section @ 3fod Grid Line and Heading @' Print @@ ww show/Hide
BT A B

» Arrange- 33 Section @ 3wdara Sheet w2 Insert i3 a0 Object @ Left, Right, Centre dam Send
to Back 3rerar Bring to Front anfe &t Setting &2 Jad 21

YVVVVVY
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FORMULA TAB:-
> zd Tab & 3rdad Formula Functions @1 Use &2 Jidd 21
DATA TAB:-
> Get external Data- 33 Section @ 3rdaid External data @ Insert & & fou foam omar 21
> Short & Filter - 33 Section @1 Use data @ Short & Filter & & fou fosam ofar 21
> Data Tools - 33 Section @& Use data & @maRed & |, faweiwr & 3w Ruid aoa & fau fban
ofaT B
» Outline- 53 Section @& Use data @& Group & Ungroup @ & fou fobem omar 21
REVIEW TAB:-
» Proofing- -3 Section @ 3riod  Spelling & Grammar Command @& Use &2 & aeid Spelling
3R Grammar @t error & A% fBar o1 Fdbar g A & word Count and thesaurus &1 Use &2
& word , line , page, paragraph @ count fsm &1 Jwar & 3R thesaurus Command @& wiRu
feft ot word & F@memedt word @ uar fem o Fepdr €
» Comments- 23 Section @ 3redorg feeft of word am letter @ Comment oonm @ delete &2 Jdbd 21
» Changers- 33 Section @ 3iiord work Sheet @i Protect/ Unprotect fsem 1 Jabar 21
VIEW Tab:-
> Work Book Views- 23 Section @ 3icioid &8 Work Sheet & 3ienr -aichor dls & 33 daba &1 Like
As-(Normal Page Break Preview Page layout, Etc.) .
> Show- =3 Section @ 3wderd Command Show/Hide &= W& 21 Like As-(Heading, Gridline,
Formula Bar Ruler Etc.).
» Zoom- 33 Section @ 3wderd Page Zooming @ Setting &7 Jed 2|
» Windows- 23 Section @ areiad Windows @1 Setting @ &t @ 1 Like As-(Open New Window
, Split And Switch Windows Etc.)
> Micros - 33 Section @ swdod Micros &1 Use & @ Text @ Record @) Haohd & 3R oioxd &l
g8l 99 Text @ Paste &7 Jad 21

MS —PowerPoint (Version 2013)

> Definition- Microsoft PowerPoint @& Presentation Software 21 st Microsoft & gr
T I 1 T8 B
Application Program 2, saar 3w Office siw Seminar 3nfe ol w s sar 21 s@t
Create & a1 Usit @ Slide @& o @ S Yer Data & sBck %U A Wgd Heel & fofv fhar o
21 zuar Extension Name .PPT @1 .PPTX &ar 21
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File Tab:-

> Info
Protect Document- 337 3TWa & gRT & 37Te B3 Bl UIAds B gl Uiede B2 JAbd & |
Inspect Document. 33 3ifwa & gRT gAY SiR@ic W o g¢ Comment, Header, Footer, Hidden
Text 3nfe @ Remove f5am o Fdbar 21
New- o= Ul o & foru|
Open. T & J7 Bigd & Open & @ ferw|
Save- cigy U a0 TRe @ Save A B U
Save As- Duplicate File Save &z & fou|
Print. Uo7 & fiic @&a @ fow |
Share- 3@ Option & gRI & 3MUel SiRpic B $-del 3iar Blog W & Jad €|
Export-sq Option & gRT & 31Uelt Bisd & fbit other Format & Save &2 Jid €, oRi- PDF, TEXT, RTF
anfe |

Close-s@ Option @& gr1 & Open File &t Close @& Ja&d |
Option- 31 Option & g~1 &7 Ms Word ds Option @ &g & Show/Hide &2 d&d 2 |

Home Tab:-
» Clipboard- Cut and Copy f&ar arm Data Clipboard & Save gidr 21
» Slides- - 33 Section @ 3fioid Slides @t Setting @ wmat 21 Like As-(New Slide, Layout,
Reset Etc.)
» Font- 33 Option & gr~1 &# Font, Font size, Font Color, Font style Change &2 J&d 2|
Clear All Formatting-s@ Option @ grr @t yerR @ Text Formatting @I germ o J&ar &1 Change

Case- 33 Option & grI Jcwes e & Upper, Lower dar Sentence Case 3nfe & Change fsam s
JhdT B

» Paragraph- 33 Section @ 3@ Paragraph Alignment, Bullet Number, Border @ Line
Spacing anfe @ @ Setting @ ot 2|

» Drawing - 33 Section @ 3f=iold Shapes @t Insert@ Color 3 & Jabd B |

> Editing - 33 Section @ 3iiord Find ,Replace derm fft off Object am text & Select &2 Joba 21

Insert Tab:-

> Images- 33 Section @ 3srod Slide ¥ Photo &¢ ¥ed 21
> lllustration- 3 Section @ 3iiord Shapes And Smart Art Insert & & fow o orar @ 1

. __________________________________________________________________________________________________________|
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> Links- 3 Section @ 3@ Hyperlink , Bookmark and Cross reference option @1 use &2
JBd B |
» Comment - =¥ Section @ 3fedord fBrY st Word & latter, ¥ Comment &dm Jabd 2|
> Text- - 33 Section @ 3wdad Text Box, Word Art Date & Time Drop Cap der Insert &2 Jad
2
> Symbols- 33 Section @ 3idord Symbols @ Code Word Insert &2 Jad 2|
» Media - 33 Section @ 3rdad Audio, Video Files &t Insert &1 J&d 21
DESIGN Tab:-
> Themes - 53 Section @ 3rdaid Slide & Themes Insert &1 Jbd 21
» Customize- 331 Section @& 3rdora Slide T Background Color Change @1 Ja&d 21
TRANSITIONS Tab:-
» Transition to this slide- 33 Section @ 3rdoid Slide U Effect @om  Jod 21
» Timing - 33 Section @ 3iiord Slide T Effect Timing Set @2 J&d 21
Animation Tab:-
> Animation - - 33 Section @ 3i=iaig Slide T Animation Effects wom J&d 21
» Advance to Animation - 33 Section @ 3rdord Slide ¥ Extra Animation Effects oom J6d 21
Slide Show Tab:-
> Start Slide Show - 27 Section & 3iiord Slide @& Show &1 J6d 2|
> Set UP- =& Section @ aixioia Slide @ Show /Hide & @ Setting @2 add 2|
REVIEW Tab:-
» Proofing- -3 Section® 3o Spelling & Grammar Command & Use @& @& aid Spelling
AR Grammar @ error & % = o Abar & A & word Count and thesaurus @& Use &
& word, line , page , paragraph @ count fisam o1 J@ar 2 3R thesaurus Command @ wRu
feelt ot word @ w@Erdt word @t uar febm o1 ek @
» Comments- 33 Section & 3redord feaft of word am letter @ Comment oom @ delete &2 J6d 21
» Compare - 337 Section @ 3iord & Slide &1 Compare aval @& v far omar 21
VIEW Tab:-

> Presentation Views - 33 Section @ aiword  Slide @i &1 3fed- 3l Mode & 3@ @ fow fem
offar gl

> Show- - =3 Section® arlod  Rulers ,Gridline @ Show/Hide & @ Setting @ widt 2|
» Zoom - 33 Section @ 3feiord Slides zoom @2 @ Setting @t odt 21
» Color /Grayscale- 33 Section @ srdord Slides @ Black & white @ Color Preview &2 &a 2|

. __________________________________________________________________________________________________________|
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» Windows- 33 Section @& 3srderd Windows @ Setting @ irdt 2 1 Like As-(Open New Window,
Split And Arrange all Windows Etc.

> Micros - 33 Section @ swdod Micros &1 Use &e & Text @ Record @) Hahd & 3R ooxd 8
g8f 99 Text @& Paste &7 Jaa 21

ADOBE PHOTOSHOP

Definition - 7z te U1 TeBdT ATHRIAR & O Teig dwT o Hffd fhar 8 | $9aT YR BIeTs |
99 feamegfir |, s fearsfr |, fifear ofsfeT qen A ifear e # frar Sirar 21 9% 989 & UG
HIel Ui Afreder B |

g9hT EXTENTION NAME . PSD &7 & |

M Move Tool (V) - 3% ¢ @ gR1 Ba @ U6 ¥ J G W W o o Fad 2
1 Rectangular Marquee Tool (M) 33 3@ & gRT & it off 3iiwiac & @aoiced & U & Aoide B

Jbd
Elliptical Marquee Tool (M) - 53 ¢ & g1 & Tl of sif@ide @ ceRrR & HU & Ade &
JBd |

r--=1 Single Row Marquee Tool - 39 T & gRT 89 &l A1 aifssiae 1 Row & w0 H Aelde HR
Ahd © |

Single Column Marquee Tool . 331 ¢ & gRT & et off 3ffie @
Column & U & JAdle BT Tbd 2|
* Magic Wand Tool (W)-3& ¢ U6 SR &eik &l UF A1d Acde Hl & |

Q Lasso Tool (L)- 37 @ & g foeiss qade JAciawe fobarm irelm 2|
B Polygonal Lasso Tool (L) - 53 g & grr et Yo & foofes qara Acigwer fpar omar 2
¥ Magnetic Lasso Tool (L) . 33 g & g1 eft Jciauer fowam orar 2 |

B Crop Tool (C)-37 3o & gr & Tt oft 5ol &) wiag ¢ Wb &
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re

&,

CECOPATRIOE@EROY O

Brush Tool (B) - 341 g & g™ & Painting &= J&d 21
Pencil Tool (P) -5 ¢ @ gR1 &/ g #f arga a1 Object aam J&d 2|

Healing Brush Tool (J) - ¢ @ &R & ol e o @ee @t @rdt o Jabd 2 |

Patch Tool (J) - 39 3 & T T @ & &S ofd ¢ |

History Brush Tool (Y) - 3@ g @ gr1 Object @ @y aw Effect & gern o Jawdr 2|
Art History Brush Tool (Y) -3& ¢ @ gRT & 3met fUaar &t Uee a1 3¢ @ oRm Effectd Jad 21
Clone Stamp Tool (S) 23 ¢t@ @ g1 & fft off Ber o1 g & ddt & Jad
Pattern Stamp Tool (S) - 331 @ @ g & it Uo7 Yeof Bl FoR B Abd ¢ |
Gradient Tool (G) -3 ¢ @ gRI &F U I Her? ol Jdd & |

Paint Bucket Tool (G) - %1 ¢ & g”1 & &R Fill &2 3ad 21

Eraser Tool (E). 33 o7 @ g & off dolk Ibads 3 2o 3 dor &I fitel Jbd |
Background Eraser Tool (E) - 331 ¢ @ NI 9®ande & Erase & Jdbd ¢ |

Magic Eraser Tool (E) - 331 ¢ & gRI & Uk ol [l dlcl bRk &l U A1 forer Jabd & |
Dodge Tool (0). 1 @@ & gRI & Bidl B A B2 AGd ¢ |

Burn Tool (O) -3a g @ gr1 & Black Colour &1 % @@ Jad 2|

Sponge Tool (O) 23 g & gr1 &# ®id &t Black & White & Jad 21

Blur Tool S (R) . 39 g @ 8N & Wi & Blur & J&d g1

Sharpen Tool (R). 3 @@ & gRI & ®id W Sharpeness @ Jdd ¢ |

Smudge Tool (R) -3 ¢ @ R & &R Mix &% Jobd 2|
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T Horizontal Type Tool (T) 331 g & gR1 & e & Horizontal Type &= Jad £
I'T  Vertical Type Tool (T). == @ & g &A e & Vertical Type a2 Jad 21

.....

i’ Horizontal Type Mask Tool (T) - 3d g & g™ & ¢ae @ Horizontal Mask Style & egu & J&d

gl
]y Vertical Type Mask Tool (T) - 33 g & g™ &a1 eae &t Vertical Mask Style & egu &2 Jad £

& Path Selection Tool (A). g4 g & gr1 & Path Select &7 J&d &1
% . Direct Selection Tool (A) - 33 3@ & g1 &# Path Move & d&d 31
[] Rectangular Tool (V). 3 @@ & g~ & Rectangal Draw &2 J&d 2|
(O Rounded Rectangular Tool (V) - 31 @ @ g1 &7 Rounded Rectangal Draw @2 J&a 21

O Ellipse Tool (V) -33 @ & g & Ellipse Draw &2 Jad ¢ |
O Polygon Tool (V). 57 g@ @ g~1 &a Polygon Draw @& J&d 2|
. LineTool (V) -3 ¢@ @ g™ & Line Draw &2 J&d 2|
.> Custom Shape Tool (U). 5 g & g1 & Shape Insert & Jsd &
4 PenTool (P). & g & g & Photo Select %2 aad 21
vl Freeform Pen Tool (P) - 3@ g & g1 & Photo Select &2 d&a |
&+ Add Anchor Point Tool (P) - 3@ g@ & g1 &# Path % Point Add &2 Jad 21
{r Delete Anchor Point Tool (P) -5 ¢ & g™ && Path 5 Point Delete & Jad £ 1
Convert Point Tool (P) -3 ¢@@ & g~ & Path @1 Setting & J&d 2|

™

P Eyedroper Tool (I). 31 g & gr1 & Colour Choose &2 Jad Z|
4;;,?‘ Colour Sampler Tool (I) - 57 @ @& gr1 &1 Colour &1 % Check &2 Jad £

& Measure Tool (1) - 37 g & g1 &1 feeelt off Image & a1 faegal &t g aua & forw e ot 21
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5l NotesTool (N) - 37 3@ & g1 &1 feft off Image & aR & wao@ fooe & forw e e 3
<, Audio Annotation Tool (N) — 331 ¢t@@ @ g1 & f&ft ot Image & ar & Audio Notes foa @
| fow  fpam otar 21
X, Zoom Tool (Z)5 2a g & g~ && Photo & Zoom & J&d E|

&  Hand Tool (H) — 33 ¢ @ gr1 & Zoom Photo &I Move &R Sad 2 |

L 4
NN
Foreground Colour Change & & foro
| Editin quick mask mode (Q) - Colour Edit & & fow
| Editin standard mode (Q) - Picture @I Standard Mode 3 @ & fw

Background Colour Change & & foru

= Full screen mode (F) — Picture &1 Full Screen Mode & &a & for

~| Full screen mode with menu bar (F) — Picture @1 Full Screen Mode @& @ #=g dR 1 =it
PRE B folg

| Standard screen mode (F) — Full Screen Mode & #=] §R 9 &) &= & |

wF3 Jump to image ready (ctrl — shift — M) — Direct open to image ready software.

COREL DRAW

Definition -  Corel draw &% daex UTfha UfefeT dAffedar & 59 1989 # corel corporation gRT
famRa far 3 o1 | 98 & application Software g ICorel draw # &3 0 tools & §RT &4 3Md UHR
31 feoirsd &1 9ad g | o— 9K, Logo, Books cover page, Magazine, Greeting card, Vigitting
card, Marketing and Advertisement & Related work @m News Paper designing and more
purpose use in Corel draw @1 Extension name .CDR & £ |

i, Pick Tool - 3% Tool & gRT & f&ll #1 Object T Select #X WA B TAT Uh W | T ¥
W TR Fhd B |

‘w, Shape Tool (f10) - 57 Tool & gRT &4 il «ff Shape @7 T =T Shape T W& ® |
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- Smudge Brush - 5 Tool @& gRT &4 f&dl Object I &I <X TAT IIEX B! TR Bl D & fordd
Object # Fill color I 3r<x TR &I TWH Bl oIl ¢ |

%" Roughen Brush - (gx<x1) 39 Tool & gRT &4 fbefl 4 Object ¥ Frequency o Wehdl ¥ |

2y  Free Transform - (aRac) $9 Tool & g f&el 1 Object @1 IHH! S8 W A$ Thd € |

%, Crop - (@re-) s Tool W &<l i Object &7 ®re Fahd 2 |

#  Knife - (@ ®) 9 Tool & gRT 1 84 &0 Object & 31U+ STWT & ATAR HIC Fhd 3 |

&  Eraser (x) - R9s) 39 Tool I f=ft 41 Object &7 fer Fohd B |

«& Virtual segment delete - (3R WS &) 39 Tool & g7 & fhel #f Object &1 =g @I fier
Ahd 2 |

L; Zoom (Z) - f=ft *ff Object &1 Zoom f&Ham ST HHaT € |

) Pan (H) - 39 Tool @ gRT Zoom f&d & &I Object move &R & <& Fdhd & |

+
1

Freehand (F5) - 9 Tool @1 Use Line draw &= @ forg fdar Simam € |

_# 2-Paintline - Paint line draw &< & ferv |

o
“h

Bezier - 39 TOO| & gRT 91 g+ Draw &= gidr & |

"2 Artistic Media (1) - 9 Tool @1 g7 As a Pencil @ @8 Use &= d&d & |

ik

Pen - 39 TOO| & gRT &4 @13 1 /a1 Object a1 ¥ad 2|

% B- Spline - 3 Tool & gRT 88 U Curve line 91 |&d & iR | & Control points & S
Control far ST \aar 2 |

= Polyline: - 38 Tool & gr1 84 & Point & &R Point @1 Connect 3% & &R a1 | & |

3- Point Curve - 39 Tool @1 Use Curve Line s41 9&d 2 |

Smart fill - s Tool @1 Use s=a 1 Object # Color fill &= & foy favar sirar 21
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Smart Drawing (Shift + S) - s Tool @1 Use Drawing @ fore forar wmar € 98 Tool
ufrat Tool @ avE &1 axar g &8 Disigine mar 9 a1 9ad ¢ |

Rectangle (f6) - 557 Tool @1 Use t& smaarar Object a9 & forg far siar €1
3- Point Rectangle - 31 Tool & gRT 89 t& 3D Style aren smaarar Object s+ | 7 |
O Ellipse (f7) - s Tool &1 wart Circle Draw &==1 & forg fasar <imr €|
3- Point Ellipse - 31 Tool & g1 3D Style # Circle =1 \ad £ |
»  Polygon (Y) -39 Tool & Polygon object &1 &1 wad % |
»¢  Star-34 Tool @1 Use Star a9 & ferw fasam i 2 |
it Complex Star - g1 Tool & i Complex Star s=mar smar €1
71 Graph Paper (D) - 59 Tool & &1 Graph =1 |&d £ |

Spiral (A) - 5 Tool @1 Use Spiral sram Object s9m @ forg favar simar 21

&4  Basic Shape - 359 Tool R Click @31 & #8 IR iR fhat Sl 8 < 9gal @ Computer &
Savesrd €|

< Arrow Shape - g8 Tool Arrow g @ ferg Use féar s € |
Flowchart Shape - s Tool @ grT1 8 Flowchart symbol 41 \&d 2 |
Banner Shape - 51 Tool @ gRT g9 &* Shape Object a1 wad € |

L4 Callout Shape - 59 Tool @ gRT &4 Level and speech Bubbles &1 \&d 2 |

Text tool (f8) - 557 Tool @1 Use Text type &= & fory foham Siram 2 |

— Table tool - 9 Tool & g~T &1 Table &1 w&d |
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ol

b=t
I

"

i

“i

Parallel Dimension - 9 Tool &1 Use Dimension Line @W== & foru fhar Siar € |

Horizontal or Vertical Dimension - Horizontal and Vertical line Dimension & e g1
Johd B |

Angular Dimension - 59 Tool & gRT &1 S amgfa Dimension @ &Ter &1 dad 2 |

Segment Dimension - 58 Tool & Use f&=i 1 Object @ Ta& Point ¥ §&X Point & 419 &1 g3
&I U & forg fasar simar 2|

3- Point Callout - 9 Tool & gRT g9 #1859 &1 1% Click & g= Start &~ dad =2 | 3k 2" Click
P R @9 End &) dad 21 Point Callout tool & 1 3 Node arelr Object s \ahd ¢ |

Straight- line Connector - 34 Tool &1 Use t& Object & g&X Object &1 Siied & forg oz @i
AR 2 |

Right- Angle Connector - 39 Tool &1 Use Two Line Object a9 favam ST 2 |

Like As - L

%3 Right- Angle round Connector - 551 Tool & gRT 41 g4 &1 <flg drall a1 Add & oI ®iv g9

3T B 2 |

Example- sl Rounded corner

L]

Edit Anchor - 53 Tool & gRT &9 f&l Object # Anchor Point &1 Edit &% d&d g |
Blend - 59 Tool & g1 &4 f&<il ¥t Object @ Color &' Blend (fs101) & Sdd & |
Contour - s Tool & gRT &4 =il 1 Object # Outline " g911 |&d € |
Distort - s Tool &1 Use f&=it &9 *f Object &1 Ars—+RIS & &7 Udh a1 Object &91 Adhd & |
Drop Shadow - g3 Tool @1 Use &4 f=il 41 Object & ¥® a1 g BT <9< & fore favam <mar £ |

Envelope - 3 Tool & gRT &4 fhdl i Shape & Node &1 Tiaax Envelope ST Object 99T \dhd
=
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Extrude - 9 Tool @ gRT &4 =il *ft Object WR 3d Effect <= & forv g9 Tool &1 Use &R Adhd
2 |
Y Transparency - 9 Tool @1 Use Object &7 uRe¥f a9 & forg farar Siram € |

-

w* Color Eyedropper - 39 Tool @ gRT &8 I Color Choose @R & il SR Object # Apply &=
DT E |

*  Attributes Eyedropper - 5@ Tool &1 1 Use Color Eyedropper Tool @ ag & faar it |
£ Outline Pen (f12) - 53 Tool @1 Use Outline Property Change @371 @ foTy foham ST € |

% Outline Color (shift+ f12) - s Tool @1 Use Outline Color g & forg foam Sirar 2 |

X No Outline - f&< ¥t Object @ Outline g™ @& forv 9 Tool &1 Use farar Sirar & |

Color - 9 Tool @& grT &4 T T Selected Object # Outline and Ground color fill 37 & forg

foram e 21
L1 Uniform fill (Shift+ f11) - S Tool @ gRT &4 f&={T i Object # Solid color fill &= & 2 |
' Fountain fill (f11) - 39 Tool & g1 & fadr W1 Object # Gradient or Shades fill &% &d 2 |
Pattern fill - 39 Tool & gRT A Selected object # Pattern Color Apply &R d&d & |
¥ Texture fill - s Tool & gri g8 Texture color fill &= W |
i PostScript fill - 39 Tool @1 Use &1 T Object # ugel ¥ &y 1Y Design &1 Apply &=+ & forg

foar ST B
% No fill - {1 ¥t Object # fill color srerar Pattern anfq @1 €M & foy g Tool &1 Use fdwam Sirem
2 |
Color - 39 Tool @1 Use fait Y Selected Object @ Outline and Ground color fill &= & forv
oo ST 2|

Interactive fill (g) - 39 Tool @1 Use fadT #t Object # t& ¥ 21f&i@w Color STe= & forg foam Siram
=
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i Meshfill (M) - 5 Tool @1 Use fddr +ft Object # Multiple Color fill &%= & forg farar S € |

All video Lecture and PDF Notes Available
Educational Website-
www.upcicomputereducation.com
Youtube - upci computer education

WEBSITE YOUTUBE

It takes a lot of hard work to make notes, so if you can pay some fee 100,
200, 500, rupees which you think is reasonable, if you are able to Thank
you...
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IFSC Code- SBIN0014581
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