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CHAPTER 1- NOTEPAD 
Definition- ;g ,d ,slk Software gS ftles fgUnh gS ftles fgUnh vkSj vxzsth dh Simple Typing dj ldrs gSA 

bldk Extension Name(.Txt) gksrk gSA bls Text Editor Software Hkh dgk Tkrk gSA bles Total Five Menu gksrs 
gS A  

1- File Menu :- 
New-Ctrl+N   = u;k ist ysus ds fy, A 

Open Ctrl+O   = Save File dks Open djus ds fy,A 

Save Ctrl +S   = File dks Save djus ds fy,A 

Save As    = Duplicate File Save djus ds fy,A 

Page Setup   = Page dh Setting djus ds fy,A (Like As- Paper Size Margins, 

Orientation)  

Print Ctrl+P   = Page dks Print djus ds fy,A  

Exit Alt +F4   = Program ls ckgj vkus ds fy, A 

2- Edit Menu :- 
Undo Ctrl+Z   = One Step Back vkus ds fy, A 

Cut Ctrl+X   = Selected Text dks Cut djus ds fy,A 

Copy Ctrl+C   = Selected Text dks Copy djus ds fy,A 

Paste Ctrl+V   = Cut and Copy fd;s x;s Text dks Paste  djus ds fy,A 

Delete     = Selected Text dks Delete djus ds fy,A 

Find Ctrl+F   = Word  ;k latter dks  Find djus ds fy,A 

Find Next F3   = Find fd, x;s Word ;k latter dks iqu% Find djus ds fy,A 

Replace Ctrl+H   = fdlh Hkh Word  ;k latter dks  Replace  djus ds fy,A 

Go To Ctrl+G   = fdlh Hkh Line No is tkus ds fy,A 

Select All Ctrl+A  = iwjs ist dks ,d lkFk Select djus ds fy,A 

Time / Date F5   = Current Date And Time ykus ds fy,A 
 

3- Format  Menu :- 
Word Wrap    = On/Off djus ds fy,A 

Font     =  Font dh Setting djus ds fy,A (Like As- Font Size Style Etc.) 

4- View  Menu :- 
Status Bar    = On/Off) djus ds fy,A 

5- Help Menu :- 
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View Help   = Program ds ckjs es online Help ys ldrs gSA 
 

 

 

 

 

 

CHAPTER 2- Wordpad 

Definition- WordPad es Notepad dh viss{kk vf/kd Option gksrs gS A bles Text dh Formatting dh tk ldrh 

gSA bldk Extension Name(.RTF) gksrk gSA 

 

 

File Button:- 
New-Ctrl+N   = u;k ist ysus ds fy, A 

Open Ctrl+O   = Save File dks Open djus ds fy,A 

Save Ctrl +S   = File dks Save djus ds fy,A 

Save As    = Duplicate File Save djus ds fy,A 

Print Ctrl+P   = Page dks Print djus ds fy,A  

Page Setup   = Page dh Setting djus ds fy,A (Like As- Paper Size Margins, 

Orientation)  

About WordPad  = WordPad ds ckjs es vf/kd tkudkjh ysus ds fy, A (Like As – Version, 

OS Etc.) 

Exit Alt +F4   = Program ls ckgj vkus ds fy, A 
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Home Tab:- 
 Clipboard  

Cut Ctrl+X   = Selected Text dks Cut djus ds fy,A 

Copy Ctrl+C   = Selected Text dks Copy djus ds fy,A 

Paste Ctrl+V   = Cut and Copy fd;s x;s Text dks Paste  djus ds fy,A 

 Font 

Font dh Setting djus ds fy,A (Like As- Font Size Style Etc.) 

 Paragraph 

Alignment, Bullet Number , Line Spacing , Paragraph  vkfn dh Setting djus ds fy,A 

 Insert  

Picture, Date And Time vkfn object Insert djus ds fy,A 

 Editing  

Find Ctrl+F   = Word  ;k latter dks  Find djus ds fy,A 

Replace Ctrl+H   = fdlh Hkh Word  ;k latter dks  Replace  djus ds fy,A 

Select All Ctrl+A  = iwjs ist dks ,d lkFk Select djus ds fy,A 

View Tab:- 
    Zoom 

Page dh Zooming de T;knk djus ds fy,A  

    Show/Hide  

Ruler And Status Bar Show/Hide  djus ds fy,A 

    Setting  

Word Wrap option On/Off djus ds fy,A 

Measurement dh Setting djus ds fy,A 

 

 

CHAPTER 3- MS-PAINT  
Definition:- ;g ,d ,slk Software gS ftles fn;s x;s Vwyks ds }kjk dksbZ Hkh vdf̀r cuk ldrs gS] vkSj mls dyj Hkh 

dj ldrs gS A bldk Extension Name (.Bmp)  gksrk gS A  

File Button:- 
New-Ctrl+N   = u;k ist ysus ds fy, A 

Open Ctrl+O   = Save File dks Open djus ds fy,A 
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Save Ctrl +S   = File dks Save djus ds fy,A 

Save As    = Duplicate File Save djus ds fy,A 

Print Ctrl+P   = Page dks Print djus ds fy,A  

Set As Desktop Background  = dksbZ Hkh vkd`fr cukdj okyisij ds #i es lsV dj ldrs gSA  

   

Properties    = Page And Picture dh Properties Change djus ds fy,A  

  (Like As – Height, Width Etc.) 

About Paint   = Paint ds ckjs es vf/kd tkudkjh ysus ds fy, A (Like As – Version, 

OS Etc.) 

Exit Alt +F4   = Program ls ckgj vkus ds fy, A 
 

 

Home Tab:- 
 Clipboard  

Cut Ctrl+X   = Selected Text dks Cut djus ds fy,A 

Copy Ctrl+C   = Selected Text dks Copy djus ds fy,A 

Paste Ctrl+V   = Cut and Copy fd;s x;s Text dks Paste  djus ds fy,A 

 Image  

Image dh Setting djus ds fy,A ( Like As – Crop, Resize, Rotate Etc.) 

 Tools  

Pencil Tool- bl Vwy dk Use dksbZ Hkh Object or line Draw djus ds fy, fd;k tkrk gS A  

Fill With Color Tool - bl Vwy dk Use fdlh Hkh Object es Color Fill djus ds fy, fd;k tkrk gS A  

Text tool- bl Vwy dk Use text fy[kus ds fy, fd;k tkrk gS A  

Eraser tool- bl Vwy dk Use  fdlh Hkh Object dks feVkus ds fy, fd;k tkrk gSA  

Color Picker Tool - bl Vwy dk Use Color Choose djus ds fy, fd;k tkrk gS A  

 Magnifier Tool -  bl Vwy dk Use  fdlh Hkh Object dks Zoom dj ds ns[kus ds fy, fd;k tkrk gSA  

 Brushes Tool -  bl Vwy dk Use  fdlh Hkh Object dks Paint dj ds ns[kus ds fy, fd;k tkrk gSA  

 Shapes  

Shapes Tool dk Use  fn;s x;s vyx & vyx type ds Shapes dks Draw djus ds fy, fd;k tkrk gS A  

 Edit Color  

Edit Color Option dk Use  fdlh Hkh Color dks Light  o Dark djus ds fy, fd;k tkrk gSA  

View Tab:- 
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  Zoom 

Page dh Zooming de T;knk djus ds fy,A  

    Show/Hide  

Ruler, Status Bar, Gridline Show/Hide  djus ds fy,A 

    Display  

Full Screen- bl Option dk Use Page dks  Full Screen es ns[kus ds fy, fd;k tkrk gS A  

Thumbnail- Show/ Hide djus ds fy,A 

 

CHAPTER 4- MS-WORD  
• Definition:- MS OFFICE dk ;g cgqr gh Powerful Application Software gS] bldk iwjk uke 

Microsoft Word gSAbldk iz;ksx fdlh Hkh Application, Latter Resume Hindi, English Typing And 

Text Editing And Printing djus ds fy, fd;k tkrk gS] bls oMZ izkslslj lkW¶Vos;j Hkh dgk tkrk gSA bldk 

Extension Name (.Doc, .Docx) gksrk gSA 
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File Tab:- 

 Info  
Protect Document- bl vkWI”ku ds }kjk ge viuh Qkby dks ikloMZ ds }kjk izksVsDV dj ldrs gSaA 

Inspect Document- bl vkWI”ku ds }kjk gekjs MkWD;wesaV ij yxs gq, Comment, Header, Footer, Hidden 

Text vkfn dks Remove fd;k tk ldrk gSA 

New- u;k ist ysus ds fy,A 

Open- dEI;wVj esa lso Qkby dks Open djus  ds fy,A 

Save- Vkbi fd, x, VsDLV dks Save  djus ds fy,A 

Save As- Duplicate File Save djus ds fy,A 

Print- ist dks fizaV djus ds fy,A 

Share- bl Option ds }kjk ge vius MkWD;wesaV dks bZ&esy vFkok Blog ij Hkst ldrs gSaA 

Export- bl Option ds }kjk ge viuh Qkby dks fdlh other Format esa Save dj ldrs gSa] tSls& PDF, TEXT, RTF 
vkfnA 

Close- bl Option  ds }kjk ge Open File dkss Close dj ldrs gSaA 

Option- bl Option  ds }kjk ge Ms Word ds Option o esuw dks  Show/Hide dj ldrs gSaA 

Home Tab:- 
 Clipboard- Cut and Copy fd;k x;k Data  Clipboard es Save gksrk gSA  

Cut -Ctrl+X- lsysDVsM VsDLV dks dV djus ykus ds fy,A 

Cut -Ctrl+C lsysDVsM VsDLV dks dkWih djus ykus ds fy,A 

Paste -Ctrl+V. Cut , Copy fd;s x;s Text dks Paste djus ds fy,A 

Format Painter- bl Option ds }kjk ge Formatting dks Copy dj ldrs gSA 

 Font- bl Option ds }kjk ge Font, Font size, Font Color, Font style Change dj ldrs gSA  

Clear All Formatting- bl Option ds }kjk lHkh izdkj  dh  Text Formatting  dks gVk;k tk ldrk gSA 

Change Case- bl Option ds }kjk lsysDVsM VsDLV dks  Upper, Lower rFkk Sentence Case vkfn esa Change fd;k 
tk ldrk gSA 

 Paragraph- bl Section ds vUrZxr Paragraph Alignment, Bullet Number, Border rFkk Line 

Spacing vkfn dh dh Setting dh tkrh gSA  

 Style - bl Section ds vUrZxr Paragraph text Style Change dj ldrs gSA 

 Editing - bl Section ds vUrZxr Find ,Replace rFkk fdlh Hkh Object ;k text dks Select dj ldrs gSA 
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INSERT Tab:- 
 Pages -  bl Section ds vUrZxr Cover page , Blank Page insert dj ldrs gS vkSj lkFk gh Page dks 

Break fd;k tk ldrk gSA  

 Table- bl Section ds vUrZxr Table dks Insert o draw fd;k tk ldrk gSA  

 Illustration - bl Section ds vUrZxr Picture o Shapes dks Insert fd;k tk ldrk gSA  

  Links-  bl Section ds vUrZxr Hyperlink , Bookmark and Cross reference option dk use dj 
ldrs gSA  

 Comment -   bl Section ds vUrZxr fdklh Hkh Word ;k latter, is Comment yxk ldrs gSA  

 Header & Footer - bl Section ds vUrZxr page is Header & Footer rFkk Page Number insert 

use dj ldrs gSA 

 Text- - bl Section ds vUrZxr Text Box, Word Art Date & Time  Drop Cap rFkk Insert dj ldrs 
gSA  

 Symbols- bl Section ds vUrZxr Symbols o Code Word Insert dj ldrs gSA  

DESIGN Tab:- 

 Themes- bl Option ds }kjk Themes Change dj ldrs gSA 

 Document Formatting - bl Section ds vUrZxr ge vius Documents dh Formatting  dj ldrs gSA 

 Page Background - bl Section ds vUrZxr ge vius Page is Border , Background Color rFkk 

Watermark yxk ldrs gSA  

PAGE LAYOUT Tab:- 

 Page Setup- bl Section ds vUrZxr Page dh Setting dh tkrh gS Like As- (Page Margins, 

Orientation, Size Etc) 
 Paragraph-  bl Section ds vUrZxr Paragraph indentation dh Setting dj ldrs gSA 
 Arrange- bl Section ds vUrZxr Object dh Setting dh tkrh gS Like As- (Group, Ungroup, Rotate, 

Position  Etc) 

REFRENCE Tab:- 

 Table of Content - bl Section ds vUrZxr Table of Content Add rFkk Update dj ldrs gSA 

 Footnotes- bl Section ds vUrZxr vius Document is Footnotes rFkk Endnote Add dj ldrs gSA 
 Citations & Bibliography - bl Section ds vUrZxr ge vius Document is Citations & 

Bibliography  Add rFkk Update  dj ldrs gSA 

 Captions- bl Section ds vUrZxr ge vius Document is Caption & Table of Figure Add Update  
dj ldrs gSA 
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  Index- bl Section ds vUrZxr ge vius Document is Mark Entry dk Use dj ds Page is fy[ks fdlh 

Word ;k Latter dks Mark dj ldrs gS] lkFk gh Insert index dk Use dj ds Mark fd;s x;s Word ;k 

Latter dks Insert dj ldrs gSA  

 Table of Authorities- bl Section ds vUrZxr ge vius Document is Mark Citation  dk Use dj ds 

Page is fy[ks fdlh Word ;k Letter dks Category Wise Mark   dj ldrs gS] lkFk gh Insert Table of 

Authorities  dk Use dj ds Mark fd;s x;s Word ;k Latter dks Table of Content ds #i es Insert 
dj ldrs gSA  

MAILINGS Tab:-. 
 Create- bl Section ds vUrZxr Envelopes & Labels Create dj ldrs gSA  

  Start mail Merge - bl Section ds vUrZxr ge viuk letter Create dj ldrs gS lkFk gh ftrus ykxks dks 

letter Hkstuk gksrk gS mudh List Create and Edit dj ldrs gSA 
 Write & Insert Fields - bl Section ds vUrZxr Create fd;s x;s Fields dks vius letter  ds lkFk Merge 

And Merge Fields dks Highlights dj ldrs gSA  

 Preview Results - bl Section ds vUrZxr Merge fd;s x;s Fields Preview dj ds ns[k ldrs gSA 

 Finish - bl Section ds vUrZxr vius complete letters dks print o lHkh dks individual dj ds ns[k ldrs 
gSA 

REVIEW Tab:-. 
 Proofing- - bl Section ds vUrZxr  Spelling & Grammar Command  dk Use dj ds xyr Spelling 

vkSj Grammar  dh error dks Bhd fd;k tk ldrk gS lkFk gh word Count and thesaurus dk Use dj 

ds word , line , page , paragraph dks count fd;k tk ldrk gS vkSj thesaurus Command ds tfj, 

fdlh Hkh word  ds lekukFkhZ word dks irk fd;k tk ldrk gS  

 Comments- bl Section ds vUrZxr fdlh Hkh word ;k letter is Comment yxk o delete dj ldrs gSA 

 Tracking - bl Section ds vUrZxr Track Changes , Reviewing Pane and Markup option dk use 
dj ldrs gSA  

 Changers- bl Section ds vUrZxr Track Changes option on djus ds ckn Documents esa fd;s x;s 

cnyko dks Accept o reject fd;k tk ldrk gS A  

 Compare- bl Section ds vUrZxr nks documents dks Compare dj ldrs gSa A  

 Protect - bl Section ds vUrZxr ge documents dks Password Mkydj Protect dj ldrs gSA  

VIEW Tab:-. 

 Views- bl Section ds vUrZxr ge documents dks vyx &vyx eksM es ns[k ldrs gSA Like As-(Read 

Mod, Print payout, web layout, draft and Out Line) . 
 Show- bl Section ds vUrZxr Command Show/Hide dj ldrs gSA Like As-(Ruler , Gridline etc). 
 Zoom- bl Section ds vUrZxr Page Zooming dh Setting dj ldrs gSA  
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 Windows- bl Section ds vUrZxr Windows dh Setting dh tkrh gS A Like As-(Open New Window 

, Split And Arrange all Windows Etc. 

 Micros - bl Section ds vUrZxr Micros dk Use dj ds Text dks  Record dj ldrs gS vkSj t#jr gks 

ogk¡ ml Text dks Paste djk ldrs gSA  

 

                                                  MS EXCEL (Version 2013) 
Definition:- MS Excel MS Office dk gh ,d ikVZ gS] bldk iwjk uke Microsoft Excel gS] ;g ,d 
Application Software gSA bldk Extension Name .XLS ;k .XLSX gksrk gSA 
blesa izR;sd Worksheet esa Total - Row- 1048576 And Total Columns – 16384  gksrs gS A  

bldk iz;ksx Mathematical Work rFkk Logical Calculation ds fy, fd;k tkrk gS] blesa Data Entry, Data 
Formatting rFkk Data Short ;k Filter And Graphical Represent djuk dkQh vklku gksrk gSA 
 

File Tab:- 

 Info  
Protect Worksheet- bl vkWI”ku ds }kjk ge viuh Qkby dks ikloMZ ds }kjk izksVsDV dj ldrs gSaA 

Inspect Worksheet- bl vkWI”ku ds }kjk gekjs MkWD;wesaV ij yxs gq, Comment, Header, Footer, Hidden 

Text vkfn dks Remove fd;k tk ldrk gSA 

New- u;k ist ysus ds fy,A 

Open- dEI;wVj esa lso Qkby dks Open djus ds fy,A 

Save- Vkbi fd, x, VsDLV dks Save  djus ds fy,A 

Save As- Duplicate File Save djus ds fy,A 

Print- ist dks fizaV djus ds fy,A 

Share- bl Option ds }kjk ge vius Worksheet dks bZ&esy vFkok Blog ij Hkst ldrs gSaA 

Export- bl Option ds }kjk ge viuh Qkby dks fdlh other Format esa Save dj ldrs gSa] tSls& PDF, TEXT, RTF 
vkfnA 

Close- bl Option ds }kjk ge Open File dkss Close dj ldrs gSaA 

Option- bl Option ds }kjk ge Ms-excel Worksheet   Option  dks  Show/Hide dj ldrs gSaA 

Home Tab:- 
 Clipboard- Cut and Copy fd;k x;k Data  Clipboard es Save gksrk gSA  

Cut -Ctrl+X- lsysDVsM VsDLV dks dV djus ykus ds fy,A 

Cut -Ctrl+C lsysDVsM VsDLV dks dkWih djus ykus ds fy,A 

Paste -Ctrl+V. Cut , Copy fd;s x;s Text dks Paste djus ds fy,A 
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Format Painter- bl Option ds }kjk ge Formatting dks Copy dj ldrs gSA 

 Font- bl Option ds }kjk ge Font, Font size, Font Color, Font style Change dj ldrs gSA  

Clear All Formatting- bl Option ds }kjk lHkh izdkj  dh  Text Formatting  dks gVk;k tk ldrk gSA  

Change Case- bl Option ds }kjk lsysDVsM VsDLV dks  Upper, Lower rFkk Sentence Case vkfn esa Change fd;k 
tk ldrk gSA 

 Alignment- bl Section ds vUrZxr  Alignment, Bullet Number, Border rFkk Merge Cell vkfn dh 

dh Setting dh tkrh gSA  

 Number- bl Section ds vUrZxr  Number dh Formatting dh Setting tkrh gS A 

 Style - bl Section ds vUrZxr  Row , Columns Cell dh Formatting  dj ldrs gSA 

 Editing - bl Section ds vUrZxr Data  dks Short & Filter ,Find , Replace AutoSum, rFk Cell  

Formatting vkfn dh  Setting  dj ldrs gSA 

 INSERT TAB:- 
 Tables - bl Section ds vUrZxr Pivot Tables dk Use dj ds large  data dks easily summarize, 

analyze, djds  Present djus ds fy, fd;k tkrk gS A  

 Illustration- bl Section ds vUrZxr Picture Shapes and Screen Short Insert djus ds fy, fd;k tkrk 
gS A 

 Chart- bl Section ds vUrZxr Chart  Insert djk ldrs gSA  

 Report- bl Section ds vUrZxr Report   Insert djk ldrs gSA  

 Filter- bl Section ds vUrZxr Pivot Table dh xbZ File dks   Insert djk ldrs gSA 

 Links- bl Section ds vUrZxr fdlh Hkh  File dks   Hyperlink  djk ldrs gSA 

 Text- bl Section ds vUrZxr Text Box ,Header & Footer   vkSj    WordArt  dk Use dj ldrs gSA 

 Symbols- bl Section ds vUrZxr Symbols Insert djk ldrs gSA  

PAGELAYOUT TAB:- 
 Themes - bl Section ds vUrZxr Themes Change djus ds fy, fd;k tkrk gSA  

 Page Setup- bl Section ds vUrZxr Page dh Setting dh tkrh gS Like As- (Page Margins, 

Orientation, Size, Print Area, Print Title) Etc. 

 Scale to Fit - bl Section ds vUrZxr Page dks Print  djus dh Setting dh tkrh gSA 

 Sheet Option - bl Section ds vUrZxr Grid Line and Heading   dks Print  djus ij  show/Hide  
dj lkrs gSA 

 Arrange- bl Section ds vUrZxr Sheet ij Insert fd;s x,s Object dks Left, Right, Centre rFkk Send 

to Back vFkok Bring to Front vkfn dh Setting dj ldrs gSaA 
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FORMULA TAB:- 
 bl Tab  ds vUrZxr Formula Functions dk Use dj ldrs gSA  

DATA TAB:- 
 Get external Data- bl Section ds vUrZxr External data  dks Insert  djus ds fy, fd;k tkrk gSA  

 Short & Filter - bl Section dk Use data  dks Short & Filter   djus ds fy, fd;k tkrk gSA  

 Data Tools - bl Section dk Use data  dks O;kofLFkr djus ] fo’ys”.k djus vkSj fjiksVZ cukus ds fy, fd;k 
tkrk gSA  

 Outline-  bl Section dk Use data  dks Group & Ungroup  djus ds fy, fd;k tkrk gSA  

REVIEW TAB:- 
 Proofing- - bl Section ds vUrZxr  Spelling & Grammar Command  dk Use dj ds xyr Spelling 

vkSj Grammar  dh error dks Bhd fd;k tk ldrk gS lkFk gh word Count and thesaurus dk Use dj 

ds word , line , page , paragraph dks count fd;k tk ldrk gS vkSj thesaurus Command ds tfj, 

fdlh Hkh word  ds lekukFkhZ word dks irk fd;k tk ldrk gSa  

 Comments- bl Section ds vUrZxr fdlh Hkh word ;k letter is Comment yxk o delete dj ldrs gSA 

 Changers- bl Section ds vUrZxr work Sheet dks Protect/ Unprotect fd;k tk ldrk gSA  

VIEW Tab:- 

 Work Book Views- bl Section ds vUrZxr ge Work Sheet  dks vyx &vyx eksM es ns[k ldrs gSA Like 

As-(Normal  Page Break Preview  Page layout, Etc.) . 
 Show- bl Section ds vUrZxr Command Show/Hide dj ldrs gSA Like As-(Heading, Gridline, 

Formula Bar Ruler Etc.). 
 Zoom- bl Section ds vUrZxr Page Zooming dh Setting dj ldrs gSA  
 Windows- bl Section ds vUrZxr Windows dh Setting dh tkrh gS A Like As-(Open New Window 

, Split And Switch  Windows Etc.) 

 Micros - bl Section ds vUrZxr Micros dk Use dj ds Text dks  Record dj ldrs gS vkSj t#jr gks 

ogk¡ ml Text dks Paste djk ldrs gSA  

 

MS –PowerPoint (Version 2013) 

 Definition- Microsoft PowerPoint ,d Presentation Software  gSA tks Microsoft ds }kjk 
cuk;k x;k gSA ;g ,d 

Application Program gS] bldk mi;ksx Office vkSj Seminar vkfn txgksa ij fd;k tkrk gSA blesa 

Create fd;s x;s istksa dks Slide dgk tkrk gS bldk iz;ksx Data dks csgrj :i ls izLrqr djus ds fy, fd;k tkrk 

gSA bldk Extension Name .PPT ;k .PPTX gksrk gSA 
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File Tab:- 

 Info  
Protect Document- bl vkWI”ku ds }kjk ge viuh Qkby dks ikloMZ ds }kjk izksVsDV dj ldrs gSaA 

Inspect Document- bl vkWI”ku ds }kjk gekjs MkWD;wesaV ij yxs gq, Comment, Header, Footer, Hidden 

Text vkfn dks Remove fd;k tk ldrk gSA 

New- u;k ist ysus ds fy,A 

Open- dEI;wVj esa lso Qkby dks Open djus  ds fy,A 

Save- Vkbi fd, x, VsDLV dks Save  djus ds fy,A 

Save As- Duplicate File Save djus ds fy,A 

Print- ist dks fizaV djus ds fy,A 

Share- bl Option ds }kjk ge vius MkWD;wesaV dks bZ&esy vFkok Blog ij Hkst ldrs gSaA 

Export- bl Option ds }kjk ge viuh Qkby dks fdlh other Format esa Save dj ldrs gSa] tSls& PDF, TEXT, RTF 
vkfnA 

Close- bl Option  ds }kjk ge Open File dkss Close dj ldrs gSaA 

Option- bl Option  ds }kjk ge Ms Word ds Option o esuw dks  Show/Hide dj ldrs gSaA 

Home Tab:- 
 Clipboard- Cut and Copy fd;k x;k Data  Clipboard es Save gksrk gSA  

 Slides- - bl Section ds vUrZxr Slides dh   Setting dh tkrh gSA Like As-(New Slide, Layout, 

Reset Etc.) 

 Font- bl Option ds }kjk ge Font, Font size, Font Color, Font style Change dj ldrs gSA  

Clear All Formatting- bl Option ds }kjk lHkh izdkj  dh  Text Formatting  dks gVk;k tk ldrk gSA Change 

Case- bl Option ds }kjk lsysDVsM VsDLV dks  Upper, Lower rFkk Sentence Case vkfn esa Change fd;k tk 
ldrk gSA  

 Paragraph- bl Section ds vUrZxr Paragraph Alignment, Bullet Number, Border rFkk Line 

Spacing vkfn dh dh Setting dh tkrh gSA  

 Drawing - bl Section ds vUrZxr Shapes dks Insert o Color vkfn dj ldrs gSA  

 Editing - bl Section ds vUrZxr Find ,Replace rFkk fdlh Hkh Object ;k text dks Select dj ldrs gSA 
 

Insert Tab:- 

 Images- bl Section ds vUrZxr Slide is Photo dj ldrs gSA 
 Illustration- bl Section ds vUrZxr Shapes And Smart Art  Insert djus ds fy, fd;k tkrk gS A 
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 Links-  bl Section ds vUrZxr Hyperlink , Bookmark and Cross reference option dk use dj 
ldrs gSA  

 Comment -   bl Section ds vUrZxr fdklh Hkh Word ;k latter, is Comment yxk ldrs gSA  

 Text- - bl Section ds vUrZxr Text Box, Word Art Date & Time  Drop Cap rFkk Insert dj ldrs 
gSA  

 Symbols- bl Section ds vUrZxr Symbols o Code Word Insert dj ldrs gSA  

 Media - bl Section ds vUrZxr Audio, Video Files dks Insert djk ldrs gSA  

DESIGN Tab:- 
 Themes - bl Section ds vUrZxr Slide  is Themes Insert  djk ldrs gSA  

 Customize-  bl Section ds vUrZxr Slide  is Background Color   Change   djk ldrs gSA  

TRANSITIONS Tab:- 
 Transition to this slide- bl Section ds vUrZxr Slide  is Effect  yxk  ldrs gSA  

 Timing - bl Section ds vUrZxr Slide  is Effect Timing Set  dj ldrs gSA  

Animation Tab:- 
 Animation - - bl Section ds vUrZxr Slide  is Animation  Effects   yxk ldrs gSA  

 Advance to Animation - bl Section ds vUrZxr Slide  is Extra Animation  Effects   yxk ldrs gSA  

Slide Show Tab:- 
 Start Slide Show - bl Section ds vUrZxr Slide  dks Show  djk ldrs gSA 

 Set UP- bl Section ds vUrZxr Slide  dks Show /Hide  djus dh Setting dj ldrs gSA  

REVIEW Tab:- 
 Proofing- - bl Section ds vUrZxr  Spelling & Grammar Command  dk Use dj ds xyr Spelling 

vkSj Grammar  dh error dks Bhd fd;k tk ldrk gS lkFk gh word Count and thesaurus dk Use dj 

ds word , line , page , paragraph dks count fd;k tk ldrk gS vkSj thesaurus Command ds tfj, 

fdlh Hkh word  ds lekukFkhZ word dks irk fd;k tk ldrk gSa  

 Comments- bl Section ds vUrZxr fdlh Hkh word ;k letter is Comment yxk o delete dj ldrs gSA 

 Compare - bl Section ds vUrZxr nks  Slide  dksk Compare djus ds  fy, fd;k tkrk  gSA 

VIEW Tab:- 

 Presentation Views -  bl Section ds vUrZxr  Slide  dksk dks vyx& vyx Mode esa ns[kus ds fy, fd;k  
tkrk  gSA 

 Show- -  bl Section ds vUrZxr  Rulers ,Gridline dks Show/Hide djus dh Setting dh tkrh gSA  
 Zoom - bl Section ds vUrZxr Slides zoom djus dh Setting dh tkrh gSA  
 Color /Grayscale-  bl Section ds vUrZxr Slides dks Black & white o Color Preview dj  ldrs gSA   
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 Windows- bl Section ds vUrZxr Windows dh Setting dh tkrh gS A Like As-(Open New Window, 

Split And Arrange all Windows Etc. 

 Micros - bl Section ds vUrZxr Micros dk Use dj ds Text dks  Record dj ldrs gS vkSj t#jr gks 

ogk¡ ml Text dks Paste djk ldrs gSA  
 

 
                                                 ADOBE PHOTOSHOP 
Definition - ;g ,d ,slk ,Iyhdslu lkW¶vos;j gS ftls ,Mksc dEiuh us fufeZr fd;k gSA bldk iz;ksx QksVksxzkQ ] 

osc fMtkbfuax ] xzkfQd fMtkbfuax ] ohfM;ks ,fMfVax rFkk eYVhehfM;k {ks= esa fd;k tkrk gSA ;g cgqr gh ikojQqy 

QksVks ,fMfVax lkW¶Vos;j gSA 

bldk EXTENTION NAME . PSD gksrk gSaA 
 

 Move Tool (V) – bl Vwy ds }kjk QksVk dks ,d LFkku ls nwljs LFkku ij ys tk ldrs gSaA 

Rectangular Marquee Tool (M)  bl Vwy ds }kjk ge fdlh Hkh vkWCtsDV dks Rectangal ds :i esa lsysDV dj    

ldrs gSaA 

Elliptical Marquee Tool (M) - bl Vwy ds }kjk ge fdlh Hkh vkWCtsDV dks xksykdkj ds :i esa lsysDV dj 

ldrs gSaA 

Single Row Marquee Tool - bl Vwy ds }kjk ge fdlh Hkh vkWCtsDV dks   Row  ds :i esa lsysDV dj 

ldrs gSaA 

Single Column Marquee Tool - bl Vwy ds }kjk ge fdlh Hkh vkWCtsDV dks 

Column  ds  :i esa lsysDV dj ldrs  gSaA 

Magic Wand Tool (W)-;g Vwy ,d tSls dyj dks ,d lkFk lsysDV djrk gSA 

Lasso Tool (L)- bl Vwy ds }kjk fDyd nckdj lsysD”ku fd;k tkrk gSA 

 Polygonal Lasso Tool (L) - bl Vwy ds }kjk lh/kh js[kk esa fDyd nckdj lsysD”ku fd;k tkrk gSA 

 Magnetic Lasso Tool (L) - bl Vwy ds }kjk Hkh lsysD”ku fd;k tkrk gSA 

 Crop Tool (C)-bl Vwy ds }kjk ge fdlh Hkh best dks Crop dj ldrs gSaA 
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 Brush Tool (B) - bl Vwy ds }kjk ge Painting dj ldrs gSaA 

 Pencil Tool (P) - bl Vwy ds }kjk ge dksbZ Hkh ykbu ;k Object cuk ldrs gSaA 

    

Healing Brush Tool (J) - bl Vwy ds }kjk ge fdlh fiDpj ;k dyj dh dkWih dj ldrs gSaA 

Patch Tool (J) - bl Vwy ds }kjk nkx o /kCcs gVk;s tkrs gSaA 

History Brush Tool (Y) - bl Vwy ds }kjk Object ij yxk,s x,s Effect dks gVk;k tk ldrk gSA 

Art History Brush Tool (Y) -bl Vwy ds }kjk ge viuh fiDpj dks isUV ;k vkVZ ds tSlk Effect ns ldrs gSaA 

Clone Stamp Tool (S) -bl Vwy ds }kjk ge fdlh Hkh dyj ;k fiDpj dks dkWih dj ldrs gSaA 

Pattern Stamp Tool (S) - bl Vwy ds }kjk ge fdlh ist ;k iSVuZ dks dyj dj ldrs gSaA 

Gradient Tool (G) - bl Vwy ds }kjk ge ist ;k dyj yxk ldrs gSaA 

Paint Bucket Tool (G) - bl Vwy ds }kjk ge dyj Fill dj ldrs gSaA 

Eraser Tool (E) - bl Vwy ds }kjk ge tks dyj cSdxzkmaM esa gksxk mlh dyj dks feVk ldrs gSaA 

Background Eraser Tool (E) - bl Vwy ds }kjk cSdxzkmaM dks Erase dj ldrs gSaA 

Magic Eraser Tool (E) - bl Vwy ds }kjk ge ,d tSls fn[kus okys dyj dks ,d lkFk feVk ldrs gSaA 

Dodge Tool (O) - bl Vwy ds }kjk ge QksVks dks lkQ dj ldrs gSaA 

Burn Tool (O) - bl Vwy ds }kjk ge Black Colour dk % c<+k ldrs gSaA 

Sponge Tool (O) -bl Vwy ds }kjk ge QksVks dks Black & White dj ldrs gSaA 

Blur Tool S (R) - bl Vwy ds }kjk ge QksVks dks Blur dj ldrs gSaA 

Sharpen Tool (R) - bl Vwy ds }kjk ge QksVks ij Sharpeness yk ldrs gSaA 

Smudge Tool (R) - bl Vwy ds }kjk ge dyj Mix dj ldrs gSaA 
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Horizontal Type Tool (T) -bl Vwy ds }kjk ge VsDLV dks Horizontal Type dj ldrs gSaA 

Vertical Type Tool (T) - bl Vwy ds }kjk ge VsDLV dks Vertical Type dj ldrs gSaA 

Horizontal Type Mask Tool (T) - bl Vwy ds }kjk ge VsDLV dks Horizontal Mask Style esa Vkbi dj ldrs 

gSaA 

Vertical Type Mask Tool (T) - bl Vwy ds }kjk ge VsDLV dks Vertical Mask Style esa Vkbi dj ldrs gSaA 

Path Selection Tool (A) - bl Vwy ds }kjk ge Path Select dj ldrs gSaA 

Direct Selection Tool (A) - bl Vwy ds }kjk ge Path Move dj ldrs gSaA 

Rectangular Tool (V) - bl Vwy ds }kjk ge Rectangal Draw dj ldrs gSaA 

Rounded Rectangular Tool (V) - bl Vwy ds }kjk ge Rounded Rectangal Draw dj ldrs gSaA 

 

Ellipse Tool (V) - bl Vwy ds }kjk ge Ellipse Draw dj ldrs gSaA 

Polygon Tool (V) - bl Vwy ds }kjk ge Polygon Draw dj ldrs gSaA 

Line Tool (V) - bl Vwy ds }kjk ge Line Draw dj ldrs gSaA 

Custom Shape Tool (U) - bl Vwy ds }kjk ge Shape Insert dj ldrs gSaA 

Pen Tool (P) - bl Vwy ds }kjk ge Photo Select dj ldrs gSaA 

Freeform Pen Tool (P) - bl Vwy ds }kjk ge Photo Select dj ldrs gSaA 

Add Anchor Point Tool (P) - bl Vwy ds }kjk ge Path esa Point Add dj ldrs gSaA 

Delete Anchor Point Tool (P) - bl Vwy ds }kjk ge Path esa Point Delete dj ldrs gSaA 

Convert Point Tool (P) - bl Vwy ds }kjk ge Path dh Setting dj ldrs gSaA 

Eyedroper Tool (I) - bl Vwy ds }kjk ge Colour Choose dj ldrs gSaA 

Colour Sampler Tool (I) - bl Vwy ds }kjk ge Colour dk % Check dj ldrs gSaA 

Measure Tool (I) - bl Vwy ds }kjk ge fdlh Hkh Image  ds nks fcUnqvks dh nwjh ekius ds fy, fd;k tkrk gSA  
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Notes Tool (N) –  bl Vwy ds }kjk ge fdlh Hkh Image  ds  ckjs es Notes fy[kus ds fy,  fd;k tkrk gSA 

Audio Annotation Tool (N) – bl Vwy ds }kjk ge fdlh Hkh Image  ds  ckjs es Audio Notes fy[kus ds 

fy,  fd;k tkrk gSA 

Zoom Tool (Z) – bl Vwy ds }kjk ge Photo dks Zoom dj ldrs gSaA 

Hand Tool (H) – bl Vwy ds }kjk ge Zoom Photo dks Move dj ldrs gSaA 

 Background Colour Change djus ds fy, 

  Foreground Colour Change djus ds fy, 

Edit in quick mask mode (Q) - Colour Edit djus ds fy,  

Edit in standard mode (Q) – Picture dks Standard Mode esa djus ds fy, 

Full screen mode (F) – Picture dks Full Screen Mode esa djus ds fy,   

Full screen mode with menu bar (F) – Picture dks Full Screen Mode ds lkFk esU;w CkWkj Hkh “kks 

djkus ds fy, 

Standard screen mode (F) – Full Screen Mode esa esU;w CkWkj “kks ughs djrk gSaA 

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

 

COREL DRAW 

Definition -      Corel draw ,d osDVj xzkfQDl ,fMfVax lkW¶Vos;j gS ftls 1989 esa corel corporation }kjk 
fodflr fd;k x;k FkkA ;g ,d application Software gSaACorel draw esa fn;s x;s tools ds }kjk ge vusd izdkj 

dh fMtkbu cuk ldrs gSA tSls& cSuj, Logo, Books cover page, Magazine,  Greeting card, Vigitting 
card, Marketing and Advertisement ls Related work rFkk News Paper designing and more 
purpose use in Corel draw bldk Extension name .CDR  gksrk gSaA   

 Pick Tool - bl Tool ds }kjk ge fdlh Hkh Object dks Select dj ldrsssssss sssss s gS rFkk ,d LFkku ls nwljs LFkku 

ij dj ldrs gSaA 

Shape Tool (f10) - bl Tool ds }kjk ge fdlh Hkh Shape dks ,d u;k Shape ns ldrs gSaA 
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Smudge Brush - bl Tool ds }kjk ge fdlh Object Hkh dks vUnj rFkk ckgj dh rjQ QSyk ldrs gS ftlls 

Object esa Fill color Hkh vUnj ckgj dh rjQ QSy tkrk gSA  

Roughen Brush - ¼[kqjnjk½ bl Tool ds }kjk ge fdlh Hkh Object esa Frequency yxk ldrs gSaA  

Free Transform - ¼ifjorZu½ bl Tool ls ge fdlh Hkh Object dks mldh txg ls eksM+ ldrs gSaA 

Crop - ¼dkVuk½ bl Tool ls fdlh Hkh Object dks dkV ldrs gSaA  

  Knife - ¼pkdw½ bl Tool  ds }kjk Hkh ge fdlh Object ds viuh bPNk ds vuqlkj dkV ldrs gSaA  

 Eraser (x) - ¼jcM+½ bl Tool ls fdlh Hkh Object dks feVk ldrs gSaA 

Virtual segment delete - ¼vkHkklh [k.M gVk;s½ bl Tool ds }kjk ge fdlh Hkh Object dh ykbu dks feVk 

ldrs gSaaA 

Zoom (Z) - fdlh Hkh Object dks Zoom fd;k tk ldrk gSaA 

Pan (H) - bl Tool ds }kjk Zoom fd;s x;s dks Object move dj ds ns[k ldrs gSaA 

Freehand (F5) - bl Tool dk Use Line draw djus ds fy, fd;k tkrk gSaaA 

2- Paint line - Paint line draw djus ds fy,A 

Bezier - bl Tool ds }kjk Hkh ykbu Draw djuk gksrk gSaA 

 Artistic Media (I) - bl  Tool dks ge As a Pencil dh rjg Use dj ldrs gSaaaA 

  Pen - bl Tool ds }kjk ge dksbZ Hkh u;k Object cuk ldrs gSaA 

  B- Spline - bl Tool ds }kjk ge ,d Curve line cuk ldrs gSa vkSj lkFk gh Control points ls mls  
Control fd;k tk    ldrk gSaA 

Polyline: - bl Tool ds }kjk ge ,d Point ls nwljs Point dks Connect dj ds vkd`fr cuk ldrs gSaA 

3- Point Curve - bl  Tool dk Use Curve Line cuk ldrs gSaA 

Smart fill - bl Tool dk Use cuk;s x;s Object esa Color fill djus ds fy, fd;k tkrk gSaA 
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Smart Drawing (Shift + S) - bl Tool dk Use Drawing ds             fy, fd;k tkrk gSa ;g Tool 

isfUly Tool dh rjg dk;Z djrk ftlls dksbZ Disigine vklkuh ls cuk ldrs gSaA 

Rectangle (f6) - bl Tool dk Use ,d vk;rkdkj Object cukus ds fy, fd;k tkrk gSaA 

3- Point Rectangle - bl Tool ds }kjk ge ,d 3D Style okyk vk;rkdkj Object cuk ldrs gSaA  

Ellipse (f7) - bl Tool dk ç;ksx Circle Draw djus ds fy, fd;k tkrk gSaA 

3- Point Ellipse - bl Tool ls ge 3D Style esa Circle cuk ldrs gSaA     

 Polygon (Y) - bl Tool ls Polygon object ge cuk ldrs gSaA  

Star - bl Tool dk Use Star cukus ds fy, fd;k tkrk gSaA 

Complex Star - bl Tool ls Hkh Complex Star cuk;k tkrk gSaA 

Graph Paper (D) - bl Tool ls ge Graph cuk ldrs gSaA 

 Spiral (A) - bl Tool dk Use Spiral  tSlk Object cukus ds fy, fd;k tkrk gSaA           

 Basic Shape - bl Tool ij Click djus ls dbZ lkjh vkd`fr;k fQy tkrh gSa tks igys ls Computer es 

Savegksrh gSaA 

Arrow Shape - ;g Tool Arrow cukus ds fy, Use fd;k tkrk gSaA 

Flowchart Shape - bl Tool ds }kjk ge Flowchart symbol cuk ldrs gSaA 

 Banner Shape - bl Tool ds }kjk ge cSuj Shape Object cuk ldrs gSaA 

 Callout Shape - bl Tool ds }kjk ge Level and speech Bubbles  cuk ldrs gSaA 

Text tool (f8) - bl Tool dk Use Text type djus ds fy, fd;k tkrk gSaA 

Table tool - bl Tool ds }kjk ge Table  cuk ldrs gSaA 
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Parallel Dimension - bl Tool dk Use Dimension Line [khpus ds fy, fd;k tkrk gSaA   

Horizontal or Vertical Dimension - Horizontal and Vertical line Dimension ds lkFk cuk 

ldrs gSaA 

Angular Dimension - bl Tool ds }kjk ge dks.kh; vkd`fr Dimension ds lkFk cuk ldrs gSaA 

Segment Dimension - bl Tool dk Use fdlh Hkh Object ds ,d Point ls nwljs Point ds chp dh nwjh 

dks n”kkZus ds fy, fd;k tkrk gSaaA    

3- Point Callout - bl  Tool ds }kjk ge ekml dh 1st Click ls ykbu Start dj ldrs gSA vkSj 2nd Click 
djus ij ykbu End dj ldrs gSaaA Point Callout tool ls ge 3 Node okyk Object cuk ldrs gSaA 

Straight- line Connector - bl Tool dk Use ,d Object ls nwljs Object dks tksM+us ds fy, ykbu [khap 

ldrs gSaA 

Right- Angle Connector - bl Tool dk Use Two Line Object cukus fd;k tkrk gSaaA   

Like As -  

Right- Angle round Connector - bl Tool ds }kjk Hkh ge nks ykbu okyk cuk ldrs gSaa ftlds dksus eqM+s 

gq, gksrs gSaA 

 Example-                            Rounded corner    

 Edit Anchor - bl Tool ds }kjk ge fdlh Object esa Anchor Point dks Edit dj ldrs gSaA 

Blend - bl Tool ds }kjk ge fdlh Hkh Object ds Color dks Blend ¼feJ.k½ dj ldrs gSaA 

Contour - bl Tool ds }kjk ge fdlh Hkh Object es Outline a cuk ldrs gSaA 

Distort - bl Tool dk Use fdlh ge Hkh Object dks rksM+&ejksM+ dj ge ,d u;k Object cuk ldrs gSaA 

Drop Shadow - bl Tool dk Use ge fdlh Hkh Object ds ihNs ;k uhps Nk;k n”kkZus ds fy, fd;k tkrk gSaA 

Envelope - bl Tool ds }kjk ge fdlh Hkh Shape ds Node dks [khapdj Envelope tSlk Object cuk ldrs 

gSaA  
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 Extrude - bl Tool ds }kjk ge fdlh Hkh Object ij 3d Effect nsus ds fy, bl Tool dk Use dj ldrs     

gSaA  

Transparency - bl Tool dk Use Object dks ikjn”khZ cukus ds fy, fd;k tkrk gSaA 

Color Eyedropper - bl Tool ds }kjk dksbZ Hkh Color Choose dj ds fdlh nwljs Object esa Apply dj 

ldrs gSaA  

Attributes Eyedropper - bl Tool dk Hkh Use Color Eyedropper Tool dh rjg gh fd;k tkrk gSaA 

Outline Pen (f12) - bl Tool dk Use Outline Property Change djus ds fy, fd;k tkrk gSaA 

Outline Color (shift+ f12) - bl Tool dk Use Outline Color cnyus ds fy, fd;k tkrk gSaA 

No Outline - fdlh Hkh Object dh Outline gVkus ds fy,  bl Tool dk Use fd;k tkrk gSaA 

Color - bl Tool ds }kjk ge fdlh Hkh Selected Object esa Outline and Ground color fill djus ds fy, 

fd;k tkrk gSaA 

Uniform fill (Shift+ f11) - bl Tool ds }kjk ge fdlh Hkh Object esa Solid color fill dj ldrs gSaA 

Fountain fill (f11) - bl Tool ds }kjk ge fdlh Hkh Object esa Gradient or Shades fill dj ldrs gSaA 

Pattern fill - bl Tool ds }kjk ge Selected object esa Pattern Color Apply dj ldrs gSaA 

Texture fill - bl Tool ds }kjk ge Texture color fill dj ldrs gSaA 

PostScript fill - bl Tool dk Use fdlh Hkh Object esa igys ls fn, x, Design dks Apply djus ds fy, 

fd;k tkrk gSaA 

No fill - fdlh Hkh Object esa fill color vFkok Pattern vkfn dks gVkus ds fy, bl Tool dk Use fd;k tkrk 

gSaA  

Color - bl Tool dk Use fdlh Hkh Selected Object ds Outline and Ground color fill djus ds fy, 

fd;k tkrk gSaA 

Interactive fill (g) - bl Tool dk Use fdlh Hkh Object esa ,d ls vf/kd Color Mkyus ds fy, fd;k tkrk 

gSaA 
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Mesh fill (M) - bl Tool dk Use fdlh Hkh Object esa Multiple Color fill djus ds fy, fd;k tkrk gSaA 

 

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... 

य ेनोट्स बनान ेमें बहुत महेनत लगी इसललए यदि आप  100,200,500 जो आप को 

उलित लग ेpay कर सकत ेह ै |यदि आप सक्षम ह ैतो – धन्यवाि || 
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