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COURSE CONTENTS. Coreldraw graphics suite x7. 
 

Module-I Corel Draw (X7)…………….……………………….30 Days. 
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CorelDRAW Graphics Suite X7. 

Chapter-1. What Is CorelDraw? dksjyMªkW ,d osDVj xzkfQDl lkW¶Vos;j gS ftls dksjy daiuh }kjk 

fodflr fd;k x;k gS ;g yksxks] czks”kj] osclkbV] fMtkbu] vkSj vU; xzkfQDl cukus ds fy, mi;ksx fd;k tkrk gS 

dksjyMªkW] dksjy xzkfQDl lwV dk ,d fgLlk gS ftles fcVeSi] best ,fMVj] dksjy QksVks isaV vkSj vU; xzkfQDl 

lacaf/kr izksxzke lacaf/kr “kkfey gS ;g ,d “kfDr”kkyh vkSj yksdfiz; lkW¶Vos;j gS ftldk mi;ksx fofHkUu m|ksxksa esa 

fd;k tkrk gS tSls fd lkbuesfdax] foukby dfVax] vkSj fizaV vku fMekaMA 
 

Extensions Name of CorelDraw File.  .CDR (CorelDraw.). 
 

How to Open CorelDraw Software? 
 

Click on Start Button > Programs > CorelDraw Folder > CorelDraw X7. 
 

Click on Window Button > Search > Type > CorelDrawX7. > Enter. 
 

Double Click on CorelDraw. Icon on Desktop. 
 

Title Bar. VkbVy ckj fcaMks ds VkWi es gksrk gS tks gekjs izksxzke ds uke dks crkrk gS bles rhu cVu gksrh gS 

feuhekbt] eSDlhekbt] vkSj Dykst cVuA 
 

Menu Bar. dksjyMªkW esa esuw ckj ,d lkW¶Vos;j ds “kh’kZ ij fLFkr ,d iÍh gksrh gS tgkW fofHkUu esuw tSls Qkby] 

,fMV] O;w] fcVeSi vkfn gksrs gS ftuls vki fofHkUu dk;ksZ vkSj lsfVaXl rd igqWp ldrs gSA  
 

Tool Box. dksjyMªkW esa Vwy ckWDl ,d ,slk iSuy gS tgkW fofHkUu Vwy vkSj QaD”ku ds vkbdkWu gksrs gS ftudk 

mi;ksx fofHkUu m|ksxksa esa fd;k tkrk gS tSls fd lkbuesfdax] foukby dfVax] vkSj fizaV vku fMekaMA 
 

Property Bar. dksjyMªkW esa bldk eryc gS fd izkWiVhZ ckj dk dVsaV ges”kk cnyrk jgrk gS ;g bl ckr ij 

fuHkZj djrk gS fd vki dkSu lk Vwy ;k vkWCtsDV lsysDV dj jgs gSA 
 

Rulers. dksjyMªkW esa :yj vkidks oLrqvksa dks lVhd :Ik ls j[kus esa enn djrs gS [kkldj tc vkidks mUgsa ,d 

fof”k’V LFkku ij j[kus dh vko”;drk gksrh gSA 
 

Status Bar. dksjyMªkW esa LVsVl ckj ,d ,slk {ks= gksrk gS tks foaMks ds fupys fgLls esa fLFkr gksrk gS ;g Qkby] 

best] ;k Vwy ds ckjs esa egRoiw.kZ tkudkjh iznf”kZr djrk gSA 
 

Color Palette. dksjyMªkW esa dyj iSysV jaxks dk ,d laxzg gS ftldk mi;ksx VsDLV vkSj vkWCtsDV~l ij jax Hkjus 

;k vkmVykbu jax lsV djus ds fy, fd;k tkrk gSA 
 

Welcome Screen. dksjyMªkW esa osyde Ldzhu ,d “kq:vkrh facanq gS tks vkidks fofHkUu dk;ksZ dks djus esa enn 

djrk gS A ;g vkidks ,d u;k nLrkost “kq: djus gky gh esa mi;ksx fd, x, nLrkostks dks [kksyus dh vuqefr 

nsrk gSA 
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Chapter-2. CorelDraw X7 Toolbox.  
 

 
 

Pick Tool. dksjyMªkW esa fid Vwy dk mi;ksx fdlh vkWCtsDV~l dks lsysDV djus mls ewo djus vkSj VªaklQkeZ 

djus ds fy, fd;k tkrk gS ;g Vwy dksjyMªkW esa lcls egRoiw.kZ Vwy esa ls ,d gSA fid Vwy dk mi;ksx djds 

vkWCtsDV dks fjlkbt] jksVsV vkSj LD;w dj ldrs gSA 
 

 

 

Menu Bar Standerd Bar Property Bar Control Button 

Color Palette Work Area 

Toolbox 

Status Bar 
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Freehand Pick. dksjyMªkW esa QzhgSaM fid Vwy dk mi;ksx fdlh vkWCtsDV ds ,d fof”k’V Hkkx dks lsysDV 

djus ds fy, fd;k tkrk gS [kkldj tc tc vkids ikl cgqr lkjs vkWCtsDV gks vkSj vki [kkl fgLls dks pquuk 

pkgrs gS 
 

Free Transform Tool. dksjyMªkW esa Qzh VªaklQkWeZ Vwy dk mi;ksx fdlh vkWCtsDV dks ?kqekus] vkdkj cnyus] 

frjNk djus ds fy, fd;k tkrk gSA ;g Vwy vkidks vkWCtsDV ij dbZ rjg ds ifjorZu djus dh vuqefr nsrk gSA 
 

 
 

Free Rotation. dksjyMªkW esa Qzh jksVs”ku Vwy dks Qzh VªaklQkWeZ Vwy ds Hkhrj ik;k tk ldrk gSA ;g Vwy 

vkidks vkWCtsDV dks ?kqekus] Ldsy djus] vkdkj cnyus] frjNk djus dh vuqefr nsrk gSA 
 

Free Angle Reflection. dksjyMªkW esa Qzh ,axy fj¶ysD”ku Vwy ,d ,slk midj.k gS tks vkidks fdlh 

vkWCtsDV dks ,d fof”k’V dks.k ij ?kqekus vkSj vkbZus dh rjg fn[kus okyk izfrfcac cukus dh vuqefr nsrk gSA 
 

Free Scale.  dksjyMªkW esa Qzh Ldsy Vwy dk mi;ksx fdlh vkWCtsDV dks fcuk fdlh fuf”pr vuqikr esa Ldsy 

djus ds fy, fd;k tkrk gSA ;g Vwy vkidks vkWCtsDV ds vkdkj dks viuh bPNkuqlkj cnyus dh vuqefr nsrk gS 

pkgs og pkSMkbZ] ÅpkbZ ;k nksuks esa gksA 
 

Free Skew. dksjyMªkW esa Qzh Ld;w Vwy ,d ,slk Vwy gS tks vkidks fdlh best ;k vkWCtsDV dks fcuk fdlh 

fuf”pr dks.k ds viuh bPNk vuqlkj frjNk djus dh vuqefr nsrk gSA 
 

Shape Tool. (F10). dksjyMªkW esa “ksi Vwy dk mi;ksx fdlh fHk oLrq ds vkdkj dks cnyus ;k la”kksf/kr djus 

ds fy, fd;k tkrk gS ;g Vwy fo”ks’k :Ik ls odzks vkSj uksM~l ds lkFk dke djus ds fy, fMtkbu fd;k x;k gS 

ftlls oLrqvksa dks eupkgs rjhds ls vkdkj ns ldrs gSA 
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Smooth. dksjyMªkW esa LewFk Vwy dk mi;ksx djds fdlh Hkh vkdkj ds dksuks dks fpduk djus ds fy, fd;k 

tkrk gSA ;g Vwy frjNs fdukjksa ;k dksuks dks gVkdj mUgsa vf/kd xksy vkSj vkd’kZd cukrk gSA 
 

Smear. dksjyMªkW esa Leh;j Vwy dk mi;ksx fdlh oLrq dks [khapus ;k QSykus ds fy, fd;k tkrk gS ftlls 

og ,d [kkl fn”kk esa Let ;k /kqa/kyh fn[kkbZ nsrh gSA 
 

 

 

Twirl. dksjyMªkW esa fVªjy ,d ,slk Vwy gS tks fdlh Hkh vkdkj dks ?kqekus ds fy, mi;ksx fd;k tkrk gS ;g 

Vwy vkdkj ds fdukjksa ij ,d izHkko cukrk gS ftlls os ,d ?kqekonkj :Ik ys ysrs gSA 
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Attract. dksjyMªkW esa vVªSDV Vwy ,d ,slk Vwy gS ftldk mi;ksx fdlh vkWCtsDV ds fdukjs dks [khapdj mls 

u;k vkdkj nsus ds fy, fd;k tkrk gSA ftlls fdukjs dks vanj ;k ckgj dh rjQ [khapk tk ldrk gSA 
 

Repel. dksjyMªkW esa fjisy Vwy dk mi;ksx fdlh vkdkj dks fod`r djus ds fy, fd;k tkrk gSA ftlls ,d 

mHkjk gqvk ;k fod`r izHkko iSnk gksrk gSA  
 

Smudge. dksjyMªkW esa Let Vwy dk mi;ksx fdlh js[kk ;k vkdkj dks fodr̀ djus [khapus ;k fLe;j djus ds 

fy, fd;k tkrk gSSA 
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Roughen. dksjyMªkW esa jQu Vwy dk mi;ksx fdlh js[kk ;k vkdkj dks [kqjnqjk cukus ds fy, fd;k tkrk gSSA 
 

 

 

Crop Tool. dksjyMªkW esa dzkWi Vwy dk mi;ksx fdlh best ;k vkWCtsDV ds vokafNr fgLlksa dks gVkus ds fy, 

fd;k tkrk gS ftlls dsoy okafNr {ks= gh jg tkrk gSA  
 

 
 

Knife Tool. dksjyMªkW esa ukbQ Vwy dk mi;ksx fdlh osDVj vkWCtsDV] VsDLV ;k fcVeSi dks dkVus ;k foHkkftr 

djus ds fy, fd;k tkrk gSSA ftlls nks ;k nks ls vf/kd Hkkx cu tkrk gSA 
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Virtual Segment Delete. dksjyMªkW esa opqZvy lsxesaV fMyhV Vwy vksojySi gksus okys ykbu lsxesaV dks 

gVkus dk ,d vklku rjhdk gSA ;g Vwy fo”ks’k :Ik ls rc mi;ksxh gksrk gS tc vki fdlh vkWCtsDV ds mu fgLlksa 

dks gVkuk pkgrs gSA 
 

Eraser Tool. dksjyMªkW esa bjstj Vwy dk mi;ksx fdlh vkWCtsDV ;k best ds fgLls dks feVkus ds fy, fd;k 

tkrk gSA ;g Vwy fdlh isafly ;k bjstj dh rjg dke djrk gSA ftlls vki vokafNr fgLlks dks gVk ldrs gSA 
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Zoom In (Ctrl++). dksjyMªkW esa twe bu Vwy dk mi;ksx fdlh fp= ;k vkWCtsDV dks cMk djds ns[kus ds 

fy, fd;k tkrk gSA ;g vkidks NksVs] NksVs fooj.kksa dks ns[kus esa enn djrk gSA 
 

Zoom Out (F3). dksjyMªkW esa twe vkmV Vwy dk mi;ksx fdlh fp= ;k vkWCtsDV dks NksVk djds ns[kus ds 

fy, fd;k tkrk gSA 

Zoom To Select (Shift+F2). dksjyMªkW esa twe Vw lsysD”ku Vwy dk mi;ksx fdlh pquh gqbZ oLrq ;k oLrqvksa 

ds lewg dks twe djds ns[kus ds fy, fd;k tkrk gSA ;g Vwy vkidks p;fur {ks= dks Ldzhu ij iwjh rjg ls fQV 

djus ds fy, twe bu twe vkmV djus dh vuqefr nsrk gSA 
 

Zoom To All Objects (F4). dksjyMªkW esa twe Vw vky vkWCtsDV Vwy dk mi;ksx Mªkbax esa ekStwn lHkh 

vkWCtsDV dks ,d lkFk ns[kus ds fy, fd;k tkrk gSA rkfd os lHkh ,d gh Ldzhu ij fn[kkbZ nsaA 

 

 Zoom To Page (Shift+F4). dksjyMªkW esa twe Vw ist Vwy dk mi;ksx djds vki iqjs ist dks viuh Mªkbax 

foaMks esa fQV djus ds fy, twe dj ldrs gSA ;g vkidks ,d gh ckj esa iwjs ist dks ns[kus dh vuqefr nsrk gSA 

            

Zoom To Page Width. dksjyMªkW esa twe Vw ist foM~Fk Vwy dk mi;ksx djds vki vius fMtkbu ist dks 

bl rjg twe dj ldrs gSA fd og vkidh Ldzhu dh pkSMkbZ esa iwjh rjg ls fQV gks tk,A 
 

Zoom To Page Height. dksjyMªkW esa twe Vw ist gkbV Vwy dk mi;ksx djds vki vius fMtkbu dks bl 

rjg ls NksVk ;k cMk dj ldrs gS fd mldh ÅapkbZ rd lek;ksftr gks tk,A 

 

 
 

Pan Tool. (H). dksjyMªkW esa bldh enn ls vki fMtkbZu dks b/kj ls m/kj MªSx dj ldrs gSA 
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Freehand. (F5). dksjyMªkW esa QzhgSaM Vwy ,d ,slk Vwy gS tks vkidks isafly dh rjg bLrseky djus dh 

lqfo/kk nsrk gS ftlls vki fcuk fdlh izfrca/k ds viuh ethZ ls js[kk,a vkSj vkdkj cuk ldrs gSA 
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2-Point Line. dksjyMªkW esa Vw ikWbaV ykbu ,d lh/kh js[kk [khapus ds fy, bLrseky gksus okyk Vwy gSA ;g Vwy 

nks fcanqvksa ij fDyd djds ,d js[kk cukrk gS ftlls vki vklkuh ls lh/kh js[kk,a cuk ldrs gSaA 
 

Bezier Tool. dksjyMªkW esa csft;j Vwy dk mi;ksx odz vkSj ,adj ikWbaV~l cukus ds fy, fd;k tkrk gSA ;g 

Vwy ,d QzhgSaM Vwy dh rjg gS ysfdu blesa vki odzksa dks vf/kd lVhdrk ls fu;af=r dj ldrs gSA 
 

Pen Tool. dksjyMªkW esa isu Vwy dk mi;ksx djds vki ykbusa] odz vkSj vkdkj cuk ldrs gSaA ;g ,d 

“kfDr”kkyh midj.k gS ftldk mi;ksx djds vki tfVy vkd`fr;kW cuk ldrs gS vkSj mUgsa laikfnr dj ldrs gSA 
 

 
 

B-Spline Tool. dksjyMªkW esa B-Spline Vwy dk mi;ksx fpduh odz cukus ds fy, fd;k tkrk gSA ;g Vwy 

lh/kh js[kkvksa ds ctk; LewFk] ?kqekonkj js[kk,W cukus esa enn djrk gS ;fn vki fdlh fof”k’V fcanq ij odz dks tdM-

uk pkgrs gSA 
 

Polyline Tool. dksjyMªkW esa ikWyhykbu Vwy dk mi;ksx QzhgSaM Vwy dk ,d fgLlk gS tks vkidks js[kk,a vkSj 

odz [khapus dh vuqefr nsrk gSA ;g Vwy vkidks ,d lkFk dbZ js[kk[kaM ;k odz cukus dh lqfo/kk nsrk gS ftlls vki 

tfVy vkdkj cuk ldrs gSA 
 

3-Point Curve Tool. dksjyMªkW esa 3 ikWbaV doZ Vwy dk mi;ksx ljy odz cukus ds fy, fd;k tkrk gSA 

;g Vwy vkidks odz dh “kq:vkr var vkSj ÅpkbZ fufnZ’V djus dh vuqefr nsrk gS 
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Smart Drawing (Shift+S). dksjyMªkW esa LekVZ Mªkbax Vwy ,d ,slk Qhpj gS tks mi;ksxdrkZvksa dks lk/kkj.k 

vkd`fr;ksa dks vf/kd lVhd vkSj lgtrk ls cukus esa enn djrk gSA ;g Vwy vkids }kjk cukbZ xbZ vkd`fr;ksa dks 

Lopkfyr :i ls Bhd djrk gSA 
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Artistic Media. (I). dksjyMªkW esa vkfVZfLVd ehfM;k Vwy ,d ,slk midj.k gS tks vkidks fofHkUu izdkj ds 

dykRed izHkko cukus dh vuqefr nsrk gSA ;g ,d cz”k dh rjg dke djrk gS ysfdu blesa izhlsV cz”k LVªksd] 

dSyhxzkQh bQsDLV~l vkSj Lizs;j tSls dbZ fodYi miyC/k gS ftudk mi;ksx djds vki lk/kkj.k js[kkvksa ;k vkd`fr;ksa 

dks vkd’kZd xzkfQDl esa cny ldrs gSA 
 

 
 

Rectangle Tool. (F6). dksjyMªkW esa jsDVsaxy Vwy dk mi;ksx vk;r vkSj oxZ cukus ds fy, fd;k tkrk gSA 

;g Vwy vkidks ,d dksus ls nwljs dksus rd [khapdj vk;r ;k oxZ cukus dh vuqefr nsrk gSA 
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3-Point Rectangle Tool. dksjyMªkW esa 3 ikWbaV jsDVsaxy Vwy ,d ,slk midj.k gS tks vkidks rhu fcanqvksa 

dk mi;ksx djds vk;r ;k oxZ cukus dh vuqefr nsrk gSA ;g Vwy jsDVsaxy Vwy xzqi ds vanj ik;k tkrk gSA 
 

Ellipse Tool. (F7). dksjyMªkW esa ,fyIl Vwy dk mi;ksx o`Ùk vkSj nh?kZo`r cukus ds fy, fd;k tkrk gSA ;g 

Vwy vkidks fofHkUu izdkj ds xksykdkj vkdkj cukus dh lqfo/kk nsrk gS ftuesa o`r] nh?kZo`̀Ùk] vkSj ikbZ vkdkj “kkfey 

gSA 
 

 

 

3-Point Ellipse. dksjyMªkW esa 3 ikWbaV ,fyIl Vwy ,d ,d ,slk midj.k gS tks vkidks ,d dks.k ij ,d 

,fyIl cukus dh vuqefr nsrk gSA 
 

Polygon Tool. (Y). dksjyMªkW esa ikWyhxkWu Vwy dk mi;ksx cgqHkqt vkdkj cukus ds fy, fd;k tkrk gSA ;g 

,d osDVj xzkfQDl LkkW¶Vos;j gS vki viuh vko”drkuqlkj cgqHkqt esa Hkqtkvksa dh la[;k dks lek;ksftr dj ldrs 

gSA 
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Star Tool. dksjyMªkW esa LVkj Vwy dk mi;ksx djds vki vklkuh ls flrkjs cuk ldrs gSaA ;g Vwy “ksi Vwy 

ds varxZr vkrk gS vkSj vkidks lk/kkj.k ;k tfVy flrkjs cukus dh lqfo/kk nsrk gSA 
 

 

 

Complex Star Tool. dksjyMªkW esa dkWEIysDl LVkj Vwy ,d ,slk midj.k gS ftldk mi;ksx tfVy rkjksa 

dks cukus ds fy, fd;k tkrk gS ftlls vki fofHkUu izdkj ds vkd’kZd vkSj foLrr̀ rkjksa dks cuk ldrs gSA 
 

 
 

Graph Paper. (D). dksjyMªkW esa xzkQ isij Vwy ,d ,slk midj.k gSA ftldk mi;ksx fxzM ;k xzkQ isij 

dh rjg fn[kus okyh vkd`fr;kW cukus ds fy, fd;k tkrk gSA ftldk mi;ksx fofHkUu izdkj ds fMtkbu cukus ds 

fy, fd;k tk ldrk gSA 
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Spiral Tool. (A). dksjyMªkW esa Likbjy Vwy ,d ,slk Vwy gS ftldk mi;ksx Likbjy vkdkj cukus ds fy, 

fd;k tkrk gSA 
   

 

 

 

Basic Shape Tool. dksjyMªkW esa csfld “ksi Vwy dk mi;ksx fofHkUu izdkj dh cqfu;knh vkd̀fr;ksa dks cukus 

ds fy, fd;k tkrk gS tSls fd vk;r] o`r] f=Hkqt vkfn  
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Arrow Shape Tool. dksjyMªkW esa ,jks “ksi Vwy dk mi;ksx djds vki fofHkUu izdkj ds rhj cuk ldrs gSA 
 

Flowchart Shapes Tool. dksjyMªkW esa ¶ykspkVZ vkd`fr;kW ,d fo”ks’k izdkj dk Vwy gS tks ¶ykspkVZ dks 

cukus ds fy, mi;ksx fd;k tkrk gS ;g fofHkUu izdkj ds vkd`fr;kW tSls vk;r cukus ds fy, fd;k tkrk gSaA  
 

Banner Shapes Tool. dksjyMªkW esa cSuj “ksIl Vwy dk mi;ksx djds cSuj cuk ldrs gSA vkSj bldk mi;ksx 

djds vkdkjks dks laikfnr dj ldrs gSA 
 

Callout Shapes Tool. dksjyMªkW esa dkWyvkmV “ksi Vwy dk mi;ksx fof”k’V oLrqvksa dks bafxr djus ds fy, 

VsDLV ;k js[kkvksa ds lkFk vkd`r cukus ds fy, fd;k tkrk gS tSls fd vk;rkdkj] oÙ̀kkdkj ;k VsDLV dks tksMrk gSA 
 

Text Tool. (F8). dksjyMªkW esa VsDLV Vwy ,d ,slk Vwy gS ftldk mi;ksx VsDLV fy[kus laikfnr djus vkSj 

fofHkUu rjhdks ls QkWesZV djus ds fy, fd;k tkrk gSA  
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Table Tool. dksjyMªkW esa Vscy Vwy dk mi;ksx djds vki ,d fxzM Vscy cuk ldrs gS ftlesa iafDr;kW vkSj 

dkWye gksrs gSA bl Vwy dk mi;ksx djds vki Vscy esa VsDLV tksM ldrs gS lsy dk jax cny ldrs gSA 
 

 
 

Parallel Dimension Tool. dksjyMªkW esa iSjsyy Mk;esa”ku Vwy dk mi;ksx fdlh oLrq dh yackbZ vkSj pkSMkbZ 

dks ekius ds fy, fd;k tkrk gSA vki fdlh Hkh fn”kk esa eki ysus ds fy, bldk mi;ksx dj ldrs gSA 
 

Horizontal or Vertical Dimension Tool. dksjyMªkW esa gkWfjtkWUVy vkSj ofVZdy Mk;esa”ku Vwy nks 

vyx] vyx izdkj ds Mk;esa”ku Vwy gS tks fdlh vkWCtsDV dh {kSfrt vkSj Å/okZ/kj nwjh dks ekius ds fy, mi;ksx 

fd, tkrs gSA 
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Angular Dimension Tool. dksjyMªkW esa ,axqyj Mk;esa”ku Vwy dk mi;ksx nks js[kkvksa ds chp ds dks.k dks 

ekius ds fy, fd;k tkrk gS vki bl Vwy dk mi;ksx djds viuh fMtkbu esa fdlh Hkh dks.k dks vklkuh ls eki 

ldrs gSA 
 

Segment Dimension Tool. dksjyMªkW esa lsxeasV Mk;esa”ku Vwy dk mi;ksx fdlh vkdkj ds ,d fof”k’V 

[kaM dh yackbZ ;k nwjh ekius ds fy, fd;k tkrk gS 
 

3-Point Callout Dimension Tool. dksjyMªkW esa 3 ikWbaV dkWyvkmV Mk;esa”ku Vwy dk mi;ksx dks.k vkSj 

?kqeko ds lkFk vk;ke fn[kkus ds fy, fd;k tkrk gS tks dks.k vkSj js[kk dh yackbZ dks n”kkZrk gSA 
 

Straight Line Connector Tool. dksjyMªkW esa LVªsV ykbu dusDVj Vwy dk mi;ksx oLrqvksa dks tksMus vkSj 

muds chp laca/k fn[kkus ds fy, fd;k tkrk gS 
 

Right Angle Connector Tool. dksjyMªkW esa jkbV ,axy dusDVj Vwy ,d ,slk Vwy gS tks nks vkCtsDV~l 

dks 90 fMxzh ds dks.k ij tksMus ds fy, bLrseky gksrk gSA 
 

Rounded Right Angle Connector Tool. dksjyMªkW esa jkmaMsM ,axy dusDVj ,d Vwy gS ftldk mi;ksx 

nks vkd`fr;ksa dks ,d /kqekonkj dks.k okys js[kk ls tksMus ds fy, fd;k tkrk gSA 
 

Edit Anchor Tool. dksjyMªkW esa ,fMV ,adj Vwy dk mi;ksx dusDVj ykbuksa ds ,adj ikWbaV~l dks la”kksf/kr 

djus ds fy, fd;k tkrk gSA 
 

Drop Shadow Tool. dksjyMªkW esa MªkWi “kSMks Vwy ,d ,slk fQpj gS tks fdlh vkWCtsDV ds fiNs ,d ijNkbZ 

tSlk bQsDV cukus esa enn djrk gSA ;g Vwy dksjyMªkW esa fdlh Hkh vkWCtsDV] VsDLV] ;k “ksi ij yxk;k tk ldrk 

gSA 
 

 
 

Contour Tool. dksjyMªkW esa daVwj Vwy dk mi;ksx fdlh oLrq ds pkjksa vksj ,d ;k ,d ls vf/kd ledsUnzh; 

js[kk,W ;k vkdkj cukus ds fy, fd;k tkrk gS ftlls 3D izHkko cuk, tk ldrs gSA 
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Blend Tool. dksjyMªkW esa CysaM Vwy nks ;k nks ls vf/kd oLrqvksa dks feykdj ,d u;k :i nsus ds fy, bLrseky 

gksrk gSA ;g Vwy oLrqvksa ds chp vkdkj] jaax] vkSj vU; xq.kks dk /khjs] /khjs cnyus dk dke djrk gSA 
 

 
 

Distort Tool. dksjyMªkW esa fMLVkWVZ Vwy dk mi;ksx fdlh vkWCtsDV ds vkdkj dks cnyus ds fy, fd;k tkrk 

gSA ftldk mi;ksx fofHkUu izdkj ds izHkko cukus ds fy, fd;k tk ldrk gSA 
 

Push And Pull Distortion Tool. dksjyMªkW esa iq”k ,aM fMLVkW”kZu Vwy ,d izHkko gS ;g Vwy fdlh oLrq 

ds vkdkj dks cnyus vkSj fofHkUu izdkj ds izHkko cukus ds fy, mi;ksxh gSA 
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Zipper Distortion Tool. dksjyMªkW esa ftij fMLVkW”kZu Vwy ,d ,slk Vwy gS ftldk mi;ksx fdlh vkWCtsDV 

dks fti dh rjg fn[kus okys fo:i.k izHkko nsus ds fy, fd;k tkrk gSA 
 

Twister Distortion Tool. dksjyMªkW esa ;g ,d fMLVkW”kZu Vwy gS ftldk mi;ksx fdlh vkWCtsDV dks ?kqekus 

vkSj eksMus ds fy, fd;k tkrk gSA 

 

 

Envelop Tool. dksjyMªkW esa ,uosyi Vwy dk mi;ksx oLrqvksa dks vkdkj nsus ds fy, fd;k tkrk gSA TkSls fd 

odz]ikB ;k fcVeSi Nfo;ka rkfd mUgs ,d fof”k’V vkdkj esa <kyk tk ldsA 
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Extrude Tool. dksjyMªkW esa ,DlVqM Vqy dk mi;ksx fdlh oLrq dks 3D fn[kkus ds fy, fd;k tkrk gSA ;g 

Vwy fdlh vkWCtsDV ls fcanqvksa dks izNsfir djds vkSj mUgs tksMdj ,d 3D izHkko iSnk djrk gSA 
    

 
 

Transparency Tool. dksjyMªkW esa Vªkalisjsalh Vwy dk mi;ksx fdlh vkWCtsDV dks vkaf”kd :Ik ls ikjn”khZ 

cukus ds fy, fd;k tkrk gS ftlls vU; vkWCtsDV ds Åij ;k uhps /kqa/kyk fn[kkbZ nsA 

 
 

Color Eyedropper Tool. dksjyMªkW esa dyj vkbZMªkWij Vwy ,d ,slk midj.k gS ftldk mi;ksx fdlh Hkh 

jax dk uewuk ysus ds fy, fd;k tkrk gS ftldk mi;ksx vki vius fMtkbu esa dj ldrs gSA 
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Attributes Eyedropper Tool. dksjyMªkW esa ,fVªC;wV~l vkbZMªkWij Vwy dk mi;ksx fdlh vkWCtsDV ds xq.kks 

tSls jax] vkdkj] izHkko dks dkWih djds nwljs vkWCtsDV ij ykxw djus ds fy, fd;k tkrk gSA   
 

Interactive Fill Tool (G). dksjyMªkW esa baVjsfDVo fQy Vwy ,d ,slk Vwy gS tks vkidks fdlh vkWCtsDV esa 

fofHkUu izdkj ds jax vkSj iSVuZ Hkjus dh lqfo/kk nsrk gSA ;g vkidks jaxks dks feykus dh vuqefr nsrk gS ftlls vki 

vius fMtkbu dks vkSj vf/kd vkd’kZd cuk ldrs gSA 
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Mesh Fill Tool (M). dksjyMªkW esa es”k fQy Vwy ,d ,slk Vwy gS tks vkidks fdlh vkWCtsDV esa jaxks dks 

vf/kd lgt rjhds ls Hkjus dh lqfo/kk nsrk gSA ;g Vwy ,d fxzM cukrk gS ftl ij vki vyx] vyx jaxks ds uksM~l 

lsV dj ldrs gSA 
 

 
 

Smart Fill Tool. dksjyMªkW esa LekVZ fQy Vwy ,d ,slk Vwy gS ftldk mi;ksx nks ;k nks ls vf/kd vkd`fr;ksa 

ds baVjlsD”ku ls cuh can txg dks Hkjus ;k ,d u;k vkWCtsDV cukus ds fy, fd;k tkrk gSA 
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Outline Pen Tool (F12). dksjyMªkW esa vkmVykbu isu Vwy dk mi;ksx fdlh vkWCtsDV dh vkmVykbu dks 

lsV djus ds fy, fd;k tkrk gSA bles vki vkmVykbu dk jax] pkSMkbZ vkSj dksuks ds vkdkj dks cny ldrs gSA 
 

 
 

Outline Color Tool (Shift+F12). dksjyMªkW esa vkmVykbu dyj Vwy fdlh vkWCtsDV dh vkmVykbu ds 

jax cnyus ds fy, mi;ksx fd;k tkrk gSA 
 

No Outline Tool. dksjyMªkW esa uks vkmVykbu Vwy dk mi;ksx fdlh vkWCtsDV dh vkmVykbu dks gVkus ds 

fy, fd;k tkrk gS ftlls og fcuk fdlh ckWMZj ds fn[kkbZ nsxkA 
 

Hairline Outline Tool. dksjyMªkW esa gs;jykbu vkmVykbu ,d cgqr gh iryh js[kk ;k vkmVykbu gksrh 

gS tks yxHkx u ds cjkcj eksVkbZ dh gksrh gSA  
 

Edit Fill Tool. dksjyMªkW esa ,fMV fQy Vwy dk mi;ksx fdlh vkWCtsDV esa Hkjs gq, jax] iSVuZ] dks laikfnr 

djus ds fy, fd;k tkrk gSA  
 

No Fill Tool. dksjyMªkW esa uks fQy Vwy dk eryc gS fdlh vkWCtsDV ;k {ks= ls fQy fd, x, dyj dks 

gVkuk gSA 
 

Uniform Fill Tool. dksjyMªkW esa ;wfuQkWeZ fQy Vwy dk mi;ksx fdlh vkWCtsDV ;k {ks= esa ,d leku jax 

Hkjus ds fy, fd;k tkrk gSA 
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Fountain Fill Tool. (F11). dksjyMªkW esa QkmaVsu fQy Vwy ,d ,slk midj.k gS ftldk mi;ksx fdlh 

vkWCtsDV esa xzsfM,aV jax Hkjus ds fy, fd;k tkrk gSA QkmaVsu fQy Vwy nks ;k nks ls vf/kd jaxks dks feykus fd 

vuqefr nsrk gSA 
 

 
 

 Vector Pattern Fill. dksjyMªkW esa osDVj iSVuZ fQy Vwy ,d ,slk midj.k gS tks vkidks osDVj vk/kkfjr 

iSVuZ ds lkFk oLrqvks dks Hkjus dh vuqefr nsrk gSA ftldk mi;ksx fofHkUUk izdkj ds fMtkbu cukus ds fy, fd;k 

tkrk gSA 
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Bitmap Pattern Fill. dksjyMªkW esa fcVeSi iSVuZ fQy Vwy dk mi;ksx fdlh vkWCtsDV ;k {ks= dks ,d fcVeSi 

best ds iSVuZ ls Hkjus ds fy, fd;k tkrk gSA ftldk mi;ksx fofHkUUk izdkj ds fMtkbu cukus ds fy, fd;k tkrk 

gSA 
 

Two Color Pattern Fill. dksjyMªkW esa Vw dyj iSVuZ fQy dk mi;ksx fdlh vkWCtsDV ;k {ks= esa nks jaxks 

dk mi;ksx djds ,d iSVuZ ds fy, fd;k tkrk gSA 
 

Texture Fill. dksjyMªkW esa VsDlpj fQy Vwy dk mi;ksx fdlh vkWCtsDV esa ,d cukoV iSVuZ ds fy, fd;k 

tkrk gSA VsDlpj fQy Vwy vkidks fofHkUu izdkj ds VsDlpj iSVuZ iznku djrk gSA 
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PostScript Fill. dksjyMªkW esa iksLVfLdzIV fQy ,d fo”ks’k izdkj dk fQy gS ftldk mi;ksx tfVy iSVZu 

cukus ds fy, fd;k tkrk gSA ;g osDVj vk/kkfjr fQy gS ftldk mi;ksx fofHkUu vkdkjksa vkSj vkd`fr;ksa esa fd;k 

tkrk gSA 
 

 
  

Color Tool. dksjyMªkW esa dyj Vwy dk mi;ksx fdlh vkWCtsDV ;k VsDLV esa jax Hkjus vkSj mlds vkmVykbu 

dk jax cnyus ds fy, fd;k tkrk gSA 
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Chapter-3. File Menu. (Alt+F). 
 

 
 

New (Ctrl+N). blds }kjk ge ,d u;k ist dks ysrs gSA ftl ij vki viuh fMtkbu ;k xzkfQDl cuk ldrs gSA 
 

 
 

New From Template. dksjyMªkW esa U;w QzkWe VsEiysV dk eryc gS igys ls fMtkbu fd, x, VsEiysV dk mi;ksx 

djds ,d ubZ Qkby cukukA blls vki tYnh ls ,d u;k MkWD;wesaV cuk ldrs gSA 
 

Open (Ctrl+O). blds }kjk ge igys ls lso Qkby dks vksiu djds ns[krs gSA rkfd vki ml ij dke dj ldsa 

;k ns[k ldsa 
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Open Recent. dksjyMªkW esa vksiu jhlsaV dk eryc gS gky gh esa mi;ksx dh xbZ Qkbyksa dh lwph ns[kuk bl lwph 

esa vki mu Qkbyks ij fDyd djds vklkuh ls [kksy ldrs gSA 
 

Close (Ctrl+W). dksjyMªkW esa Dykst dk eryc gS fdlh [kqyh gqbZ xzkfQd Qkby ;k dksjyMªkW ,Iyhds”ku dks can 

djukA 
 

Close All. dksjyMªkW esa Dykst vky dk eryc gS fd lHkh [kqyh gqbZ Qkby dks ,d lkFk can djukA 
 

Save (Ctrl+S). blds }kjk ge vius Qkby dks dksbZ Hkh uke nsdj lso dj ldrs gS ckn esa [kksy dj fQj ls ml 

ij dke dj ldrs gSA 
 

Save As (Ctrl+Shift+S). blds }kjk ge igys ls lso Qkby ds uke dks cny ldrs gS ;k nwljs uke ls lso 

dj ldrs gSA 
 

 

 

Save As Template. dksjyMªkW esa lso ,st VsEiysV dk eryc gS viuh oRkZeku fMtkbu dks ,d VsEiysV ds :Ik 

esa lgstus dh izfdz;kA blls vki ml fMtkbu dks Hkfo’; esa fdlh u, izkstsDV ds fy, “kq:vkrh fcanq ds :Ik esa 

mi;ksx dj ldrs gSA  
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Revert. dksjyMªkW esa fjoVZ dk eryc gS fdlh Qkby dks vkf[kjh ckj lso fd, x, laLdj.k esa okil ys tkukA 

bldk mi;ksx rc fd;k tkrk gS tc vius Qkby esa dqN cnyko fd, gS vkSj vki ml cnyko dks gVkuk pkgrs gS 

vkSj Qkby dks fiNys laLdj.k esa okil ykuk pkgrs gSA  
 

Acquire Image. dksjyMªkW esa Acquire Image dk eryc gS fdlh LdSuj ;k fMftVy dSejs ls best dks lh/ks 

dksjyMªkW esa ykuk bldk mi;ksx rc fd;k tkrk gS tc vki vius nLrkost es dksbZ Nfo tksMuk pkgrs gSA 
 

Search Content. dksjyMªkW esa lpZ daVsaV dk eryc gS fdlh fo”ks’k VsDLV ;k vkWCtsDV dks iwjs nLrkost ;k mlds 

fdlh [kkl fgLls esa <w<ukA ;g lqfo/kk vkidks VsDLV] QkWUV] jax] ds vk/kkj ij [kkstus dh vuqefr nsrh gSA 

Import (Ctrl+I). dksjyMªkW esa bEiksVZ dk eryc gS fdlh nwljh Qkby dks dksjyMªkW esa [kksyuk ;k ykuk bldk 

eryc gS fd vki fdlh nwljh ,Iyhds”ku esa cuh gqbZ Qkby dks dksjyMªkW esa [kksydj ml ij dke dj ldrs gSA 
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Export (Ctrl+E). dksjyMªkW esa ,DliksVZ dk eryc gS viuh fMtkbu dks fdlh nwljh Qkby QkWesZV esa cnyuk 

rkfd bls vU; lkW¶Vos;j ;k IysVQkeZ ij bLrseky fd;k tk ldsA tSls JPG, PNG, ;k PDF 
 

 
 

Export for Office. dksjyMªkW esa ,DliksVZ QkWj vkWfQl dk eryc gS fd vki viuh dksjyMªkW Qkby dks ,sls izk:i 

esa cny jgs gS tSls oMZ ;k ikojikWbaV esa vklkuh ls bLrseky fd;k tk ldsA 
 

Publish To PDF. dksjyMªkW esa ifCy”k Vw ihMh,Q dk eryc gS fd vkidh dksjyMªkW Qkby dks ,d ihMh,Q 

nLrkost ds :i esa lgstukA ihMh,Q ,d ,slk izk:i gS tks yxHkx lHkh midj.kksa vkSj lkW¶Vos;j esa [kqy ldrk gSA 

 
 

Print (Ctrl+P). dksjyMªkW esa fiazV dk eryc gS vkids }kjk fMtkbu fd, x, xzkfQd dks isij ij Nkiuk blds 

fy, vki dks fizaV fodYi dks pquuk gksxk tgka vki fiazVj] ist] dk vkdkj jax vkfn tSls fofHkUu lsfVaXl dks dkWfUQxj 

dj ldrs gSA  
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Print Merge. dksjyMªkW esa fiazV etZ ,d ,slk Qhpj gS tks vkidks ,d gh fMtkbu dks vyx] vyx MsVk ds lkFk 

dbZ ckj fiazV djus dh vuqefr nsrk gSA 
 

Print Preview. dksjyMªkW esa fiazV fizO;w dk eryc gS fd vki vius fMtkbu dks fiazV djus ls igys ;g ns[k ldrs 

gS fd ;g dkxt ij dSls fn[ksxkA 
 

Document Properties. dksjyMªkW esa MkWD;wesaV izkWiVhZt vkids fMtkbu fd, tk jgs nLrkost ds fofHkUu igyqvksa 

dks fu;af=r djus okyh lsfVaXl dks lanfHkZr djrk gSA blesa ist dk vkdkj jax eksM] fjtkWY;w”ku lacaf/kr fodYiksa dks 

lsV djuk “kkfey gSA 
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Exit (Alt+F4). dksjyMªkW esa ,fXtV dk eryc gS izksxzke ls ckgj fudyuk ;k can djukA tc vki dksjyMªkW esa 

dke dj jgs gksrs gS ,fXtV ls dksjyMªkW ds ,fIyds”ku dks can dj nsxkA 
 

Chapter-4. Edit Menu. (Alt+E). 
 

 
 

Undo (Ctrl+Z). dksjyMªkW esa vuMw dk eryc gS fiNys ,D”ku dks iwoZor djuk ;k tks vkius vHkh] vHkh fd;k gS 

mls okil ysukA vxj vkils dksbZ xyrh gks tkrh gS tSls dksbZ vkWCtsDV xyrh ls fMyhV gks x;k rks vki vuMw 

djds okil yk ldrs gSA 
 

Redo (Ctrl+Shift+Z). dksjyMªkW esa jhMw dk eryc gS fdlh vuMw dh xbZ fdz;k dks okil ykuk ;fn vki dksbZ 

xyrh ls dqN feVk fn;k gS ftls vki okil pkgrs gS rks jhMw ml fdz;k dks dj nsxkA 
 

Repeat (Ctrl+R). dksjyMªkW esa fjihV ,d ,slk Qhpj gS tks vkidks fdlh vkWCtsDV dks ,d fuf”pr nwjh vkSj 

fn”kk esa nksgjkus dh vuqefr nsrk gSA ;g ,d gh vkWCtsDV dh dbZ izfr;ka cukus vkSj mUgsa ,d fof”k’V iSVuZ esa 

O;ofLFkr djus dk ,d rst vkSj vklku rjhdk gSA 
 
 

 
 

Undo Manager. dksjyMªkW esa vuMw eSustj ,d ,slk Qhpj gS tks vkidks gky gh esa fd, x, dk;ksZ dks okil 

djus dh vuqefr nsrk gSA 
 

Cut (Ctrl+X). dksjyMªkW esa dV dk eryc gS fdlh vkWCtsDV ;k VsDLV dks dV djds mls fDyicksMZ esa j[kuk 

rkfd mls ckn esa dgha vkSj isLV fd;k tk ldsA ftlls vki vkWCtsDV~l dks ,d txg ls nwljh txg ij ewo dj 

ldrs gSA ;k MqIyhdsV dj ldrs gSA 
 

Copy (Ctrl+C). dksjyMªkW esa dkWih dk eryc gS fdlh vkWCtsDV ;k VsDLV ;k best dks MqfIydsV djuk vkSj vkSj 

mls fDyicksMZ esa LVksj djuk rkfd mls ckn esa dgha vkSj isLV fd;k tk ldsA 
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Paste (Ctrl+V). dksjyMªkW esa isLV dk eryc gS dkWih ;k dV fd, x, vkWCtsDV dks ,d ubZ ;k ekStwnk txg ij 

fpidkukA vkSj mls ,d LFkku ls nwljs LFkku ij ys tkus dh vuqefr nsrh gSA 
 

 
 

Paste Special. dksjyMªkW esa isLV Lis”ky ,d ,slk fodYi gS tks vkidks fdlh vkWCtsDV dks dkWih djds isLV djrs 

le; mls fofHkUu Lo:iksa esa fpidkus dh lqfo/kk nsrk gSA 
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Delete. dksjyMªkW esa fMyhV dk eryc gS fdlh pquh gqbZ oLrq ;k VsDLV dks Mªkbax ls gVkuk TkSls js[kk] vkdkj] 

bestA 
 

Duplicate (Ctrl+D). dksjyMªkW esa MqIyhdsV dk eryc gS fdlh vkWCtsDV dh ,d dkWih cukuk tks vksfjftuy 

vkWCtsDV ds leku gks ;fn vki MqIyhdsV vkWCtsDV esa dksbZ cnyko djrs gS rks og vksfjftuy vkWCtsDV dks izHkkfor 

ugh djsxkA 
 

 

 

Clone. dksjyMªkW esa Dyksu ,d ,slk fQpj gS tks vkidks fdlh vkWCtsDV dh ,d dkWih cukus dh vuqefr nsrk gS 

ysfdu ;g dkWih ewy vkWCtsDV ls tqMh gksrh gS vxj vki ewy vkWCtsDV esa cnyko djrs gS rks Dyksu Hkh viMsV gks 

tk,xkA 
 

Copy Properties. dksjyMªkW esa dkWih izkWiVhZt ,d ,slk fQpj gS tks vkidks ,d vkWCtsDV dh izkWiVhZt tSls jax] 

vkdkj] vkmVykbu] vkfn dks nwljs vkWCtsDV ij dkWih djus dh vuqefr nsrk gSA blls vki fofHkUu vkWCtsDV dks 

leku :Ik nsus ds fy, tYnh vkSj vklkuh ls dke dj ldrs gSA  
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Step and Repeat (Ctrl+Shift+D). dksjyMªkW esa LVsi ,aM fjihV ,d ,slk Qhpj gS tks vkidks fdlh vkWCtsDV 

dks ,d fuf”pr nwjh vkSj fn”kk esa dbZ ckj dkWih djus dh vuqefr nsrk gS ;g fQpj fo”ks’k :Ik ls mu fMtkbuksa esa 

mi;ksxh gS tgk ,d gh vkWCtsDV dks fxzM ;k iSVuZ esa nksgjk;k tkrk gSA 
 

Select All. (Ctrl+A). dksjyMªkW esa lsysDV vkWy dk eryc gS fd vki vius Mªkbax ist ij ekStwn lHkh vkWCtsDV~l 

dks ,d lkFk lsysDV djuk pkgrs gS tSls fd ewo djuk] fMyhV djuk] ;k QkWesZfVax djuk] dj ldrs gSA 
 

Find Replace (Ctrl+F). dksjyMªkW esa [kkstsa vkSj cnysa Qhpj dk mi;ksx fdlh fof”k’V VsDLV ;k vkWCtsDV dks 

<wa<us vkSj mls cnyus ds fy, fd;k tkrk gSA 
 

 
 

Chapter-5. View Menu. (Alt+V). 
 

 
 

Simple Wireframe. dksjyMªkW esa ok;jQzse ,d O;w eksM gS tks vkidks Mªkbax dks ,d ljy] js[kk vk/kkfjr n`”; 

esa ns[kus dh vuqefr nsrk gSA ftlls tfVy vkd̀fr;ksa dks le>uk vkSj mu ij dke djuk vklku gks tkrk gS ;g 

n`”; ftlesa dsoy js[kk,a vkSj vkmVykbu fn[kkbZ nsrh gSA 
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Wireframe. dksjyMªkW esa ok;jQzse dk eryc gS fdlh vkWCtsDV dks mldh vkmVykbu ;k :ijs[kk ds :Ik esa ns[kuk 

fcuk fdlh jax ;k Hkjko dsA ftlesa flQZ js[kk,W vkSj vkdkj fn[kkbZ nsrs gSA 
 

Draft View. dksjyMªkW esa Mªk¶V O;w ,d fMLIys eksM gS tks vkidks viuh Mªkbax dks ,d ljy vkmVykbu vk/kkfjr 

n`”; esa ns[kus dh vuqefr nsrk gSA 
 

 
 



Vinod Computer Institute of Software Training 

--------------------------------------------------------------------------------------- 

40 | P a g e  

 

Normal.  dksjyMªkW esa ukWeZy O;w ,d fMQkWYV n`”; gS tks vkidks vius fMtkbu dks ,d lkekU; n`”; esa ns[kus dh 

vuqefr nsrk gSA tSls fd js[kk,W] vkdkj] VsDLV vkSj best dks Li’V :Ik ls ns[kus esa enn djrk gSA 
 

 
 

Enhanced. dksjyMªkW esa ,ugkaLM O;w dk eryc gS ,d ,slk n`”; tks vkidks viuh fMtkbu dks vkSj vf/kd foLrr̀ 

vkSj lVhd :Ik ls ns[kus dh vuqefr nsrk gSA  
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Pixels. dksjyMªkW esa fiDlsy fMfTkVy best dh lcls NksVh bdkbZ gksrh gSA ;g ,d NksVk lk oxZ ;k fcanq gksrk gS 

tks jax dh tkudkjh laxzghr djrk gSA 
 

Simulate Overprints. dksjyMªkW esa flE;qysV vksojfizaV ,d ,slk Qhpj gS tks vkidks ;g ns[kus esa enn djrk gS 

fd tc nks ;k nks ls vf/kd jax ,d nwljs ds Åij fiazV gksrs gSa rks os dSls fn[ksxsA 
 

Rasterize Complex Effects. dksjyMªkW esa Rasterize Complex Effects dk eryc gS tfVy izHkkoksa tSls 

ikjnf”kZrk] csoy] MªkWi “kSMks dks jkLVjkbt djuk ;kuh mUgsa fiDlsy vk/kkfjr Nfo;ksa esa cnyukA blls fiazV djus esa 

vklkuh gksrh gSA 
 

Proof Colors. dksjyMªkW esa izwQ dylZ dk eryc gS fd vki jaxhu nLrkost dks fiazV djus ls igys mlds jax dks 

tkapus ds fy, ,d fo”ks’k rjhds ls ns[k ldrs gSA ;g vkidks ns[kus esa enn djrk gS fd fizaV gksus ij jax dSls 

fn[ksxsA 
 

Full Screen Preview (F9). dksjyMªkW esa Qqy Ldzhu izhO;w dk eryc gS fd viuh fMtkbu dks fcuk fdlh Vwyckj 

;k esuw ds iwjs Ldzhu ij ns[kukA 
 

Preview Selected Only. dksjyMªkW esa izhO;w flysDVsM vksuyh ,d ,slk fQpj gS tks vkidks dsoy p;fur 

vkWCtsDV~l dks gh izhO;w djus dh vuqefr nsrk gS ckdh lHkh vkWCtsDV~l dks NqikdjA 
 

Page Sorter View. dksjyMªkW esa ist lkWVZj O;w ,d ,slk ǹ”; gS tks vkidks vius nLrkost ds lHkh istks dks ,d 

lkFk NksVs Fkacusy ds :Ik esa ns[kus dh vuqefr nsrk gSA 
 

 

 

View Manager (Ctrl+F2). dksjyMªkW esa O;w eSustj ,d ,slk Vwy gS tks vkidks vius fMtkbu dks vyx] vyx 

O;w esa ns[kus dh lqfo/kk nsrk gSA ftlls fMtkbfuax vkSj ,fMfVax djuk vklku gks tkrk gSA  
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Page (Page Border). dksjyMªkW esa ist ckWMZj dk eryc gS ist ds fdukjksa ij ,d js[kk ;k fMtkbu cukukA ;g 

ist dks ,d Qzse ;k flek iznku djrk gS ftlls fMtkbu vf/kd vkd’kZd vkSj O;ofLFkr fn[krk gSA 
 

 

 

Grid. dksjyMªkW esa fxzM ,d lgk;d midj.k gS tks vkidks oLrqvksa dks lVhd :Ik ls lajsf[kr djus vkSj fLFkfr esa 

ykus esa enn djrk gS ftlls vkids fMtkbu esa ,d:irk cuh jgrh gSA  
 

Rulers. dksjyMªkW esa :yj dks fn[kkus ;k fNikus ds fy, O;w esuw esa tk,a vkSj :ylZ ij fDyd djsaA ;fn :yj 

fn[kkbZ ns jgs gSa rks mu ij fDyd djus ls fNi tk,axs vkSj ;fn os fNis gq, gSa rks mu ij fDyd djus ls os fn[kkbZ 

nsxsA+ 
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Guidelines. dksjyMªkW esa xkbMykbUl dk eryc gS js[kk,W tks vkidks vius fMtkbu dks lajsf[kr djus vkSj lVhd 

vkdkj cukus esa enn djrh gSaA ;s js[kk,W okLro esa fiazV ugha gksrh gSA 
 

Alignment Guides (Alt+Shift+A). dksjyMªkW esa ,ykbuesaV xkbM~l dk mi;ksx oLrqvksa dks ,d nwljs ds lkis{k 

;k ist ds lkis{k lajsf[kr djus ds fy, fd;k tkrk gSA ;s xkbM~l ǹ”;eku js[kk,a gS tks vkidks oLrqvksa dks lVhd 

:Ik ls j[kus esa enn djrk gSA 
 

Dynamic Guides (Alt+Shift+D). dksjyMªkW esa Mk;usfed xkbM~l ,d mi;ksxh lqfo/kk gS tks vkidks oLrqvksa 

dks lVhd :Ik ls lajsf[kr djus vkSj muds chp dh nwjh dks ekius esa enn djrh gSA  
 

Snap To Object (Alt+Z). dksjyMªkW esa LuSi Vw vkWCtsDV ,d ,slk Qhpj gS tks vkidks fdlh vkWCtsDV dks nwljs 

vkWCtsDV ds fdukjs dsanzksa ;k vU; fcanqvks ij fpidkus ;k lajsf[kr djus dh vuqefr nsrk gSA 
 

Chapter-6. Layout Menu. (Alt+L). 
 

 

 

Insert Page. dksjyMªkW esa balVZ ist dk eryc gS ,d ubZ [kkyh ist dks ekStwnk MªkWD;wesaV esa tksMukA blls vki 

,d gh Qkby esa dbZ ist ij dke dj ldrs gSa tSls fd ,d cqd ;k eSxthu fMtkbu djuk gSA 
 

 
 

Duplicate Page. dksjyMªkW esa MqIyhdsV ist dk eryc gS fdlh ekStwnk ist dh ,d dkWih cukukA ;g ,d gh 

Mªkbax esa ,d vkSj ist tksMrk gS ftlesa ewy ist dh lHkh lkexzh tSls vkWCtsDV] VsDLV] vkSj ysvkmV “kkfey gksrs gSA 
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Rename Page. dksjyMªkW esa jhuse ist dk eryc gS fdlh Mªkbax esa ekStwn fdlh ist dk uke cnyukA ;g ist 

dks vklkuh ls igpkuus vkSj O;ofLFkr djus esa enn djrk gS [kkldj rc tc vkids ikl dbZ ist gksA 
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Delete Page. dksjyMªkW esa ist fMyhV djuk eryc gS fd vki viuh Mªkbax Qkby ls ,d ;k ,d ls T;knk ist 

gVk jgs gSaA blls vkidh Qkby dk vkdkj de gks ldrk gS vkSj dke djuk vklku gks ldrk gSA 
 
 

 
 

Go To Page. dksjyMªkW esa xks Vw ist dk eryc gS fdlh fof”k’V ist uacj ij tkukA ;g ,d ,slk Qhpj gS tks 

vkidks vius MkWD;wesaV esa fdlh ist ij tYnh ls usfoxsV djus dh vuqefr nsrk gS [kkldj rc tc vkids ikl dbZ 

ist gksaA 
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Insert Page Number. dksjyMªkW esa ist uacj Mkyuk eryc gj ist ij vius vki vkus okyk ,d uacj Mkyuk 

tks ist dh igpku djkrk gSA blls MkWD;wesaV dks O;ofLFkr djuk vkSj usfoxsV djuk vklku gks tkrk gSA 
 

Page Number Settings. dksjyMªkW esa ist uacj lsfVax dk eryc gS MkWD;wesaV esa ekStwn vyx] vyx istksa ij 

ist uacj Mkyus vkSj mUgsa O;ofLFkr djus dh lqfo/kkA  
 

Switch Page Orientation. dksjyMªkW esa ist vksfj,aVs”ku fLop djuk dk eryc gS ist dks iksVªsZV ls ySaMLdsi ls 

iksVªsZV esa cnyukA 
 

Page Setup. dksjyMªkW esa ist lsVvi dk eryc gS vius fMtkbu ;k nLrkost ds ist ds vkdkj tSls A4 ysVj 

vksfj,aVs”ku iksVªsZV ;k ySaMLdsi ;wfuV bap] feyhehVj fjtkWY;w”ku jax eksM CMYK ;k RGB vkSj fu/kkZfjr djrk gS 

rkfd vkidk vafre fizaV vkmViqV lgh fn[ksA 
 

Page Background Solid. dksjyMªkW esa ist cSdxzkmaM dk vFkZ gS fd vki vius nLrkost ds iwjs ist ds fy, ,d 

gh fcuk fdlh best ;k iSVuZ ds Bksl jax tSls yky] uhyk vkfn cSdxzkmaM ds :Ik eas pqurs gS 
 

Page Background Bitmap. dksjyMªkW esa cSdxzkmaM fcVeSi ,d Nfo gS tks ist ds :Ik esa mi;ksxh dh tkrh gS 

tks ,d QksVksxzkQ cukoV ;k dLVe xzkfQd gks ldrk gSA 
 

 
 

Page Layouts. dksjyMªkW esa ist ysvkmV ist ds iwjs <kaps vkSj mlesa ekStwn fofHkUu rRoks tSls VsDLV] fp=] vkSj 

vkd`fr;ksa dh O;oLFkk dk o.kZu djrk gSA 
 

Chapter-7. Object. Menu (Alt+J).  

 

Insert Barcode. dksjyMªkW esa bUlVZ ckjdksM dk eryc fdlh Hkh mRikn ;k VsDLV dks e”khu iBuh; izk:Ik es 

cnyuk gS ftls ckjdksM dgk tkrk gSA ;g lekukarj js[kkvksa vkSj varjks dk mi;ksx djds tkudkjh dks n”kkZrk gS 

ftls ckjdksM LdSuj ls i<k tk ldrk gSA  
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Insert New Objects. dksjyMªkW esa bUlVZ U;w vkWCtsDV dk eryc gS fd vki ,d u;k vkWCtsDV tSls fd VsDLV] 

vkdkj ;k dksbZ vkSj fMtkbu ,fyesaV vius ekStwnk MkWD;wesaV esa Mky ldrs gSA 

Link. dksjyMªkW esa fayad dk vFkZ ,d ,slk Qhpj gS tks vki dks fdlh Hkh VsDLV ;k vkWCtsDV dks fdlh osc ,Mªsl] 

bZesy] cqdekdZ ;k vU; Qkby dks tksMus dh lqfo/kk nsrk gSA vki fyad ij fDyd djds fufnZ’V xarO; ij igqWp 

ldrs gSA 
 

Symbol (New Symbol). dksjyMªkW esa U;w flacy dk eryc gS fdlh vkWCtsDV ;k VsDLV dks ,d ,slh dsanzh; 

ekLVj vkWCtsDV esa cnyuk ftls ckn esa dbZ txgksa ij dkWih vkSj mi;ksx fd;k tk ldsA bldk eq[; ykHk ;g gS 

fd vxj vki ekLVj falacy esa dksbZ cnyko djrs gS rks mlds lHkh dkWih esa fd, x, baLVsal vius vki viMsV gks 

tkrs gSA 
 

 
 

Power Clip (Place Inside Frame). dksjyMªkW esa ikojfDyi ,d ,d ,slk Vwy gS tks vkidks ,d vkWCtsDV 

tSls dksbZ QksVks dks nwljs vkWCtsDV TkSls fdlh VsDlV ;k vkdkj ds vanj j[kus vkSj fDyi djus dh lqfo/kk nsrk gSA 
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Edit PowerClip. dksjyMªkW esa ,fMV ikojfDyi ,d ,slk Qhpj gS tks vkidks fdlh Hkh vkdkj ;k vkWCtsDV ds 

vanj fdlh vU; vkWCtsDV tSls best ;k nwljk osDVj vkWCtsDV dks j[kus dh lqfo/kk nsrk gSA 
 



Vinod Computer Institute of Software Training 

--------------------------------------------------------------------------------------- 

49 | P a g e  

 

 

 

Finish Editing This Level. dksjyMªkW esa ge blds }kjk ikojfDyi ls ckgj vkrs gSA 

 

 

Transformation (Position Alt+F7). dksjyMªkW esa VªkalQkWesZ”ku dk eryc fdlh vkWCtsDV tSls vkdkj] VsDLV] 

;k fp= dks cnyuk tSls fd mls ?kqekuk Ldsy djuk fejj djuk ;k mldh fLFkfr cnyuk ;s ifjorZu lVhd vkSj 

fu;af=r rjhds ls djus ds fy, dksjyMªkW esa vyx] vyx Vwy vkSj MkWdj gksrs gS 
 

 

 

Rotation. dksjyMªkW esa vkWCtsDV dks mlds dsanz fcanq ;k fdlh fof”k’V fcanq ds pkjks vksj ?kqekukA 
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Scale And Mirror. dksjyMªkW esa vkWCtsDV dk vkdkj NksVk ;k cMk djuk tSls fd niZ.k izfrfcac cukukA 
 

Skew. dksjyMªkW esa vkWCtsDV dks ,d fn”kk esa >qdkukA 
 

 
 

Clear Transformation. dksjyMªkW esa fDy;j VªkalQkWesZ”ku dk eryc gS fdlh vkWCtsDV ij ykxw fd, x, Ldsfyax] 

jksVs”ku] Ld;w tSls lHkh ifjorZu dks gVkdj vkWCtsDV dks mldh ewy fLFkfr esa okil ykuk gSA 
 

Align and Distribute. dksjyMªkW esa ;g ,d ,slk Vwy gS tks vkidks oLrqvks dks ,d nwljs ds lkis{k ;k ist ds 

lkis{k lgh txg ij j[kus ykbu djus vkSj mlds fcp dh nwjh leku :Ik ls O;ofLFkr djus es enn djrk gSA 
 

Align Left (L).  dksjyMªkW esa oLrqvks dks ck, fdukjs ij lajsf[kr djukA 
 

Align Right (R).  dksjyMªkW esa oLrqvks dks nk, fdukjs ij lajsf[kr djukA 
 

Align Top (T).  dksjyMªkW esa oLrqvks dks Åijh fdukjs ij lajsf[kr djukA 
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Align Bottom (B).  dksjyMªkW esa oLrqvks dks fupys fdukjs ij lajsf[kr djukA 
 

 
Centers To Page (P).  dksjyMªkW esa ;g ,d ,slk fodYi gS tks p;fur vkWCtsDV dks ist ds fcYdqy dsanz esa 

LFkkfir djrk gSA  
 

Order. dksjyMªkW esa ;g ,d egRoiw.kZ esuw fodYi gS tks vkidks vkWCtsDV~l dks ,d nwljs ds Åij ;k uhps O;ofLFkr 

djus dh lqfo/kk nsrk gSA 
 

To Front of Page (Ctrl+Home).  dksjyMªkW esa p;fur vkWCtsDV ds lcls vkxs ys vkrk gSA 
 

 

 

To Back of Page (Ctrl+End). dksjyMªkW esa p;fur vkWCtsDV ds lcls ihNs ys tkrk gSA 
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Forward One (Ctrl+PgUp). dksjyMªkW esa p;fur vkWCtsDV dks ,d ckj esa flQZ ,d vkWCtsDV ds Åij ys vkrk 

gSA 
 

Behind One. dksjyMªkW esa p;fur vkWCtsDV dks ,d ckj esa flQZ ,d vkWCtsDV uhps ys tkrk gSA 
 

Combine (Ctrl+L). dksjyMªkW esa dackbu Vwy nks ;k nks ls T;knk vkWCtsDV~l dks feykdj ,d flaxy odz vkWCtsDV 

cukus ds fy, bLrseky fd;k tkrk gSA tc vki vkWCtsDV dks dackbu djrs gS rks os ,d ,dy vkWCtsDV ds :Ik esa 

dk;Z djrs gSA 
 

Break Apart (Ctrl+K). dksjyMªkW esa czsd ikVZ dekaM ,d lewg esa ekStwn vkWCtsDV dks vyx] vyx djus ds 

fy, bLrseky dh tkrh gS  
 

Group Objects (Ctrl+G). dksjyMªkW esa xzqi vkWCtsDV~l dk eryc gS ,d ;k ,d ls T;knk vkWCtsDV~l dks ,d 

lewg esa tksMuk rkfd os ,d lkFk ,d bdkbZ dh rjg dke djs tc vkWCtsDV~l dks xzqi fd;k tkrk gS rks mUgsa ,d 

lkFk fgyk;k] ?kqek;k] cnyk ;k gVk;k tk ldrk gSA ftlls ,fMfVax vklku gks tkrh gSA 
 

 

 

Ungroup Objects (Ctrl+U). dksjyMªkW esa vuxzqi dk vkWCtsDV~l dk eryc gksrk gS ,d xzqi esa ekStwn dbZ 

vkWCtsDV~l dks vyx vyx djuk rkfd mUgsa O;fDrxr :Ik ls pquk laikfnr ;k LFkkukarfjr fd;k tk lds tc vki 

fdlh xzqi dks vuxzqi djrs gS rks igys ls ,d lkFk ca/ks gq, vkWCtsDV~l vyx vyx gks tkrs gSA 
 

Ungroup All Objects. dksjyMªkW esa lHkh vkWCtsDV~l dks vuxzqi djs ,d dekaM gS tks dbZ vkWCtsDV~l dks ,d 

lkFk ,d lewg ds :Ik esa tksMus ds ckn mUgs okil vyx vyx O;fDrxr vkWCtsDV~l esa foHkkftr dj nsrk gSA ;g 

dekaM ,d lkFk lHkh xzqi fd, vkWCtsDV~l dks rksM nsrk gSA    
 

Lock Object.  dksjyMªkW esa ykWd vkWCtsDV~l eryc gS fdlh vkWCtsDV~l dks ykWd djuk rkfd mls xyrh ls fgyk;k 

;k cnyk u tk lds tc vki fdlh vkWCtsDV dks ykWd djrs gS rks vki mls pqu ugh ikrs gS u gh mlds vkdkj] 

jax ;k fLFfr esa dksbZ cnyko dj ldrs gS ftlls vki fdlh nwljs vkWCtsDV ij dke djrs le; mls xyrh ls u 

Nq,WA  
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Unlock Object. dksjyMªkW esa fdlh vkWCtsDV dks vuykWd djus dk eryc gS fd ml vkWCtsDV ij fd, x, ykWd 

dks gVkuk rkfd vki mls fQj ls pqu lds ewo dj lds mlessa cnyko dj ldsA 

Unlock All Object. dksjyMªkW esa vuykWd vky vkWCtsDV dk eryc gS fd vkius tks Hkh vkWCtsDV~l igys ykWd 

fd, Fks os lHkh ,d lkFk vuykWd gks tk,axs ftlls vki mUgsa nksckjk pqu laikfnr ;k LFkkukarfjr dj ldsxs bls 

djus ds fy, vkidks vkWCtsDV~l dks ykWd djuk gksxkA 
 

Shaping Weld Object. dksjyMªkW esa osYM vkWCtsDV dk vFkZ gS nks ;k nks ls vf/kd vkWCtsDV~l dks feykdj ,d 

u;k vkWCtsDV cukuk tks mUgs la;ksftr djrk gSA ;g izfdz;k vksojySfiax ,d nwljs ij j[ks ;k xSj vksojySfiax ,d 

nwljs ls lVs gq, vkWCtsDV~l ij dke djrh gSA 

Trim Object. dksjyMªkW esa fVªe vkWCtsDV Vwy dk mi;ksx ,d vkWCtsDV ds fgLlks dks nwljs vkWCtsDV ls dkVus ;k 

gVkus ds fy, fd;k tkrk gSA ;g vksojySi gksus okys {ks=ksa dks dkVrk gSA 
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Intersect Object. dksjyMªkW esa baVjlsDV vkWCtsDV Vwy dk mi;ksx djds vki mu {ks=ksa ls ,d u;k vkWCtsDV cuk 

ldrs gS tgkW nks ;k nks ls vf/kd vkWCtsDV vksojySi ,d nqljs ds Åij gksrs gSA 
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Simplify. dksjyMªkW esa flaiyhQkbZ ,d “ksfiax Vwy gS tks nks ;k nks ls vf/kd vkWCtsDV~l ds chp vksojySfiax {ks=ksa dks 

gVkdj ,d u;k flaxy vkWCtsDV cukrk gSA 
 

Front Minus Back. dksjyMªkW esa QazV ekbul CkSd ,d “ksfiax Vwy gS tks ihNs okyh vkd`fr dks lkeus okyh vkd`fr 

ls ?kVk nsrk gSA 
 

Front Minus Front. dksjyMªkW esa QazV ekbul QazV Vwy nks ;k nks ls T;knk vkd`fr;ksa esa ls vkxs okyh vkd`fr ds 

ml fgLls dks feVk nsrk gSA 
 

Convert To Curves (Ctrl+Q). dksjyMªkW esa dUoVZ Vw dosZt ,d ,slk Qhpj gS tks VsDLV ;k T;kferh; 

vkd`fr;ksa dks osDVj vkWCtsDV esa cny nsrk gSA ;g lqfo/kk VsDLV ds QkWUV dks cny nsrh gS vkSj vkWCtsDV~l ds vkdkj 

vkSj :Ik dks iwjh rjg ls cny ldrh gS ftlls vki mUgsa viuh ilan ds vuqlkj vkdkj ns ldrs gSA 
 

Convert Outline To Objects (Ctrl+Shift+Q). dksjyMªkW esa dUoVZ vkmVykbu fdlh vkWCtsDV dh ckgjh 

js[kk dks ,d vyx vkWCtsDV esa cnyuk ftlls vki mls vki mls vyx ls ,fMV dj ldsaA 
 

Join Curve. dksjyMªkW esa Tokbu dOlZ odzksa dks tksMuk ;g ,d ,slh izfdz;k gS ftles nks ;k nks ls vf/kd vyx 

vyx odzks ;k js[kk [kaMks dks tksMdj ,d vf/kd tfVy ;k ,d can vkdkj cuk;k tkrk gSA ;g Vwy odzks ds vafre 

fcanqvks dks ,d lkFk tksMrk gSA 
 

Object Properties (Alt+Enter). dksjyMªkW esa vkWCtsDV izkWiVhZt mu fo”ks’krkvksa dk ,d lewg gS tks vkids 

cuk, x, fdlh vkWCtsDV tSls js[kk] vkd`fr ;k VsDLV ds Lo:Ik dks ifjHkkf’kr djrh gS bles jax]vkdkj] eksVkbZ] ykbu 

LVkby “kkfey gksrs gSA 
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Chapter-8. Effects Menu. (Alt+C). 
 

 

Contrast Enhancement. dksjyMªkW esa daVªkLV ,ugkalesaV dk eryc fdlh best ;k xzkfQDl esa jaxksa ds chp ds 

varj dks c<kuk gS blls best T;knk Li’V foLr`r fn[krh gSA 
 

Local Equalization.  dksjyMªkW esa ;g best ds yksdy ,fj;k ;k fgLls dh ped vkSj daVªkLV dks ,MTkLV djus 

dh izfdz;k dks n”kkZrk gSA 

 

Tone Curve.  dksjyMªkW esa Vksu doZ ,d xzkQ gksrk gS tks fdlh best ds czkbVusl vkSj daVªkLV dks fu;af=r djus 

ds fy, bLrseky fd;k tkrk gSA vki bl xzkQ dks Åij uhps [khapdj best dks MkdZ vkSj ykbV dj ldrs gSA 
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Brightness And Contrast Intensity (Ctrl+B). dksjyMªkW esa czkbVusl best dh lexz jks”kuh dks c<krk ;k 

?kVkrk gS ftlls best gYdk xgjk gks tkrk gSA daVªkLV jax ds lcls pedhys vkSj lcls xgjs fgLlksa ds chp ds 

varj dks fu;af=r djrk gSA  
 

 

 

Color Balance (Ctrl+Shift+B). dksjyMªkW esa dyj cSysal dk mi;ksx fdlh best ;k xzkfQDl ds jaxksa ds 

larqyu dks lek;ksftr djus ds fy, fd;k tkrk gSA blds }kjk vki yky] gjk] uhyk vkSj fl;ku] eStsaVk] ihyk] 

dkyk ds larqyu dks cny ldrs gSA 
 

Gama. dksjyMªkW esa xkek ,d ,slk fodYi gS ftldk mi;ksx fdlh best esa Vksuy oSY;w ;k daVªkLV dks lek;ksftr 

djus ds fy, fd;k tkrk gSA ftlls best dh czkbVusl vkSj MkdZusl ds chp dk larqyu cnyk tk ldrk gSA 
 

Hue Saturation Lightness (Ctrl+Shit+U). dksjyMªkW esa ;g ,d ,slk fodYi gS tks fdlh jax dks mlds 

jax rhozrk vkSj ped ds vuqlkj ifjHkkf’kr djrs gSA 
 

Selective Color. dksjyMªkW esa ;g ,d ,slk fodYi gS tks vkidks fdlh best ds dqN jaxksa dks cjdjkj j[krs gq, 

ckdh lc dqN dks eksuksdzkse cukus dh lqfo/kk nsrk gSA 
 

Replace Color.  dksjyMªkW esa fjIysl dyj dk eryc gS fdlh best ;k fMtkbu esa fdlh ekStwnk jax dks pqudj 

mls nwljs jax ls cnyuk pkgs og flQZ ,d fgLlk gks ;k iwjh best ;g lqfo/kk fMtkbu esa jaxks dks cnyus ds fy, 

,d “kfDr”kkyh Vwy gSA 
 

Desaturation Color.  dksjyMªkW esa fMlspqjs”ku dk eryc gS fdlh jax dh rhozrk ;k ped dks de djuk ftlls 

jax vf/kd Qhdk gks tkrk gSA tc vki fdlh jax dk fMlspqjs”ku c<kus gS rks og jax esa ls dkyk] lQsn dh ek=k 

tksMrk gSA 
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Channel Mixer.  dksjyMªkW esa pSuy feDlj [kkldj tc vki fcVeSi ;k best ij dke dj jgs gks ;g vkidks 

jax pSuy tSls yky] gjk] fuyk dks feykus gsjQsj djus dh vuqefr nsrk gSA 
 

Transform  Delnterlace. dksjyMªkW esa MhbaVjysl ,d ,slk Vwy gS tks LdSu dh xbZ ;k baVjysl fd, x, best 

esa fn[kus okyh ykbfuax dks gVkus ;k de djus ds fy, fd;k tkrk gSA 
 

Invert Colors. dksjyMªkW esa bUoZV dyj dk eryc fdlh best ;k vkWCtsDV ds jaxksa dks myVuk gS ftlls og 

usxsfVo TkSlk izHkko nsrk gSA ;kuh dkys jax lQsn gks tkrs gS vkSj lQsn jax dkysA 
 

Posterize Colors.  dksjyMªkW esa iksLVj jax dk eryc fdlh best ds jaxks dh la[;k dks de djuk gS ftlls og 

vf/kd iksLVj tSlh ;k jaxhu CykWd tSlh fn[ksA 
 

Bevel. dksjyMªkW esa csoy bQsDV ,d ,slk Vwy gS tks fdlh oLrq VsDLV ;k vkdkj dks 3D :Ik nsrk gS ftlls og 

mHkjh gqbZ fn[kkbZ nsrh gSA ;g oLrq ds fdukjksa ij ,d xgjkbZ vkSj izdk”k dk izHkko tksMrk gSA  
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Lens (Alt+F3). dksjyMªkW esa ysal ,d izHkko gS tks fdlh oLrq ds ,d fgLls dks c<kus ;k twe djus ds fy, mi;ksx 

fd;k tkrk gSA tSls fdlh dSejs dk ysal fdlh {ks= dks cMk djrk gSA 
  

 
 

Add Prospective. dksjyMªkW esa ,sM ilZisfDVo Vwy ,d ,slk Qhpj gS tks vkidks fdlh vkWCtsDV ij izHkko tksMus 

dh lqfo/kk nsrk gSA TkSls fd og fdlh frjNs ry ij j[kk gksA 
 

 

Chapter-9. Bitmaps Menu. (Alt+B). 
 

 

 

Convert To Bitmap. dksjyMªkW esa dUoVZ Vw chVeSi dk eryc gS fd vki viuh cukbZ xbZ osDVj xzkfQDl tks 

xf.krh; lehdj.kksa ls cuh gksrh gS ,slk djus ls vki ml xzkfQd ij fcVeSi fof”k’V izHkko ykxw dj ldrs gSA 
 

Auto Adjust.  dksjyMªkW esa vkWVks ,MtLV dk vFkZ vke rkSj ij ist ;k vkWCtsDV~l dks Lopkfyr :Ik ls lek;ksftr 

djuk gksrk gSA tSls ist dk vkdkj cnyuk ;k fdlh vkWCtsDV dks Ldzhu ij fQV djukA  
 

Image Adjustment Lab. dksjyMªkW esa best ,MtLVesaV ySc ,d ,slk Vwy gS tks tks best dks tYnh vkSj is”ksoj 

rjhds ls lq/kkjus esa enn djrk gS [kkldj tc jax larqyu vkSj daVªkLV Bhd djuk gksA 
 

Straighten Image. dksjyMªkW esa LVªsVu best dk eryc gS fdlh Vs<h] es<h ;k >qdh gqbZ rLohj dks lh/kk djuk 

rkfd og lgh fLFkfr esa fn[ks tc vki dksbZ best ysrs gS vkSj og frjNh vk tkrh gSA 
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Edit Bitmap. dksjyMªkW esa ,fMV fcVeSi best dks laikfnr djus ds fy, mi;ksx fd;k tkrk gS tks dksjsy QksVks 

isaV esa cnyko djus esa enn djrk gSA 
 

Crop Bitmap. dksjyMªkW esa fcVeSi dzkWfiazx ,d izfdz;k gS ftlds }kjk vki ,d bEiksVZ dh xbZ best ds mu 

vokafNr fgLlks dks gVk ldrs gSA ftudh vkidks vko”;drk ugh gS ftlls best dk eq[; Hkkx gh cprk gSA 
 

Resample. dksjyMªkW esa js”kEiy dk eryc gS fdlh best dks vyx] vyx vkdkj esa cnyus dh izfdz;k gS ftlls 

mldh fiDlsy dh la[;k de ;k T;knk gks tkrh gSA vkSj best ds vkdkj dks cny ldrs gSA 
 

Mode. dksjyMªkW esa eksM vkidks viuh fcVeSi best ds jax izk:Ik dyj QkWesZV dks lsV djus dh vuqefr nsrk gSA 

;g vkidh best dks vyx] vyx dyj eksM esa cny ldrk gSA 
 

Inflate Bitmap. dksjyMªkW esa ;g ,d ,slk QaD”ku gS tks fdlh fcVeSi ij ,d fo”ks’k izHkko ykxw djrk gS ftlls 

og ,d [kkl rjhds ls QSyrk gSA 
 

Quick Trace. dksjyMªkW esa fDod Vªsl ,d QaD”ku gS tks ,d lk/kkj.k fcVeSi best tSls yksxks dks osDVj QkWesZV esa 

rqjar cny nsrk gS ftlls ;g fdlh Hkh lkbt ij bLrseky djus ;ksX; gks tkrh gSA mles cnyko Hkh fd, tk ldrs 

gSA 
 

Outline Trace.  dksjyMªkW esa vkmVykbu Vªsl ,d Qhpj gS tks fcVeSi best dks osDVj js[kk vk/kkfjr best esa 

cnyus dk dke djrk gS [kkldj mu bestsl ds fy, ftues vkmVykbu gksA 
 

3D Effects.  dksjyMªkW esa 3D bQsDV~l dk eryc fdlh fcVeSi best ij 3D izHkko ykxw djuk gS tSls fd ,DlVwM 

fdlh oLrq dks xgjkbZ nsrk gS ;k ist dyZ ist dks eksMus tSlk izHkko nsrk gSA ysfdu igys vkWCtsDV dks fcVeSi esa 

dUoVZ djuk t:jh gksrk gSA 
 

 
 

Art Strokes – Cubist. dksjyMªkW esa vkVZ LVªksDl dk lh/kk eryc ,d ,slk fcVeSi jkLVj best gS ftls dykRed 

LVªksd ;k cz”kLVªksd ds :Ik esa cukus ds fy, mi;ksx fd;k tkrk gSA ftlls ;g vf/kd okLrfod ;k gkFk ls cus :Ik 

dh rjg fn[ksA 
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Blur – Gaussian Blur. dksjyMªkW esa Cyj dk eryc fdlhfcVeSi best dks /kqa/kyk djuk ;k mldh “kkiZusl dks 

de djuk gS fcVeSi Nfo;kW fiDlsy ls cuh gksrh gS Cyj bQsDV bu fiDlsy ds fdukjks dks uje djds LewFk ;k /kq/kyk 

dj nsrk gSA 
 

 
Camera.  dksjyMªkW esa dSejk vkWI”kUl vkidks viuh fcVeSi Nfo;ksa ij jax vkSj vU; izHkko ykxw djus dh lqfo/kk 

nsrs gS tSls fd vki dSejk ls [khaph xbZ QksVks ij izHkko ykxw djrs gSA 
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Color Transform – Halftone. blds }kjk dksjyMªkW esa fiDlsy dks fofHkUu rjhdks ls cny ldrs gS tSls fd 

jax cnyuk daVªkLV ,MtLV djuk ;k jaxks ds chp larqyu cukukA 
 

 
 

Creative – Vignette. dksjyMªkW esa fdz,fVo dk vFkZ fcVeSi best ls tqMk gS tks fd NksVs] NksVs fiDlsy ls cuh 

gksrh gSA vkSj ftUgs twe djus ij os fiDlsy fn[krs gS ;s best fdlh Hkh rjg dk iSVuZ] VsDlpj] fQy djds fcVeSIl 

cuk ldrs gSA 
 

 
 

Custom - Alchemy. dksjyMªkW esa dLVe fcVeSi dk vFkZ gS ,d ,slk fcVeSi ftlesa vki viuh ilan ds vuqlkj 

cnyko dj ldrs gS tSls fd jax] vkdkj] fjtkWY;w”ku cnyuk ;k mls Vªsl djuk ftlls og vkidh fof”k’V 

vko”;drkvks ds vuqlkj cu tkrk gSA 
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Distort – Swirl. ;g ,d ,slh izfdz;k gS ftlls ,d fcVeSi best dks mlds ewy vkdkj] vuqikr vkSj :Ik esa 

cnyko djds fod`r ;k frjNk fd;k tkrk gS ftlls best f[kprh gS ftlls best dk :Ik cny tkrk gSA  
 

 
 

Noise – Add Noise. ;g ,d ,slh izfdz;k gS tks ukWbt nkusnkjiu ds lkFk tksMuk ugh gS cfYd ;g ,d fcVeSi 

best gksrh gS tks ukWbt ds izHkko ;k fo”ks’krkvksa dks iznf”kZr djrh gSA tSls fd iqjkuh rLohj ;k isafVax tSlk izHkko 

nsuk gSA 
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Sharpen. dksjyMªkW esa “kkiZu fcVeSi dk eryc gS fd fdlh fcVeSi best dh fMVsYl vkSj Li’Vrk dks c<kuk ;g 

best ds vupkgs Cyj dks de djds mls vf/kd rh{.k cukus ds fy, bLrseky fd;k tkrk gS ftlls ckjhfd;kW csgrj 

fn[kkbZ nsrh gSA 
 

Texture - Cobblestone. dksjyMªkW esa VsDlpj fcVeSi dk vFkZ gS ,d fcVeSi best ftls fdlh lrg tSls i`’VHkwfe 

;k oLrq ij VsDlpj nsus ds fy, bLrseky fd;k tkrk gS fcVeSi fiDlsy uked NksVs oxksZ ls cuh gksrh gS vkSj VsDlpj 

fcVeSi dk mi;ksx djds vki fdlh Hkh best ;k xzkfQd esa ,d okLrfod vkSj foLr`r vkSj cukoV izHkko tksM ldrs 

gSA 
 

Chapter-10. Text Menu. (Alt+X). 
 

 

 

Text Properties (Ctrl+T). dksjyMªkW esa VsDLV izkWiVhZt mu lHkh lsfVaXl vkSj fodYiksa dks dgrs gS tks VsDLV 

Vwy dks lfdz; djus ij izkWiVhZ ckj esa fn[kkbZ nsrs gS ;g VsDLV ds QkWUV] vkdkj] jax] lajs[k.k vkSj QkWesZfVax dks 

fu;af=r djrs gS rkfd vki vius fMtkbu esa VsDLV dks viuh bPNkuqlkj cny ldsaA 
 

Tabs. dksjyMªkW esa ;g laHkor% VsDLV ds fy, VSCk LVkWi dks lanfHkZr djrk gS ftldk mi;ksx djds vki iSjkxzkQ esa 

baMsVs”ku lsV dj ldrs gSA 
 

Columns. dksjyMªkW esa dkWye VsDLV dks dbZ ofVZdy lsD”ku esa ckaVus dh lqfo/kk gS ftlls vki U;wtysVj] if=dk,W] 

;k czks”kj tSls fMtkbu esa cMs VsDLV CykWd dks O;ofLFkr dj ldrs gSA vki vyx] vyx dkWye esa lsV dj ldrs 

gSA 
 

Bullets. dksjyMªkW esa cqysV~l VsDLV dks QkWesZV djus dk ,d rjhdk gS tks fdlh lwph ds izR;sd vkbVe ls igys 

,d NksVk fpUg TkSls ,d fcanq ;k LVkj tksMrk gS ftlls og lwph cqysVsM lwfp;ks dh rjg fn[kkbZ nsrh gSA 
 

Drop Cap. dksjyMªkW esa MªkWi dSi ,d ltkoVh VkbiksxzkfQd Qhpj gS tgkW vki fdlh iSjkxzkQ ds “kq:vkrh v{kj 

dks cMk djds mls uhps dh dbZ ykbuks esa QSyk nsrs gSA ;g VsDLV dks vkd’kZd cukrk gSA 
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Font Playground. dksjyMªkW esa vki bldk mi;ksx djds fofHkUu QkWUV dks muds fj;y Vkbe izhO;w ds lkFk ns[k 

ldrs gS QkWUV dks fQYVj dj ldrs gS vkSj vius izkstsDV esa vklkuh ls QkWUV dks vIykbZ dj ldrs gSA 
 

Edit Text (Ctrl+Shift+T). dksjyMªkW esa ,fMV VsDLV dk eryc gS fdlh ekStwnk VsDLV esa cnyko djuk ;k 

mls laikfnr djuk ftlls vki VsDLV dk QkWUV cny ldrs gS mldh lkbt cny ldrs gS mleas “kCn tksM ;k gVk 

ldrs gSA 
 

Insert Character (Ctrl+F11). dksjyMªkW esa fo”ks’k QkWUV esa v{kj dks vius fMtkbu esa Mky ldrs gS blds 

fy, vki bUlVZ dSjsDVj MkWdj dk mi;ksx djrs gS tgkWW vki vius QkWUV dk p;u djds miyC/k o.kksZ esa ls pqudj 

mUgsa vius ist ij tksM ldrs gSA  
 

Paragraph Text Frame. dksjyMªkW esa iSjkxzkQ VsDLV Qzse ,d ,slk vk;rkdkj daVsuj gksrk gS tks czks”kj] 

U;wtysVj ;k dSVykWx tSls cMs VsDLV ds CykWd dks j[kus vkSj O;ofLFkr djus ds fy, mi;ksx fd;k tkrk gSA 
 

Fit Text In To Path. dksjyMªkW esa ;g ,d ,slk Qhpj gS tks vkids }kjk fy[ks x, VsDLV dks fdlh Hkh js[kk ;k 

vkWCtsDV ds vkdkj ds vuq:i <kyus dh lqfo/kk nsrk gS ftlls og js[kk dh lhek ds vuqlkj O;ofLFkr gks tkrk gSA 
 

 
 

Straighten Text. dksjyMªkW esa ;g rc mi;ksxh gksrk gS tc vkius VsDLV dks fdlh odz ij ;k fdlh vkWCtsDV ds 

vkdkj esa fQV djus ds fy, frjNk fd;k gks vkSj vc mls okil ,d lh/kh js[kk esa ykuk pkgrs gSA 
 

Use Hyphenation. dksjyMªkW esa tc dksbZ iwjk “kCn fdlh ykbu ds var esa fQV ugh gksrk gS rks ;g lqfo/kk “kCn 

dks gkbQu ,d NksVk MS”k yxkdj nks fgLlks esa ckaV nsrh gSA 
 

Change Case. dksjyMªkW esa VsDLV ds v{kjksa dks vyx] vyx rjhdksa ls cnyuk gS tSls fd okD; dsl] yksvjdsl] 

vijdsl] “kh’kZd dsl] VkWxy dsl vki vius MkWD;wesaV esa fdlh yscy ;k gsMj dks vijdsl esa cnydj mls [kkl 

igpku ns ldrs gSA 
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Chapter-11. Table Menu (Alt+T). 
 

 

 

Create New Table. dksjyMªkW esa ;g ,d u;k Vscy cukuk ftlesa vki iafDr;ksa vkSj LraHkksa dh la[;k fu/kkZfjr 

dj ldrs gSA ;g Vwy vkidks MkWD;qesaV esa ,d fxzM LVªDpj cukus dh lqfo/kk nsrk gS ftldk mi;ksx MsVk O;ofLFkr 

djus ;k ysvkmV cukus esa fd;k tk ldrk gSA 
 

Convert Text To Table. dksjyMªkW esa VsDLV dks Vscy esa cnyuk vki igys ls fy[ks gq, VsDLV dks ,d O;ofLFkr 

Vscy ds :i esa cny ldrs gSA 
 

Convert Table To Text. dksjyMªkW esa vki fdlh cukbZ xbZ rkfydk ds VsDLV dks vyx] vyx VsDLV esa cny 

ldrs gS ;g lqfo/kk rkfydk ds dkWye dh lhekvksa ds vk/kkj ij foHkktu MsVk dks VsDLV esa cnyus ds fy, ,d 

foHkktd tSls dkWek ;k VSc dk mi;ksx djrk gSA 
 

Insert Row. dksjyMªkW esa fdlh Vscy esa iafDr;ksa dks tksMus ds fy, mi;ksx fd;k tkrk gSA 
 

Insert Column. dksjyMªkW esa fdlh Vscy esa dkWye dks tksMus ds fy, mi;ksx fd;k tkrk gSA 
 

Select. dksjyMªkW esa Vscy ds fdlh fgLls TkSls jks] dkWye ;k iwjh Vscy dks pquus ds fy, Vscy Vwy dk mi;ksx 

djukA 
 

Delete Row. dksjyMªkW esa fdlh rkfydk dh iwjh iafDr dks gVkuk gksrk gSA 
 
 

Delete Column. dksjyMªkW esa fdlh rkfydk dh iwjh dkWye dks gVkuk gksrk gSA 
 

Distribute Row & Column. dksjyMªkW esa fdlh Vscy esa pquh xbZ iafDr;ks ;k LraHkks dks ,d leku ÅpkbZ ;k 

pkSMkbZ esa O;ofLFr djrs gSA 
 

Merge Cells (Ctrl+M). dksjyMªkW esa nks ;k nks ls vf/kd rkfydk dksf”kdkvksa Vscy lsYl dks ,d ,dy dksf”kdk 

esa la;ksftr djuk ftlls ,d cMh ,dhd̀r dksf”kdk curh gSA 
 

Split Row & Column. dksjyMªkW esa fdlh ekStwnk Vscy ;k lsy dks dbZ NksVh iafDr;ks ;k LraHkks esa ckWVuk rkfd 

vki Vscy ds Hkhrj vf/kd fof”k’V ysvkmV vkSj lkekxzh j[k ldsaA 
 

Unmerge Cells. dksjyMªkW esa ;g ,d ,slh izfdz;k gS tks fdlh Vscy ;k fxzM esa igys ls etZ fd, x, lsYl dks 

muds ewy O;fDrxr lsYl esa vyx djrh gSA 
 

Chaptr-12. Tools Menu (Alt+O). 
 

 

 

Options (Ctrl+J). dksjyMªkW esa ;g fdlh Vwy QaD”ku ;k izksxzke ls tqMh lsfVaXl ls gS tks vkidks fMtkbu ds 

fofHkUu igyqvks dks fu;af=r djus dh vuqefr nsrs gSA 
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Customization. dksjyMªkW esa viuh t:jr ds fglkc ls lkW¶Vos;j ds baVjQsl tSls Vwyckj] esuw vkSj odZLisl dks 

cnyuk ;k lsV djuk rkfd dke djuk vklku vkSj T;knk rst gks ldsA 
 

Chapter-13. Window Menu. (Alt+W). 
 

 

 

New Window. dksjyMªkW esa ubZ foaMks dk eryc ml ubZ [kkyh ;k igys ls cuh Qkby dks [kksyuk gksrk gS ftlesa 

vki viuk dke “kq: ;k tkjh j[k ldrs gSA 
 

Close Window (Ctrl+F4). dksjyMªkW esa orZeku esa [kqys gq, xzkfQd MkWD;wesaV dks can djuk mls cUn djus ds 

ckn lso djuk gS ;k ugh ;g iwNukA 
 

Close All. dksjyMªkW esa ,d lkFk [kksys x, lHkh nLrkostks dks can dj ldrs gSA 
 

Cascade. dksjyMªkW esa dSLdsM ,d foaMkst dk ,slk fodYi gS tks [kqys gq, nLrkostks ;k foaMkst dks ,d nwljs ds 

uhps FkksMk frjNk O;ofLFkr djrk gS ftlls vki gj [kqyh gqbZ foaMks dks FkksMk] FkksMk ns[k ldrs gSA 
 

Tile Horizontally. dksjyMªkW esa vkidh [kqyh gqbZ lHkh foaMks tSls nLrkost iSuy Ldzhu ij {kSfrt :i ls ,d 

nqljs ds Åij ;k uhps djds iznf”kZr dh tk,W rkfd vki lHkh dks ,d lkFk ns[k ldsa vkSj muds chp fLop dj ldsaA 
 

Tile Vertically. dksjyMªkW esa foaMks dks O;ofLFkr djus ds fy, mi;ksx gksrk gSA 
 

Workspace. dksjyMªkW esa odZLisl ,d vuwdwyu ;ksX; ysvkmV gksrk gS tks fofHkUu VwYl] iSuy] MkWdj] vkSj esuw 

ckj dks ,d lkFk ykrk gS ftlls vki t:jr ds fglkc ls xzkfQDl fMtkbu dj ldrs gSA 
 

Dock Window. dksjyMªkW esa MkWd foaMks ;k iSuy gksrk gS tks fdlh dke ds nkSjku vkidh Ldzhu ij [kqyk jgrk 

gS vkSj vkidks Vwyckj ;k iSysV ls tqMs fodYi iznku djrk gSA 
 

Toolbar. VwYkckj dksjy Mªk ij esU;w esa fLFkr dek.M~l ds fy, “kkVZdV dk dk;Z djrs gSA Vwyckj ij fLFkr fofHkUu 

Vwy cVUl ds uke n”kkZ, x, gSA 
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Color Palettes. dksjyMªkW esa ,d dyj iSysV jaxksa dk ,d lewg gksrk gS ftldk mi;ksx vki VsDLV vkSj vkWCtsDV~l 

ij jax yxkus ds fy, djrs gS tSls fQy vkSj vkmVykbu jaxA 
 

 

 

Welcome Screen. dksjyMªkW esa osyde Ldzhu og foaMks gS tks ,fIyds”ku “kq: gksus ij fn[kkbZ nsrh gSA ;g vkidks 

,d u;k nLrkost cukus vyx] vyx odZLisl pquus dh lqfo/kk nsrh gSA 
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Chapter-14. Corel Draw X7. Keyboard Shortcut Key. 

Shortcut Key. Option. 

I. Artistic Media. 

Ctrl + Page Up. Back One. 

Ctrl + K. Break Apart. 

Ctrl + B. Brightness. 

Ctrl + Enter. Bring Up Property Bar. 

Ctrl + T. Character Formatting. 

P. Center of Page. 

Shift + F11. Color. 

Ctrl + Shift + B. Color Balance. 

Ctrl + L. Combine. 

Ctrl +F9. Contour. 

Ctrl + F8. Convert. 

Ctrl + Shift + Q. Convert Outline to Object Ctrl + Q. 

Ctrl + Q. Convert to Outline. 

Ctrl + C. Copy. 

Ctrl + Insert. Copy. 

Ctrl + X. Cut. 

Shift + Delete. Cut. 

Delete. Delete. 

Ctrl + D. Duplicate. 

Alt + Shift + D. Dynamic Guides. 

Ctrl + Shift + T. Edit Text. 

F1. Help. 

Ctrl + F7. Envelop. 

X. Eraser. 

Ctrl + E. Export. 

Ctrl + Num2. Font Size Decrease. 

Ctrl + Num8. Font Size Increase. 

Ctrl + Page Up. Forward One. 

F11. Fountain. 

F5. Freehand. 

F9. Full Screen Preview. 

D. Graph Paper. 

Ctrl + F5. Graphics and Text Styles. 

Ctrl + G. Group. 
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H. Hand. 

Ctrl + I. Import. 

Ctrl + F11. Insert Symbol Characters. 

N. Interactive Fill. 

Ctrl + N. New. 

Page Down. Next Page. 

Ctrl + V. Paste. 

Shift + Insert. Paste. 

F12. Pen. 

Y. Polygon. 

Alt + F1. Position. 

Page Up. Previous Page. 

Ctrl + P. Print. 

F6. Rectangle. 

Alt + F8. Rotate. 

Ctrl + Shift + S. Save As. 

Ctrl + S. Save. 

Alt + F9. Scale. 

Ctrl + A. Select All Object. 

F10. Shape. 

Alt + Z. Shape to Object. 

Ctrl + F12. Spelling Check. 

A. Spiral. 

F8. Text. 

Z. Zoom. 

File (Alt+F).  

New. Ctrl + N. 

Open. Ctrl + O. 

Save. Ctrl + S. 

Save As. Ctrl + Shift + S. 

Import. Ctrl + I. 

Export. Ctrl + E. 

Print. Ctrl + P. 

Exit. Alt + F4. 

Edit (Alt+E).  

Undo. Ctrl + Z. 

Redo. Ctrl + Shift + Z. 
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Repeat. Ctrl + R. 

Cut. Ctrl + X. 

Copy. Ctrl + C. 

Paste. Ctrl + V. 

Delete. Delete. 

Symbol > Symbol Manager. Ctrl + F3. 

Duplicate. Ctrl + D. 

Step and Repeat. Ctrl + Shift + D. 

Find and Replace > Find Objects. Ctrl + F. 

Object Properties. Alt + Enter. 

View (Alt+V).  

Full-Screen Preview. F9. 

View Manager. Ctrl + F2. 

Snap to > Document Grid. Ctrl + Y. 

Snap to > Objects. Alt + Z. 

Dynamic Guides. Alt + Shift + D. 

Alignment Guides. Alt + Shift + A. 

Arrange (Alt+A).  

Transformations > Position. Alt + F7. 

Transformations > Rotate. Alt + F8. 

Transformations > Scale. Alt + F9. 

Transformations > Size. Alt + F10. 

Align and Distribute > Align Left. L. 

Align and Distribute > Align Right. R. 

Align and Distribute > Align Top. T. 

Align and Distribute > Align Bottom. B. 

Align and Distribute > Align Centers 

Horizontally. 
E. 

Align and Distribute > Align Centers 

Vertically. 
C. 

Align and Distribute > Center to Page. P. 

Order > To front of Page. Ctrl + Home. 

Order > To Back of Page. Ctrl + End. 

Order > To Front of Layer. Shift+ Page Up. 

Order > To Back of Layer. Shift+ Page Down. 

Order > Forward One. Ctrl + Page Up. 

Order > Backward One. Ctrl + Page Down. 

Group. Ctrl + G. 
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Ungroup. Ctrl + U. 

Combine. Ctrl + L. 

Break Apart. Ctrl + K. 

Convert to Curves. Ctrl + Q. 

Convert Outline to Object. Ctrl + Shift + Q. 

Effects (Alt+C).  

Adjust > Brightness/Contrast/Intensity. Ctrl + B. 

Adjust > Color Balance. Ctrl + Shift + B. 

Adjust > Hue/saturation/Lightness. Ctrl + Shift + U. 

Contour. Ctrl + F9. 

Envelope. Ctrl + F7. 

Lens. Ctrl + F3. 

Text (Alt+X).  

Text Properties. Ctrl + T. 

Edit Text. Ctrl + Shift + T. 

Insert Symbol Character. Ctrl + F11. 
 

 

 
 

 

 
 

 
 

 

 
 

 
 
 

 
 

 
 

 

 
 

 

 

 
 

 

 


