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COURSE CONTENTS. Microsoft PAINT SOFTWARE. 
Module-II MS. PAINT SOFTWARE….……..….….….……………..10 Days. 
 

Contents. 

Chapter-1. What Is Ms. Paint? ---------------------------------------------------------------------------------------------------------3 

Introduction of MS. Paint. 
 

Introduction of Objective. 

How to Open Ms. Paint Software. 

How to Work in MS. Paint Software. 

How to Close Ms. Paint Software. 

How to Use Title Bar. 

Chapter-2. File. (Alt+F). ....................................................................................................................................................... 4 

How to Create a File in Ms. Paint Software.  

How to View Content of File. 

How to Insert New File in Ms. Paint. 

Saving & Print Your Work Book. 
 

 

How to Use Page Setup Command. 

Chapter-3. Home (Alt+H). ................................................................................................................................................... 7 

How to Use Format & Clipboard Menu. 

How to Change Font Style. 

How to Change Font Colour & Font Size. 

How to Use Selection Shape Files. 

How to Use Rotate Or Flip Image. 

How to Use Insert Shape & Editing Colour. 

 

Chapter-4. View (Alt+V). ................................................................................................................................................... 14 

How to Use Zoom & Show/Hide Tools. 

Chapter-5. Ms. Paint. Keyboard Shortcut Key. ............................................................................................................... 15 

Chapter-6. Assignment-1. ................................................................................................................................................... 16 

  

 

 

 



Vinod Computer Institute of Software Training  

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

3 | P a g e  
 

Microsoft Paint Drawing. 

Chapter-1. What Is Ms. Paint? ekbdzkslkW¶V isaV gekjk ,d izdkj dk flLVe lkW¶Vos;j gS ftldk ;qt ge 

MªkWbax dks cukus ds fy;s djrs gS  
 

Extension Name of MS. Paint File.   .BMP (Bitmap File Format.). 
 

How to Open MS. Paint? 
 

lcls igys ge dhcksMZ ls Window + R > izsl djxss Run vk;sxk vkSj bles Mspaint fy[kdj Enter ;k Ok djnsxss 

vkSj gekjk ekbdzkslkW¶V isaV lkW¶Vos;j vksiu gks tk;sxkA 
 

 
 

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

eSDlhekbt] vkSj Dykst cVuA 
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Status Bar. LVsVl ckj gejk foaMks ds CkkWVe es gksrk gS tks gekjs MkWD;wesUV ds djsaV bUQkWesZ”ku dks crkrk gSA 
 

 
 

 

Chapter-2. File. (Alt+F). 
 

New (Ctrl+N). blds }kjk ge ,d u;k ist dks ysrs gSA 
 

Open (Ctrl+O). blds }kjk ge igys ls lso Qkby dks vksiu djds ns[krs gSA 
 

Save (Ctrl+S). blds }kjk ge vius Qkby dks dksb Hkh uke nsdj lso dj ldrs gSA 
 

Save As (F12). blds }kjk ge igys ls lso Qkby ds uke dks cny ldrs gS ;k nwljs uke ls lso dj ldrs gSA 

 
 

Title Bar Control Button Menu Bar 

Work Area 

Status Bar 
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Print (Ctrl+P). blds }kjk ge uacj vkWQ dkWih nsdj vius Qkby dk fizaVj ls fizaVvkmV dks fudky ldrs gSA 
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Page Setup. blds }kjk ge vius ist ds ekftZu vkSj isij lkbt dks lsV dj ldrs gSA 
 

 

Margin. blds }kjk ge vius ist ds VkWi] ckWVe] ys¶V] jkbV] es xSi ;k Lisl dks ns ldrs gSA 
 

Paper Size. blds }kjk ge A4 lkbt ds ist dks lsV dj ldrs gSA 
 

Print Preview. blds }kjk ge viuh Qkby dk fizaVvkmV fudkyus ls igys fizaV fizO;w dks ns[k ldrs gSA 
 

From Scanner or Camera. blds }kjk ge fdlh Hkh vkWCtsDV dks ekbdzkslkW¶V isaV esa balVZ dj ldrs gSA 
 

Send In Email. blds }kjk ge viuh Qkby dks vVSp djds esy dj ldrs gSA 
 

Set As Desktop Background. blds }kjk ge ekbdzkslkW¶V isaV fd fiDpj dks MsLdVkWi cSdxzkmaM ij yxk ldrs 

gS A 
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Properties (Ctrl+E). blds }kjk ge vius ist fd lkbt dks NksVk ;k cMk dj ldrs gSA 
 

 
 

Exit (Alt+F4). blds }kjk ge vius lkW¶Vos;j ls ckgj vkrs gSA 
 

Chapter-3. Home (Alt+H). 
 

 
 

Undo (Ctrl+Z). blds }kjk ge vius ykLV dekUM dks gVkrs gS ;k ,d LVsi fiNs tkrs gSA 
 

Redo (Ctrl+Y). blds }kjk ge vius ykLV dekUM dks okil ykrs gS ;k ,d LVsi vkxs tkrs gSA 
 

Cut (Ctrl+X). blds }kjk ge vius VsDLk ;k vkCWtsDV dks lsysDV djds dkV ldrs gSA 
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Copy (Ctrl+C). blds }kjk ge vius VsDLk ;k vkCWtsDV dks lsysDV djds dkWih dj ldrs gS vkSj ckn es bls nqljh 

txg ij ystkdj isLV djds Mcy dj ldrs gSA 
 

 
 

Paste (Ctrl+V). blds }kjk ge dV ;k dkWih vkWCtsDV ;k VsDLk dks nqljh txg ij ystkdj MqIyhdsV dj ldrs gSA 
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Image. 
 

Rectangular Selection. blds }kjk ge vius vkCWtsDV ;k VsDLk dks lsysDV djds ,d txg ls nqljh txg ij 

ysdj tk ldrs gS vkSj lkbt dks NksVk ;k cMk dj ldrs gSA 
 

  
Free Form Select. blds }kjk ge vius vkCWtsDV ;k VsDLk dks tSls pkgas oSls lsysDV dj ldrs gSA vkSj ,d txg 

ls nqljh txg ij ysdj tk ldrs gS 

  



Vinod Computer Institute of Software Training  

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

10 | P a g e  
 

 

Select All (Ctrl+A). blds }kjk ge vius iqjs vkCWtsDV ;k VsDLk dks ,d lkFk lsysDV dj ldrs gSA 

 

 
 

Invert Selection. blds }kjk ge lsysDV vkWCtsDV dks NksM dj nqljs vkWCtsDV dks lsysDV dj ldrs gSA vkSj fMfyV 

dj dj ldrs gSA 
 

Delete. blds }kjk ge vius vkWCtsDV ;k VsDLk dks lsysDV djds fMfyV dj dj ldrs gSA 
 

 
Transparent Selection. blds }kjk ge vius vkWCtsDV ds fiNs ds cSxzkmaM dks gVk ldrs gSA 
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Crop (Ctrl+Shift+X). blds }kjk ge vius best ds ,fj;k dks lsysDV djds dkV ldrs gSA 
 

Resize (Ctrl+W). blds }kjk ge vius best ds ,fj;k ;k ist fd ,fj;k dks NksVk ;k cMk dj ldrs gSA 
 

Rotation. blds }kjk ge vius best dks lsysDV djds ,axy nsdj ?kqek ldrs gSA 

 

 
 

Tools. 
 

Pencil. blds }kjk ge fdlh Hkh izdkj ds ykbu dks cuk ldrs gSA 
 

Fill With Colour. blds }kjk ge vius vkWCtsDV ;k lsi ds vanj vyx] vyx dyj dks Hkj ldrs gSA 
 

Text. blds }kjk ge fdlh VsDl dks fy[k ldrs gS vkSj lkbt dks NksVk vkSj cMk dj ldrs gS QkWUV dks psat dj 

ldrs gSA 
 

Eraser. blds }kjk ge vius fiDpj ;k vkWCtsDV dks feVk ldrs gSA 
 

Colour Picker. blds }kjk ge vius fiDpj ds dyj dks dkWih djds nqljs vkWCtsDV es Hkj ldrs gSA 
 

Magnifier. blds }kjk ge vius fiDpj ;k vkWCtsDV dks cMk djds ns[k ldrs gSA 
 

Brushes. blds }kjk ge vyx] vyx Vkbi ds fMtkbu dks cuk ldrs gSA 
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Shape. blds }kjk ge vyx] vyx Vkbi ds lsi fd fMtkbu dks cuk ldrs gSA 
 

 
 

Shape Outline. blds }kjk ge vius lsi fd vkmV ykbu ds dyj dks psat dj ldrs gSA 
 

Fill.  blds }kjk ge vius vkWCtsDV ;k lsi ds vanj vyx] vyx dyj dks Hkj ldrs gSA 
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Size (Ctrl ++, Ctrl +-). blds }kjk ge vius vkWCtsDV ;k lsi fd vkmV ykbu dks eksVk ;k iryk dj ldrs gSA 
 

 
 

Edit Colour. blds }kjk ge ,d u;k dyj dks cuk ldrs gS A 
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Chapter-4. View (Alt+V). 
 

 
 

Zoom In (Ctrl+PgUp). blds }kjk ge vius ist dks cMk djds ns[k ldrs gSA 
 

Zoom Out (Ctrl+PgDn). blds }kjk ge vius ist dks NksVk djds ns[k ldrs gSA 
 

100%. blds }kjk ge vius ist dks 100% twe djds ns[k ldrs gSA 
 

Show or Hide. 
 

Rulers (Ctrl+R). blds }kjk ge vius MkWD;wesaV es xkbMykbu dks lsV djrs gSA 

 

Gridline (Ctrl+G). blds }kjk ge vius MkWD;wesaV es fxzMykbu dks lsV djrs gSA 
 

Status Bar. LVsVl ckj foaMks ds CkkWVe es gksrk gS tks gekjs MkD;wesUV ds djsaV bUQkWesZ”ku dks crkrk gSA 
 

Display. 
 

Full Screen. (F11). blds }kjk ge vius vkWCtsDV ;k fiDpj dks iqjs Ldzhu ij ns[k ldrs gSA 
 

Thumbnail. blds }kjk ge vius ist dks cMk djds ubZ fcaMks esa ns[k ldrs gSA 
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Chapter-5. Ms. Paint. Keyboard Shortcut Key. 

Shortcut Key. Option. 

File. (Alt+F).   

Ctrl + N. New. 

Ctrl + O. Open. 

Ctrl + S. Save. 

F12. Save As. 

Ctrl + P. Print. 

Alt + F4. Exit. 

Home. (Alt+H).   

Ctrl + X. Cut. 

Ctrl + C. Copy. 

Ctrl + V. Paste. 

Ctrl + B. Bold. 

Ctrl + I. Italic. 

Ctrl + U. Underline. 

F1. Help. 

Ctrl + A. Select All. 

Esc. Cancel Selection. 

Delete. Delete Selection. 

Ctrl + +. Increase Eraser & Brush Size. 

Ctrl + -. Decrease Erase & Brush Size. 

Ctrl + E. Image Properties 

Ctrl + W. Resize & Skew. 

Ctrl + Z. Undo. 

Ctrl + Y. Redo. 

Ctrl + Page Up. Increase Page Size. 

Ctrl + Page Down. Decrease page Size. 

F11. View Picture Full Screen. 

Ctrl + R. Show / Hide Ruler. 

Ctrl + G. Show / Hide Grid. 

F10. Display Key tips. 

Shift + F10. Show Current Shortcut Menu. 

Right Arrow. 
Move the selection or active shape right by one 

pixel. 
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Left Arrow. 
Move the selection or active shape left by one 

pixel. 

Down Arrow. 
Move the selection or active shape down by one 

pixel. 

Up Arrow. 
Move the selection or active shape up by one 

pixel. 
 

Chapter-6. Assignment-1. 
 

1) Open the paint application and define MS. Paint. 
 

2) Open paint application draw the following three any design using proper paint tools. 
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3) Operations to be performed on above picture. 
 

4) Save the file with your name. 
 

5) Color them in different colors using color box in paint. 
 

6) Flip and rotate the any design. 
 

7) Set the picture as a background. 
 

8) Using the brush tool and draw flowers. 
 


