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External Parts of Computer: Internal parts of Computer:
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USB Port
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DVD
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1. Start button- search box- write notepad- enter.
2. Start button- Run- write notepad — Ok or Enter.
3. Start button — All programs- accessories- Click on notepad.
4. Start button- All programs- accessories- right on notepad — write
any shortcut key.
5. Open notepad- write “Start space notepad”- save — after name
write “.bat”- double click on saved file.
6. Open CMD — write “Start notepad” — Enter.
sAob slgal ol 91 Notepad @
1. File menu- click on exit.
2. Caption button- click on close.
3. Right click on title bar — click on close.
4. Alt+F4
5.
(I.D.E Integrated Development Environment)
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Status bar
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(sollaind o Jll ol € lany G g n (S ol R 5045 23l 12 iFind

82 Ctrl+F (2 &S & )Ld

> 48 sollenind o L Sl sShay b 5l (IS (5003 (S ) S5 5 43 LS 15 (Find
4 leS (523 5 5 Sl Al L il 5 (o 5 )5 yise 55 S AT AL yise
SCHrIIHF (2 S Gls | pd ol Slay A4l L Cilad 51 0 50 0 s (g2LE

58 (2 ise o> p S Sl Al ara yise (S A 5y iFind What

S 4y G 5 51 o5 Ml Al ) 4alS oy (S 4l 4y i 9e (o 41S :Find Next
(S5SIaw aa alS e )i A yise o yu 1S

Find 52 S s (s ¢80 3wl 13 :Cancel
—_ bzt o Ll olionly 44X

Find what: A Find Next S o ) shy
Match whole word only [ Camesd | S 4S :Match whole word only
Match case djgﬁ}}g}éﬁdqw\duﬂs: 45 1S
S h gl s 4 aS g Sl LIS
REENCBY

> S AalS dra AT Hige ¢ (g 5 ed Jo il SIS 43 (52 4S :Match case
A S Esh I ) st Ao naS g sd S 55 O m
s S s P A S aaS o Sl A o PSS A ol g S o g
SR (o st 4 s s S o oSS S

L;):\]Lufu\ ajgﬁﬁquﬁﬁguﬁaﬁgse\ﬁjﬁgﬁus 12 :Replace
83 Ctri+H (2 &S Gl

Al 4y o Sl (S 59 AT e oy 1S SIS 4y 1S (52 1Find Next
LIF3 2 S Gl g5 eh IS Sh) (S

(8 ollaxinal o JLd 5l gy AlS aly 4y 4S5 gy ) S5 50 4 3LS 1o zReplace
4alS 438 yige S 2 :Find what

Repl £3 . .

cplace _éj&uéwg@}@
Find what:  Help Find Next 4alS 438 e S s :Replace with
Replace with: Corporate Replace Jﬁh‘ = 4alS ‘d" a“ e }S‘-J

Replace Al
Match whole word onlty — cJ\:ﬂ )SJS\.A:&J ‘;JS.J 12 *Find Next
nce : :

4alS aly 44 4S5y 2iLaS 12 ;Replace

Match case
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_ngj;du,_"\..u\ Ulr}j gl

ool sl adSalyay WIS L5 Sl S5 5 40 23lS 13 :Replace All

DA 965 s sl SIS 43 3l 1y 5 pa 4S :Match whole word only
i IS g gin S aSh ol o 9h IS g0 g 4 aS g sSlan S Jo
(53

> S AalS dra AT yige ¢ (g (50 Jo gl SIS 43 (534S :Match case
A S I ) st Ao naS g sd IS 55 O n ey
G S g A S 4aS o Sl A o )P S sS A ol g S o 5
SR 2 st 4 ) S e 2 oSS S

REBT e PPN @5;\5 AR é ol S5 140 3laS o ;Select all
82 Ctri+A (2 &S )l

View tab (Zoom group)
.6 Jald 45 gaileS (523 (S @9 S zoom 4

1. Zoomin @ O

2. Zoom out ~MNON\ L
0, Zoom Zoom 100

3' 100%) in out %

A0 5l (o i Andia ol )5 0 20y 5l S SIS 44 2LeS (523 :Zoom in
(oS sy

S S S dadia ol S5 5 30y H1S SIS 4 2ileS (520 :Zoom out
6 Al gle (2 1a ) (g op Yl odad J) ¢ v dadia ol S5 03 0 e SIS 45 (520 1100%
.ijsbJMéZ\~~ 47:1(.\;54\_'\5\,)!_5\

View tab (Show or hide group)
0 a4 i) Y (S s S sy
1. Ruler
2. Status bar
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S el S 9 e Ja gl SIS 45 0leS a5 > 4S Ruler
i 43 IS Ik g3 (5 0 Jo gl 4340 5 SIS (50 A4S ) (b (IS s

Al Ronda 86y sed sl S a8 3l 1o 5 pa 45 :Status bar
Status bar s (s #& Jaganl 45455 SQIS 5y aS 4l s Status bar
VRS

View tab (Settings group)
gV G A8 saleS (oY (S S sy
1. Word wrap
2. Measurement units

.6 Jald 45 gulid) sy (S 3leS 53 :Wordwrap

= Word wrap ~

wﬁg;g;ﬁddw\d-ﬁsﬁgsdgsﬁﬁmowrap

Mo wrap P :
Wrap to window &)S AL}SJ; LA...\S.L\.MA j\ Lﬁ)—‘-’u a4 O @sma e\)sj),:m
v | Wrap to ruler _
7 : s @ Ja il SIS 45 53~ 4S Wrap to window

éﬁbawﬁade\ﬁjﬁdw}:

@l G dad 3 il 6 (g (g 9l Ja gl SIS 43 (50 (5 yea 4S :Wrap to ruler

(S ollentinl o Hld sl oy g gas 50 (A€ Jadn S ol S 5 44 23LS 1o :Measurement units
3 el (g oy Tl gy ¢ Sl s il g 4 IS s ey

Paint program

A Ol o) (om0 (o al S5 92 43R sigal S Heaga JienaS
L..g‘):dbu_w\ cj.ﬁd

ik sl gadda al S5 0 Paint 2
1. Start button- search box- write paint- enter.
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2. Start button- Run- write paint — Ok or Enter.

Start button — All programs- accessories- Click on paint.

4. Start button- All programs- accessories- right on paint — write any
shortcut key.

5. Start button-search box-write “pbrush” — enter.

w

hiob slgaia al g4 Paint 2

Paint button- click on exit.

Caption button- click on close.

Right click on title bar — click on close.
Alt+F4

BN e

(I.D.E Integrated Development Environment)

16. Title bar

17. Caption button(Minimize, Restore down, close)
18. Quick access tool bar

19. Paint button

20. Ribbon( Home tabs, View tabs)

21. Ruler

22. Textarea

23. Status bar

24. Zoom slider

Quick Access Tool bar
Title bar Rebbon Captionfutton

PR MR | . | R |
Home | view v

WA LA = . HEEES IIIIM
Dresize NOOODEG - — (] ]
selea || 9 2 Q| Ewnal 5 Y X2 g sue || Cator | Cotor ea
= 2k Rotate - > F R OO0 s il

Paint button

Text Area

Status bar
Zoom Slider

I 0 13 1106 x 79 | f~c 7]

2] Yy o 7
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.2 View & s Home s > ! 45 053 ) S5 Paint

Paint button
(A O A8 5leS oY 1 (S G sy
New
Open
Save
Save as
Print
From scanner or camera
Send in e-mail
Set as desktop background
. Properties
10. about paint
11. Exit

WO NOULRAWNE

=) < | Untitled - Paint [E=R=a

[ tw i eEEs mEEEy

Color | Color . . Edit
ﬁf Open 1 2 lors
el s

ﬂ; Print »

Recent pictures. Outline

1 ffff 13 Fill

*| send in e-mail

r Set as desktop background b
o

\/ Properties
‘0. About Paint

-
¥ it

+ 10] 1160 = 520px

B e o] )

_ngj.;\lu:du\DJQ}J}\J&A@LAQQ}JHJS}#Q;}LAS\J:New
L3 Ctril+N (2 &S & )Ls
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($olanind ol o gadlan ASA L g0 (5 3 o) S5 0 4 3LSY 1Open
(55 (gl (SAe (S isnaS 4 yise (o asS A 438
23 Ctrll+0 (2 &S & Ls

4 Py (S TS 4 Al o g a0 (IS ige 4my ) 4 1S (50 ;Save
Lf‘):\lu:_"h»\ an}LMJ@MJJb@&\ld}AJéﬁM

2 P AL Ao o 5 (S 00 adaul 5 4 2lS (52 :Save as
O S Qs b Bl S5 e 4y

i Bl (o siga 5 gl 53 IS (a0 Ay Sl Ly A 53 05y i g adand 5y LS (50

23 Ctr+P (2 oS Gl g pllentivd o ) sl gla o (L 2 6l S5 5 43 23S 12 1 Prrint

Slidl )y eaiy 435 5 eSS 3 ahaul 5 2l 523 :From scanner or camera
Lﬁ):ﬂl.u_"w\ °J17:d

8 ol Jagl i ge adad g 49 3lS 522 :Send in e-mail

RS 2 gl (5 g e g1 adanl 99 3LS (520 :Set as desktop background
.35 IS5 45 Background

33 (S S pgal 03 (S ol Sy 43 ahand 5y LS (523 :Properties
s GBS Gl glaa ) S g 3 Painta Ly se adanl 5 3LS (523 :About paint

. llaxind o sl gaiy 3 6l S5 3 Paint 2 LS 12 1Exit

Home tab (Clipboard group)
(s sid 4 sileS s (S o S Clipboard 4
1. Cut
2. Copy
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3. Paste
4. Paste from

4 Cut
[2 Copy
Paste

-

Clipboard

(Sodleninl o )l Gl oS (5 30 (S o) S5 5 4 2leS 13 Cut
23 Ctri+X (2 oS & )L

(o opllaninl o Jld gliundl) S 2 asX SGlh o) S 4y 3lS 12 1Copy
23 Ctri+C (o2 &S &)L

Copy b s Cut (Himn sopllenind o )Ll ol gllamil o 381 3 S o) S 54y 3ilS 12 ;Paste

63 Ctrl+V (2 &S Gls o Ml WA i LA 50 4380 (5 9

M‘Ju‘“)@)ﬁﬂ) c&&&ﬂ%dée\ﬁ}#gﬁwb:Pastefrom

L;).J\.u;h.u\ "Jt:.‘j

Home tab (Image group)
(o) Osd 4 anleS g1y (S @y S image 4

1. Select
2. Crop

3. Resize
4. Rotate

— L] Resize
- "k Rotate =

Image

s spllamid o L gl gilamil JSC3 2 L (S5 3 S oS 5 n 40 LS 1 1Select

23 Ctri+A (o &S Gl

(b O A8 el g8 Y (S 2ileS Select 4

Rectangular selection
Free-form selection
Select all

Invert selection
Delete

Transparent selection

ok wNRE

7y i ) I 7
S repared by: Mettammad HNeaway Gurbas
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Selection shapes

i Rectangular selection

i *+  Free-form selection
Selection options

i0;  Select all
Invert selection
75 Delete

Transparent selection
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IS 4 Jalasa by o 0 g by (SIS 6l S5 49 3LS 1 [Rectangular selection
35 (Al alia HRR a4l i (g pllaatial ol ) glai)

SAatihy 4 od aldy JSG 5l geall ( S 261 S5 3 43 31LS 12 tFree-form selection
35 (AT o 4 Al 4y e (g oplleaind b U

(6 opllantind o Hll o gaLAT) J g3 3 JSG 5 el ¢ S 2 6 S 50 4y 3L 12 1Select all

SIS 4y 1leS (503 ¢ (59 S QAT ) et L 4SS ge 5 i 4S IInvert selection
(oA J 5 el by 4l o sl S

Solleninal o JLl gl K5 ) 3 peal b S (5 0l QlATly (S5l S5 0 49 23S 1 ;Delete
3L peal A 555 e Y gl SIS 45 JLS 13 s na 4S i Transparent selection
djj.u.i\ é}@@)}@ﬁaﬁd\s‘}\ é\)@ﬁb‘\.&.\aﬂ@ﬂd‘s\ 95).64“\_}34_&4&
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Crop.gg,al\-ndu\ aJ\,:J}l}S S J&M‘é@&dcﬁw g\éﬁ&\qée\)ﬂ})ﬁa\ﬁ;&us Ja -
03 CLHShIFEHX 2 G o

o I S d Sy (g pllentind o )L JISU (g Hlaila ke S ol S 4y 3ilS 13 ;Resize
8 Ctr+W (o S o pld | ol ASY

a3 o 58 e o Pixels 5 Percentage 4 oiSe s

Resize and Skew 23

- (6 Slaal g uSea syl g0
By: @ Percentage Pixels .}i L;SL; 5‘}\3'.‘\ Lﬁé\ ‘\:’ (_)‘“5‘; ;)'.'j'“ é Lsdf :Horizontal
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| Maintain aspect ratio

8 e ose i (S sy :Skew (Degrees)
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Home tab (Tools group)
6 Jald 4 gaileS s S @y S Tools 4

1. Pencil
2. Fill with color
3. Text 7S A {:*,.,.-
4. Eraser F
5. Color picker 7 #® (|| |Brushes
6. Magnifier i
7. Brushes
(Sollaxingd o 5Ll ol g ) on as p3 A sa abid 4y Sl S 49 3LS 1a 1Pencil
L;):\jua:\u\ c‘)gﬂ)we)ldez j\
(6 opllantind o Hlal 6l ¢S 5 ¢ (S 0 A8 JSE (5 0 am (S pl S5 43 33WS 13 cFill with color
(gl o Ll SISGT Sy (S ol S 4 LS 1 1Text
(sollaninl ol ol 80 )3 ey 8L 3y seal by IS5 (5 95 amy0 tEraser
L‘gqjgd&&ggjﬁwj@éﬁ}\ e ld) K5y 4aX Se oﬁq‘dau\}“gm :Color picker
S (S (S Ee pal by JSE (55 an ) o ol 58 SIS 4 21LeS (523 :Magnifier
5 (S ey b A Al gy alidng ada) o 33l (532 :Brushes
Home tab (Shapes group)
() Ol 40 50ileS 1Y (S 5 S Shapes 4
1. Shapes
2. Outline SN/ OO0 & Al-| [ outliner | =
3 Fill [\_\O/’\['""]E} 4y - | K Fin- -
o S+ Rax000s size

Ehanes
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4.Size

5 ey 48 180G 4l g aliia i sa adaid 53 520 iShapes
(5 ollaninl ol ol o 5 pat 3 a3 Jad JSS (5 9 a3 (S pl S 44 3 12 1 Outline
(S opllaminal o HLl o1 oS 5 g purd 3 A5 i 5l 61680 IS (5 9k an )3 (Sl S50 40 2SS Do sl

s A S IS (g g ey adaul 53 (522 :Size

Home tab (Colors group)
.62 Juldi 45 50l 2 S 5 S Colors 4

1. Colors
. Editing colors | HEEEN EEEN |
7 Edtine EmEett et
v L2 | I ICICIEIEIE I cotors

Colors

o NS Al gy aling 43 ey adaud 3 2L (523 :Colors

SHundl ) 43585 ) dra ey b (IS gt (S585) 4y i se el 5 522 :Edit colors
(S5 4 35 50 (S Colors 4 (25

7 —————————————————— 4
Edit Colors =]
Basic colors:

I i

N N

NN N

EE 1 )

HE N HE

HE N N

Custom colors

I_ I_ I_ I_ I_ Hue: 200 Red: 163

I_I_I_I_I_ I_I_-Sat:HE_ Green:?
Define Custom Colors == ColoriSolid |- 112 Blue: 164

| ok || cancel | [ Add to Custom Colors
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View tab (Zoom group)
.6 Jald 45 gaileS (523 (S @9 S zoom 4
1. Zoomin
2. Zoom out
3. 100%

A ) (gop i Anbia o S g s yu 5168 SIS 4y JS (523 :Zoom in
(SRS Ay

S S (S S Aantiaal S e pu ¢S SAIS 44 S 523 :Zoom out
_dqﬂhdqb@\aj\gﬁ)hodm:\éZ\~~ dndia ol )85 53 0 SIS 4y (532 1100%
(S o 8l S TY v ag a8

View tab (Show or hide group)
(g N Qs 4 gilaS (3 (S 58 oy
1. Rulers
2. Gridlines
3. Status bar

S IS4 5 s s Josinl SIS 43 1S 1 (5 > 4S tRuler
(e A8 S A g g oh o pinl A5 435 SIS (5 ya a8 ) s S ba

U9 9 il dstia ol S ndy 55 5 598 JI gl SIS 43 3lS 1 (5 s 4S :Gridline
(>4 Sl 5 g sd daginl G A SIS o 4SSl S A S
22 Ctrl+G (2 &S &)l

Sl R4 B s ol SIS 43 3L 1y g 4S 1Status bar
Status bar 55 s Jasin) 4343 )5 SIS (5 5ua 48 5l L Status bar
s 4
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View tab (Display group)
.gﬁ,)j O s 45 gailaS (o3 é%},)s display 4
1. Full screen

2. Thumbnail E

Full Thumbnail
SCreen

Display

S g (S JaSa 4y ey b pSed (S bl S5 50 43 WS 1y tFull screen
Lﬁ):d\.uf\u\ a‘)l.gl

5510 S S S5 (2 oA (S S g adal oy 3LS 523 :Thumbnail
S IS IS preview o)

Start Button
QeSS AL G 5 (S e 44T yige sy S SAK 4y s o

J L ol Sy 12 :Search box

L;):\jbulw\ o‘)lﬁj)ﬁs..:m

% Snipping Tool
@ Word 2013
Excel 201z

(" Pashto Dictionary w3

) Pictures
el ¢ Cambridce Advanced Learner's
l‘ Dictionary Music

-l._ Zapya
Garmes
nr’ Motepad Computer

-':‘_'ﬂ] Paint ~
|~'.,~_:n; Contrzl Panel

Meohammad Mawaz

Documents

@ Adobe Photoshop 7.0 Devices and Printers
A5 , WordPad Default Pregrarms
|jr Getting Started Help and Support

» All Programs

| Search programs and files m
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Shut down

(52 LjAL:IMJ.;}LAS L;m}/éu;hgq.g}a Lﬁ),)]\.a:."\u\ c‘)\:ﬁ_ﬂjﬁgd )}'}...\MSJUL 12

1. SWItCh user Devices and Printers
2. Log off :
3. LOCk Switch user
Log off
4. Restart Lock
3. Sleep Restart
6. Hibernate
Sleep
Hibernate
Aoy g 4dgal S g g ol (g llaninl o Jll ol 9313 User 2 3lS 13 :Switch user
(oo g ob 4dgal )89 g ol (g pllentinl 5l ol g3k User 2 WS 13 ;Log off
.Lﬁj.:m-‘“’i“\ oJL:J)S}SJSAJ;'ﬁ;\.aSJQBLAS 13 'Lock
Lush sopdin JS 0 3 g c(gpallantinl o 5l oS 55l )l 0 i gueS 3LS 13 :Restart
Ao JisnaS g gollenind o Ll S Cpd o ad jisneS 5LS 2 Sleep
R EITE VPRIt
(s oplaninl o Ll 6l S 55 al iul 243 3 eneS 3LS 12 tHibernate
GiS QL aga i gagaS
Commands Shortcuts
New Ctrl + N
Open Ctrl+ O
Save Ctrl +S
Print Ctrl+ P
Print preview Ctrl + F2
Close program Alt + F4
Bold Ctrl+ B

) g Yy 7
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Italic Ctrl + |
Underline Ctrl+U
Subscript Ctrl + =
Superscript Ctrl + Shift**
Find Ctrl + F
Replace Ctrl + H

Select all Ctrl + A

Cut Ctrl + X

Copy Ctrl+C

Paste Ctrl+V

Undo Ctrl+27

Redo Ctrl +Y

GoTo Ctrl+ G

Open Start Menu Ctrl + Esc
Delete back word Ctrl + Backspace button
Refresh the active windows F5

Display the help menu F1

Open Computer Windows logo key + E
Select the search box Ctrl+ E

Zoom in

Ctrl + page up

Zoom out

Ctrl + page down

Show or hide the ruler

Ctrl+R

Increase the font size

Ctrl + Shift + >

Decrease the font size

Ctrl + Shift + <

Rename the Select item

F2

Select the search box

Alt+D
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