FEf. & smEHiwm. (IT & ITES) s 1.8.49
T (COPA) - 8=\ s9T1 Ud ZAA URE FIAT

MS wi= wei #3& e &t quriea <=1 (Edit image using MS Paint)

TEEV: TH AVE & STl # AT FIA H HEH & A

o MS %= § TS ®wZo H @relt

o JTHT F ATATAFRAT F AQ TAA HT SIET FIAT, AR TREAA FLAT
o AW Ft [AfHw wew § |3 #2t (JPG, PNG, BMP) |

smawwa (Requirements)

AT AT/ ITHTT

MS srifeer 2007 & @t us =fera PC -1 No./srl?r&@
s (PROCEDURE)

F - 1: MS 9E= # TAA ®IIA @it
1 & 9 § paint €19 F3 paint app @te &t | (Fig 1) 4 = e arer 99 # Open T f@@® &2t | (Fig 3)

Fig 1 Fig 3

* =n i'-!:l- lJlll_I

8

5 St SHST BIST ATT GiedT =1ed & | IERT =3+ $iorg AT

T HY T I paint app S T E | ww open 7 fFer® ®¥ | (Fig 4)
Teq W e w2 AT 95w A F forg i v w1 | Figt
2 Paint tab T e F | |
3 Fig 2 & ST File tab u¥ fFas #2r | H
=l =~
Fig 2
i.i 7 Ui s bl
: | = BLLLUE
d il Ay _ ! - .

Ife TR FETA A FT FEA | 781 2, A B T2
T2 a1 WD IR q4AT forn T v, S9 wigen |
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FE - 2 : ATHIT T ATATTRAT & AR THS it BT FIAT, ATHR TRAAT FIAT

1 Paint App &t @tar |
2 to work on 9% AW s @rar | (Fig 5)

Fig 5
e
= - -
l v — (W

3 AW & AFR TRadT F2 F U, resize tab w¥ fFw
#% | (Fig 6)

Fig 6
a % 5 | model-Paint

D L Cut E | = Creg '_, A | NAOO0GA —
py T il Resize EL__AR] I}\ ¢ (:‘ @] D ﬁt e
Po':lc St‘-'cd oL holi® ry | .Bru:hn G SR 000s S‘ft

Cligbaard Image Taols Shapes

Fiesize and skew the picture of
iefedtion,

4 ATETIF ATHY & ATATE TN AT pixels FT TRTAT FLT |

AT (aspect) AT TS Ft AavaF A a faww |
T Hh a1 A1 "&har & | (Fig 7)

Resire and shoew (Cil+W) ‘

Fig 7

5 g9 &t Afas T @er Y aRadq 7 (resize)
ATT STATT ATHE TRad 9ed & | maintain aspect

ratio 9¥ untick ®¥ | TR af¥acde &1 gfaera deT w3t |
(Fig 8)

Fig 8

Revice an ol Sl ko

By #) Parcendage 3 Proy
s oy !
| I Horizontal | &0 1
JI Wertical [=d ]
] Mmmiain sxpect rate

Sk [Degrees)

s Horizentall |0 ]

-)I “ertical | ]

6 OK =¥ s #<t | (Fig 9)

Fig 9
d = — P
N — -~

7 ZAS &t Bier #AT (Crop) &3 & forw, Select W faes
F ST AT @t AFAFR =49 AT % w7299 | (Fig 10)

Fig 10
Il b =¥ £ = | moded - Paim
i 2 : oA S
I‘I.llr Serert A Bqste - - - -8 ='Il:n"f'

b By Cprtsn.

Telest i
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8 Il ATl f*E &t diT FT A SIS ATEAT &1 A6 FFh
BIET AT FTeT AT T AR &7 =27 w4 | (Fig 1)

Fig 11

d "> 0 =

B & Cu i Ccrep - F
; v A
| capy :I L Restoe LY .
Pmte ] A . =T T !

e DR imagr LR

CROE O = Shi - 3 |

i Leledinom,

e Cunre

# - 3 : TR &t faw= wHe § &9 w0 (JPEG, PNG, BMP)

1 gurflka MS Paint file &t &= %% & forg, File ->Save as
7% fFew #= | (Fig 13)

9 Crop T e #=<1 | (Fig 12)

Fig 12

rraociel - Paind

W
] ] ,
1 = | 3 Rezize
Paite Select | _ o
= - ok Rtatle =
Cliph coourad Iy g To-l:

2 zaw o5& ave a9 wer & (JPEG, PNG, BMP) ®rde &7
Ta7 F1 | (Fig 14)

Fig 13

Al ¥ T W ol - P

AdVLEL
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Y.

Fig 14

Vi |

bt o e S e "

= b e 1 e L

3 wIEd F UF A9 %L Y Save ¥ garei |
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FE A & S mm. (IT & ITES) s 1.8.50
Far (COPA) - 98=y\ s91=1 Ud AN Ufee FIAT

TR AT FT TN F2d g A i uise ww=n (Editing images with open office draw)

IR TH AVIE & STl # AT FIA A HEH & 0
* I AT T T T *ead g Forsy T

o =1 (drawing) #1 wiHE FIAT

o @AW # faTrEAT

* 3D ATsstwe FT TAET AT Biee w27

JawE®ae (Requirements)

AT /AT TTHLOT

U T & |19 UF & Far g PC -1 No./a=
wt%ar (PROCEDURE)

FF - 1 : FOT ATER I H TART F g¢ Ty =

1 wEA AL (Draw) 3TH g1 asay % fewt (Draw' workplace Fig 2
elements) &=+ | (Fig.1 &t 39) ) vy

draminnland - OpmOTcumy LL0
bl Gl Y e b o Hech Yot Hig

fovibamis i Bel ‘:‘v 0 S35 by @
E § S mew v T Mo+ 5wk e 1 a W?’ﬁ' ﬁaﬁ- =TI 3 Ia'\jl ﬁ;lﬁ
[ R xzx‘sl\slfs\-‘; kA R-B-koB-E T8N KRB 3: ﬁ@ﬁqrﬂ- Eh_i-l @'ﬁﬁfﬂﬁ'

| \ m X a : ; -

gl \ \ - g~ @ F fory, ST ot A & Ferdl ge H o w9 | (Fig. 31 39
. )_ ~{Th)n-| B —W' WAbN L ] B (Fig )
A e Fig 3
: . /| paa

8 [Navigator Qe
A7~ Main Toolh : o ae = D S T
o)/ 0 &m p— . y A1 )

4] B bten e m .- A '
- 8 Gt - III \
po 1 Disgramt m—
EIN E— - R — L e
2 el — == Ny -

A PR o 8 Tecpe o - = = “ —_—
. . e A W &Y N

Style Manager 9 m "

Workmode Buttons

4 et famet gentt| et o et & & uF foeree i g |
78 grE URET (drawing area) # & | za@ U e
(insert) &1 ST |

i LT 0535 e 542 S S 67 ok |«
B8 e il mle B

=1 /LS s Coen He s

5 Hor< faet &t a7 F & for At e w¥ fee & oot 3 |
2 AU = & g gE # A & o (New) de o faes #1 |

TUITEAT 4: ZTET gAaTe # a4 3 (basic shapes) 7 & Fiea

3 wF e &1 e | ) : :
grE ufar (drawing toolbar) ® U 5w &t 2Tet |.For ex. Select
TR UF 7 Teae gE fawet gah theimage'Leaf1".
STOTERT 12 IR, 57E 0 T g 3 & 0F FF 81 S v iy v e 7%, e 3 v e (circle)
(Insert) (fig.2 =t &) A T AT e e o ot R o e e
sorreft 2: R = (drawing) 9% 3T Tee & w19 #Y @ €, 39 ofar & wer gd (insert) & @ | (Fig. 4 &1 3)

arer % ferg "Open a document” a¥ fare® #¥ |
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Figd [Iooiast @oiiosinmsTioiniosnsanis

-----

F - 2 : R ® @A TLAT

1 gEW oRET & uF afts 99 IeEer & for uw M &
e (Insert) ¥ |

2 TS & UFSHY A TEfia e F g1 F<F AT &1 a5l |

3 99 R e fawd F¥ AR o staem & 34| i gg
ST T T 2 gU et FaA (fill color) WY graa=it
(transparency) #t a5 |

4 99 9 5 et Y AT T8 A e Jq1g AT o
Y gATT & g5 % oI 'Position ¥ Size' # I |

5 AW &t AT, i ofe & 9w & fory, 59 W Tge s e
Y (Arrange) STTaer &t g |

F - 3 : AR F ¥ e

1 SATC T FF 1 F FIAT ¢/ e T Fad gU AT & THaH
# 'Leaf!' g« & 30C & |

2 AN & GA AR FTET AR | (effects) Tea T fFs ¢ |

3 'distort' sttaer # I+ | UF sr=TS @ faet fFwnft 9 g
"Select the object to curve?". Click 'Yes' 9% fFs ¥ |
qTEforT S5 &7 41 o age Ao |

4 e oft arefonT dea ux faees ¥ ofte fawft oft R & i |
zad fieae #1 w9 fare s |

5 = femmr T ok g (Fig.5 # 39)

6 IS M g AT T I gaa | 'Points' aed W fawsw
FY | 5 IIA H ATT TASA & gH< F8 e it (function
key) @aT #& € | 'Edit Points' g X 1 fa=mm |

7 Edit points gaam # 'Insert points' ae7 1% fFw® X AT
T g% 30 | fael ft T o) s & | UF e |ne o
e & S|

8 T @TEE X faee F AR THSH T AL THA HT & agaiet
& forw 3@ &= | (Fig. 6 %t 39 |)

6 3fTasiee % TS H¥ & (o I ¢ 3 e w 3T
TATEARE § § 199 H G |

7 TR 3DEHA A agct AT ITAH THY AT i 5 (Fel® Hh
T4 A (Convert) ATI9E & 94 | 58 ffestare & gyt
F qqd AR AAS H 3 |

8 I Aletae Al A |
9 wITHE gAa X FAE F AR O F A |
10 o #eoT faet # a&urs< (background) &t g+ |

11 FaX & forg w7 ATvE F 94 | 360 9 F dFATS FoAL
F&A AT |

Fig5

9 T TR @rEe W fFas Fed @i Edit point g@ER T
'Delete points' 9% faere #¥h, @ige # e farm s aaar
gl
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B oty ==l o)
EaEeaik - AR

F - 4 : 3D ATsatgE H TAT T Ui FLAT

1 THEE | FET AR § UF qEd AR 0% fAfosy e 6 ey 1w R & Tz s w1 i "Convert” 9 fFew
(Insert) F¥

2 faforeT &1 9 <% g @ 9 "Effects button” ae7 7 s v 30" 1 T3 | ST b A oy § R v 2
R feFereh Y| Atetwe 9T 3D Wiewe & a5 T 2| (Fig.8 #f 39)

3 St & f= fRu o o § e w2, 35 w1 ey Fig 8
F @t | (Fig.7 't 39)

Fig 7

8 dAfetae T r3e fae® ¥ =¥ "3D effects” staer &1 9+ |
4 Tt fafoeey (ST s@ #9 °) T saa & free & (shift

key) T S #%d T G| 9 fafsm stiae & @ 3D Uhaew fawst R |

10 ITere ATTEE 3D UHACH T TG ST A T 8YF HT UHACT

5 fc (selection) 9= Tge fFas ¥ 31 "Group" T fFs Y

T | T FIAT AT T AT UF JT & & § {361 e |
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&l & sEfrimm. (IT & ITES)
#itqr (COPA) - sH=w s9=T U9 TAA Uiee F20

v 1.8.51

v gz Sa=ww aqn (Create Power point presentations)

I T AWM & A § AT FIA H q&H 8 TGH
* TE¥ qIE &t @il A TH TAT TRMAE ST
o faftrr qav agw R & got A aRfm w AW

sawward (Requirements)

AT AT/ ITHTT

« MS srifed 2007 % &9 TF FW F2ar g PC -1 No./a=

sf= (PROCEDURE)

F - 1 : qTER qTET G@EAT WY TF F97 STRAE S |

1 o g2 7T T €, faww #t 92 F<| Fig 1 R

2 W Feq W fFas #i |
3 grmHE & 9H |
4 ATEHETRE qaTdize 9T fFs w1 (Fig 1)

5 dtarate fst gentt| (Fig 2)

g
5
H
Flg 2 ¥ Micremntt Powsriteint - |Fresamiationt |
) el G wew e Fgmat  Jash  Shge how  Bndow e Adoge 0P
Do @iy B |- Y R R R =[O anel ~w-im s @z [Ee. B LA e
'
] Temvpiatms on Mciosdt com
Click to add title
Click to add subtitle
Click I a0k roms = uj;’:r:z:‘h;"’"'”“
EEmw ) .

e (] agporapes= - W COIOE A BE S-L-A-=FEaE. o
Sicde | ot | Dl wk Comigr, Enghah (.51 I
= e ]
5
S
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FT S=v= ¥4 (Fig 3)
1 wTger A YA |

Fig 3

Microsoft PowerPoint - [Pres

2 g At W fFE # (Iewe @ (Short cut key) Edit View Insert Fol
Ctrl +N) L
Ctrl+N
3 AT SR FA|
Ctrl+0O
— Close
el
A save Ctrl+S
1
Save As...
@ Save as Web Page...
By Search... )
4 - 2 : fafe waw aig= @R o=t & aRfe g (Fig 4)
Fig 4 Fig 5
SpeD - — T B& &l Practical text - Microsoft Word
okpy [@omivonty = e- B
B ‘;"m;e """ = ' | File | Edit View Insert Format Tools Table
*‘f‘_“'* i 0 nNew... Chrl+N
;wﬁ“ Tﬁ’- Open... Ctrl+0
m | Close
| B save Crl+S
m%]m | Save As...
m% r:m_u_r B = o 15 @ Save as Web Page...
Flaces. Files of type: [ PowerPrint Pressritations K| Cancel % B casieh
: ‘Web Page Preview g
1 e @ A1 g |
Open #Tqar w¥ e ¥ | Save as faret wefia et

2
3 UER & AIgE Y= Wefda gl

4 et ot % dotew # 94 " presentation1” |

5 Open &ed 7 fa@® &< | presentation e |

FAAT T/ 1 A9 FAT (Save a current Presentation)

1 File #=g #t 3|
2 Save 3t9eE X fFs FX | (Fig 5)

SR FT A "sample" 2127 FX | (Fig 6)

T FIA & I H A |
9 geq 9 fFow #+L |
FAHT SE=I "sample” ®t &9 #¥ forar @ | (Fig 7)
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|‘-.- DEK1_VOL4 (F:) -I «-M 8 X 5 E - Toos~
') Computer Fundamentals

=

@Presentation!

(]

e 5

Stve &5 Lypet [Presentation =l Cancel

MICT110H6

Fig 7

/ Outline / Slides X

4

File Edit View Insert Format Tools

D BSRY|s2@ds v

"R,

1

[€] Microsoft PowerPoint - [sample]

MICT110H7

SSew Ft &g w7 (Close the current presentation) :

1 File ¥ #t T7 |

2 Close 399 9 f&Fas w3 |

3 AU SR &g & S

a1 &ES S (Insert a New Slide)

1 Insert &= it I |

2 1t wee (New Slide) ¥ s &% (stfede &1 (Short cut
key : Ctrl + M) (Fig 8)

Fig 8

Insert | Format Tools Slic
“S) New Slide  Ctrl4+M
Slide MNumber
Date and Time...

Picture >
2:3 Diagram...
Text Box

Movies and Sounds »
g Chart...
EH Table...
% Hyperlink... Ctrl+K

v
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