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(v) Sound Recorder: 31 ST 3MU 3[UGil Voice DI 3PS @2 Add & | 33 Open DIoL
& [T DIdIS 3 FeId deol UA D2 302 “Sound Recorder” 3 D2 |
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Through this you can record your voice. To open it, press the Start button on the keyboard

S Sound Recoeder
|;l$|:.rtﬁmﬂng5 l]:li}:llll T
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(vi) Math Input Panel: $3cb SIf3<I 31U fbl 8ff ATucd=IZ b 31662 Math Text @I Input DI

AR\ Y.

2
ADd & SIA- G,a,g,zz
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and search for "Sound Recorder".
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= gof 9ft A DI MUl ASA B SII¥RI fe1dell BISIT o1 8l 31U 53 fedel 3l Insert

D291 Al 3 Text MUD 3 Ul A Insert Bl SIRISI 10 UoT 31 31U 53 Insert DIoll A& &

N N\ C

= 33 Open Dol D [A10 DIdIS A Windows + R UA DID Dialog box 3 mip CISU DID
$c3 U b2 Al fh ICI¢ dcol UR fdreldd DID “Math Input Panel” feTadd 2 I D2 G |
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= Through this, you can input the Math Text inside any software.
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. You have to write all these things through the mouse as soon as you write it and insert
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it, and then this text will be inserted in the page in which you want to insert it.
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. To open it, press Windows + R on the keyboard, type mip in the Dialog box and press

Ty
<SP <5

enter or click on the Start button and search for "Math Input Panel".
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(x) Snipping Tool: ﬁwééﬁgaaaﬁﬁmasaﬁﬁaﬁqaﬁu@aﬁ, foptt oft sdeT @I
Snap 3IeIId Screenshot i D 3 |
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X This is a tool through which you can snap any image,
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(xi) Windows Media Player: 3 0 Ul UlsndA 3 [S1141 31U 110 2ol Abd 3, fafS= =

@ N\

[0 fbcdAaADAS |

H

il = This is a program in which you can listen to songs, watch videos or

movies.

. A Open @0l D [0 DIdIS A Windows + R UA D3, 3AD dIG “Run Dialog Box™ &
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wmplayer 1302 $¢3 B3 ¢ AT fb3 I¢I¢ dcal UL Sl Windows Media Player 3l @2 3112
$3 Open DI |

= To open it, press Windows + R on the keyboard, then enter the wmplayer by typing in

oo | tn | gta
S8S

the "Run Dialog Box" or go to the Start button and search Windows Media Player and

o
&

open it.
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(xii) On Screen Keyboard: ¥ B 38 DI DIAIS a1 BIdl & HASI2 A 3UD Fcbiol U2 BIdl &
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S dol8 A SA Screen On Keyboard @ad & (It is a Type of keyboard but it is on your
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screen, because of this it is called Screen On Keyboard.)
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bIdIS 1 DIS Tl DI DI A6 D S Al VA 3 31U 3 Dldls DI U6l B2 AD 8 |

= We use it when our keyboard suddenly stops working or if any button in the keyboard
stops working, then you can use this keyboard.

> N\ C NN\

=AM 8l PR 3MUDI BIEIS I 8l SRII 3 3112 3IU (Uil DRIC2 3iiol Dol sl 8

3I? AfS Starting Window 3 3IIUGI Is URIAS SIcT 3T & dl A 3 31U $A 3iitolel Pl
URIIS] B2 ADA 3

. Also, if your keyboard is damaged and you want to turn on your computer and if you
have entered a password in the Starting Window, then you can use this option.

Y N\ C

ollc: 31912 3IIU On Screen Keyboard @I ¢lIoll A& & Al A UScl 31U DIdls i Windows
+ R U @2 33D dIG Run Dialog Box 3 osk €ISU D3P Enter UA D2 Al fbI FeId dcol
U2 fdfeTad 2 317 “On Screen Keyboard” 31l @2 |

X If you want to bring On Screen Keyboard, first you press Windows + R on the
keyboard, then type osk in the Run Dialog Box and press Enter or click on the Start
button and search for "On Screen Keyboard".

(xiii) Magnifier: ¥ BDGel Gdlol bl 128 DI DI 8 33D 9GS A 31U bt 8ft Text,
Image I 310<l dISIl DI PRICT U2 Zoom BID G A &, A sfl DRI 3 By Default
e SITar 8 |

= It works like a telescope, with the help of this, you can see any text, image or other

things by zooming on the computer, and all these are given by default.
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. 3 Open @0l & 10 3MU DldIS H “ICI¢ dcol” Gald2 Direct Magnifier T DI
ADd & AT b3 Windows + R U DID @DF\I 88 “Run Dialog Box” #H magnify CISU DID
Enter U1 P2 |

= To open it, you can search the Direct Magnifier by pressing the "Start Button" in the
keyboard or by pressing Windows + R and typing magnify in the open "Run Dialog Box"
and press Enter.

N N\ C

= 3T 33 Direct 8ff Open B2 Al 8 3D 18 Pbac 3MUD! BIEIS 3 Windows Key B
AL + (Plus) UA D201l BIFIL..... 30U SIA Bl 3 9licdc DI UA DI Al dcidlol JAHA H

&3 38 F<blat Zoom In 31 SIS 3112 3MU fSicofl U2 + DI Gdld 391 36l SIIGT Icblot
Zoom BIdI SIRISIT 312 Windows &b AT — (Minus) ﬁﬁdo_éﬁ\[@[gc_ﬂ: Zoom Out 81 SIEIAII |

(xiv) Narrator: E\[@ﬁﬁmﬁiﬁﬂ?gﬁﬁ By Default ﬁaﬁma‘i%mg}’aﬂm&
3B 3MU 53 3iitolel W facid D 3 3l 3AD G PRIC2 3 Do ol 2 8 Al A
dIcTcdl 23911 <bi 318t 31U {31 3iiterel di s1u & 3ii2 31U dlol-dblol A 3iitelel U2 fdreldd b2
38 & AeId DI A UGDR MUDI JoIIAl 3331 |

= This is a very amazing feature that By Default is given in all computers. If you click
on this option and then do anything in the computer, then it will continue to say which
option you have just gone and which option you are clicking on, meaning that it will
continue to read you.

N N\ C

= 3P 31U 5 3HIC9I6I DI On DIl A& & il DIEIS I “IcIC dcol” Gald 3AD dIG
“narrator” A DI ol Al DIAIS A Windows + R U D2, IAD dIG UD Dialog Box 3IRISI
334 narrator fe1 3iI2 Enter TA DI G |

= If you want to turn on this option, then press the "Start button" in the keyboard, then
search for "narrator" or press Windows + R on the keyboard, after that a Dialog Box will
appear, type narrator in it and press Enter.
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(xv) Disk Cleanup: 31 3iitolol &b SI¥ 3MU 3Uol DRIcT D Adfl Disk BI Clean B2 ADd
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$31 3iitolel Dl Enable d2ol & 10 §31 DldIS # Windows + R U D2 33D dIG Dialog

£l
% Box d “cleanmgr” f¢1 3II2 Enter @2 ¢ 3IUMD AlHol Disk Clean DI 3iitolol A cIdb2 3T
ST |

X To enable this option, just press Windows + R in the keyboard, after that type
"cleanmgr" in the Dialog Box and enter, the Disk Clean option will open in front of you.

(xvi) System Information: $3 3iit9lol & IR 3IU 3IUol EERIQEE (49| Clc\ﬁ Information SITol
ADAS
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T2y
&

S fe1e 31y HldlsS 3 AR Uscl Windows + R UM D2 33D dIG 3MMUD AIHol 8D Run
Dialog Box 3IIRISI dl 3IUdbI 3Jd msinfo32 AT msinfo64 SIcTd2 Enter D2 Goll 3 |

oo | tn | gta
S8S

=

o
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= Through this option, you can know the complete information of your computer.
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. For this, you first press Windows + R in the keyboard, after which a Run Dialog Box
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will appear in front of you, then you have to enter msinfo32 or msinfo64 and enter it.
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Through this option you can update your computer.......
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Computer Fundamentals-Operating System-MS Paint-Notepad
. To bring this option, you click on the "Start button", then search by typing Windows

(xvii) Windows Update: 321
update and update your computer.
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Fundamentals & Operating System Shortcut Keys

01. Right Shift for eight seconds - . Turn Filter Key on or off
02. Left Alt + Left Shift + PrtScn

. Turn High Contrast on or off
03. Left Alt + Left Shift + Num Lock

= Turn Mouse Keys on or off

oo | ¢fa
X Y X rrrrrrrrrrrxi

04. Shift five times - . Turn Sticky Keys on or off
05. Num Lock for five seconds - . Turn Toggle Keys on or off
06. F1 - = Display Help
07.Ctl + C - = Copy the selected item
08. Ctrl + X - . Cut the selected item
09. Ctrl +V - . Paste the selected item
& 10. Ctrl + Z - = Undo an action
11.Ctl +Y - . Redo an action
12. Delete - = Delete the selected item & move it to the

Recycle Bin

EEEEEEEE

13. Shift + Delete - = Delete the selected item without

T2y
&

Moving it to The Recycle Bin

X T T T T T T T T T Y

14. F2 - = Rename the selected item

15. Ctrl + Right Arrow - = Move the cursor to the beginning of the

Next word &
16. Ctrl + Left Arrow - = Move the cursor to the beginning of the ;:::

-

&

Previous word

oo ¢fe
&

3

17. Ctrl + Down Arrow - Move the cursor to the beginning of the next f'g':
Paragraph %}:
18. Ctrl + Up Arrow - = Move the cursor to the beginning of the b

5 O

&
<
&
<

-

Previous paragraph

-
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19. Ctrl + Shift with any arrow key

-p

= Select a block of text
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20. Ctrl + A - = Select all items in a document or windows
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T2y
» N

T2y
<3

21.F3 - = Search for a file or folder
22. Alt + Enter = Display properties for the selected item
23. Alt+F4 = Close the active item, or exit the

Active program

24. Alt + Spacebar - . Open the shortcut menu for the

Active windows

e (fn (fa (Tn (fe fo (fa (fn (fn ofe (fe fe ¢fn ofe ofe ofe qfe
SOLDODOLOLLLLLOLHEeY

-
4

&

25. Ctrl + F4 -
26. Alt+ Tab -

= Close the active document
. Switch between open items

27. Ctrl + Alt + Tab - = Use the arrow keys to switch between
Open item

28. Ctrl + Mouse scroll wheel - . Change the size of icons on the Desktop

29. Windows + Tab - . Cycle through programs on the taskbar

By using Aero flip 3-D

HOHHODHBODHDODDD

e T T T T T T T X

30. Alt + Esc - = Cycle through items in the order in which
g They were opened
31. F6 - . Cycle through screen element in windows
Or on the desktop
32. Ctrl + Esc - = Start Menu

33. Esc - ¥ Cancel the current task f;'
34. Ctrl + F - X Search the current topic E:E'
35. End - = Move to the end of a topic ;:::
36. Home - X Move to the beginning of a topic &

-p

>

37. Alt + Home - . Display the help and support home page

&.§n
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g
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g

o (fn (o ofe ¢fe ¢fe ¢fn (e ofe ¢fe fe (fn ofe ofe qfe ¢fe
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38. Alt+ A - . Display the customer support page :
39.F10 - . Display the options menu :
40. Alt+C - . Display the table of contents i::
~ 41. Alt+N - = Display the customer settings menu ~
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i: Computer Fundamentals-Operating System-MS Paint-Notepad i:
;; 42. Windows + Plus/Minus Sign - . Screen zoom in or out ;;
E‘;:E 43. Windows + L - = Exit Magnifier i:;:;
é: 44. Ctrl + Alt+ R - . Resize the lens é:
g:; 45. Ctrl + Alt + Spacebar - . Show the mouse pointer E:E
é:: 46. Ctrl + Alt + L - = Switch to lens mode i::
i:: 47. Windows + U - = Open ease of access center i::
48. Windows + P - . Choose a presentation display mode
% 49. Windows + L - = Lock your computer or switch users %
Play audio & video shortcuts %
=
(] (]
: :
50. F7 - > Mute & Unmute (Volume) %
% 51. F8 - = Decrease the volume %
% 52. F9 - X Increase the volume %
53. Ctrl + F - = Next song %
54.Ctrl + B - = Previous song %
55. Ctrl + Shift + N - = Play at normal speed %
56. Ctrl + Shift + F - . Fast forward through video or music %
57. Alt+ 1 - X Zoom videos to 50%
;'E: 58. Alt+2 - X Zoom videos to 100% ,::E:
;E; 59. Alt +3 - X Zoom videos to 200% ;E:-
;E: 60. Ctrl + Shift + B - = Rewind video ;E:
é:; 61. Ctrl + Shift + C - . Turn captions and suitable on or off g
é:’ 62. Ctrl + W - = Close or stop playing a file EE;
g:; 63. Ctrl + P - . Play or pause a file E:E
é:: 64. Ctrl + S - = Stop playback E::
65. Ctrl + 1 - *=. Switch to full mode

-

-
L L

)’

66. Ctrl +2 - = Switch to skin mode




