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The Modern era is the digital era of information technology. Today’s most of the 

work is done with the help of computers, internet, mobile apps and digital services. For 

this, you should have the basic knowledge of computer, internet, digital services, digital 

payments etc.

DCA or ADCA (Advanced Diploma in Computer Applications) is a diploma-level 

course that provides the comprehensive knowledge and practical skills in computer 

applications and IT. It is suitable for those students who have completed the 10+2 

education and want to make a career in the IT sector. It covers topics like computer 

fundamentals, MS Office, accounting, web design and desktop publishing.

This course is a multi-application program including 

. This course focuses on imparting job-oriented skills as data entry operator, 

accountant, software developer, graphical designer, etc.

This book is divided into four parts. It’s first part describes the Basic Computer 

Course, the second part describes the Financial Acconting with TallyPrime, the third part 

describes the Web Designing and the fourth part describes the Desktop Publishing. This 

book is divided into 30 chapters and each chapter describes a different topic. This book is 

mainly written in English language.

Dear readers, I hope you will like this book and the topics given in it will develop 

your knowledge. Apart from this, I also request the readers to read this book and give their 

suggestions.

Microsoft Windows 11, 
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27.15 Path Selection Tool

27.16 Type Tool

27.17 Pen Tool

27.18 Rectangle Tool

27.19 Note Tool

27.20 Eyedropper Tool

27.21 Hand Tool

27.22 Zoom Tool

27.23 Set Foreground/Background Color 

27.24 Edit Mode 

27.25 Screen Mode 

27.26 Edit in Image Ready 

28.1 Image

28.2 Set Image Size

28.3 Crop the Image

28.4 Trap

28.5  Layers

28.5.1  Creating a New Layer

28.5.2  Create a Duplicate Layer

28.6  Layer Properties

28.6.1  Set Layer Style

28.6.2  New Fill Layer

28.6.3 New Adjustment Layer

28.6.4 Change Layer Contents

28.7 Type Layer

28.8 Add Layer Mask 

28. Image and Layer

28.9  Group with Previous

28.10  Arranging Layers

28.11 Locking All Layers in a Set 

29.1 Filters

29.1.1 Extract

29.1.2 Liquify 

29.1.3 Pattern Maker

29.2  Artistic

29.3 Blur

29.4 Brush Stroke

29.5 Distortion

29.6 Noise

29.7 Pixelate

29.8 Render

29.9  Sharpen

29.10 Sketch

29.11 Selection

29.12 Uses of Feather

30.1 What is Canva?

30.2 Types of Canva

30.3 How to use the Canva?

30.4 Create a New Design 

30.5 Modify a Template

30.5.1 Using search Box

30.5.2 Using and Editing Elements

30.5.3 Using text and Fonts

30.5.4 Uploading and using media

30.5.5 Sharing a Design

30.5.6 Saving documents

30.6 Toolbox in Canva

30.7 Create a team with Canva

29. Filters in Photoshop

30. Canva
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