Microsoft Paint

Paint is a simple and easy to use programme which can be used as part of the Visual Arts curriculum. It is also good for getting children used to using the touch pad on the laptop. To open the programme:
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The paint window will look like this:

You will need to maximise the window by clicking on the Maximise button which is to the left of the X button on the top right hand corner of the window. The window should now fill the screen. 

“Untitled” is in the top blue toolbar as the picture has not been saved and given a name yet.

The Paint Tools
Microsoft Paint has an assortment of painting Tools that you can use for drawing shapes and applying colour to areas of your image in various ways. You switch between tools by clicking on the appropriate Icon on the Toolbar, which is located on the left side of the Paint window. Most of the Tools are used to apply colour in some way to a portion of the image. In order to use these tools, you'll first want to make sure that you have selected the correct colour in the Colour Palette. 

The Toolbar looks like this:

The top row of icons are the Selection Tools. 

The next row has the Eraser tool and the Fill tool Icons. 

The third row has the Eye Dropper tool and the Magnifying Glass tool Icons. 

The fourth row has the Pencil tool and the Paint Brush tool Icons. 

The fifth row has the Airbrush tool and the Text tool Icons. 

The sixth row has the Line tool and the Curve tool Icons. 

The seventh row has the Rectangle Drawing tool and the Polygon Drawing tool icons. 

The Eighth row has the Oval Drawing Tool and the Rounded Rectangle Drawing Tool icons. 
The bottom portion of the Toolbar changes when you select a tool to reveal additional options or settings for that tool. 

The Colour Palette

To select the colour you’re working with, you use the Colour Palette. The Colour Palette is a part of the main Paint window, and looks like this: 


The box on the left side shows the active colours. 

The top, overlapping rectangle (currently black) is the foreground colour. The foreground colour is the colour that will be used by the following Tools: Text, Pencil, Paintbrush, Airbrush, Fill, Shapes, Line, and Curve. To change the foreground colour, click on the desired colour in the Colour Palette with the left button on the laptop.
The bottom rectangle is the background colour. The background colour is the default colour of any new image that you create. When you use the Eraser tool, the Eraser turns whatever you erase back to the background colour. To change the background colour, click on the desired colour in the Colour Palette with the right button on your mouse. Usually, you’ll want to leave the background colour alone, but occasionally you may want to make it some colour other than white.
The Selection Tools
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These are in the first row of the tools. These tools are used to select portions of the image you’re working with. These selections can then be moved around, copied, or edited without affecting the rest of the image.

To use the Freeform Select tool: 

Click on the Freeform Select tool Icon (the one on the left). With the left button, click on your image wherever you want to begin the selection. Drag the mouse around to create the outline of the freeform shape of your selection. Be careful! The mouse is tricky to use. It may help to zoom in using the Magnifying Glass tool. [image: image2.png]



Zoom in close so you can see what you’re working with more clearly, and to control the mouse with better precision. When you finish outlining your freeform selection shape, release the mouse button. 

You will notice that the freeform shape that you had been drawing has just mysteriously turned into a rectangle! Actually, your freeform shape is still preserved; the selection, however, is outlined in a rectangular-shaped guide box. The freeform selection is bounded within this box. If you move the selected portion of the image around, you’ll notice that it still retains the freeform shape that you drew. This may confuse you at first, but you’ll get used to it before long.
To use the Rectangle Select tool: 

Click on the Rectangle Select tool Icon. With the left button, click and hold the button to begin your selection. Where you click will become one of the corners of the rectangular selection area. Drag the mouse diagonally to where you want the opposite corner of the rectangular area to be. Release the mouse button. The Rectangular selection will also have a rectangular shaped guide box around it.

Things you can do with the selected area: 

Copy or Cut and Paste: To copy the selection, click Edit and Copy. To cut the selection from the image, click Edit and Cut. After Copying or Cutting, you can paste the selection by clicking Edit and Paste.

Move: Left-click anywhere inside the guidebox and hold down the button to "pick up" the selection. (A four headed arrow will appear) Then drag the mouse to move the selection to another area of the image. It will "float" over the rest of the image, allowing you to position it wherever you want it to be. Release the mouse button to "let go" of the selection. 

Stretch: The guide box around your selection can be re-sized. You can resize by clicking on the square-shaped tabs located at the corners and the middle sections of the guide box, (A double headed arrow will appear) holding the mouse button down, and then dragging the mouse to change the size of the selection. Release the mouse button when the selection is the size you want it to be. You can make it bigger or smaller, and achieve a distorted effect by "squashing" or "stretching" the selection to make it either wider/narrower or taller/shorter than its original proportions.

Apply Effects: You can apply any of the effects from the Image Menu directly to the active selection rather than to the whole image. 

De-selecting the area: To de-select the area, either activate a different tool by clicking on it in the tool bar, or make a new selection. You can’t have more than one selection active at a time. Once the selection is de-selected, it becomes part of the image again, and will cover over whatever it may have been laying over. 

The Eraser Tool
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The eraser tool is the left hand button in the second row. The Eraser tool is simple to use. Just click on it to select it, then click on the part of the image that you want to erase. "Erasing" changes the erased part of the image back to the background colour of the image file. This is usually white, but can be changed to other colours using the colour palette. 

The size of the eraser can be changed by clicking on the Options portion of the Toolbar when the Eraser is active. Use a smaller eraser to go after small details, the larger eraser to wipe out larger areas of the image. 
The Fill Tool
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The fill tool applies colour (or "paint") to a large area of the image. The Icon for the Fill Tool resembles a pouring jar of paint. Just like if you were pouring a liquid in real life, the Fill Tool’s "paint" will fill an area’s shape with colour. 

You have to be careful when using the Fill Tool for this reason: if you click in an unbounded area of the image, the colour will "spill" out and fill more of the image than you originally bargained for, possibly obliterating parts of the image that you wanted to save. Look closely before applying the Fill tool to an area to make sure it is bounded on all sides and that no "paint" can "seep out" and get where it’s not supposed to go. If this happens by accident sometime, don’t panic. Just Undo the Fill tool by clicking Edit and Undo, find the "leak" and close it with the pencil or line tool, and then re-apply the Fill. 

The Eye Dropper Tool
[image: image5.png]



The Eye Dropper tool is the left hand icon in the third row. The Eyedropper tool has only one function, but it is a useful one. The eyedropper can be used to "pick up" colours that you’ve already used in an image. Say you’re working with an image with many shades of Green. You want to pick a specific shade, but there are several that are so similar that it’s difficult for your eye to distinguish between them. Just click on the eyedropper, and click on the exact portion of the image that contains the colour that you want. The active colour for your paint tools will automatically change to the colour that you picked with the eyedropper. Additionally, the Eyedropper will automatically switch over to the previously selected tool, enabling you to rapidly resuming work on the image with the colour you just selected. 

The Magnifying Glass Tool
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The Magnifying Glass, or Zoom tool, (the right hand icon on the third row) can be used to get a closer, more detailed view of an image. This is very useful if you’re working in close with the fine details of a part of an image. When you activate the Magnifying Glass tool, you’ll have an option to select between 1x, 2x, 6x, and 8x magnification. You can click on the part of the image that you want the magnification to centre on. This will not affect the actual image in any way, just how it appears on your screen. Once you zoom in, the magnifying glass will automatically switch back to whatever tool you were using before.

The Pencil Tool
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The Pencil tool is the icon on the left hand side of the fourth row. It is your basic drawing tool. You can draw in different colours, but other than that there are no other options. The pencil’s stroke is a single pixel wide, which makes it useful for working with fine details, but a poor choice for filling in large areas of the image with colour. You can do simple line drawings with the pencil if you have the coordination to guide the mouse with great care. To draw straight lines, hold down the Shift key as you draw with the pencil.  Your pencil line will be limited to horizontal, vertical, or a 45-degree diagonal. 

The Paint Brush Tool
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The Paint Brush Tool is the right hand icon on the fourth row.  It is similar to the pencil, but has more features. It too can be used in different colours, but the shape and size of the Paint Brush can also be changed. You can use square, round, and slanted shaped brushes, of various sizes, selected in the Toolbar Options.

You can use the various paintbrush shapes and sizes to create a variety of effects.  Draw thick freehand lines like you would with the pencil, or fill in colour in unbounded areas. If you hold down the Shift key as you paint with the Paint Brush tool, you can make perfectly straight horizontal or vertical strokes.  However, unlike the Pencil, you cannot do 45 degree angle diagonal lines with this method. 
The Airbrush Tool
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The airbrush tool is the left hand icon in the fifth row. It is a bit more complicated than the regular paintbrush. Instead of applying colour to the image evenly, it applies it gradually. The "spray" is a semi-random distribution of pixels. Gradually, as the airbrush is left hovering over the same area while it is painting, it will fill up with colour. A skilful artist can use this effect to create subtle differences in tone and variation, and even achieve the illusion that colours are mixing, all by using the airbrush. It does take some getting used to, however. The airbrush can paint at three different sizes, selected through the Options portion of the Toolbar.
The Text Tool
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The Text Tool is the right hand icon in the fifth row. It is used to position and enter text into your image. The text may be of any colour or font that you have active on your computer. To use the Text tool, simply select it from the Toolbar, and then drag a rectangle within your image. This rectangle will be the boundaries within which the text will appear. Once you’ve drawn the text boundary, a floating window will appear, which will enable you to choose the font, size, and formatting (ie, bold, italic, or underline) for your text.

As long as the text tool is active, you’ll see that rectangular boundary around the edge of the text area. You can move this rectangle around by clicking and dragging on the very border of it, or resize it by clicking on the tab buttons at the corners and midpoints of the edges. But be careful; if you click outside of the boundary accidentally, which is pretty easy to do, the text box will deselect, and the text tool will think you’re trying to draw a new text box, and your old text will be set in place. 

Once the text is in place, it will no longer behave as text, but rather as pixels. The pixels just happen to be in the proper arrangement to appear to be text in some font; they can’t be edited or moved as though a distinct object in the image. 

The Line Tool

[image: image11.png]



The Straight Line tool is the left hand icon in the sixth row. It is pretty easy to work with. You can change the colour and width of your lines by using the Toolbar Options. All you have to do to draw a line is click on the image where you want one of the line’s endpoints to be, then drag over to where you want the other endpoint to be. Then release the button. But the lines can only be straight. As with many of the other tools in Paint, holding down the Shift key constrains the Line Tool to making horizontal, vertical, or 45-degree angle diagonal lines.

The Curve Tool
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The Curve tool is trickier to use than the Line tool. It can be difficult to learn how to use, and it is difficult to explain. Your best bet is to experiment with it, but be patient, because it will take a lot of getting used to before you get very good at making curved lines that are the shape that you want. 

Like the straight Line tool, the Curve tool can make lines in various thicknesses and colours. Try experimenting with various techniques for making lines. Try clicking and dragging to make one kind of line, or clicking and releasing two endpoints. Click a third point to determine the curve. Try dragging an already drawn, but still active, multi-point line to distort its curve. The Curve tool can be very frustrating, especially for beginners, especially since the Undo command can only be used to undo the last change you've made to your image. Just keep practicing! 

The Rectangle Drawing Tool
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The Rectangle tool is the left hand icon in the seventh row. It draws three types of rectangles: outline, filled with outline, and filled without outline. The interior of the outline rectangle is transparent, whereas the filled types fill the rectangle with the background colour. To draw a rectangle, click on the tool, then click a point on the image where you want one corner to be, then drag diagonally and release the mouse where you want the opposite corner to be. To create a square shape, hold down the Shift Key as you draw the shape. 

The Polygon Tool
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The Polygon Tool is the right hand icon in the seventh row. The Polygon tool is similar to the rectangle, but works a bit differently. To create a polygon, activate the tool from the tool bar. Then, click on the image wherever you want your first vertex to be. A vertex is like a corner. Draw the edges of the shape like you would use the Straight Line tool, then simply connect the last edge to the first vertex and the shape will finish. You have to be pretty precise, though. If you just miss by a few pixels, the shape will think that you want to continue adding sides to the polygon. You can constrain the angle of the line segments of the polygon to 45 degree increments by holding down the shift key as you click to create the next vertex. 

The Oval Tool
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The Oval Tool is the left hand icon in the eighth row. It works much like the Rectangle Tool. The only difference is that since there are no corners, you will need to guess where the corners would be in order to place your oval where you want it to go. Imagine that the oval you are drawing is being "hugged" by a rectangle that goes around it. Like up the top-most and left-most peaks of the oval’s curve to guess where the corner of the imaginary rectangle is and click there. Then, drag down to where the bottom-most and right-most peaks of the oval’s curve would be, and click again. Your oval should be about the right size and in the right position if you estimated it correctly. It can take some practice. 

Like the other shapes, you can create ovals that are just empty outlines, filled outlines, or filled with no outline. To create perfect circles, hold down the shift key as you draw the shape.
The Rounded Rectangle Tool
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The Rounded Rectangle Tool is the right hand icon in the eighth row. It is like a cross between the Rectangle Tool and the Oval Tool. It draws rectangles, but instead of having sharp 90 degree angle corners, they’ll be somewhat rounded. As always, you can create rounded rectangles with empty outlines, filled outlines, or filled with no outline. To create rounded squares, hold down the Shift key as you draw the shape. The most common use for the rounded rectangle is drawing voice bubbles.  You could use ovals to draw voice bubbles, too, but the text fits much more easily into a rounded rectangle

Saving the Picture
To save the picture, click: File 

Save As

Choose:

· Where to save the file in

· What name to give the file

· What type of file to save the picture as: Bitmap (.bmp), Jpeg (.jpg/.jpeg) or Gif (.gif) are the most common type of picture files

Printing the Picture

If you're going to print your file from out of Paint, be sure to take a look at it with the Print Preview mode (File, Print Preview) before you actually print it out.  You may notice that the image doesn't fit completely on the page, or that something else is wrong.  If you catch it in the Print Preview, it saves you from wasting paper and toner.

Importing the Picture into Word

An easier option than printing the picture directly from Paint, where the picture may straddle two pages, is to import the picture into a MS Word document. With Word open, simply click:
Insert 


Picture


From File

The picture can then be resized in Word and printed.

Importing a Picture into Paint

To import a picture from another file on your computer into Paint, click Edit and paste From. Then locate the file from your computer and click open. The picture should then appear in the Paint window. This picture can the be manipulated by using the tools in the Paint programme.
Projects
· Create a tile mosaic using the Polygon Tool

· Create a piece of abstract art only using the Rectangle Tool. Have the rectangles overlapping, filled, outline only etc.

· Create a clown’s face using the Oval Tool and other tools
· Draw a character’s face and use the Rounded Rectangle Tool and the Text Tool to create a speech bubble
· Create a mode of transport eg. Car, bus, plane, train, boat etc.
· Create a winter/summer picture

· Draw a snowman using the Oval Drawing Tool to create the body.

· Create a jigsaw pattern
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