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Microsoft PowerPoint (MS PowerPoint)

Microsoft PowerPoint Introduction

Microsoft PowerPoint Microsoft Corporation garT fa&fad v a5 gl Useful Computer
Application Software &, sder 394191 Videos s« &, Presentations ar Projects st &

frar Smar g1 39 Application @& garT Pictures, Shapes, video clips, Music @ Animations

e FT sTaATT Fh fhar off topic & fAT Professional Slides sa$ ST @t &1 T &
3% Slides s9@X FIs Wiaiee, Presentation a1 Video T d&hd g1 3 Presentation @
39T Classroom & Students & ggret &, Al Seminar Iar meeting & FIg TaeT fe@mer
& a1 YouTube ST popular Platforms & forw Slide Shows saet & fhar ST &@ehdr &1 39

Application & file extension *.pptx T gl

Open MS PowerPoint
HATGSHIEITC UTe] TaTge &l Hegded W o & fort alish §-

Method 1:- Click on Start Button > Select Microsoft Office > Microsoft PowerPoint




Method 2:- Write Powerpoint in Run Dialog Box (Press Window + R Key Then Run
Dialog Box Will be Open & Click on ok Button.

=4 Run @

=7 Type the name of a program, folder, document, or Internet
1= resource, and Windows will cpen it for you,

Open: powerpnt W

QK Cancel Browse...

Method 3:- Right Click on Desktop> New> Microsoft Office PowerPoint

View
Sort by
Refresh

Paste

Paste shortcut

Undo Delete Ctrl+Z
% Open Git GUI here
«% Open Git Bash here

[E NVIDIA Control Panel

New Folder
& Shortcut

I Display settings
i Personalize @] Microsoft Access Database
@ Bitmap image
N CorelDRAW X7 Graphic
% Corel PHOTO-PAINT X7 Image
@5 Microsoft Word Document

1 OpenDocument Drawing

E3 OpenDocument Presentation
OpenDocument Spreadsheet

I@ Microsoft PowerPoint Presentation

|| Adobe Photoshop Image

@2 Microsoft Publisher Document
% WinRAR archive

|5] Text Document

@5 Microsoft Excel Worksheet

H WinRAR ZIP archive

3RFT A T fFHY o Method T 3YANT FIF Microsoft Excel FE€IE T HHhd ¢l



AlE - 3R Ig HIFedIAT ITI% Computer X SEEIT A8l &, Al STWIFdT Method HIF

Tt HYA|

Microsoft PowerPoint 2013 User Interface
Microsoft PowerPoint g& User-friendly Interface et adr &, 3TH T o &
fT top & s ribbon B ¥ foHd 3@ tabs 31T 39 Options T @14 §1 5 Fsh
Options & fafieer groups & divided fhar srar § g faet off Option & @iee &
Problem = g @1y €1 R« menu arel interface & sy 38 @3l fasedt &I icons &
& A ribbon WX yefia fFar amar g1 owd a3 faeey e @y fg@g ¢a § Iar s &
3R o A9 & A Fohd g1 =ird Microsoft PowerPoint Application Window & faf&ieer

Components & SR # §d/™T I g

m H .';E 0O 3 Presentation - PowerPoint (Product Activation Failed)
HOME INSERT DESIGN TRANSITIONS ANIMATIONS SLIDE SHOW REVIEW VIEW Microsoft account ~
ikl =l Layout ’__'i_':] O i Find
D 5] Reset <> U - 3 Replace -

Paste New Shapes Arrange OQuicl

- Slide ~ [ Section~ - -7 Styles 1 Select~
Clipboard Slides Font Paragraph Drawing Editing I

v
1 . . :
Quick Access Bar v Ribbon Title Bar

Tabs

Slide Thumbnail

Place < Click to add title

Holders

~ Click to add subtitle

Slide Zoom In/Out

Status
Bar Slide Layout

Notes Buttons

A\
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v Title Bar — I8 sR ¥98 W YT gldr & f59® Auto Save, Current File Name,
Search and Account Sign in S option 39esY gid &l

v" Quick Access Toolbar — Ig Toolbar Title Bar & arer 9efidia gidr &1 3@ Toolbar
A 8 Tools #AlSg &ld &, Toleierl SEdATl R-IR fHaT &M & St — Save, Undo,
Redo 3mfg| 56 T & option JeR 3Tl ITER customize # T Hevcl F

v' Tabs — Title Bar & i default &7 & 12 & 9T &a &, File, Home, Insert,
Draw, Design, Transition, Animation, Slide Show, Record, Review, View 3R Help.
A% ¢ H HA F FI F AR group wise option Hisig gld g, & Data &I
editing @ formatting & faT Home Tab 3mfe|

v" Ribbon — & & & &1 uediegaAr tRar 5| active tab & et Tools wef¥ia gl
g, I8 Ribbon gamar 1 CTRL + F1 st Ribbon &I Hide/Show & famam o
HeheTl Bl

v' Thumbnail Pane — slide area & oue slide ® v 91 f3st wefiia &t & Swa
a8l slides &1 thumbnails fG@dr &, 388 %3 ArY slides & U TY @ Fehd & AT
ot oft slides @ Right Clck &t Control st &% Ia £

v Slide Area — 3g &I 1 90T 81ar & 78T slide designed & ST &1

v Slide Notes — ¥g slide & & & [&ua glar &, S@H slide ¥ g&afda ==y ar
sl fa@d §l

v/ Status Bar — slide & &=l o9 & T gedr gl §, S Yol & SR H IRy
SATASRTRAT TGfd Har &l i - Total No of Slides.

v Layout Buttons — Ig Status Bar & Right Side wefRia gt €, 3+ Buttons 7 39319T
Slide & Layout & dgolel & ToIT fhar STar g1 & - Normal, Slide Sorter, Reading
View 3fg|

v’ Zoom Buttons — Ig se7 3ff Layout Buttons & @rer € yefia gidr &1 37 Buttons
39T FTASS & Zoom T T e IAT SIAET I o oI fhar Srar gl

MS PowerPoint File Menu

sg Menu & MS Powerpoint file @ &1 et ¢d faffi=7 fa%ed 5@ New, Open, Save,
Print, Share, Export, Close, Account &ed g1 & & 317 MS Powerpoint file W Fee
HLAT ar YR AT [Foreg @S &anl



Presentation] - PowerPoint (Product Activation Failed)

Open

MNew
: Recent Presentations =
0 @ Recent Presentations
pen
o =) Tally.pptx
@ OneDrive - Personal Desktop
Save As
. T CCC Full Information.pptx
[ E;I Computer n Desktop » CCC Online Study
Share
o AddaPlace E CCC Full Form.pph
(Empams Desktop
Close
- Introduction To Computer Class -2.pptx
Desktop = IT Smart Class = Basic Computer Course PPT
Account

Options E CCC Exam Preparation Online Class.pptx
Desktop » CCC Online Study

CCC Exam Preparation Online Class.pptx
Desktop

CCC Full Information.pptx
Desktop

Info — 37 faFeu & <arT A presentation &I THET SAHABRT ITd T ST Fehal §, A
- Number of Slides, Size, Date of Creation, Hidden Slides Etc.

New: - 57 dscT & @RI 39 a3 FEd Il Tohd ¢l T 1 & 39 Gded W Faew wr
IR T o5 &3 @ ¢l ST 33U BEd T & 6T &5 YR & [Jeea & s

- Blank Presentation, Templates

v" Blank Presentation: - 38 @&eq 9T Click #& 3M9 teh New Slide =1 ¥ 2|
v Templates: - 38 @hed & ggRT 3T F$ JHR & Uga & g1 gU Templates arelr Slide
T T &



Presentation1 - PowerPoint (Product Activation Failed)

New

Search for online templates and themes jeo)

Suggested searches:  Presentations Themes Education Charts Diagrams

Blank Presentation Organic Welcome to PowerPoint 2013

Organic

Open: - 58 %A fh T & 39 Ms Powerpoint # dgel & @9 fd gU Presentation
P open X Thd gl

1. 998 ugd File menu & S a1 s@ar Shortcut Keys ALT + F &t 98 a|
2. 319 open WX fFae & A1 3THr Shortcut Keys Ctrl+ O &r 98 &

3. 319 open T U BT AT fdsr oI S|

4. 3TH 39T save fhaT g3m Presentation T

5. 319 open W fFed M|

6. ST X & ar Presentation open g ST9m|

Save — @ option & E@RT presentation & AT I Tohd ol

Save As — 3 option & EaRT presentation I 3T BiHC T Joldd H AT H TAhd &, o4
- PDF, mpa4, gif 3mfel

Print — & option & garT presentation &I Fomssd & Pee N Thd &1

Share — 3# option % garT presentation & OneDrive W 3(Tells X 3T Jo¥ HI WN
T Fohd &

Export — g8 option & garT presentation @I video, gif, PDF, CD/DVD. # Export &
e



Close — & option & garT presentation I &g & THd gl

Account — 33 option user T product & R A STHRT Y&iTd T §, o1& - product

activation, license, updates 3mfc|

Option — 3 option & garT Microsoft PowerPoint $r @& afded & gafrd & dhd

gl

MS PowerPoint Home Menu

® | B 0
HOME INSERT DESIGM TRANSITIONS ANIMATIONS SLIDE SHOW REVIEW VIEW
-D-D L_/ = Layout = ’__‘- O O
bocie New 7] Reset ~

ew Shapes Arrange
Slide~ ©OJSection~ - -

Clipboard Slides Font Paragraph Drawing

Home Tab & 3ieY 6 Groups &I g:-

1. Clipboard

2. Slides

3. Font

4. Paragraph

5. Drawing

6. Editing
1. Clipboard - Clipboard Manager a9y &7 & cut ar Copy f&e
aT Data @I manage &« & faw office package @r default feature

giar &, Ig office package #r @eft application & TAT & & HF
AT g1 3G 3ded 3« arel option faw=afai@a gl

v Cut: - fo® ¢ 9 Teh T @ g VI W A o & faw Cut 3ifce 1 393
A g1 TFEC A e ol & AU e @ elde e T Cut 3o o Ferer andan|

P Aiche &1 Ctrl + X @ &1

v" Copy- Selected Text & Duplicate Copy &=t & fow Copy Option @1 3udier fahar

ST &1 SgHT QMieahe T Ctrl + C gy &1

v' Paste-Cut ar Copy &Y aw Text &t Cursor & TI Paste & & AU 57 3T

FT 3UINET A 2l

v’ Paste Special:- Cut a1 Copy f&v a1t ege 1 3faRed FrR & @y 9w = & fov

Microso ft accoun t -

i Find

3.c Replace ~
[} Select =
Editing

Clipboard

g 3T T 3UAT Fg §, oY - folp go7er, NFox & T F 9T HL&T |

F



v" Format Painter:- e $r wrfEar ardt st & T 5@ e &7 39T R §, o
CFEC T HIHTCIT AT AT § 3T ¢FEC T HER W BT Format Painter 3ieed W e
#Y, 3P §I¢ 39 cHEC Hl olde HY T W BIATET 3ceg el gl

2. Slides - Slides Section & 37ded 5T options WEfRd ga &, STl 3T T YhR
gl

— =] Layout -

¥™] Reset
Mew
Slide= O Section =

Slides

v New Slide:- 5@ option @ 9aeT gddT presentation file & &8 Tass Sisa & AT
frar srar &, g v sa# +5 aE & slide layouts & B

v' Layout:- 33 3icele T YIWET TiHAA TASS FI A33C dcolel & folv fhar Srar B

v" Reset:- afg slide & fdY placeholder & #I sea@ fFaT ST § S 3 SEaT ST,
dr 39 3ifcersd W e #Xd § 96 Tgel ofT &1 8 SIie|

v' Sections — Section Option @ STIATT F$ 3T 39 Slide & Section & sfc Ihd
g, 38 fav 3mger €9 Uge Slide @ Click & ¢ , 33 i€ Section & s Add
Section W Click W & &, 3% 91 3Y% TATH Tah Box Open g1 38H 31T Section
FT 7 for@er & ot Rename @ Click #X ¢ , 39 Section, Slide & Add g Smuem
STel Section add g3 & 389 Right Click &t & Rename &Y &%d &l
> Rename Section -39 ¥ Click &t 39 319e Section &7 A7 Rename & Tehd gl

> Remove Section - 39 9 Click #t& 39 Selected Section &I Remove & Hahd
gl

» Remove All Sections - 3 Option ™ Click & 39 T §X & & &R Section &r
Remove & Thd gl

» Collapse All- 2@ Option @ sTdAT &k 31T ST Section & 3ieY i Slide § 39
Collapse & @hd § 33U 34 Short & T gl

> Expand All - 3@ Option W Click & & AR Sections & 3 Slide & 3+¢ @
Details # fg@rar gl

3. Font-: Font a2t # 3Mqe! font T TS 96«1 Gcel IT 3THT W Change st AT 3
background check % 3R &1 5§ F& FA 38 IR fhd S Fhd & 3 font & Fgraram
& 39 fRE word el R gU ST AT TReT AT 3IR 8 SET STET $heeH $H W HT Aehd
gl




Fant

v Font Style: - Font Style & g@rt 39 Excel # fo@ 1w fodr #ir words & style change
X Whd §, A IUH 9gd AR Text Style e S o ganrr 39 30a Text &
Style &I Attractive &1 ahd &

v' Font Size:- e &7 AT FH IT SAGT It & [T Font Size 3iTCereT &7 SEAATT A
gl

v" Bold {Ctrl + B}:- Selected Text = Her =t & AT sHHT 39AT fFar ST B

v Italic {Ctrl + 1}:- Selected Text & foRST #at F AT sHSHT 3uAer FIT FTAT B

v" Underline {Ctrl + U}:- Select & v Text & & T&r a5 it & AT

v' Text Shadow — Text & @ & el & foT 5T option & 3UANT HY|

v Strike Through — Text & &g & Frea & AT 3T option &7 3TAT F|

v" Character Spacing — Text Characters & &I spacing & & I1 3% o & fow
sg option &1 39T H|

v" Change Case —Text @ UPPER, lower, Sentence, Title Case 37f¢ &8 & sgoa & fow
g option & 3TN H|

v" Font Color:- e ¢aee for@sr & faw Font Color 3ifcereT & sTddTe i ¢

v' Clear Formatting — Text & @ formatting g & T 5@ option T 3T H|

4. Paragraph-: & Text, Line a1 & paragraph & &% & fdT Home Tab H
Paragraph section & 3id3d fa#=T options 3T gl

t= Hft Text Direction =

[5] Align Text ~

=] Convert to SmartArt -

Paragraph m

v’ Left Align: - cell # zrer & IAT 3R TaBA A & T 380 Fhed &I I A B

v' Middle Align: - cell & data &I Horizontal T & tasd &= & QT 59 [Qweq 1
TIT S B

v" Right Align:-@<r & data &I gl 3iR TS Il & [T 37 Ahed & TIT A &l




v Justify Align:- & option T TsT el I Al &M 31T GRAT 3R JAT iR § ST g W

TSl &1 ST gl
v Bullets — &Y SRy &1 31-3115T foee §a7 & fow Bullets 3icersT &7 ST
gl S -
e MS Word
e MS Excel

e MS PowerPoint

v Numbering — &y SR T 31T foke et & faw Numbering 3ifcereT &1 sedaTer
A gl S -
1. MS Word
2. MS Excel
3. MS PowerPoint

v Increase/Decrease Indent: — & RrEme &t g0 1 0 Q@IS F AT 57 3T
Pl STAATT I &l 3T T REME W FERX W 3R 3T | Foaaw H

v Line Spacing:- o av ¢ave & ogal & &g AT I1 TIF H o W & o 50
JHTORI T YT T ¢

v" Add or Remove Columns:- 3§ option @ STIHATT IS 3T 39 Slide & Type
fepw a7w Data & Columns & dic Tdhd g AT 3T Ugo & Columns & diec & Slide &
Type & T&hd gl

v" Text Direction:- 3@ option @ s&ddT X 3T Selected Text =T Direction seof
Fhd Bl

v" Align Text:- s option T STAATT HT 31T 379 Text & Top, Middle 3R Bottom
A Align X THhd &, SHA 39 Tk More Options #F fAerar § 5@ Click & 39
3 iR @ &Y Align & Ioha B

v" Convert to SmartArt:- 8 option T SEIATT IS 3T 39 Text I Smart Art &
qGoT THA B

5. Drawing: - Drawing Group & 3ieX faeafaf@da 3ifce 3ma &

E~~OoO - U4 |_‘-, £3 Shape Fill -

AL LS G- DO Lev EShEpE Outline -

- [ —| Arrange Quick
' BRIAN R B4k -+ Styles~ ¥ Shape Effects -

Drawing Fa



v" Shape: - Shape option T SEIATT FF 3T 397 Presentation & fRAr ot R v
Shape &' Insert #X #&d gl

v" Arrange: -Arrange Option & 37eT 8ff 39sr &$ Option e o & aF afed 38 S
gl

v" Bring to Front: - afg 3ma% Presentation ® Image 31 Shape g 3R 39 us Image
ar Shape @ g&¥ Image IrShape & 3W o ABd &, o 38 Option &1 SEAATT &
Fohd Bl

v" Send to Bank: - af¢ 3ma% Presentation ® Image arShape # 3R 3ma w Image
ar Shape @I g&¥ Image a1 Shape & & ol =8d &, o 36 Option @ SEIATA HT
Thd Bl

v’ Bring Forward: - af¢ 3% Presentation # sgd @R Images 3R Shapes & 3R %
T i & 3W-A § 3R AT 3¢ Uh-Ush e 3W ol Iigd ¢ ar 3@ Option &
SEIATST X Thd ¢

v’ Send Forward: - aIfg 39 Presentation & sgd @R Images 3R Shapes & 3R @
T G & 3 §, 3 AT 3¢ Uh-Ueh e s ofell A8d &, o 3@ Option &1
SEAATST X Thd ¢

v' Group: - 37 Option T STAATST & 3T & A1 ar & 3if¥% Images a1 Shapes &
S5 & Group ST Hohd g 39% Tov 39 T Images 3ar Shapes Select g afigw
st gg Option Show &%, 88 39 Ctrl Button gsr & Select &¥ d&hd gl

v" Ungroup :- 38 Option & STAATT & 3T Group fFHT 71T Images a1 Shapes &r
s I&hd & 37U Ungroup a1 TFhd gl

v' Regroup :- 38 Option @& TaAATT & 31T Ungroup T aw Group &t agd &
Group ¥« I&hd gl

v" Align :- 3T Option & STAATT FF 3T 379 Image a1 Shape & Left, Right,
Center, Top, Middle 3¢ #T & &I

v' Rotate :- 38 Option T STAHATST I 3T 39 Image IrShape & Rotate &R THhd
g, SUH 39l gt ¥ Option fA« a1 § , & $r Rotate Right 90°, Rotate Left 90°,
Flip Vertical, Flip Horizontal @& 3m9 More Rotation Option @ Click &t 319« g
¥ Customize 8t X F&a ¢l

v Selection Pane :- 38 Option &7 STAATAT ¥ 3T 397 Images a1 Shapes & Show
I Hide & d&d gl




v" Quick Style:- Quick Style Option &T 3TdATAT FF T 397 Shape F FPT TR
& Style & @&a #l

6. Editing: sv wais & smuer e sifcert e § S & sga useful &ar afow o ¥

i Find

2.c Replace -
% Select~
. Editing
v' Find: —srergic & el ereg a1 Sl 1 @ieet & faw Find  3ifeers &1 s&ddATer s
&1 sgdT Aféshe & Ctrl + F gy &
v" Replace: —saggic # fo@ toee # Rl ereg I SR &1 fRdll 30 St &
deodel & fow Replace 312l &l SEAHATT R &1 ST eicae & Ctrl + H 8T &1
v Select: —smggic & taee, Avw A1 T 3 3eolae 1 Helde a1 & AT 38 Fdwed
T 3TN fRaT ST B

MS PowerPoint Insert Menu

Ao B 0O S Presentation? - PowerPoint (Product Activation Failed)
HOME INSERT DESIGN TRANSITIONS ANIMATIONS SLIDE SHOW REVIEW VIEW Microsof ft accoun t -
= . 1)) A n
HE b ae 2B M @ D ERD ABED T D)
Mew Table  Pictures Online Screenshot Photo  Shapes SmartArt Chart  Apps for Comment  Text Header WordArt Date & Slide Object  Equation Video Audio
Slide - 2 Pictures & Alburm = = Office - Box & Footer 2 Time Number = & =
Slides = Tables Images Ilustrations Apps Links Commen its Text Symbals Media ~

MS PowerPoint Insert Tab & 31T 10 Groups 8d &

Slides
Tables
Images
lllustrations
Apps

Links
Comments
Text

. Symbols

10. Media

© XN DUV R W N



1. Slides - Slides Section & 3ided =T options W&a gl &, et 3R T FhR
gl

Mew
Slide -

v New Slide:- 3@ option 1 9aeT ad#dT presentation file & 573 Tass s & AT
frar srar &, g v sa# +5 aE & slide layouts & B

v' Layout:- 38 3icele T YAWET TIHTA TASS FI A33C dcolel & folv fohar Srar B

v' Reset:- afg slide & f&Y placeholder & #ig seaa fFar ST § S 3 SET ST,
ar 3@ 3ifee W el aRa & 98 dgor ST & & S|

v' Sections — Section Option T STIATT b 3T 39 Slide & Section & slc Ihd
g, 38 fav 3mger €9 Uge Slide @ Click & ¢ , 3% i€ Section & s Add
Section W Click W & &, 3% 91 3Y% TATH Tah Box Open g 38H 3T Section
FT o7 for@er & ot Rename W Click #X ¢ , 39 Section, Slide & Add g Smuem
, STeT Section add g3 g 389 Right Click &% s Rename &R &ehd |
» Rename Section -39 ¥ Click &t 39 319+ Section &7 A7 Rename & Tehd gl

> Remove Section - 39 X Click &t 39 Selected Section &I Remove & Hahd
gl

» Remove All Sections - & Option W Click & HT T dR & & IR Section &r
Remove & Thd gl

> Collapse All- 2@ Option @ sFdATT &k 31T ST Section & 3ieX i Slide § 39
Collapse & @&hd g 371d 38 Short & THd g

> Expand All - & Option W Click &= & aR Sections # it Slide § 3+¢ e

Details & fe@rar &1
2. Tables: - s@3 39 @G e & Table & 3 Aoar & feeT s@& 31w 3M9ahT 3
3eereT fAea &
= oD a8 Wl
Table  Pictures Onl S hot
Pict
Insert Table
0000000000
0 o o o
000000000g
000000000g
000000000g
8 o o o o o
0000000000
00000

@0
- O
i O
¢ O
An

% Draw Table
E[';] Excel Spreadsheet



v Insert Table - 3@ 3ifceret & arT sEgdc & U AR FleaA ¥ &0 &9 S5 ¥ &, @@
frdY g 1 FATPRT FF A 3R FiddT H for@r I1 Govar gl

v Draw Table -z 3ifce & ¢anrT 9@ &I 39AhT ad 'g’tf&sm 3 W Thd &, U &
39T & AT cael Jell Tohdl &1

v Excel spreadsheet -z@dr @graar @ 319 Word 7 Excel & Sheet &l o Ihd § |

3. Images

Pictures Online S5creenshot Photo
Pictures - Album +

Images

v Pictures:- Tass # offline ATews & Pictures st & fOT 39 3ol &1 39T Fd
gl

v" Online Pictures:- Ta$s # Online #AMET® & Pictures s & AT 38 < &1 39197
A Bl

v’ Screenshot:- & option & gaRT TMEE A T glfc S8 TFd ¢l fordl TelFes wRam
T ThieT eTc ot & forw Screen Clipping  3iTeleT T 39d9T d &l

v Photo Album:- 38 3T &7 ST YSicesT H Bieiel I TedH ol & [T fhar Sar §
foae fov seger # 3ueafa We=d delee ad &l

Note: - sifsage #1E Reer, 3msFE, A9, IEH 7T & TFa &, o« FA 3ifeaige &
Joige frar STar & ar s 3ifsoige I Held alad & fov Format &1 & Us 379 &
(Tab) ¥@@ & 30wt (Open) & STal &, oA 3eRT-31el iissided & AR fdehey QU gl
¢ U o fawer @l & fAv A gia &1 3 #el Rwey feafaf@a § -

aaaaaaaaaa
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Options in Format Tab

v’ Styles: — 8% ¢aRT 3ifcolde H TCBA HI deo Tohd & dAT haT object 3 shape,
picture 3nfg = [AfFe wvdt & I THT ¢

v Fill Color: — 3@R S object shape & a 3&@a Color Fill IFa £

v/ Outlines: — 33 3ifce & g@RT A9 AT object HI IM3gSA FoRk HR AE HAsT W
qhd gl

v Effects: — object W et yHR ¥ ghae @ X FFHd §, o4 - Drop Shadow,
Reflection, Glow 3mfe|

v’ Positions: — object @ 95 & frE WeieRT W d¢ wtem BT I A & Hahd & oW -

Top, Bottom, Center, Right, Left, and Middle.
v' Text Wrap:— Slide & fo@ ¢ave & 3ifsaiae & T1Y fhe 3=t & faw Text Wrap 3ifeers

P SEIATT XA &, Tpar object &I In Line, Tight, Square, Behind Text, In front of
Text 3¢ T H T N Fohd gl

v" Arrange :— Slide & 3PR t& & 31f9% object 33 a7v §, TuUT 3987 ¥ F object Fr
fdT object & FW IT AT FAT § df Arrange JFRAA F 3dd Send to Back/Bring
to Front 3ol & aRT X T g

v' Align; — #cd9d object &t T TTY afchel AT BIRSIecoll 3aTseT et & T 57 3ifcersT
T SEIAT L B

v Group: — TH @ 3% object I TF WY YT FE TS Jfesiae A & fAT Group
3TSRIET T EAATST A 8, U [T 3T object @I YeT: 37691 & & fIw Ungroup 3iTeerst
T SEIATST FIA ¢

v' Rotate: — el Ra=r, A9 a1 object & 90, 180, 360 f3afr d& gAW & faw Rotate
AT T FEAATA I &

v’ Size: — zT& garT Object & Height @ Width Adjusted & ad §|

4. lllustrations

AR =N ||
Shapes Smart&rt Chart

-

Hlustrations



v" Shapes: — Slide # faffiest geR & 3msfaar s/ - Circle, Box, Triangle, Line, Arrow,
Flow Chart 31fg Sisat & fow Shapes 3ifceT T 39AeT = &1

v/ Smart Art: — THIC 3E TF Afthehel 3ifeoiae 81T &, SAdT STAHTT Fh [l STTeThRT
S eFre, MewR 3nfe &t vs @y List, Process, Cycle, Hierarchy, Pyramid 3mnfe urat
7 gefa & d@d §

v' Charts :— =& 3 v& Graphical Object g/ar &, Chart &1 sEd#Tel a¥a& rows 3R
columns # frd ATTHRT T Aithehell TSTT T Tohdd g1 S8 Ty ehe H o frdT Suedr
T ari¥er dod RUIE AT a1 A Aeg @ Tdd H Hhd B

e

Apps for
Office -

Apps

5. Apps: - Apps faseq &1 3udlr, Wwisa # AfaRed glaud sisa, s@ 6 ifaerse
3TEY AT 3+ U7 § 3T &l AT et & fow frar Jrar g

6. Links: - Slide # &Y ¢oee W ol a@er & fAT @F 3ifces=g &1 39T Far

ST HhaT &1

Hyperlink Action

Links

v" Hyperlinks:— Slide & fo@ frdYy eee ar Sl W et s1edy 9s1, URL, File, Folder
3nfe &1 oI oem dha §1 T A & faw Text Select 33 R Hyperlink  3ifeere X
fForeh o¥eh forg ST 1 Link §=7=m & @& Option =1 Hyperlink @1 eiiéee ot
Ctrl + K gxr g1

v" Action:- Action Option & SEdHTT & 39 AT 8 Symbol & Action & T&d §,
Aded A & 3T 38 Symbol W Click a@r ar &5 a1 315 Action Perform gam|

7. Comment: - Fasc F 30T RAT TRT A7 AR W Fg dAle @ & e ClJt
fhar ST F@har g, o9 Burar ar fG@mr a1 gar gl

Comments

8. Text

v’ Text Box — Text box Sig U 3ifsolde giar &, 39 Slide & &gi o woIg fHar ST el
g1 Text box # Text @ Multiple Directions # for@ @sd &1

v Header and Footer: - Slide & 9% U5 W U & S g AT ST AT Header
Option & anT Y& &1 d&d gl Header # ®1§ Text, Page Number, Picture 3nfg




S8 @hd &l Header Page & Top URAT #H wgfdld giar g1 Footer Page & Bottom
oRAT 7 yefig 81 &, sHer &7 ¢ Header & @AW & gidr &

v Word Arts :— Word Arts decorative text objects gd g g+ Slide & F& ff o
frar ST ghar g1 Selected Word Art & foiw 31eeT & Format tab open g1 § SigT &
=0 faffieaT options & gaRT HTcASS Y TFAT ST TehelT B

v' Date and Time :- 38T 9T #X 39 Slide & a0aAeT foaT 3R d@ I o T &1 sTF
3R feT AR ARG & §gd TR BiAe A §, IR S 98 § IFH T A

v Slide Number:- Slide Number option T s¥ddTel 3 3T 3719 Document & Slide

Number & Insert &T Tohd g, 39 3T Header 3iR Footer & & Insert & Iad
]

v Object :— 37 fd&ed & ganrt Slide & 37 AT TolhelT & 3ifeoiae SIS ST Tehd &,
dAT w5 I 9T d¢ [T 3R sRRFE S 8 Far 1 T &1 o9 - MS Paint, Excel
Spreadsheet, Photoshop Document scaife|

9. Symbol: - s@e et &) sifcer Aol & S A A0  FERT Q1T §, A% @rT 3T
Slide # =$ &ff 710 & e 3R I F o FFd B

T Q

Equation Syrmbaol

- -

Symbols

v Equation :- 38 W Fa® & & HOH A0 & IR gF AT A §, 39 Slide 7
S oY @ &1 13 &, 39 W Felh FT o el 39T FF & A1 & Slide & 3 SREmw
AR dar & fegam

v Symbols :- 3@ W Foaw &d & 39 I0a & IR e Fa I g, 3m9er oraem
390197 Slide & & §, 38 W s &Y | 3R 319 HUS 1019 & R @ifgw ar 3ma
More Symbols X e &Y

10. Media:-

)

Video Audio

- -

Media



v" Video:- Video option & s¥dATT F$ 31T 379 Presentation & Video &I Insert
$ ohd & STA 39T & option A & This Device 3R Online Video, This Device
X click &t 39 3197 Computer & ggat & Save Video &1 Insert & Iha & 3R
Online Video WX click #& 3ma Online Video @ Insert#& T@&hd g AR Online video
& foIT 3mas computer # Internet g @fgw]

v" Audio: -Audio option @1 STAATAT FIF 31T 39 Presentation & Audio & Insert
X Thd §, STHA 39 & option A & Audio on My PC 3iR Record Audio, Audio
on My PC oX click && 3m9 379l Computer # 9gel & Save Audio &I Insert &<
Thd g 3R Record Audio WX fFee e 319 39« Audio @& Record & Insert &
ohd Bl

v" Screen Recording: - Screen Recording option @7 SEdATT & 3T 39f computer
% Screen @I recording R THhd g, 38 option W click +T & TR recording
#I Select &I FT option 3TN, 9l screen Fr fadaT REAT recording =TT & 38
select %% Record W click &Id & recording =re] g1 SuaT|

MS PowerPoint Design Menu

m =] E 0 s Presentation1 - PowerPaint (Product Activation Failed) ?7 BH - B X
HOME INSERT DESIGN TRANSITIONS ANIMATIONS SLIDE SHOW REVIEW VEW o Microsoft accoun t -

o [EW L -- H @

Aa Aa

Size - k

Design Tab & 3ieT 3 Groups & &

1. Themes
2. Variants

3. Customize

1. Themes: - Presentation & @sh slides & look 31X design & fav Themes @r
39ANT FTd &, Tl & Themes & [Fared 3uctsyr 8ld § ST sEaATT presentation i
professional look g & faT & &&d gl

59 option T SEAATT P 3T 39ar Slides & Themes #Hdes Design Set #T Tahd &
g% ToIT 3yl [AFfaf@d step & FHIAT g

> Themes & Drop Down Arrow @ click &%



> 38 dI¢ 3M9s THA Themes &1 list el Sirwef

> St 8t Theme 3T9eT &g § 399 click & ¢

» Themes 39 Slide A set g el
Ife 3T d8d & $ Themes 3% Current Slide X & Apply & daf 39% fow 39« 39
Theme 9 right click #& Apply to Selected Slides W click &ar g@9m, ar Theme 39
Current Slide 9X g set grem

2. Variants: - 3masr &Y Themes Select f&ar § 3% Different Shades 3@ Group #
et fe@rs &3, 39l S gEg & 399 click @ ¢ dg set g Swem|

|

Wariants

s8% Drop Down Arrow W click &% 3m9 3m9r Themes & Color, Font, Effects 3k
Background Style &I Seof I &

3. Customize: - 38 Group & 3icY 39T 2 option AT & Slide Size 31k Format
Background|

[

] &

Slide Format
Size = Background

Customize

v Slide Size — :- 3@ option T STIATT & 3T 39 Slide & Size & e Thd &
SHH 39T ar size THerdr g Standard (4:3) 3R Widescreen (16:9), @& 3mgesr Custom
Slide Size &1 8 option fAe JTarT & FEET SEdATT FF 3T 39 fgard @ Slide &
Size @I 9GoT Hehd Bl

v" Format Background — :- & option &7 s¥dHTel 3 319 319« Slide & Background
@I Format &Y #hd &1 $d Wclick ¥ € 3mash Right Side & e box @el ST,
fSga 3maer Format Background & faf@ied 9R & Format ax=t $r option @
¢d g e A format &&T § 389 click @ &T @ahd B




MS PowerPoint Transitions Menu

@ E E D = Presentation - PowerPoint (Product Activation Failed)
FILE HOME INSERT DESIGN TRAMSITIONS ANIMATIONS SLIDE SHOW REVIEW VIEW Microso ft accoun t -
—m - o — 4} Sound: |[NoSound] - Advance Slide
S :
= a9 @ = g .
\j \J I -J I|I|| I O . - - © Duration: 0200 7| ¥ OnMouse Click
S| N e 2 5 - ffect <

None Cut Fade Push Wipe Split Reveal Random Bar: Shape Uncover |- optens- | B Apply oA After: [0000.00 *

Previe: w Transition to This Slide Timing ~

Transitions Tab & 3 Groups gd &

1. Preview
2. Transition to This Slide
3. Timing

1. Preview: -

Preview

Preview

5H fdehod & garT adAT slide @ Wieg (Preview) @ &ahd g, & 519 ag slide, Slide Show
A cor gefy ar et fgwet

2. Transition to This Slide:-

] m w94 § W O [

None Cut Fade Push Wipe Split Rewveal Random Bars Shape Uncover =| FEffect

Options

Transition to This Slide

v Transition:- slide & faw us Transition Uhee I Havd §, alfdh o slide <t g1 o
T Uhae ool 3MT| S - IR B A & 30 slide, T & &7 7 33RA g5

v Effect: 3maay S s Transition & Choose fFar & 399 Tefeud Effect Option s@#
Show & STwem 3maerr o off Effect of@meir § 389 Click &% preview @ TFa g 3R
34 Set & ¥Hhd §

3. Timing: -

"ﬂ, Sound: [Mo Sound] * | Advance 5lide
& Duration: o200 | [v On Mouse Click
E‘;Appl}rTu:u All After: |00:00.00

Timing



Tgl slide ersa &1 Afder & v 3@t fawed Fed €1 I8 ¥ slide sged W s Sound
TN 3Tel Thd &1 slide & automatically ar mouse Click & gart Play & & fow fasheq
I "ad ¢ 3R slide & fraet & Play &Xem § 38 fow Time set &X #&d &

v" Sound: - Sound option @ STIHATT FI& 3T Transition Effect & @ Sound #Ades
o9 T Slide g@dr Slide & Enter &3l d Sound 31MTem, $&A 3Taeh! g ¥R Sound
& option A Jtd 8, 3mT Other Sound X click &% 3MT 319t Computer & Save

Sound & & SEAATT X Thd gl

v Duration: - Duration option &T TddTe ¥ 3T 379« Transition Fr Length Specify
X Hhd g TifaA 39T Transition Effect fordell X Torel 3@ Time & set & Hohd
g

v" Apply to All: - Apply to All option 9T click #%= & Sound 3iX Duration @ Slide
& fow Set gr STwef|

¥" On Mouse Click: - s 3m7 On Mouse Click option 9T Checked &= 2ad & @ Mouse
& ganT click &% 9T Next Slide 31 Siwenm 3R Ifg 39 Checked #Er &id § dr Ig
automatically 3froam]

v' After: - After option & STAHTT FF 3T Jg set HT Fhd § o fhdell second &
aTe gadr Slide 3mwaf|

MS PowerPoint Animation Menu

BT voMe  NSERT  DESIGN  TRANSITONS | ANIMATIONS | SUDESHOW  REVEW  VIEW Microsoft accaun -

> .
=™ Animation Pane Reorder Animation

Preview Animation Advanced Animal tion Timing

MS PowerPoint Animation Tab® 4 Groups &4d &

Preview
Animation

Advanced Animation

P W NPR

Timing



1. Preview: - Preview Group &7 STdHTT & 39 379+ Slide & &Y Animation o=
g 3T Preview ¢& Tahd gl

HOME

Preview Drop down Arrow 9 Fd& &3 9T AT9HT & 3rcer fRaa g Preiew

v’ Preview: - Preview W fFd& ¥ 3T 319F Animation &1 Preview @ dhd

gl
v" Auto Preview: - Auto Preview 3ifcel¥ @ Checked g a Animation Apply &t
& Preview fe@rs ¢at a@iam|

2. Animation

Mone Appear Fade Fly In Float In Split Wipe Shape =

Animation

v" Animation Group:- Animation Group option T SEJATT &I 3T 379 Text, Image
a1 Shape & Animation & Add &X Thd gl 38 v gad dgo [ o Text, Image
a7 Shape @ Animation @I &9 & 38 Select T g9, 3T §16 o i Animation
T AT § 399 click T &

v’ Effect Option:- 319a {5 s Animation &7 s¥adTe R § 388 dafeud Effect saa
Show & g1 3muer St off Effect o9y & 389 Click &% preview @& H&d g 3R
38 Set & Tahd &l

3. Advance Animation :- MS PowerPoint Animation Tab in Hindi - MS PowerPoint
A Animation Tab &7 g&a#atar Advance Animation Group # 3mgs Add Animation,
Animation Pane, Trigger 3iR Animation Painter & option f&e JTa g

* &M Animation Pane

Add
Animation =

Advanced Animation



v" Add Animation:- Add Animation option T STdHTe aah 3T 3T Y Saer Advance
Animation &I Add & I&d gl 3TH a5 I Advance Animation & 3ifcere e arw
g & 39 i Animation &I J9mam § 399 click St &9 Tha gl

v" Animation Pane:- Animation Pane option W click & @ 3mu& video F right
side & Animation Pane 39 g SITTam, 3M9a1 S T Animation &1 s&d#dTer 37941 Slide
A Far & 37 99 & list 3t R@rs ¢aft, 3y 39 |« & Edit, Remove 3Jr Up, Down
X FqH B

v Trigger:- Trigger option &I SFQHATT FIF 3T Animation I Trigger X Tohd & oiF
fRaY Image &1 3mT Mouse ¥ click & § ar & ¢Fee o & 38 fow Trigger & use
fora e |

v Animation Painter:-Animation Painter option & SEJHATel (& 39 gEX Text AT

Object W Same Animation Apply & d&d ¢

4. Timing

Reorder Animation

Timing

v' Start: - Start option 9T click & 3TT 379 Animation @I Start & I&d &, STH
3maer One Click, With Previous 3R After Previous & option f&er 3 gl

v" Duration: - Duration option &I STdHTeT & 39 3790 Animation & duration @

Set T THha &, Tdar oY 3T TR 3947 Set W T gl

v' Delay: - Delay option & 3Td#Tel T & 3T 397 Animation @ delay & @&d §
difeh 9& $& X die Play gl

v" Move Earlier/Move Later: - Move Earlier/Move Later option @7 STAHTST e 3T
39sr Text a1 Object & &9t Animation &I W IT AT & Fhd gl




MS PowerPoint Slide Show Menu

T 0O B Presentation] - PowerPoint (Product Activation Failed)
HOME IMSERT DESIGM TRANSITIONS ANIMATIONS SLIDE SHOW REVIEW VIEW Microsol ft accoun t -
= = A e ions
T Y BE EAD D I it
= = - e Timings
From From Present Custom Slide SetUp  Hide Rehearse Record Slide J | Use Presenter View
Beginning Current Slide ~ Online~  Show ~ Slide Show Slide  Timings  Show- /! Show Media Controls
Start Slide Show Set Up Monitaors

Slide Show Menu # 3 Groups &d &

1. Start Slide Show
2. SetUp
3. Monitors

1. Start Slide Show

» ¥ B &
From From Present Custom Slide

Beginning Current Slide  Online~  Show -
Start Slide Show

v' From Beginning — 38 fd%eu &% ganr & @ Slide Show =Te] X &l |

v From Current Slide — 38 f@@eq & ganrr ¥faea Slide & Slide Show =re] # #avdt &

v" Custom Slide Show:- 38 @%eq FT STAATT FIF 3T had g Slide Show Fr e
ohd § ST 3T Iolell A &1 oY &1 3m9ss 9 10 Slide & 31k 3m9 &aer 1,3,5,7,9 &
&Y Show &Tar Tgd &, @ 3T Custom Slide Show & SEJATT T Tha B

2. Set Up

| N +| Play Marrations
- L1 4
D}Er ;{I 'ﬁ' [ ) _.--"I

] ~1¥1 Use Timings
Let Up Hide  Rehearse Record Slide

Slide Show Slide  Timings  Show~- [ Show Media Controls
Set Up
Set Up Slide Show — Ig fased T dialog box 3M9sT &#&ar &, 3@ slide & Set Up &=t
& T 3=l fased gl § o -

> Slide W &g o WHA Bl
> Presentation @I Bl Ehiel, fdsT a1 F3iiesn A A oo HT Hehd &
» forasll g & W slide oo = § I§ A HT Thd &l



> slide @I Fep3rer AT TTBMHT F MUN W oo T § Tg V€ F THhd
> 8% 3eTal Yoicd o d Bhisl T 3N1E FeHT A Fohl ¢

v Hide Slide — 387 @%eT & garT o ¥om$s &1 319 slide show & gR1eT o #gT Ham
IEd 3o¢ 8158 HT Tohd

v" Rehearse Timing — 38 d%eT & arT U3 slide &7 asf@r ReE & awd g1 slide
timing R&E & & v slide & 3dar T A% Hd=r & slide & wor aT=T 8T

v' Record — 38 fasheq & ganT 31T AT WFed slide & RelfSar are] T Tt 81 RepifSar
& GRIeT gH dffd, 3R T gESe &l SEIATT H slide & T Ficee FI Th-Udh X
HAST Tohd & 1Y & THASTS & ST 3Tarel &1 off Rars e Iha &1

v" Keep Slide Updated —slide show & el s & Ugel ¥ellss A gU SGenal ol [AITshagat
A Tslide o & akreT @aft aRadsr 39se & S £

v" Play Narrations — 3@ fa&cq & d& i A slide show & fow &Y ot 3marsr ar s (use
of pen) R&Fs H § 38 T1q A1 ¥ FX T &

v" Use Timings — slide show @& R&rs & a5 Rehearse Timing & @A™ Tof T &, Jg§
el AT &G FX Tl &

v Show Media Controls: — slide show & ket Slide & sTa#Ter &7 915 Media & T
controls @I =Tef AT §¢ T Fhd &

3. Monitors

|:é|='-| Maonitor: |Automatic -
+| Use Presenter View

fonitors

v" Monitor: - 3fe 3m9s Computer ® T & 6T Monitor @7 g ar 3m9 39 Slide
Show &I f&& Monitor WX Display T digd g 39 39 option & Select &I d&hd
¢l afe 3ma Automatic Choose #d & PowerPoint @g Decide & oFm & fha
Monitor WX Output =T & 31X Ife 3ma Primary Monitor &I Select &t § @ Monitor
9 & Display gl

v" Use Presenter View: - 3fg 3m9a Computer & Ts ¥ a6l Monitor § ab 39 T
Monitor @ Full Screen Slide Show &&@ &&d & U @l Monitor W 3# Slide &
gafetrd Timing dar Speaker Notes fg@re sima g1 afg 3mass ar&@ vk & Monitor g ar
3mT Alt+F5 Press &% dahd & Presenter View Try & & faw|



MS PowerPoint Review Menu

HOME INSERT DESIGN TRANSITIONS ANIMATIONS SLIDE SHOW REVIEW VIEW FORMAT Microsof ft accoun t -

v ia B & & T = A

Spelling Research

aurus  Translate Language New Show Compare
- - Commen t Comments =

Procfing Language Commen its Compare ~

Review Menu # 4 Groups g &

1. Proofing
2. Language
3. Comments
4. Compare

1. Proofing
SHH 9P 3 HET Red &

v ia [

Spelling Research Thesaurus -~

Proofing

v Spelling & Grammar: - document & fo®@ 7w 2Fre $r Spelling and Grammar
AT T FATaet g 8k A & faw Spelling and Grammar option & 39dter fRar Srar
gl J€ option TEAIfoId ¥T & I FIT g a7 hdr ey & forv qifdeaed suggestions
oY TE I B

v' Research :- 38 32 & gier gafarh ik fade esg oot & fov axa 3

v' Thesaurus: — 3@ option & gaRT fFAT eg & 3R synonyms 216G @reT Thd gl
2. Language

¥ Pay
% AT
Translate Language

- -

Language

v" Translate: —3# option & ganrT selected text a1 ¥ document &t fadT 8t language
A Translate AT ST Fehar 2l
v/ Language: — 38 option & garT Translation TEAS & fOIT AT T H Tohd ¢



3. Comments

r

Mew
Comment

Comments

v Comments — 38 option & garT document & & fFET THHRT W FAee & INT
HIS 3T SART A1 Comments SIS Thd 8, $¢ SR o IR fBarr, <@r g delete
Y foRar ST FhaT B
1. New Comment

2. Delete

3. Previous

4. Next

5

C

. Show Comments

6. Compare

Compare

Compare

v Compare: - 37 I3 & W Ahed 3uaey gId § [+ garT adaA goieersT i fondt
GEX USTeeelel & HIY Jololl e oW Tl §, dUT Uoleced H Foarse l FH Fhd ¢ @Y
&Y [T 71T scamal # TFate g Reige off T god &1

MS PowerPoint View Menu

FILE HOME INSERT DESIGN TRANSITIONS ANIMATIONS SLIDE SHOW REVIEW VIEW FORMAT  Microsoft accoun
FAFBO0N DEE« Q08 =25 5 &
N i Gridlines = Grayscale I%|Ca scade
Mormal Qutline Slide Motes Reading Slide Handout Notes Motes  Zoom Fitto New Switch Macros
View Sorter Page View  Master Master Master Guides Window i Blackand White  \indow B Move Split  windows ~
Present tation Views Master Views Show ) Zoom Color/Grayscale Window Macros ~

View Menu & 7 Groups &id &

Presentation View
Master View
Show

Zoom

W NR



5. Color/Gray Scale
6. Window

7. Macros

1. Presentation View

= = 28 [BE] B4

Mormal Outline Slide Motes Reading
View Sorter Page View

Presentation Views

v Normal View — Presentation create @«t & far Ig Default view mode gt gl
sgA active slide tf3féar Mode & aur 33 slide pen window #® wefda g &1

v" Outline View :- 38 View Mode # st & 3mae & slide create ¥ d&d g

v Slide Sorter View :- 38 = Mode # & slide & us # weflia gidr ¢, See R3S
T S dhar B

v" Notes Page :- 5@ Mode # slide & faw Notes for@ @a gl

v' Reading View :- 38 Mode # slide Read Mode & wefdia gl §, anfa 3ma fa=w slide
Show f&T presentation @I Read &I Tohd gl

2. Master View

Slide Handout Motes
Master Master Master

Master Views

v’ Slide Master :- & option & ganrT slide masters I & @hd § U 3¢ 3 HAlH
adjust X THd g

v' Handout Master:- 3@ option & garT Handout Master T Te31T & Thd gl A -
Tsh Oof WX fohdet slides print &= &, page orientation a1 Ig9m, date -time/header-
footer 3mfg & on-off & TS &l

v" Notes Master:- 38 option & garT Notes Master T setup & Tahd &1 I - notes
page T orientation, Page 9w Notes &r fFufqd, Slide @1 Size, background style @
date-time/header-footer 37f¢ & on-off & TFH &l




3. Show

Ruler =
Gridlines ——
Motes
Guides
Show I=
v Ruler:- ®X slide & smer & A19-3i& & AU T goudhel BrR 8, $H option & Z@RT

s BT g fe@r aa &

v Grid Lines :- Grid line f4dr data a1 object &I €& S Tl Fal A goubo Gl &,
=™ option & EaRT 3=¢ Show AT Hide &= Thd gl

v" Guides:- guidelines %I Show I Hide &I T@&d gl

v" Notes :- slide W #$ Note insert & & foT Note IR &t Bur T f&@r g&a g

4.Zoom: - = option & zarTslide % Zoom &R @ ®&, MA@ A |

-

Window & 3f8R Fit X @hd &l Zoom Fitto

Window

Zoom

5. Color/Gray Scale: - s& Seaction ¥ 3icdia Ru 71w &t & TR [ color
fehedl @1 39T HLh presentation Fr FeR, gray-scale AT black and white & Grayscale
mode A Set T TFd %‘| mm Black and White

Color/Grayscale

6. Window: - =@ Section & 3id@si@ Application window #r =] B amangean 0

. . c . s . =
Duplicate window =8¢ #X #Hd &, TS & i€« window @r NE "3 Cascade -
Screen # automatic ¥ ¥ IAREUT I THT & TUT R window  Window FF Move Split windows -

a1 split ar switch & &< IFa £ Window

7. Macros :- ag v Program & forger 39aler Mouse famait 3iR & Strokes

afed &l s & Ras Fa & AU Far Jrar g1 36T & v Rers fFar a=r D

#1s Data 15 3t Template & THar &1 Macro Feature GIgliel 39T & & T Macros
e 3wAREt §, I slide sad aod fFdY T & IR-IR gl g, o &9 &

Macro & 39T aXF RFS X THhd § 3R NETFAT 8t W o TFa § say e
AT $T g9 gdr g1 T Macro Record & & foiw 8@ Option o Click &Y

3R s A & TUr Create 3T W fFas |




Microsoft PowerPoint Shortcut Keys
| ShorteutKeys _ Deseripton |

Shortcut Keys Description

Ctrl + N new presentation

Ctrl+O Open an existing presentation

Ctrl +S Save the presentation

Ctrl+Q Close PowerPoint

Ctrl+W Close the current presentation

Ctrl + Tab Switch between different open presentations
Alt+F Open the File tab menu

F5 Start the slideshow from the beginning
Shift + F5 Start the slideshow from the current slide
Ctrl+C Copy selected text or objects

Ctrl + X Cut selected text or objects

Ctrl +V Paste copied or cut content

Ctrl+Z Undo

Ctrl+Y Redo

Ctrl+D Duplicate the selected slide

Ctrl+ M Insert a new slide

Ctrl+E Center align text

Ctrl+L Left align text

Ctrl +R Right align text

Ctrl+B Make text bold

Ctrl + 1 Italicize text

Ctrl + U Underline text

Ctrl+F Find text in the presentation

Ctrl+H Replace text in the presentation

Increase font size
Decrease font size

Ctrl + Shift + >
Ctrl + Shift + <

Ctrl + F1 Show or hide the ribbon

Ctrl + F2 Print Preview View

Alt + F2 Open the Save As dialog box

Cirl + P Use your mouse as a laser pointer during a

presentation



Ctrl + Shift+N
Page down
Page up

Ctrl + -

Ctrl + +

Ctrl+ Alt+O
Ctrl + Shift + D

Ctrl + Shift + S
Esc

Ctrl + Shift + V
Ctrl + Alt+V
Ctrl + Alt+5

Ctri+ A

Ctrl+ G

Ctrl + Shift + G

Ctrl + Shift +J

Ctrl + Spacebar

Ctrl + K

Ctrl + Alt+ M

Alt + =

Shift + Right arrow key

Shift + Left arrow key

Ctrl + Shift+Right arrow
key

Ctrl + Shift + Left arrow
key

Ctrl + Shift + Down arrow
key

Backspace

Ctrl + Backspace
Delete

Ctrl + Delete

Insert a new slide with a blank layout
Go to the next slide

Go to the previous slide

Zoom out

Zoom in

Zoom to fit

copy of the selected slide

Save a presentation with a different name, location,
or file format

Cancel a command, such as Save As.

Paste copied formatting to the selected object or
text

Open the Paste Special dialog box

Move the focus to the first floating shape, such as
an image or a text box.

Select all objects on a slide
Group the selected objects
Ungroup the selected group
Regroup the selected objects
Play or pause media

Insert a hyperlink

Insert a new comment

Insert equation

Select one character to the right
Select one character to the left

Select to the end of a word

Select to the beginning of a word

Select from the insertion point to the end of the
paragraph

Delete one character to the left

Delete one word to the left

Delete one character to the right

Delete one word to the right





