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POWER POINT

PowerPoint, MicroSoft Office dk ,d fof'k”V Member gSA ftlds varxZr lHkh 
çdkj dh Presentation Sound, Animation, Graphics Apply djrs gq;s rS;kj dh tk 
ldrh gSA

,d Presentation fdlh Particular Topic ij rS;kj dh x;h Slide or Set of Slides  

gksrh gSA  Slide Sound, Animation, Graphics ds lkFk rS;kj dh tkrh gS vkSj Slide, 

Simply ,d Page gSA
Initial Screen of Power Point :-

tc ge PowerPoint dks Open djrs gS rks gesa bldh çkjfEHkd Screen  ij fuEu 
Element fn[kkbZ nsrs gSA

Title Bar : As in Word/Excel Notes.

Control Menu : As in Word/Excel Notes.

Minimize Button : As in Word/Excel Notes.

Maximize Button : As in Word/Excel Notes.

Restore Button : As in Word/Excel Notes.

Close Button : As in Word/Excel Notes.

Outline Task Pane – 
blds varxZr lHkh Slide ds Task dks ns[kk tkrk gSA

Slides Pane – 
blds varxZr cuh gq;h lkjh Slide Thumbnail ds :i esa  ns[kh tkrh gSA

Notes Pane – Notes Pane es fy[ks gq;s Description Slide dks Show djrs gq;s 
Presentation ds le; ns[kk tk ldrk gSA

Tool Bar : As in Word/Excel Notes.

Status Bar : As in Word/Excel Notes.
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Scroll Bar : As in Word/Excel Notes.

Views Button : As in Word Notes.

Menu Bar Of Power Point :-

PowerPoint ds Menu Bar ij 9 Menu gksrs gSA
8 File Menu
8 Edit Menu
8 View Menu
8 Insert Menu
8 Format Menu
8 Tools Menu
8 Slide Show Menu
8 Window Menu
8 Help Menu

MS-Word/Excel ds Menues ds vfrfjDr Options fuEu izdkj gS %&
File Menu

Pack and Go – (Package for CD) Current Presentation dks Supported Files ds 
lkFk fdlh ,d Folder esa Export fd;k tkrk gSA fQj mls C.D./PenDrive esa 
Write/Copy dj fdlh nwljs Computer ij Run dj ldrs gSA pkgs ml Computer 

ij PowerPoint gks vFkok uk gksA

Edit Menu
Duplicate – Active vFkok Selected object ls Duplicate Object cuk ldrs gSaA

Delete Slide – Active Slide dks feVk fn;k tkrk gSA

View Menu 
Normal - ;g Power Point Default View gksrh gSA ftlesa lHkh Element 
viznf'kZr gksrs gSa  rFkk viuh LykbM rS;kj dh tk ldrh gSA 

Notes Page – Active Slide ds fy, Notes Type fd;s tk  ldrss gSA ftUgsa Slide Show 

dh ist ds 

Slide Sorter View – bl View esa  iztsUVs'ku dh lHkh LykbM~l dks eSust fd;k 
tkrk gSA tSls & Sort, Cut, Paste, Del vkfnA
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ds le; ns[kk tk ldrk gSA

Slide Show – Active Slide ds Contents dks Sound Animation vkSj Graphics ds 
lkFk Present fd;k tkrk gSA

Master – blds varxZr fofHkUu Master rS;kj fd;s tkrs gSaA ftuds }kjk Header-

Footer lHkh Slide ij Apply fd;k tkrk gSA

Color/Gray Scale – Slide ds Contains dks Color Mode, Gray Scale Mode, 

Black & White Mode, High Contrast Mode esa ns[kk tkrk gSA

Grid and Guides – blds varxZr Active Slide ij Grid vkSj Guides lines dh 
Setting dks Set @ Change fd;k tk ldrk gSA

Insert Menu

New Slide – Active Presentation esa u;h Slide çkIr dh tk ldrh gSA

Duplicate Slide – Active Slide dh Duplicate Slide cuk;h tk ldrh gSA

Slides Number – Presentation dh çR;sd Slide ij Slide Number Apply fd;k 
tkrh gSA

Slides From Files – Active Presentation esa igys ls cuh gq;h Presentation dh Slide 

dks Insert fd;k tkrk gSA

Slides From Outline – igys ls cuh gq;h Text Files dh çR;sd Line ds fy;s u;h 
Slides cuk;h tkrh gSA

Movies and Sounds – System esa mifLFkr Movies And Sounds, Active Slide ij  
Insert fd;s tkrs gSA

Format Menu
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Font – Select Text ds Font, Font Style, Font Size, Effect, Colour vkfn Set or Change 

fd;k tkrk gSA

Alignment – Active Paragraph ds Alignment dks Set or Change fd;k tkrk gSA As – 

Left, Right, Center, Justified. 

Line Speacing – Selected Line dh Vertical Line Spacing Set dh tkrh gSA

Replace Font – igys ls mifLFkr fdlh Font Type ds LFkku ij nwljs Font Type dks 
Replace fd;k tkrk gSA

Slide Design – igys ls cuh gq;h Slide dh dbZ lkjh Designs esa ls fdlh ,d Design 

dks Active Slide ij Apply fd;k tkrk gSA

Slide layout – PowerPoint esa mifLFkr 24 Layout esa ls fdlh ,d Layout dks Active 

Slide ij Apply fd;k tkrk gSA
Slide Show

View Show – Active Presentation dks Sound, Animation, Graphics  ds lkFk Present 

fd;k tkrk gSA

Setup Show – Presentation ls lEcfU/kr lHkh çdkj dh Setting blds varxZr gksrh 
gSA As: Show Without Narration, Show Without Animation, Timing, Pen Colour etc. 

Rehearse Timing – Active Presentation dks Present djus esa yxus okyk le; 
ns[kk tk ldrk gSA

Record Narration – Head Phone dh lgk;rk ls viuh vkokt Slide ds lkFk 
Record dj ldrs gSA ftls Presentation ds le; lquk tk ldrk gSA

Action Button – blds varxZr fofHkUu Action Button Slide ij Insert fd;s tkrs gSA

Action Setting – cuk;s x;s Object ij fofHkUu Action Apply fd;s tk ldrs gSA 
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Custom Enovation – Active Slide ds çR;sd Object ds fy;s Timing, Animation, 

Sound Apply fd;k tkrk gSA

Slide Transition – çR;sd Slide ds fy;s Animation  Apply fd;k tkrk gSA

Hide Slide – Active Slide dks Presentation ds le; Hide dj fn;k tkrk gSA 

Custom Show – Active Presentation dh Slide esa ls Choose dh x;h Slide dks vius 
vuqlkj lsV fd;s x;s Øe esa Present fd;k tk ldrk gSA
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