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POWER POINT

PowerPoint, MicroSoft Office doT §co faf21sE Member 21 G110 Zaald A9
geBTe abl Presentation Sound, Animation, Graphics Apply T é?} TR 3t T
el 2l

86 Presentation {63 Particular Topic TR TRITR 36T 91T Slide or Set of Slides
gt 21 Slide Sound, Animation, Graphics T AT d=ATR TBT AT & 3R Slide,
Simply S Page 2l

Initial Screen of Power Point :-

T& £ PowerPoint 20T Open TR & al i STl ATAFITB Screen TR foTFaT
Element %@T@éﬁ%l

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 Tas!a Pane~
ST 3IA(d AT Slide B Task Tol ST GAT &

Slides Pane - -
SAT IRl sTTligell /Ml Slide Thumbnail 26 0T H FE T &1

Notes Pane = Notes Pane & fareat é‘éf Description Slide Bl Show BT §"§3\f
Presentation 26 Tl ST Gl ATl &l

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 @ Menu Bar T2 9 Menu éﬁ%l

» File Menu

» Edit Menu

» View Menu

» Insert Menu

» Format Menu

» Tools Menu

» Slide Show Menu
» Window Menu

» Help Menu

MS-Word/Excel @ Menues 3 e Options [oTFT TTBT2 -

File Menu
Pack and Go = (Package for CD) Current Presentation 38T Supported Files

el B9 386 Folder H Export foB=IT Gt 21 {6 B¥ C.D./PenDrive o
Write/Copy R foBdnt @Q@ Computer 92 Run ¥ AeBd 2| ATE A Computer
gR PowerPoint El 37e1AT a1T &l

Edit Menu -
Duplicate = Active 3leTaTSelected object I Duplicate Object ST Ae6d &

Delete Slide = Active Slide ool {HeT g arar 21

View Menu .
Normal - &8 Power Point 26T Default View &Il &1 [Go1d O a6 2191 Element

URRAEIAE T el RATSS AT Tl Bl ABdl &

Slide Sorter View — 37 View 3 TGIeC2IaT 36T AT QATSGRA 2ol Halal (a6l
a2l 3 - Sort, Cut, Paste, Del 3!

Notes Page = Active Slide &6 &S Notes Type oI o Qrepd 21 s Slide Show
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B AT ST G AbdT &l

Slide Show — Active Slide @ Contents 6T Sound Animation 3MQ Graphics &
Tl Present [o6IT ST &

NN

Master = 3276 3iae(d [af3TeeT Master d=ITe bl GId &1 [Glete 12T Header-
Footer 273l Slide TR Apply fcw=It ST &

Color/Gray $cale = Slide @ Contains 3T Color ModeyGray Scale Mode,
Black & White Mode, High Contrast Mode H BT G &

Grid and Guides = 327 3iad{d Active Slide T2 Grid 312 Guides lines g1
Setting BT Set / Change {cB=IT GIT rebal &l

Insert Menu
New Slide = Active Presentation & 3T2IT Slide OTCd a5 GIT Aol &1
Duplicate Slide — Active Slide @5t Duplicate Slide SN G AT &l

Slides Number — Preséntation @61 Gcaieb Slide TR Slide Number Apply eI
S &1

Slides From Files = Active Presentation & T&al o &1l géﬁPresentation o1 Slide
o6l Insert feeaT e 81

Slides From Outline = G&ai 31 o511 211 Text Files 261 Icaieb Line 26 (@1l Il
Slides ST Gl &1

Movies and Sounds — System 3 STfeeld Movies And Sounds, Active Slide TR
Insert B TMA 21

Format Menu
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Font = Sclect Text %Font, Font Style, Font Size, Effect, Colour 3MfE Set or Change
fepT oAt 21

Alignment = Active Paragraph %Alignment BT Set or Change BT GTAT 21 As —
Left, Right, Center, Justified.

Line $peacing — Selected Line 35T Vertical Line Spacing Set 31 STl &1

Replace Font = zat 3t 3uferd foe<l Font Type &6 QelaTaR @Qfé Font Type 2ot
Replace B AT 2l

Slide Design — Tzat <1 S&11 21 Slide 261 265 MR Designs A I (G691 326 Design
BT Active Slide TR Apply foee aTaT 2|

Slide layout = PowerPoint 7 SUfRENT24 Layout 7 & {631 §&6 Layout 3BT Active
Slide IR Apply =T GMAT 2l
Slide Show

View $Show = Active Presentation 28T Sound, Animation, Graphics @b 21Tel Present

fepaTSar

Setup Show — Presertation 1 1FSEIT AT TBTR T6T Setting SATH il Elcil
21 As: Show Without Narration, Show Without Animation, Timing, Pen Colour etc.

Rehearse Timing = Active Presentation @81 Present 26931 H @olal AT@l AF
QT BTl BT &l

Record Narration = Head Phone &6 AERIAT 9F 31a1l AT Slide &6 el
Record 862 2(ebd &l [GT! Presentation a6 20T NES IR el 2l

Action Button — S1e6 3@a0d {af91esT Action Button Slide T2 Insert fcBl G &1

Action Setting — ST 913 Object TR faf9TeaT Action Apply feB=r BT 1eBd &
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Custom Enovation = Active Slide & Tcice Object & ferar Timing, Animation,
Sound Apply et GaT 2!

Slide Transition — I Slide & &= Animation Apply f6=IT STAT 2
Hide Slide = Active Slide @ Presentation a8 A Hide a6 @21 oIaT &l

Custom Show = Active Presentation @1 Slide & f Choosé eb1 81311 Slide 26T 31T
3T RMTR A {63 513 T F Present [6=1T GTT Bl &1
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