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iz”u-1 – MS PowerPoint D;k gS\ 

 ;g ,d Presentation Programming Appliction Software gSA ;g Software MS PowerPoint, MS Excel dh rjg gh 

MS Office Suite dk ,d Hkkx gksrk gSA bls Microsoft PowerPoint or PPT Hkh dgk tkrk gSA bldk mi;ksx Personal and 

Professional Presentation dks cukus ds fy, fd;k tkrk gSA vius fdlh izkstsDV dks Ldwy] dkWyst ;k vkWfQl esa Image, Video and 

Graph ds }kjk lqO;ofLFkr :Ik ls n”kkZusa ds fy, Slides dk mi;ksx fd;k tkrk gSA ftUgsa cukus ds fy, PowerPoint Presantation 

Software dk mi;ksx fd;k tkrk gSA blesa Presantation cukus ds fy, dbZ izdkj ds Futures ekStwn gksrs gSA ftudk mi;ksx djds 

vki ,d cgqr gh vkd’kZd Presantation cuk ldrs gSA MS PowerPoint dh Qkby dk File Extantion (.PPT) gksrk gSA  

 

❖ History of MS PowerPoint   

 MS PowerPoint dks Forethought Inc. Software Company esa jkWcVZ xSfaLDl vkSj Msful vkWfLVu }kjk cuk;k x;k Fkk] bl 

Software dks loZizFke 20-Apr-1987 dks fjyht fd;k x;kA rFkk mlds rhu eghus ckn gh bls Microsoft Companie ds }kjk [kjhn 

fy;k x;k] rHkh ls bldk uke Microsoft PowerPoint gks x;kA   

Versions of PowerPoint Released year 

PowerPoint 1.0 (Macintosh) April 1987 

PowerPoint 1.0 (Macintosh) May 1988 

First windows versions of PowerPoint May 1990 

PowerPoint 3.0 September 1990 

PowerPoint 4.0 February to October 1994 

PowerPoint 95 July 1995 

PowerPoint 2003 October 2003 

PowerPoint 2007 January 2007 

PowerPoint 2010 June 2010 

PowerPoint for the web was released October 2012 

PowerPoint 2013 January 2013 

First PowerPoint app for Android and iPhone July 2013 

PowerPoint 2016 September 2015 

PowerPoint 2019 September 2019 

PowerPoint 2021 September 2021 

 

❖ Uses of MS PowerPoint  

bl Software dk mi;ksx vkt ds le; esa yxHkx lHkh {ks+=ksa esa fd;k tkrk gSaA ftuesa ls dqN fUkEufyf[kr gSaA  

• Education – f”k{kk ds {ks= esa bldk cgqr vf/kd egRo gS] D;ksafd f”k{kd Nk=ksa dks i<+kus ds fy, bldk mi;ksx djrs gSaA f”k{kd 

PPT dk mi;ksx djds fdrkcksa] fy[ksa gq,s dVsaV dks PowerPoint Slide ds ek/;e ls Highlight text, Picture, Charts and Video 

vkfn ds }kjk le>k ldrs gSaA  

• Business – O;olk; ds {ks= esa Hkh PowerPpoint dk lokZf/kd mi;ksx fd;k tkrk gSA bldk mi;ksx djds vki vius Product, 

Service and Offer viuh Team ds lkeus izLrqr dju ds fy, dj ldrs gSaA ftlls vki viuh Vhe ds lkFk feydj vius 

fctusl ds vPNh ;kstuk cuk ldrs gSaA  

• Finance Department – Finance ds {ks= esa bldk mi;ksx ctV vkSj okf’kZd fjiksZaV dks n”kkZus ds fy, fd;k tkrk gSaA  

• Sales and Marketing – bl {ks= esa vius Product dks izLrqr djus ds fy, PowerPoint dk mi;ksx fd;k tkrk gSaaA 

• Personal – bldk mi;ksx vki O;fDrxr dk;ksZ  ds fy, Hkh dj ldrs gksA tSls – tUefnu] “kknh] ikfjokfjd lekjksg vkfnA  
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iz”u-2 – PowerPoint dks pkyw dSls fd;k tkrk gSA  

• MS PowerPoint dks pkyw djus ds fy, loZizFke ekml ds }kjk LØhu ij ;k fQj dhcksMZ ij foaM+ks cVu dks nck;sA bls nckus 

ij vkids lkeus ,d foaM+ks vksiu gksxk] ftlds lkbM ckj esa fofHkUUk izdkj ds Applications fn[ksxas] muesa Powerpoint dks 

[kksts ;k fQj mlh foaM+ks esa uhps fn;s x;s lpZ ckj esa PowerPoint Type djsa vkSj Enter Press djsaA  

 

• PowerPoint dks ,d vkSj vU; rjhds ls pkyw fd;k tk ldrk gSA mlds fy, vkidks dhcksMZ ij foaMks cVu ds lkFk R 

(+R) dks ,d lkFk nckus ij ju dekaM dk Mk;ykWx ckWDl vksiu gks tk;sxkA ftlesa Powerpnt Type djds OK Press 

djuk gksxkA  
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❖ PowerPoint Interface  

gekjk Powerpoint Open gksus ds ckn dqN bl rjg dk utj vk;sxk] tSls fd vkidks uhps LØhu ij fn[kkbZ ns jgk gSA 

• ;gk¡ ij vkidks Blank Presentation fn[kkbZ nsxk rFkk mlh ds lkFk esa vudksa jsMhesM VsEiysV~l fn[kkbZ iM+sxsaA  

• vki pkgs rks Åij dh vksj fn;s lpZ ckWDLk esa vius dk;Z ds fglkc ls VsEiysV~l lpZ Hkh dj ldrsa gSaA  

• vkius Powerpoint ds vanj vk[kjh ckj tks Hkh dke fd;k gksxk] og lHkh Qkbyl ckW;h vksj Recent esa ns[kus dks fey tk;saxhA 

• PowerPoint dh lHkh Qkbyksa dks PPT cksyrs gSaA  

 

 

• Blank Presentation ij fDyd djus ds ckn vkids lkeus tks foaMks vksiu gksxk] og uhps fn[kk;s x;s LØhu”kkWV dh rjg utj 

vk;sxkA   
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➢ Quick Access Toolbar bl Vwyckj ds varZxr mu lHkh VwYl dks j[kk tkrk gS] ftudh gesa ckj-ckj 

vko”;drk i<+rh gSA vkSj os Vwy dgha vanj gksrs gSaA rks dk;Z dks vklku cukus ds fy, mUgsa bl 

Vwyckj esa ,sM dj fy;k tkrk gSA  
 

➢ Title Bar blesa gekjs }kjk Save fd;s x;s Presentation  dk uke fn[kkbZ nsrk gSA  

 

➢ Title Bar ds Bhd uhps dh vksj gesa ,d ckj fn[kkbZ nsrk gS] ftls Menu Bar dgk tkrk gSA ftlesa gesa vyx-vyx izdkj ds 

Vsc ns[kus dks feyrs gSA  

 

➢ Menu Bar ds Bhd uhps gj ,d Vsc ds fy, viuk-viuk ,d vyx dh :Ik jax dk fjcu (Ribbon) utj vkrk gSA tks fd 

vyx-vyx xzqIl esa cVk gqvk gksrk gSA  

 

➢ Windows Controling Buttons  

➢ Title bar ds jkbV lkbM esa gesa Windows Controling Button (Minimize, Restore Down and Close) ns[kus dks feyrs 

gSA  

o Windows + M dks ,d lkFk  nckus ij feuhekbt dj ldrs gSA 

o Alt +Space + R dks ,d lkFk nckus ij foaMks dks fjLVksj Mkmu dj ldrs gSA 

o Alt + Space + X dks ,d lkFk nckus ij foaMks dks eSfDlekbZt dj ldrs gSA 

o Alt + F4 or Alt + Space + C ls ,Dlsy dks Dykst dj ldrs gSA  

• ;fn vki PowerPoint dks can fd;s fcuk gh Document dks can djuk pkgrs gSa] rks mlds fy, Ctrl + W dks nck;saA 

 

➢ Zooming Level (In or Out) 

• ;fn vki Zoom In djuk pgkrs gSa] rks mlds fy, loZizFke dhcksMZ ds Ctrl cVu dks nck dj j[ksa vkSj 

lkFk gh ekml ds LØksy ckj (Scroll Bar) dks vkxs dh vksj ?kqek,saA 

• ;fn vki Zoom Out djuk pgkrs gSa] rks mlds fy, loZizFke dhcksMZ ds Ctrl cVu dks nck dj j[ksa vkSj 

lkFk gh ekml ds LØksy ckj (Scroll Bar) dks viuh (ihNs) dh vksj ?kqek,saA 

• ;fn vki pkgs rk s “kkWVZdV Alt + V + Z ds }kjk Hkh twe ysoy dks lsV fd;k tk ldrk gSA 

• MS PowerPoint esa lcls de Zooming Size - 10% vkSj lcls T;knk Zooming Size - 400% gksrk 

gSaA  

• PowerPoint esa Ruler dks Show & Hide djus ds fy, loZizFke View Tab esa tk;s vkSj mlesa fn;s 

x;s Show Group esa tk;s vkSj mlesa Ruler ds vkWI”ku dks psd dj nsaA mls psd djrs gh vkidks 

Ruler fn[kkbZ nsus yxsxkA  

• ;fn vki pkgsa rks blh xzqi ds ek/;e ls vki Grid Lines dks Hkh Show & Hide djk ldrs gSaA 

 

• Zoom Slider ds Left Side esa gh gesa Slide View ns[kus dks fey tkrk gSa] ftlesa (Normal, Slide Sorter, Reading View, 

Slide Show) ;s pkj izdkj ds View ns[kus dks feyrs gSA  

 

• Slide View ds Left Side esa gh Comments dk vkWI”ku ns[kus dks fey tkrk gS] ftl ij fDyd djrs gh 

Comments ls Related ,d Window Right Side esa Open gks tkrk gSaA ftldk mi;ksx djds ge 

viuh Slide ls lEcfU/kr Comments add dj ldrs gSaA  
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Ikz”u-1 – MS PowerPoint esa File Tab D;k gS\ 

 bl VSc ds varZxr gesa Presentation esa dk;Z djus gsrq fofHkUu fodYi fn;s x;s gksrs gSaA tSls gh vki bl 

File tab ij fDyd djrs gSa] rks vkidks fofHkUu VSc fn[kkbZ nsus 

yxrs gSaA tSls – New, Open, Save, Print, Export etc.  

 

❖ Info –  

;g File Tab ds varZxr MS PowerPoint dk ,d cgqr gh 

egRoiw.kZ vkWI”ku gksrk gSa] ftldk mi;ksx djds ge viuh 

Presentation dks Protect dj ldrs gSaA tSls –  

• Protect Presentation – bl vkWI”ku dk iz;ksx djds ge 

viuh Presentation dks lqjf{kr j[kus ds fy, ikloMZ yxk 

ldrs gSa] rkfd vkidh Qkby lqjf{kr jgsA blds varZxr gesa 

fuEufyf[kr vkWI”ku ns[kus dks feyrs gSaA  

 

1. Always Open Read Only – bl vkWI”ku dk mi;ksx djds ge viuh Qkby dks flQZ i<+us yk;d cuk ldrs gSa] fQj mlesa 

fdlh Hkh izdkj dk cnykc ugha fd;k tk ldrk gSA 

2. Encrypt With PassPowerPoint – bl vkWI”ku dk iz;ksx djds vki viuh Qkby ij ikloMZ yxk ldrs gSaA  

3. Restrict Editing – bl vkWI”ku dk iz;ksx djds vki Presentation esa Editing dks Restrict dj ldrs gksA 

4. Add a Digital Signature – bl vkWI”ku dk iz;ksx djds vki viuh Presentation esa Digital Signature dks tksM+ ldrs gksA  

5. Mark as Final – bl vkWI”ku dk iz;ksx djds Qkby dks Qkbuy ds :Ik esa ekdZ dj ldrs gksA  

• Inspect Document – bl vkWI”ku dk iz;ksx djds vki vkiuh Presentation dh xyfr;ksa dk irk yxk ldrs gksA  

• Manage Document – ;fn vikdh Qkby fdlh dkj.k ls djIV gks xbZ gS vFkok fdlh dkj.k ls fcuk lsc fd;s jg xbZ gS] rks 

ml Qkby dks bl vkWI”ku dk iz;ksx djds (Recover) okfil yk;k tk ldrk gSA  

 

❖ New – bl vkWI”ku dk iz;ksx djds vki vius MS PowerPoint 

esa ,d ubZ Presentation cuk ldrs gSaA vki tSls gh bl vkWI”ku 

ij fDyd djsxsa vkidks ,d ubZ foaMks fn[kkbZ nsxhA  

ftlesa vkidks ,d ubZ Presentation cukus ds fy, dbZ fodYi 

feysxsa] tSls – Blank Presentation, Templates. 

• Blank Presentation – bl vkWI”ku dk mi;ksx djds vki ,d 

Blank Presentation cuk ldrs gksA 

• Templates – bl vkWI”ku dk iz;ksx djds vki dbZ izdkj ds 

igys ls cus gq, Online Templates and Themes okyh  

Presentation dk iz;ksx dj ldrs gSa] tSls –Banded, Facet, 

Main Event, Frame, Ion etc. 

 

❖ Open – bl vkWI”ku dk mi;ksx djds vki vius daI;wVj ;k ysiVkWi esa fdlh Hkh yksds”ku ij lso dh gqbZ fdlh Hkh Presentation 

dks [kksy ldrs gksA 

 

❖ Save – bl vkWI”ku dk mi;ksx Presentation dks lso djus rFkk mles fd;s x;s cnyko dks lso djus ds fy, fd;k tkrk gSA ;fn 

vkius Presentation dks lso ugha fd;k gS] rks bl vkWI”ku dk mi;ksx djus ij vkids lkeus ,d Dialog Box Open gksxk] ftlesa 

Qkby gsrq uke rFkk Qkby QkWesZV o yksds”ku vkfn dh tkudkjh Hkjdj lso ds cVu ij fDyd djsaA  

 

❖ Save As – bl vkWI”ku dk mi;ksx lkekU;r% orZeku esa vksiu Presentaion dh DuplicateCopy cukus rFkk mls lso djus ds 

fy, fd;k tkrk gSaA  

File Tab 
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❖ Print – bl vkWI”ku dk iz;ksx djds vki viuh Presentation ds Print Preview dks ns[k ldrs gSa rFkk Print Hkh dj ldrs gSaA  

❖ Share – bl vkWI”ku dk mi;ksx djds vki viuh Presentation dks “ks;j Hkh dj ldrs gSaA  

 

❖ Export – bl vkWI”ku dk mi;ksx djds vki viuh Presentaion dks Export 

dj ldrs gSa] rFkk viuh presentation dh PDF or XPS Formate  esa dkWih 

Hkh cuk ldrs gSaA lkFk gh vki vyx-vyx QkWesZV esa Presentation dh dkWih 

Hkh cuk ldrs gSaA  

 

 

 

 

❖ Close – bl vkWI”ku dk mi;ksx djds vki viuh [kqyh gqbZ oMZ Qkby dks can dj ldrs gksA  
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Ikz”u-1 – MS PowerPoint esa Home Tab D;k gS\ 

 MS PowerPoint esa Home Tab dh enn ls vki viuh Presentation esa fdlh Hkh Text or Picture dks Copy, Paste dj 

ldrs gSaA vki viuh Presentation esa New Slide Add dj ldrs gSa] blh ds lkFk gh viuh Presentation esa Text dh Formating 

Hkh dj ldrs gSaaA  

 

➢ PowerPoint ds Home Tab dks eq[; :Ik ls 6 Hkkxksa esa ckaVk x;k gSA 

✓ Clipboard 

✓ Slides  

✓ Font 

✓ Paragraph  

✓ Drawing  

✓ Editing  

 

➢ Clipboard Group 

• Clipboard – bl xzqi ds varZxr gesa Cut, Copy, Paste, Paste Special & Fomat Painter ns[kus dks 

feyrk gSA  

• Copy – bl vkWI”ku dks iz;ksx djds fdlh Hkh Text, Image & Object dh ,d ls vf/kd dkWih cukus ds 

fy, fd;k tkrk gSA ftlds fy, gesa loZizFke ml fiDpj ;k VsDLV dks lsysDV djuk gksxkA blds fy, 

“kkWVZdV – dh (Ctrl + C) dk iz;ksx fd;k tkrk gSA  

• Cut – bl vkWI”ku dk iz;ksx fdlh Hkh Text, Image & Object dks ,d LFkku ls nwljs LFkku ij ys tkus ds fy, fd;k tkrk gSA 

ftlds fy, gesa loZizFke ml fiDpj ;k VsDLV dks lsysDV djuk gksxkA blds fy, “kkWVZdV – dh (Ctrl + X) dk iz;ksx fd;k tkrk 

gSA  

• Paste – Copy & Cut fd;s x;s Text, Image & Object dks okfil ykus ds fy, bl vkWI”ku dk s iz;ksx fd;k tkrk gS] gekjs }kjk 

ftruh ckj bl vkWI”ku dk iz;ksx fd;k tk;sxkA mruh gh ckj gekjk MkVk vkrk jgsxkA blds “kkWVZdV-dh (Ctrl + V) dk Hkh iz;ksx 

fd;k tkrk gSA  

• Paste Special – bl vkWI”ku ds }kjk Copy & Cut fd;s x;s MkVk dks fdlh vU; QkWesZV esa Paste djus ds fy;s Paste Special 

Option dk iz;ksx fd;k tkrk gSA blds “kkWVZdV-dh (Alt + Ctrl +V) dk mi;ksx fd;k tkrk gSA 

• Format Painter – blds }kjk fdlh Hkh Text ij fd;s x;s Formating dks fdlh vU; Text ij vIykbZ djus ds fy, fd;k tkrk 

gSA  

• Format Painter dks dkWih djus ds fy, “kkWVsdV-dh (Ctrl + Shift + C) rFkk Paste djus ds fy, “kkWVZdV-dh (Ctrl + Shift + 

V) dk iz;ksx fd;k tkrk gSA  

 

➢ Slides Group 

• bl xzqi ds varZxr gesa pkj vkWI”ku ns[kus dks feyrs gSaA tks fuEufyf[kr gSa –  

• New Slide – bl vkWI”ku dh enn ls vki vius Presentation esa New Slide Add dj ldrs gksA 

tSls gh vki bl vkWI”ku ij fDyd djkxsa rks vkidks Slide ds vyx-vyx layouts ns[kus dks feyrs gSaA 

ftUgsa vki viuh t:jr ds fglkc ls Add dj ldrs gSaA   

• Layout – bl vkWI”ku dk mi;ksx djds fdlh Hkh Slide dk layout cny ldrs gSaA  

• Reset - ;fn vkius fdlh Hkh Slide ds Elements esa dqN Hkh cnykc dj fn;s gS] tSls fd mudk Size or Possition cny nh gS] 

rks bl vkWI”ku dk mi;ksx djds vki mls Rreset dj ldrs gksA  

• Section - ;fn vki viuh Presentation Slides dks nks vyx-vyx Hkkxks esa ckaVuk pkgrs gSa] rks bl vkWI”ku dk iz;ksx dj ldrs 

gSaAa  

• Delete - ;fn vki Presentation esa ls fdlh Hkh Slide dks Delete djuk pkgrs gks] rks bl vkWI”ku dk iz;ksx djds ,slk fd;k tk 

ldrk gSA 

Home Tab 

http://www.lrsgroups.com
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➢ Font Group 

• Font  - ;g MS PowerPoint dk ,d cgqr gh Important Group gS] ftlds ek/;e 

ls ge Font Size, Font type change dj ldrs gSa] rFkk lkFk VsDLV dks Bold, 

Italic, Underline ds ek/;e ls Hkh Formate dj ldrs gSA 

• Font Group ds Dialog Box dks Open djus ds fy, “kkWVZdV(Ctrl + Shift +F) 

dk iz;ksx fd;k tkrk gSA   

• Font Type – bl vkWI”ku dks iz;ksx Font Type dks Change djus ds 

fy, fd;k tkrk gSA tSls – Times New Roman, Kruti Dev 010 

bR;kfnA 

• Font Size – bl vkWI”ku dks iz;ksx Font ds lkbt dks NksVk ;k cM+k 

dju ds fy, fd;k tkrk gSA blds }kjk 96 vad rd Font Size cM+k 

ldrs gSaA vkSj Presentation esa vf/kdre Font Size - 4000 vad rd 

c<+k ldrs gSA 

• Font Size Increment (Ctrl + Shift + >)  – bl vkWI”ku dk iz;ksx 

djds ge ,d-,d LVsi djds Font ds lkbt dks c<+krs gSaA 

• Font Size Decrement (Ctrl + Shift + <) - bl vkWI”ku dk iz;ksx 

djds ge ,d-,d LVsi djds Font ds lkbt dks ?kVkrs gSaA 

• Clear All Formating – bl vkWI”ku dk iz;ksx djds Presentation esa           

Apply fd;s x;s fofHkUu izdkj dh Text Formating dks gVkus ds fy, 

bldk iz;ksx fd;k tkrk gSA  

• Bold (Ctrl + B) – bl vkWI”ku dk mi;ksx fdlh Hkh VsDLV dks cksYM djus ds fy, fd;k tkrk gSA  

• Italic (Ctrl + I) – bl vkWI”ku dk iz;ksx fdlh Hkh Text dks frjNk djus ds fy, fd;k tkrk gSA  

• Underline (Ctrl + U)  – bl vkWI”ku dk iz;ksx fdlh Hkh Text ds uhps ,d ykbu [khpus ds fy, fd;k tkrk gSA 

• Text Shadow – bl vkWI”ku dk mi;ksx djds vki vius Text esa Shadow Effect Mky ldrs gSaA  

• Strikethrough – Presentation  esa fy[ks fdlh Hkh Text dks chp ls dkVus gsrq bl vkWI”ku dk iz;ksx fd;k tkrk gSA           

tSls – PowerPoint Presentation 

• Character Spacing – bl vkWI”ku dk iz;ksx djds vki fdlh Text Character ds chp ds Space dks de ;k T;knk dj ldrs 

gSaA  

• Change Case – bl vkWI”ku dk iz;ksx djds ge vius Font Case dks Change dj ldrs gSaA tSls – Sentence Case, lower 

case, UPPER CASE, Capitalized Each Work & tOGGLE cASE. 

• Text Highlight Color – bl vkWI”ku dk mi;ksx Presentation esa fdlh Hkh Text dks High-Light djus ds fy, fd;k tkrk gSA 

tSls – Hathras  

• Font Color – bl vkWI”ku ds }kjk ge fdlh Hkh Font ds dyj dks cny ldrs gSA tks fd By Default Black gh gksrk gSA ftls 

ge viuh bPNkuqlkj yky] uhyk] ihyk] Hkwjk] gjk bR;kfn] jaxksa esa cny ldrs gSaA   

tSls  - LRS ADVANCE ACADEMY , HATHRAS 

  

➢ Paragraph Group  

• Paragraph – MS PowerPoint esa bl xzqi dh lgk;rk ls ge fdlh Hkh iSjkxzkQ dks 

cgqr vPNs rjhds ls Represent dj ldrs gSa] bl xzqi ds ek/;e ls ge iSjkxzkQ ds 

Alignment dks Left, Right, Center or Justify dj ldrs gSaA lkFk gh lkFk Paragraph 

Border, Sort, Shading bR;kfn fodYi Hkh vIykbZ dj ldrs gSaA blds varZxr gesa 13 

vkWI”ku  ns[kus dks feyrs gSaA  

• Bullets – bl vkWI”ku dk iz;ksx gekjs MkVk dks ,d vkdf’kZr :I iznku djus ds fy, fd;k tkrk gSaA blds }kjk ge vius MkVk 

dks fcanqckj :Ik esa iznf”kZr dj ldrs gSaA tSls –  

• Excel Full Course. 

• Tall Full Course.  

• Numbering – bl vkWI”ku ds }kjk ge MS Word ds MkVk dks Øekuqlkj iznf”kZr djus ds fy, fd;k tkrk gSA ftlds }kjk ge 

vius MkVk dks Øeokj iznf”kZr dj ldrs gSaA  

1. Operating System 

2. Server  

3. Hardware 
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• Decrease Indent (Ctrl + Shift + M) – bl vkWI”ku ds }kjk MS Word esa iSjkxzkQ baMsUV dks de djus ds fy, fd;k tkrk 

gSA  

• Increase Indent (Ctrl + M) - bl vkWI”ku ds }kjk MS Word esa iSjkxzkQ baMsUV dks cM+k djus ds fy, fd;k tkrk gSA 

• Left Alignment (Ctrl +L) – bl vkWI”ku dk iz;ksx Presentation esa Vkbi fd;s x;s Text dkss Left Side esa Align djus ds fy, 

fd;k tkrk gSaA  

• Center Alignment (Ctrl + E) - bl vkWI”ku dk iz;ksx Presentation esa Vkbi fd;s x;s Text dks Center esa Align djus ds 

fy, fd;k tkrk gSaA 

• Right Alignment (Ctrl + R) - bl vkWI”ku dk iz;ksx Presentation esa Vkbi fd;s x;s Text dks Right Side esa Align djus ds 

fy, fd;k tkrk gSaA 

• Justify Alignment (Ctrl+J) – bl vk WI”ku dk iz;ksx djds presentation esa Vkbi fd;s x;s Text dks nksuks side ls Align  

djus ds fy, fd;k tkrk gSA  

• Line and Paragraph Spacing –  

o ;g ,d cgqr gh egRoiw.kZ vkWI”ku gS] ftlds }kjk ge nks ykbuksa ;k nks iSjkxzkQksa ds chp dh nwjh dks de ;k T;knk djus 

ds fy, djrs gSaA 

o ;g nwjh MS Word esa igys ls 1.15 cm fu/kkZfjr gksrh gSaA ftls ge viuh lqfo/kkuqlkj de ;k T;knk dj ldrs gSA  

o nks ykbuksa ds e/; esa 1 cm dh nwjh ds fy, “kkWVZdV-dh (Ctrl + 1) dk iz;ksx fd;k tkrk gSA 

o nks ykbuksa ds e/; esa 2 cm dh nwjh ds fy, “kkWVZdV-dh (Ctrl + 2) dk iz;ksx fd;k tkrk gSA 

o nks ykbuksa ds e/; esa 1.5 cm dh nwjh ds fy, “kkWVZdV-dh (Ctrl + 5) dk iz;ksx fd;k tkrk gSA 

• Columns – bl vkWI”ku dk mi;ksx djds vki vius Text dks Columns esa ckaV ldrs gSaA vki vius Text dks 1, 2 or 3 Columns 

esa ckaV ldrs gks] ;fn vkidks blls Hkh T;knk dkWye pkfg,s rks vki ekml dk iz;ksx djds ml vkWI”ku ij tk ldrs gksA  

• Text Direction – bl vkWI”ku dh  enn ls vki vius Text dh fn”kk dks cny ldrs gks] mls Rotate dj ldrs gksA  

• Align Text – bl vkWI”ku dk mi;ksx djds vki vius Text dks Top, Middle or Bottom esa Align dj ldrs gksA  

• Convert to Smart Art – bl vkWI”ku dh enn ls vki vius Text dks Smart Art Graphics esa cny ldrs gSaA blls vki vkius 

Data or Text dks cgqr gh vPNs <+x ls le>k ldrs gksA  

 

➢ Drawing Group 

• Shapes – Drawing Section ds “kq:vkr esa gh vkidks ,d cM+k lk Box 

fn[kkbZ nsxk] ftlessa vkidks cgqr lkjh Shapes fn[k jgh gksaxh] ;fn vki 

bls Expand djsa rks vkidks blesa vksj Hkh Shapes ns[kus dks fey tk;sxhA 

ftUgsa vki vius Slides es iz;ksx dj ldrs gSaA  

• Arrange – ge vius Slides esa thrus Hkh Object, Shapes, Iimage etc. Add djrs gSaA mu lc dks vki bl vkWI”ku dh enn ls 

Arrange dj ldrs gSaA ;fn vki fdlh Object dks nwljs Object ds Åij ;k uhps djuk pkgrs gSa ;k fdUgha vyx-vyx Objects 

dk ,d xzqi cukuk pkgrs gks] rks vki bl vkWI”ku dk iz;ksx dj ldrs gSaA  

• Quick Style – bl vkWI”ku dk mi;ksx vki fdlh Hkh Shape or Line dk Style and Design cny ldrs gSA  

• Shape Fill – bl vkWI”ku dk mi;ksx djds vki vius Shape ds vanj dksbZ Hkh jax Hkj ldrs gSaA  

• Shape Outline – bl vkWI”ku dk mi;ksx djds vki vius Shape dh Outline dk jax cny ldrs gSaA  

• Effects – bl vkWI”ku ds varZxr vkidks Shapes ds cgqr lkjs Effects  ns[kus dks fey tkrs gSaA tSls – Shadow, Reflection 

Glow etc.  

 

➢ Editing Group 

Editing – MS PowerPoint ds vanj bl xzqi dk iz;ksx Presentation dks Edite djus ds fy, fd;k tkrk gSaA 

• Find  (Ctrl + F) – bl vkWI”ku dk iz;ksx Presentation esa fdlh Hkh Text or Letter dks [kkstus ds fy, fd;k 

tkrk gSaA  

• Replace (Ctrl + H) – bl vkWI”ku dk iz;ksx Presentation  esa fdlh Text or Letter dks Replace djus ds fy, fd;k tkrk gSA 

• Select (Ctrl + A) – bl vkWI”ku dk iz;ksx fdlh Hkh Text, Image or Object dks Select djus ds fy, fd;k tkrk gSA  
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Ikz”u-1 – MS PowerPoint esa Insert Tab D;k gS\ 

 ;g MS PowerPoint dk ,d cgqr gh rgRoiw.kZ Hkkx gksrk gSaA ftlds vkWI”kuksa dk iz;ksx djds ge viuh Presentation esa 

Table, Illustrations, Links, text, Media Clips etc. tSlh fptksa dks Insert djk ldrs gSaA bl Vsc dks Shortcut-Key (Alt + N) ds 

}kjk Access fd;k tk ldrk gSaA ;k fQj ekml ds }kjk Hkh mlds vkWI”ku ij fDyd djds ig q Wpk tk ldrk gSA bl VSc ds varZxr gesa 

10 VSc ns[kus dks feyrs gSa] tks fuEufyf[kr gSaA  

 

➢ Slides Group  

• ;g bl VSc dk lcls [kkl Qhpj gS] bldk mi;ksx djds vki vius PowerPoint Software 

esa Slides cukus dh “kq:vkr dj ldrs gksA vkidks blesa igys ls cus gq, Slides ns[kus dks 

fey tk;sxsaA ftUgsa Built in Slide dgk tkrk gSaA  

• New Slide Option ds varZxr igys ls cus gq, Placeholder Boxes gksrs gS] ftuesa vki Text Type 

djds Formatting and Possitioning dk dk;Z dj ldrs gSaA  

 

➢ Table Group  

• Table – bl vkWI”ku dk mi;ksx djds vki vius Slides esa Table cuk ldrs gSa] ;fn vkius igys dqN 

Text fy[k fy,s gSa] vkSj vki mUgsa Table Formate esa cnyuk pkgrs gSa] rks vki bl vkWI”ku dk mi;ksx 

djds og Hkh dj ldrs gSaA Table cukus ds fy, blesa vkidks vyx-vyx izdkj ds vkWI”ku fey tkrs 

gSA vki pkgs rks ekml dks Drag djds Table cuk ldrs gSa]  

• Insert Table  ds }kjk ;g r; fd;k tk ldrk gS] fd vkids Table esa fdrus Row and Column gksxsa vkSj 

fQj oSlk gh Table fey tk;sxkA ;k fQj vki Table dks Draw Hkh dj ldrs gSaA  

• blh vkWI”ku dk mi;ksx djds Excel Sheet ds ek/;e ls Hkh Table dks cuk;k tk ldrk gSaA  

 

➢ Image Group  

• bl xzqi dk mi;ksx djds vki MS PowerPoint Slides essa Image and ScreenShots dk iz;ksx dj 

ldrs gSaA ftuds mi;ksx ls vkids Presentation esa pkj pkWn yx tk;sxsaA blds varZxr vkidks dqy 

pkj vkWI”ku ns[kus dks feysxsaA tks fuEufyf[kr gSaA  

• Pictures – bl vkWI”ku dk iz;ksx djds vki vius daI;wVj ;k ySiVkWi esa fdlh Hkh yksds”ku ij lso Qkbyksa dk iz;ksx viuh 

Presentation esa dj ldrs gSaA  

• Online Pictures – bl vkWI”ku dk mi;ksx djus ds fy, vkids daI;wVj ;k ySiVkWi esa Internet Connect gksuk pkfg,] ftldh 

lgk;rk ls vki fdlh Browser ds ek/;e ls fdlh rgj dh Pictures dks viuh Slides cukus ds fy, mi;ksx esa ys ldrs gSaA  

• Screenshot – bl vkWI”ku dk iz;ksx djds ge viuh Presentation esa dk;Z ds nksjku fdlh Hkh izdkj dk vU; fdlh Windows 

dk Screenshot Insert dj ldrs gSaA  

• Photo Album – bl vkWI”ku dk mi;ksx djds vki vius }kjk balZV fd;s x;s Photos dh ,d Album rS;kj dj ldrs gksA  

 

➢ Illustrations Group 

• bl xzqi ds varZxr gesa fuEufyf[kr vkWI”ku ns[kus dks fey tkr s gSaA  

• Shapes – bl vkWI”ku dk iz;ksx djds vki vxy-vyyx Shapes dks vius Presantation esa 

,sM dj ldrs gksA tSls – Lines, Rectangle, Basic Shapes, Block, Arrows etc. 

• Icons – bl vkWI”ku dk iz;ksx djds vki viuh Presantation esa fofHkUu izdkj ds Icons dk bLrseky dj ldrs gSaA  

Insert Tab 
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• 3D Models – bl vkWI”ku dk iz;ksx djds vki viuh Presantation esa This Device  & Online ek/;e ls 3D Models dks balZV 

djk ldrs gSaA   

• SmartArt – bl vkWI”ku dk iz;ksx djds vki viuh Presantation esa SmartArt dks yxk ldrs gSa] ;g ,sls Shapes gksrs gSa] tks 

Communiction (ckrphr) dks n”kkZrs gSA blds vanj vkidks xzkfQDl fyLV vkSj izkslsl tSls cgqr ls Mk;xzke ns[kus dks fey 

tk;sxsaA ftUgsa balZV djus ds ckn muesa dqN Hkh oMZ Vkbi fd;k tk ldrk gSA  

 

• Charts – bl vkWI”ku dk iz;ksx djds vki vius Presantation esa Chart Insert dj ldrs gSaA bl vkWI”ku ds varZxr vkidks cgqr 

izdkj ds pkVZ ns[kus dks fey tk;sxsaA tSls – Column, Line, Pie, Bar, Area etc. 

 

➢ Add-ins Group 

• ;g MS Word dk ,d cgqr gh egRoiw.kZ vkWI”ku gS] ftldk mi;ksx djds ge vius MS Word esa mu Options 

dks Add dj ldrs gSa] tks gesa MS Word esa igys ls ugha fn;s x;s gSaA ftl izdkj gekjs Android Mobile esa 

Play Store gksrk gS] ftldk bLrseky djds ge mu lHkh Applcation & Softwares dks Install dj ysrs gSa] tks 

igys ls gekjs Mobile esa ugha fn;s gq,s gksrs gSaA  

 

➢ Links Group  

• Zoom – bl vk WI”ku dk iz;ksx djds tc ge viuh Slides rS;kj djrs gSa] rkss Presantation ds nkSjku gekjs 

}kjk r; fd;s x;s Slide, Section and Portion ij ge Direct tk ldrs gSaA blds varZxr gesa rhu vkWI”ku 

ns[kus dks feyrs gSaA tks bl izdkj gSa – Summary Zoom, Slide Zoom and Section Zoom. 

• Hyperlink – bl vkWI”ku dk mi;ksx djds vki viuh Presantation esa fdlh Hkh File, Folder, Photo, 

Video, Document and Websites dk Hkh Link add dj ldrs gSaA vki tc Hkh bl Link ij fDyd djsxsa] ;s Direct [kqy tk;sxhA 

• Action – bl vkWI”ku dk iz;ksx vki fdlh Hkh Symbol dks Action ns ldrs gS] eryc tSls gh vki ml Symbol ij fDyd djksxsa 

rks dksbZ u dksbZ Action Perform gksxkA  

 

➢ Comments Group 

• bl xzqi dk iz;ksx vki fdlh Hkh VsDLV ij Comment yxkus ds fy, dj ldrs gSaA  

• fdlh Hkh VsDLV ij Comment yxkus ds fy, lcls igys ml Text dks Select djuk gksxkA mlds ckn vkidks 

Comment Section ij fDyd djuk gksxk] mlds ckn lkbM esa ,d Comment Box [kqy tk;sxk] ftlesa vki viuk 

Comment Type dj ldrs gSaA  

 

➢ Text Group  

• ;g ,d cgqr gh egRoiw.kZ xzqi gSaA ftlds vUnj vkidks fuEufyf[kr vkWI”ku ns[kus dks 

fey tkrs gSaA  

• Text Box  - bl vkWI”ku dk mi;ksx djds vki ,d Text Box Draw dj ldrs gksA 

• Header & Footer - ;fn vki vius Printed page ds Åij ;k uhps dqN fy[kk 

gqvk pkgrs gS] rks vki Åij ds fy, Header rFkk uhps ds fy, Footer dk iz;ksx dj ldrs gSaA  

• Word Art – bl vkWI”ku dk mi;ksx djds vki vius Presentation esa Stylist Text dks fy[k ldrs gksA  

• Date & Time – bl vkWI”ku dk mi;ksx djds vki vkius Slides esa Current Date & Time dks Insert dj ldrs gSaA vkidks 

tgk ij Hkh Date & Time dks yxkuk flQZ ogk ij vius ekml ds dlZj dks ys tkuk gSaA bl vkWI”ku dk iz;ksx djds vki vius 

Header & Footer esa Hkh Date & Time dks yxk ldrss gksA  

• Slide Number – bl vkWI”ku dk mi;ksx djds vki vius lHkh Slides esa Number dks Insert dj ldrs gksA  

• Object – vki bl vkWI”ku dk mi;ksx djds vU; fdlh Hkh Software dh File dks MS PowerPoint esa Insert djk ldrs gSaA  
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➢ Symbols Group 

• bl xzqi ds varZxr vkidks nks vkWI”ku ns[kus dks feyxsa – Equation & Symbol. 

• Equation – bl vkWI”ku dk iz;ksx djds vki xf.kr ls lcaf/kr thrus Hkh QkWewys gSa] vki mu lHkh dks Vkbi dj 

ldrs gksA  

• Symbol –  

o bl vkWI”ku dk mi;ksx djds vki vius Slides esa fdlh Hkh Symbol dks Insert dj ldrs gSaA  

o bl vkWI”ku ds vanj vkidks cgqr lkjs Stylist Text Hkh fey tk;sxsa ftUgs Select djds Insert Button nckus ij og vkids 

Slide esa balZV gks tk;sxkA  

 

➢ Media Group  

• bl xzqi ds varZxr vkidks rhu vkWI”ku utj vk;sxsaA tks fd bl izdkj gSa – Video, Audio and Screen 

Recording. 

• Video – bl vkWI”ku dk mi;ksx djds vki viuh Presentation esa Video dks yxk ldrs gksA blds 

varZxr vkidks nks vkWI”ku feyrs gSa] This Device and Online Video.  

• Audio – bl vkWI”ku dk mi;ksx djds vki viuh Presentation esa Audio dks Insert dj ldrs gSaA blesa Hkh vkidks nks vkWI”ku 

feyrs gSa – Audio On my PC and Record Audio. 

• Screen Recording – bl vkWI”ku dk mi;ksx djds vki vius ySiVkWi ;k daI;wVj dh LØhu dks fjdkWMZ dj ldrs gksA bl vkWI”ku 

ij fDyd djrs gh vkids lkeus LØhu dks flysDV djus dk vkWI”ku vk;sxk] mlds }kjk vkidks ftrus Hkh LØhu dks fjdkWMZ djuk 

gSa] mrus fgLls dks flysDV dj yks rFkk “kkWVZdV (Window Key +Shift + Q)  dks nckdj mls vius Slide esa Insert djk nksA  
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Ikz”u-1 – MS PowerPoint esa Design Tab D;k gS\ 

 ;g MS PowerPoint dk ,d cgqr gh egRoiw.kZ VSc gS] ftldk bLrseky djds ge viuh Presentation vkSj vf/kd csgrj 

cuk ldrs gSaA bl VSc dks Access djus ds fy, Shortcut Key (Alt + G) dk mi;ksx fd;k tkrk gSaA vki pkgs rks bls ekml }kjk 

fDyd djds Hkh bls Access dj ldrs gksA blds varZxr gesa rhu xzqi ns[kus dks feyrs gSaA tks bl izdkj gSaaA Themes, Variants and 

Customize. 

 

➢ Themes Group  

• bl xzqi ds varZxr vkidks fofHkUu izdkj ds Themes 

ns[kus dks feysxsa ftudk mi;ksx vki vius Slides 

dk Design Set djus ds fy, dj ldrs gSaA blds 

Drop Down Arrow ij fDyd djus ij vkids lkeus vksj Hkh Themes [kqy tk;sxsaA ftUgssa vki vius Slides esa iz;ksx dj ldrs 

gSaA  

• ;fn vki pkgrs gSa fd Theme flQZ vkids Current Slide ij gh Apply gks] rks blds fy, vkidks ml Theme ij Right Click 

djds Apply to Selected Slides ij fDyd djuk gksxkA  

 

➢ Variants Group 

• vkius tks Theme Select fd;k gS mlds Different Shades bl 

Group esa vkidks feysxsa] muesa vkidks tks Hkh ialn gks ml ij fDyd 

djrs gh og lsV gks tk;sxkA  

• blds Drop Down Arrow ij fDyd djds vki vius Themes ds Color, Font, Effect and Background Style dks cny ldrs 

gSaA   

 

➢ Customize Group 

• bl xzqi ds varZxr vkidks nks vkWI”ku ns[kus dks feysxsaA  

• Slide Size –  bl vkWI”ku dk mi;ksx djds vki vius Slide ds Size dks cny ldrs gks] blesa vkidks nks lkbt 

feyrs gSaA Standard (4:3) and Widescreen (16:9), blesa vkidks Customize Slide dk Hkh Option feyrk gSa] 

ftldk mi;ksx djds vki vius fglkc ls lkbt dks cny ldrs gksA  

• Formate Backgrond – bl vkWI”ku dk mi;ksx djds vki vius Slide ds Background dks Formate dj ldrs gks] bl vkWI”ku 

ij fDyd djrs gh vkids Right Side esa ,d Dialog Box Open gks tk;sxkA ftlesa vkidks Formate Background ds fofHkUu 

izdkj ds Formate Option ns[kusa dks fey tk;sxsa] muesa tks Hkh vkidks mi;ksx djuk gSA ml ij fDyd dj nks vkSj og vkids 

Slide esa Insert gks tk;sxkA   

  

Design Tab 
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Ikz”u-1 – MS PowerPoint esa Transitions Tab D;k gS\ 

 ;s ,d cgqr gh mi;ksxh xzqi gS] bl xzqi ds vkWI”kuksa dk mi;ksx fdUgha nks Slides ds chp dh nwjh esa Effects Mkyus ds fy, 

fd;k tkrk gSaaA bls Access djus ds fy, Shortcut-Key (Alt + K) dk mi;ksx fd;k tkrk gS] vki pkgs rks bls ekml ds }kjk  ml 

ij fDyd djds Hkh Access fd;k tk ldrk gSaA blds varZxr gesa flQZ rhu gh vkWI”ku ns[kus dks feyrs gSaA  

 

➢ Preview Group  

• bl xzqi ds varZxr vkidks flQZ ,d gh vkWI”ku ns[kus dks feyrk gS] ftl ij fDyd djds vkius tks Transition Set 

fd;k gSA mls ns[k ldrs gSaA  

 

➢ Transition to this Slide  

• bl xzqi ds vanj vkidks fuEufyf[kr vkWI”ku ns[kus dks feyrs gSaA  

• Transition – Transition Drop Down Arrow ij fDyd djds vki fdlh Hkh Transition dk mi;ksx dj ldrs gSaA  

• Effect – vkius ftl Hkh Transition dks Select fd;k gS] mlls lEcfU/kr Effect and Options bles fn[kkbZ nsus yxrs gSaA muesa 

ls tks Hkh Effect vkidks yxkuk gS] ml ij fDyd djds Preview ns[k ldrs gksA  

 

➢ Timing Group 

• bl xzqi ds varZxr vkidks fuEufyf[kr vkWI”ku ns[kus dks fey tkrs gSaA 

• Sound – bl vkWI”ku dk mi;ksx djds vki Ttransition Effect ds lkFk esa 

Sound dk Hkh  mi;ksx dj ldrs gSaA tc Hkh ,d Slide nwljh Slide esa Enter 

djsxh] rc vkidks ml Sound dh vkokt vk;sxhA blesa vkidksa cgqr lkjs Sound 

ds vkWI”ku ns[kus dks fey tkrs gSaA rFkk vki Other Sound ij fDyd djds Hkh vius daI;wVj esa Save Sound dk Hkh mi;ksx dj 

ldrs gksA  

• Duration – bl vkWI”ku dk mi;ksx djds vki vius transition Effect dks fdruh nsj pykuk gS] mldk Time Set dj ldrs 

gksA  

• Apply to All – bl vkWI”ku ij fDyd djus ij Sound and Duration lHkh Slides ij lsV gks tk;sxkA 

• On Mouse Click – tc Hkh vki bl vkWI”ku ds lkeus okys ckWDl es fVd yxkrs gSa] rks ekml ds }kjk fDyd djus ij vxyk 

Slide vk tk;sxkA vkSj ;fn vki bl ckWDl esa fVd ugha yxkrs gSa] rks ;g Automatically vk,xkA 

• After – bl vkWI”ku dk mi;ksx djds vki ;g lsV dj ldrs gSa fd fdrus lsdaM ds ckn nwljh Slide vk;sxhA 

  

Transitions Tab 
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Ikz”u-1 – MS PowerPoint esa Animations Tab D;k gS\ 

 ;s Tab gekjs }kjk cuk;s tkus okyss Presentations dh tku gksrk gS] bl Tab ds vkWI”kuksa dk mi;ksx djds ge viuh Slides 

esa Animations Effect Mkyus ds fy, djrs gSaA tks gekjh Presentation dks vkSj Hkh vf/kd Effective cuk nsrk gSaA bl VSc dks 

Shortcut-Key (Alt + A) ds }kjk Access fd;k tkrk gSA ge pkgs rks bls ekml ds }kjk fDyd djds Hkh Access dj ldrs gSaA blds 

varZxr gesa fuEufyf[kr vkWI”ku ns[kus dks feyrs gSaA  

 

➢ Preview Group  

• bl xzqi dk mi;ksx djds vki vius Slides ij tks Animation yxk;k gS] mlds Preview dks ns[k ldrs gSaA blds 

Drop Down Arrow ij fDyd djus ij vkidks nks vkWI”ku ns[kus dks feyrs gSaA  

• Preview – bl vkWI”ku ij fDyd djds vki vius Animation dk Preview ns[k ldrs gksA 

• Auto Preview – bl vkWI”ku ds lkeus okyk ckWDl psd gksxk] rks Animation Apply djrs gh Preview fn[kkbZ nsus yxsssxkA  

 

➢ Animation Group 

• bl xzqi ds vkWI”kuksa dk mi;ksx djds vki 

vius Text, Image or Shapes esa Ani-

mation dks Add dj ldrs gks] blds 

fy, vkidks ftl Hkh Text, Image or Shape ij vkidks Animation yxkuk gS] mls Select djuk gksxkA mlds ckn ftl Hkh 

Animation dks yxkuk gS] ml ij fDyd djuk gksxkA  

• Effect Option -  vkius ftl Hkh Animation dk mi;ksx fd;k mlls lacfU/kr Effects vkidks fn[kkbZ nsus yxrs gSa] muesa ls 

vkidks tks Hkh Effect yxkuk gks ml ij fDyd djds Preview ns[k ldrs gSaA  

 

➢ Advance Animation Group  

• Add Animation – bl vkWI”ku dk mi;ksx djds vki vkSj Hkh T;knk Advance Animations 

dks Add dj ldrs gSaA  

• Animation Pane – bl vkWI”ku ij fDyd djus ij vkids foaMks ds Right Side esa Animation 

Pane Open gks tk;sxkA vkius ftrus Hkh Animations dk mi;ksx vius Slides esa fd;k gS] mu 

lHkh dh fYkLV vkidks bl Pane esa fn[kkbZ nsxhA ftudks vki Edit, Remove or Up and Down dj ldrs gSaA 

• Trigger – bl vkWI”ku dk mi;ksx djds vki Animation dks Trigger dj ldrs gSaA tSls fd vki fdlh Image ij Mouse ls 

fDyd djrs gS] rks ;s Text Show gks] mlds fy, Trigger dk mi;ksx fd;k tkrk gSA 

• Animation Painter – bl vkWI”ku dk mi;ksx djds vki fdlh nwljs Text or Object ij Same Animation Apply dj ldrs 

gksA    

 

➢ Timing Group  

• Start – bl vkWI”ku ij fDyd djds vki vkius Animation dks Start dj ldrs gksA 

• Duration – bl vkWI”ku dk mi;ksx djds vki vius Animation ds Duration dks Set 

dj ldrs gksA 

• Delay – bl vkWI”ku dk mi;ksx djds vki vius Animation dks Delay dj ldrs gksA  

• Move Earlier/Move Later – bl vkWI”ku dk mi;ksx djds vki vius Text or Object esa yxs Animations dks Åij ;k uhps 

dj ldrs gksA  

  

Animations Tab 
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Ikz”u-1 – MS PowerPoint esa Slide Show Tab D;k gS\ 

 ;s MS PowerPoint dk ,d cgqr gh egRoiw.kZ ,oa mi;ksxh VSc gSA ftldk mi;ksx djds ge viuh Presentation dks Show 

djk ldrs gSaaA bls Access djus ds fy, Shortcut-Key (Alt + S) dk mi;ksx fd;k tkrk gS] ;fn vki pkgs rks bls ekml ds }kjk Hkh 

fDyd djds Access fd;k tk ldrk gSaA blds varZxr gesa rhu xzqi iznku fd;s x;s gSaA tks fuEufyf[kr gSaA  

 

 

➢ Start Slide Show Group  

• bl xzqi ds varZxr vkidks fuEufy[kr vkWI”ku ns[kus dks feysxsaA 

• From Beginning – bl vkWI”ku ij fDyd djus ls vkidk Slide Show, First 

Slide ls pyuk “kq: gksxkA 

• From Current Slide – bl vkWI”ku ij fDyd djus ij vkidk Slide Show, 

Current Slide ls pyuk “k q: djsxk vFkkZr vkids lkeus Screen ij tks Slide utj vk jgk gksxk] Slide Show Hkh ogh ls Start 

gksxkA  

• Present Online – bl vkWI”ku dk mi;ksx djds ge vius Slide Show dks Web Browser ds ek/;e ls Show djkus ds fy, 

dj ldrs gSaA  

• Custom Slide Show – bl vkWI”ku dk mi;ksx djds vki dsoy mUgha Slides dks Slide Show ds nkSjku pyk ldrs gks ftUgsa 

vki pykuk pkgrs gksA tSls fd vkids ikl 15 Slide Availbe gSa] vkSj vki dsoy 1,5,7,9,12,14 dks gh Show djkuk pkgrs gks] 

rks bldk mi;ksx djds djk ldrs gksA  

 

➢ Set Up Group  

• bl xzqi ds varZxr vkidks fuEufyf[kr vkWI”ku ns[kus dks 

feyrs gS] tks fUkEu fyf[kr gSaA  

• Set Up Slide Show – bl vkWI”ku dk mi;ksx djds vki 

Slide Show ds fy, Advance Setting dj ldrs gksA  

• Hide Slide – bl vkWI”ku dk mi;ksx djds vki Slides dks Hide dj ldrs gksA blds fy, vkids foaMks ds ys¶V lkbM esa vk 

jgha Slides esa ls ml Slide dks Select dj ys ftls Hide djuk gS] vkSj mlds ckn Hide okys vkWI”ku ij fDyd dj nsaA  

• Rehearse Timings – bl vkWI”ki dk mi;ksx djds vki [kqn gh Slide Show pykdj Timing Set dj ldrs gSaA vFkkZr tc Hkh 

Slide Show Run gks rks gj pht fdrus le; ds fy, fn[kkbZ ns ;s lc Rehearse Timing ds }kjk Set fd;k tk ldrk gSA  

• Record Slide Show – bl vkWI”ku dk mi;ksx djds vki vius Slide Show dks Record dj ldrs gksA blds varZxr vkidks 

nks vkWI”ku ns[kus dks feyrs gSaA  

o Record From Current Slide – bl vkWI”ku dk mi;ksx djds vki vius Current Slide dh Recording Start dj 

ldrs gksA  

o Record From Beginning – bl vkWI”ku dk mi;ksx djds vki vius Slide Show dks Start ls Record djuk “kq: 

dj ldrs gSaA 

• Play Narration -  bl ds psd ckWDLk dks fVd djds vki Slide Show ds nkSjku Narration dks Play dj ldrs gksA  

• Use Timing - ;fn vki Timing dk mi;ksx djuk pkgrs gSa] rks blds psd ckWDl dks fVd djnsa vkSj ;fn vki Timing dk 

mi;ksx ugha djuk pkgrs gSa] rks blds psd ckWDl dks vufVd dj nsaA 

• Show Media Controls – bl vkWI”ku dk mi;ksx Slide Show ds nkSjku Audio or Video dks Control djus ds fy, fd;k 

tkrk gSA  

 

Slide Show Tab 
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➢ Monitors Group  

• bl xzqi ds varZxr vkidks flQZ nks gh vkWI”ku ns[kus dks feyrs gSaA  

• Monitor -  ;fn vkids daI;wVj essa ,d ls T;knk Monitor yxsa gks] rks vki 

vius Slid Show dks fdl Monitor ij Display djuk pgkrs gks] vki bl 

vkWI”ku dk mi;ksx dj ldrs gSaA ;fn vki Automatic Choose djrs gSa] 

rks PowerPoint [kqn gh Decide dj ysxk fd fdl Monitor ij Output 

nsuk gSA 

• Use Presenter View - ;fn vkids daI;wVj esa ,d ls T;knk Monitor gSa] rks Monitor ij Full Screen Slide Show ns[k ldrs 

gS rFkk nwljs Monitor ij ml Slide ls lacfU/kr Timing and Speaker Notes fn[kk;s tk ldrs gSaA ;fn vkids ikl flQZ ,d 

gh Monitor gS] rks vki Alt + F5 Press dj ldrs gSaA Presentor view ns[kus ds fy,A  

  



 

 
18 

 

LEKHRAJ SINGH TRAINING INSTITUTE PVT. LTD. 

 

Ikz”u-1 – MS PowerPoint esa Review Tab D;k gS\ 

 ;g MS PowerPoint  dk ,d cgqr gh egRoiw.kZ Tab ftldk iz;ksx djds ge viuh Presentation dks vkSj vf/kd izHkko”kkyh 

cukus ds fy, djrs gSaA bl Tab ij tkus ds fy, Shorcut Key  (Alt + R) dk iz;ksx fd;k tkrk gSa] rFkk ekml ds }kjk Hkh bl VSc 

ij igqWpk tk ldrk gSA blesa gesa  vkB xzqi iznku fd;s x;s gSaA tks fuEufyf[kr gSaA  

 

➢ Proofing Group  

• bl xzqi dk mi;ksx vius  Slides esa fy[ks x;s “kCnksa dh Proofing vFkkZr~ ijekf.kr djus djus ds fy, fd;k 

tkrk gS] bl xzqi ds varZxr rhu vkWI”ku ns[kus dks fey tkrs gSaA  

• Spelling & Grammar – bl vkWI”ku dk iz;ksx djds vki vius Slides esa fy[ks x;s “kCn dh Spelling & 

Grammar dks Check dj ldrs gSaA tc vki bl vkWI”ku ij fDyd djrs gSa] rks ;fn vkids Document esa 

dksbZ “kCn ;k okD; xyr gksrk gS] rks ,d Mk;ykWx ckWDl vksiu gks tkrk gSA tks Hkh “kCn ;k okD; xyr gksrk gS oks ogk ij Show 

gks tkrk gS vkSj lkFk gh oks mlls lEcf/kr okD; dks ogk fn[kk nsrk gSaA ftls vki vius vuqlkj cny ldrs gSaA  

• Thesaurus – bl vkWI”ku dk mi;ksx djds vki vius Document esa fy[ks x;s “kCn ;k okD; esa lekUkkUrj “kCn [kkstus ds fy, 

fd;k tkrk gSA  

 

 

➢ Accessibility Group 

• bl xzqi dk mi;ksx djds vki ;g ns[k ldrs gSa fd vkidh Slides esa fdlh Hkh izdkj dk dksbZ Error rks ugha gSA 

vFkkZr vkids Slides esa dksbZ Hkh ,slk “kCn ;k okD; ftls i<+uk eqf”dy gks] rks ;g vkidks ml “kCn ;k okD; dks 

<w<+ dj crk nsxk vkSj lkFk gh vki bl vkWI”ku dk iz;ksx djrs gq, mls Bhd Hkh dj ldrs gksA  

 

 

➢ Insights Group 

• bl xzqi ;k vkWI”ku dk mi;ksx djds vki vius Presentation ds fdlh Hkh Definition, Image, Web Pages etc. ds 

ckjs esa fjlpZ dj ldrs gSaA  

 

 

➢ Language Group 

• bl xzqi ds varZxr vkidks nks vkWI”ku ns[kus dks feyrs gSaA tks fuEUk fyf[kr gS – 

• Translate – bl vkWI”ku dk mi;ksx djds vki vius Document esa fy[ks x;s iSjkxzkQ] ykbu] “kCn ;k iwjs 

Document dks gh vki fdlh Hkh Hkk’kk esa Translate dj ldrs gSaA ysfdu blds fy, Internet dk gksuk 

cgqr gh vko”;d gSA  

• Language – bl vkWI”ku ds varZxr nks vkSj vkWI”ku vkidks ns[kus dks fey tk;sxsaA 

o Set Proofing Language – bl vkWI”ku esa vki ftl Hkh Hkk’kk dks lsV djsxsa] rks Proofing Tab mlh Hkk’kk ds vuqlkj 

dk;Z djsxkA blesa By Default English Language Select gksrh gSaA ftldks vki viuh lqfo/kk ds vuqlkj cny ldrs 

gSaA mlds vidks ml Hkk’kk dks ,sM djuk gksxkA 

o Language Preferences – bl vkWI”ku dk mi;ksx djds vki vius MS Word ds foaMks dks bafXy”k ls nwljs Hkk’kk esa 

cny ldrs gSa vFkkZr ;fn vki bls fgUnh esa djrs gSa] rks vkids MS Word ds lkjs Tabs, Groups, Option lHkh fgUnh 

esa Show gksus yxsxsaA  
 

 

➢ Comment Group 

• bl xzqi dk mi;ksx djds vki vius fdlh Hkh “kCn] iSjkxzkQ ;k okD; esa Comment yxk 

ldrs gSaA  

• New Comment – bl vkWI”ku dk mi;ksx fdlh Hkh Word, Heading, Topic vkfn 

ij Comment yxkus ds fy, fd;k tkrk gSA 

Review Tab Review Tab 
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• Delete – bl vkWI”ku dk mi;ksx djds fdlh Hkh Word, Heading, Topic vkfn ij tks Comment yxk gS mls Delete djus 

ds fy, fd;k tkrk gSaA 

• Previous – bl vkWI”ku dk iz;ksx Page ij igys ls fy[kh Comment ij ihNs tkus ds fy;s fd;k tkrk gSA 

• Next – bl vkWI”ku dk iz;ksx Page ij igys ls fy[kh Comment ij  vkxs tkus ds fy;s fd;k tkrk gSA 

• Show Comment – bl vkWI”ku dk mi;ksx ist ij yxs gq, Comments dks Show & Hide djkus ds fy, fd;k tkrk gSA 

 

 

➢ Compare Group  

• bl xzqi ds varZxr gesa fuEufyf[kr vkWI”ku ns[kus dks feyrs gSA  

• Compare – bl vkWI”ku dk iz;ksx djds vki fdUgha nks Documents dks vkil esa 

Compare djds ;g Kkr dj ldrs gS fd bu nksuks esa D;k-D;k lekurk,sa gSaA  

• Combine – bl vkWI”ku dk iz;ksx djds fdUgha nks MkWD;wesaV dks  Combind fd;k 

tk ldrk gSA  

• Accept – bl vkWI”ku dk mi;ksx djds vki lHkh Changes dks Accept dj ldrs gSaA  

• Reject – bl vkWI”ku dk mi;ksx djds vki ;fn Document esa gq,s cnykoksa dks Lohdkj ugh djuk pkgrs rks mUgsa Reject dj 

ldrs gksA  

• Preview – bl vkWI”ku dk mi;ksx djds vki fiNys Changes ij tk ldrs gSA 

• Next - bl vkWI”ku dk mi;ksx djds vki vxys Changes ij tk ldrs gSA 

• Reviewing Pane – bl vkWI”ku dk mi;ksx djds vki Reviewing Pane dks Show dj ldrs gSA 

• End Review – bl vkWI”ku dk mi;ksx djds vki vius Review dks End ;kfu can dj ldrs gSA  
 

 

➢ Ink Group 

• bl xzqi dk mi;ksx djus ds fy, vkidks lcls igys File Tab ij fDyd djds Option esa tkdj Customize 

Ribbon is tkuk gS] mlds ckn vkidks Draw okys vkWI”ku dks Select djds Ok ij fDyd dj nsuk gSA mlds 

ckn vkids MS Window esa Draw dk ,d u;k VSc tqM+ tk;sxkA  

• vki bl VSc ds }kjk vius bl MkWD;wesaV esa dqN Hkh Draw dj ldrs gSaA Hide Ink dk mi;ksx mlh Drawing 

dks Show & Hide djus ds fy, fd;k tkrk gSA  

 

 

➢ OneNote Group 

• bl xzqi dk mi;ksx djds vki vius MkWD;wesaV dks OneNote ds lkFk fyad dj ldrs gksA  
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Ikz”u-1 – MS PowerPoint esa View Tab D;k gS\ 

 bl xzqi dk mi;ksx vius Slides dks vyx-vyx Views esa ns[kus ds fy, fd;k tkrk gSaA ;g ,d cgqr gh egRoiw.kZ VSc gSA 

bldks ,Dlsl djus ds fy, “kkWVZdV-dh (Alt + W) dks nckds fd;k tk ldrk gS] vki pkgs rks bls ekml }kjk Hkh Access dj ldrs 

gksA blds varZxr gesa dqy lkr xzqi ns[kus dks feyrs gSaA  

 

 

➢ Presentation View Group 

• bl xzqi ds var Zxr gesa fuEufyf[kr vkWI”ku ns[kus dks feyrs gSaA  

• Normal – bl vkWI”ku dk mi;ksx djds vki viuh Presentation dks Slide by Slide 

Edit dj ldrs gS vkSj lkFk gh vki bls Left Side esa Thumbnail esa ns[k ldrs gSaA 

By Default :Ik ls Normal gh lsV gksrk gSA 

• Outline – bl vkWI”ku dk mi;ksx djds vki ,d Slide ls nljs Slide ij rsth ls Jump dj ldrs gSa] vkSj lkFk gh vklkuh ls 

Editing Hkh dj ldrs gSaA  

• Slide Sorter – bl vkWI”ku dk mi;ksx djds vki vius Slide dks Rearrange dj ldrs gksA ;kfu vki vius Slide dks vkxs 

ihNs dj ldrs gksA blesa Slides Presentation esa Thumbnail ds :Ik  esa fn[kkbZ nsrh gSaA vkidks ftl Hkh Slide dks vkxs ;k 

IkhNs djuk gks] ml ekml ls fDyd djds Drag djds ml txg NksM+ nks tgk mls ys tkuk gSA 

• Notes Page – bl vkWI”ku dk mi;ksx djds vki ;g ns[k ldrs gS] fd vkidh Presentation Print gksus ds ckn Notes ds lkFk 

dSlh fn[ksxh] vki bls Check or Edit Hkh dj ldrs gSaA  

• Reading View – bl vkWI”ku dk mi;ksx djds vkius vius rS;kj Slides esa tks Hkh Transition or Animation yxk, gSa] mUgsa 

Check dj ldrs gSaA ;g vkWI”ku Slide Show dh rjg gh gSA ysfdu Slide Show esa Full Screen avkrk Fkk ij blesa Full 

Screen ugha vkrk gSA 

 

➢ Master View Group  

• bl xzqi ds varZxr gesa fuEufyf[kr vkWI”ku ns[kus dks feyrs gSaA  

• Slide Master – bl vkWI”ku dk mi;ksx djds vki vius Slide dks Quick Change dj ldrs gSaA rFkk 

bls ,d u;k yqd ns ldrs gSaA  

• Handout Master – bl vkWI”ku dk mi;ksx djds vki vius Slides dks Customize dj ldrs gSa] 

vFkkZr vki vius Slides esa Header, Footer, Date and Page Number dks Show, Hide or Set dj ldrs gSaA vki bl vkWI”ku 

dk iz;ksx djds  ,d Page ij ,d ls vf/kd Slides dks yxk ldrs gSaA  

• Notes Master - bl vkWI”ku dk mi;ksx djds vki ;g ns[k ldrs gS] fd vkidh Presentation Print gksus ds ckn Notes ds 

lkFk dSlh fn[ksxh] vki bls Customize Hkh dj ldrs gSaA 

 

➢ Show Group  

• bl xzqi ds varZxr gesa fuEufyf[kr vkWI”ku ns[kus dks feyrs gSaA  

• Ruler – bl vkWI”ku dk mi;ksx djds vki Ruler dks Show or Hide djk ldrs gSaA  

• Gridlines – bl vkWI”ku ds lkeus okys psd ckWDl esa fDyd djds vki Gridlines dks Show or Hide djk 

ldrs gksA   

View Tab 
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• Guides – bl vkWI”ku ds lkeus okys psd ckWDl esa fDyd djrs gh Slide ds Center esa Cross djrs gq, nks ykbusa vk tk;sxhA 

ftlesa vkidks ,d gh lkbt ds pkj cjkcj Hkkx fn[kkbZ nsxsaA 

• Notes – bl vkWI”ku dk mi;ksx djds vki vius Slide esa Quick Notes dks Add dj ldrs gS] vki tSls gh bl vk WI”ku ij 

fDyd djsxsa] rks vkids Slide ds uhps dh vksj Notes Area fn[kkbZ nsxkA ftl ij Click to add Notes fy[kk gqvk vk;sxkA ;gk 

ij fDyd djds vki vius Notes dks Type dj ldrs gSaA  

 

➢ Zoom Group  

• bl xzqi ds varZxr gesa nks vkWI”ku ns[kus dks feyrs gSaA  

• Zoom – bl vkWI”ku dk mi;ksx djds vki vius Slides dks Zoom dj ldrs gksA  

• Fit to Windows - ;fn vkius Zoom Option dk mi;ksx djds vius Slide dks NksVk ;k cM+k fd;k gks] rks 

bl vkWI”ku dk iz;ksx djds mls iqu% igys dh fLFkfr  esa ykus ds fy, fd;k tkrk gSA 

 

➢ Color/Grayscale Group 

• bl xzqi ds varZxr gesa rhu vkWI”ku ns[kus dks feyrs gSaA  

• Color – bl vkWI”ku dk mi;ksx djds vki vius Presentation dks Full Color ns[k ldrs gksA  

• Grayscale – bl vkWI”ku dk mi;ksx djds vki vius Presentation dks Grayscale esa ns[k ldrs gS] blesa 

vki Color dks Customize Hkh dj ldrs gSaA  

• Black & White - bl vkWI”ku dk mi;ksx djds vki vius Presentation dks Black & White esa ns[k ldrs gSaA  

 

➢ Windows Group 

• bl xzqi ds varZxr gesa fuEufyf[kr vkWI”ku ns[kus dks feyrs gSaA  

• New Window – bl vkWI”ku dk iz;k sx djds vki ,d New Window Open dj ldrs 

gSA  

• Arrange All – bl vkWI”ki dk iz;ksx djds vki lHkh Open Windows dks ,d lkFk 

Screen ij ns[k ldrs gSA 

• Cascade – bl vkWI”ku dk mi;ksx djds vki viuh lHkh [kqyh gqbZ foaMks dks Cascading Style esa ns[k ldrs gSaA 

• Move Split – bl vkWI”ku dk mi;ksx djds vki Slide Pane, Note Pane and  Slide Area dks ?kVk ;k cM+k ldrs gS] blds 

fy, vki Keyboard ls Arrow Key dk mi;ksx djds cM+h gh vklkuh ls Area Move dj ldrs gSaA blls ckgj vkus ds fy, 

Enter Press djuk gksxkA  

• Switch Window – bl vkWI”ku dk iz;ksx ,d lkFk Open dh xbZ Windows esa ,d Window ls nwljh Window ij tkus ds 

fy, fd;k tkrk gSA 

 

➢ Macros Group  

• Macros - ;fn  vkidks vius Document esa ,d gh tkudkjh dks ckj-ckj iz;ksx  djuk iM+rk gS] rks vki bl xzqi dk 

mi;ksx dj Record Macros esa ,d ckj fy[kdj vki ml tkudkjh dks ckj-ckj fy[kus ds fy, iz;ksx esa ys ldrs gSaA 

blds fy, ge “kkWVZdV-dh cuk ysrs gSa] vkSj tc Hkh gesa ml tkudkjh dks fy[kus dh vko”;drk gksrh gS] rks ml 

“kkWVZdV-dh dk mi;ksx dj ysrs gSaAa  

 

 

 

 

 

 

 

 


