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I Ud Presentation Programming Appliction Software & | I8 Software MS PowerPoint, MS Excel @ a=g &
MS Office Suite @1 T& w17 81 1 9 Microsoft PowerPoint or PPT ¥ ®gr Tar & | $9& SudrT Personal and
Professional Presentation &1 a1 & forg fhar Sirar 2| = fandl Uiotae &1 ¥, dietol a7 3ffftha & Image, Video and
Graph & gRT g@aRerd w9 ¥ qwiv & forg Slides &1 IuanT f&ar Siar g | 58 99 & g PowerPoint Presantation
Software &1 SUART f&HAT ST & | $99 Presantation a9 & oy & YR & Futures Ais[@ 81 © | RT96T SUIRT IR
39 Teh 9gd 8l 3MHNd Presantation a1 |ahd & | MS PowerPoint @1 ®Tset &1 File Extantion (.PPT) &rdT 2 |

¢ History of MS PowerPoint

MS PowerPoint &I Forethought Inc. Software Company # 3fa< iRaw iR S <ifRed gRT a9 = o, g9
Software &1 aue™ 20-Apr-1987 &1 Refist fHar 1| T S\ b 72 a1 &1 39 Microsoft Companie @& gRT @G
foram T, @ & T A Microsoft PowerPoint g 3 |

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
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e Finance Department — Finance @ &3 # SH®I IUANT doic AR aiffe Rufe o1 e & forg faar Siar 2
e Sales and Marketing — 39 &3 ¥ 319 Product &1 WRd &=1 & fofg PowerPoint &1 SUANT a1 SIrem 2 |
e Personal — SH®T SYART MY FfdTd HRIT & o0 W) B Fhd 81| O — STHfed, 1T, giRaiRe AHRIE e |
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TR AMTS A U AT &foe g8rm, e d1gs aR # a1 u&R @ Applications fawi, I+ Powerpoint @r
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AR Powerpoint Open 8 & 91§ §B §9 <8 &1 ol R, 99 & amua i whie W g © <& 2|
e & W 3Mud! Blank Presentation few@rs <7 dm S & AT # 3FDI YSHS <Helcd fi@g Ui |

o I TR A SR & AR Y T e # 30 BRI & A9 & SHeicd Td W HR Fhd B |

e 3T Powerpoint @ 3feR 3MEN! qR St W & f&Har B8R, 98 ¥ wigerd Rl 3R Recent # <@+ &l fiyel ST |
e PowerPoint @ ¥l wIgalt & PPT dlerd € |

PowerPoint

Recent

Pinned

Pin files you want to easily find later. Click the pin icon that appears when you
hover over a file.

Last Week

Project Management 1 Infographics Dark
F: » Workshop » 1000-Customizable-PPT-Templates » 1000+ Cust...

Agenda Infographics 1 - PowerPoint Template
F: » Workshop » 1000-Customizable-PPT-Templates » 1000+ Cust...

Icon Sets for Presentation and Designing 2
F: » Workshop » 10000-Editable-lcon-Sets » 10000+ Editable Ico...
Older

10. Ten Day in Computer Fundamentals
ankur kumar's OneDrive » Desktop » serve visitors » Computer Fu...

Presentation1
ankur kumar's OneDrive » Desktop

Banner
ankur kumar's OneDrive » Documents

Presentation1ds
ankur kumar's OneDrive » Desktop » extra

11. Eleven Day in Computer Fundamentals
ankur kumar's OneDrive » Desktop » serve visitors » Computer Fu...

9. Nine Day in Computer Fundamentals
ankur kumar’s OneDrive » Desktop » serve visitors » Computer Fu...
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> Quick Access Toolbar $8 TaR @ ST S5 W S Bl Y& Offdl &, fSTd) 84 SRR repe=mT,;
SIETYHAT Ul 81 3R 9 <l P8I AR B & | dl BRI BT MAM a9 & oy S 39
TAIR H Ug @) forar Smar 2

> Title Bar s9% g9 gRT Save f53 31 Presentation T = fwars T ¥ |

> Title Bar & 3% I @1 3R 88 Ud IR fow@rs <ar 8, = Menu Bar &&1 SIraT 8 | fST9H &9 31eliT-31elT YR &
g @A Bl eld B

Insert  Design Transitions  Animations  Slide Show  Review  View

» MenuBar & &1& g 8% o <4 & folT SOF1-31UAT Udh el &I w9 I &1 Re= (Ribbon) ok mar 81 < fs
STET-3TET o # 9T gl BT 2 |

== X Cut \J Fllayout~ e (Body) oa oA K4 iZei=- = ||f} Text Direction - NNOOO DD ‘7.\‘ L2 Shape Fill - OFind
pasia B CoPY - oy CReset o A (£ Align Text - AL LD &G e B Shape Outline 2 52 Replace <
ste ew AV. pa- W A, ==== ., — Arrange Quick
- Format Painter  “Bsection- | B T U § s 8- A - = T2 Comvertto SmartAt - | % YA {3 Fls . " shape Effects~ [} Select~
Slide Styles
Clipboard ~ Slides Font. [ Paragraph [ Drawing 5 Editing A~

» Windows Controling Buttons
> Title bar & Wrge W8S # & Windows Controling Button (Minimize, Restore Down and Close) <@+ &I fierd
=

Windows + M &I Ta 1T a9 TR fAHHSS o) dad 2 |
Alt +Space + R &I T& A1 g9 R IS & RER ST R A6 ¢ |
Alt + Space + X &I & A1 g9 W IS 1 HfqAss o= dad 2|
Alt + F4 or Alt + Space + C ¥ Taial Bl Fallol $R Hhdl ¢ |

e JfT g PowerPoint &1 s fhy 997 € Document &7 g ®=AT aed 8, o1 S9@ forg Ctrl + W &l g9 |

0O O O O

» Zooming Level (In or Out)

e X 3y Zoom In BT TBI &, AT SOd oI Aave diars & Ctrl 92 &I gdT &) I 3R |Zom T X
A1 € A8 b Bhiel dR (Scroll Bar) @1 3RT &1 3R gAY | P —
e I 3MT Zoom Out AT T8 &, df SHd ol AdueH #Iars & Ctrl 927 BT al B W 3R | O a0
Ter € HIS & YT AR (Scroll Bar) B o () @) iR g | O o
o AR o AR A1 wiEHE Alt+V +Z & R A S el B Ae [bAT o el B | o
e MS PowerPoint # a9 &H Zooming Size - 10% 3R H&¥ S7&T Zooming Size - 400% &rar O
%l oK Cancel
e PowerPoint % Ruler @ Show & Hide ®== & forv wduerm View Tab # S iR S9+ faa Ruler
T Show Group # ST 3R I9H Ruler & @M &I Id HR < | S0 ddH B ol 3BT
Ruler fawré 3 wmm | [ ] Gridlines
o IR} My O A g YU & "egw & 3y Grid Lines &7 i Show & Hide &v1 Wb & | [] Navigation Pane
Show

e Zoom Slider @ Left Side # & &% Slide View <@+ & fiyat 5iram €, i (Normal, Slide Sorter, Reading View,
Slide Show) ¥ aR Y&R & View T@ &7 e 2| ENEE =i

oo

e Slide View & Left Side # & Comments &1 =M <@ B Ad o1ar &, o R faeds o= & (98 comments |
Comments ¥ Related T& Window Right Side # Open &I STar & | fSTadT STANT & &4 =
3= Slide & w=f*rd Comments add &R Fdhd 2 | C?;”Nze”ts

There are no comments in this presentation.

Be the first to add a comment!
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9%.1 — MS PowerPoint § File Tab T 2?

39 9 & 3fchTa & Presentation § @R & =g faf= fawer Y T g0 €1 O & oy 39
File tab R faete #=a &, A1 el fafv=1 <9 fawE <o

T € | ST — New, Open, Save, Print, Export etc. Info
Protect Presentation
) Control what types of changes people can make to this presentation.
Protect
.:. I nfo _ Presentation ~
Ig File Tab & 3 MS PowerPoint &1 U& agd & N
II%?CFIUT G:ﬁ-Q-l:r Eﬁ?ﬂ %l E; Q:IEﬁ m—rr W E'F[ m @ Befare publishing this file, be aware that it contains:
R . Check for Document properties and author's name
Presentation @7 Protect &= |ad 8 | Sl — e S Iy S
. ) Account
e Protect Preseqtatlon — 39 39 BT YANT b gH a Manage Presentation e
Eﬂ'q:ﬁ Pl’esentatlon Eﬁ- W ?@ﬁ Eﬁ m q Qlaé o? Manage F] There are no unsaved changes. e
QqEBa %-" a‘rﬁ; 3T a‘ﬂ' W W Q%’l W—(‘% a:lﬁ—rlﬂ' g—ﬁ- Presentation - Options

frreforRad sifwrm <@y o fead g

1. Always Open Read Only — §9 3if@M &1 SUIRT &R 8H 370 BIS DI B U Fd 941 AHd &, fhe IaH
el Y UBR BT geg el fHar ST Aehdr 2 |

Encrypt With PassPowerPoint — 5 i@ &7 TN dRa MY 310 BIgdl W YIS o A & |

Restrict Editing — %7 3@ &1 YT $x& 3M9 Presentation # Editing @1 Restrict &% W &1 |

Add a Digital Signature — 39 3l{®F BT YT &Ré 3T U= Presentation # Digital Signature @1 Sirs ddhd & |
Mark as Final — 339 3@ &7 YT $Rdb BIgd Bl Blsad & w9 § Hd HR Fbhd 87 |

Inspect Document — S 3i=F &1 UART &-a& 39 MU Presentation &1 Al &1 Ual o 1 A & |

Manage Document — afg 3UT#H! BIgal vl BRI A TR 8 TS & 3T ol RO & a1 99 5y <8 7 8, a
I B DI 59 3@ BT AT dxa (Recover) a1 @rdm ST AdhaT ¢ |

e UBr WM

& New — 39 3{T@F BT YINT B AT 79 MS PowerPoint | New
# U A% Presentation g9 Fdd B | MY ORNY &1 39 Sffwr | »
TR f¥eTd BT Ul Ueh A3 fder fawrs afy|
S emgdl Ud S Presentation 9 & fov &3 fawed
e, ST — Blank Presentation, Templates.
e Blank Presentation — 3 if@F &I SUANT HRB 3MY b
Blank Presentation 9T dad &1 |
e Templates — 39 3M@M & TINT D AT Hg YR
ggel W 94 gU Online Templates and Themes areil
Presentation @&T I &) ddhd &, w9 —Banded, Facet,

Main Event, Frame, lon etc.

7
°

Open — 39 3iTRA BT IUANT HR NI Y HYSR T e H B A1 Arbe R ¥a $I gs B4l A1 Presentation
B G qHd Bl |

3

o4

Save — 39 @M &1 IUANT Presentation &1 ¥a &1 TAT ITH [ T 9@ DI 9G A & fog fowar oar 21 3t
MY Presentation &7 da w81 fhar g, A1 §9 3i@M &7 SUANT &)= WR 3MUa A+ Tab Dialog Box Open &1, forea#
BIgd B M AT BIsd BAS g A 3N DI DRI HRbR ¥ & g IR el P |

7
°

Save As — 9 3IT@M &1 IUANT HHARI: adq= § 3= Presentaion @1 DuplicateCopy a9 @I IH ¥d &) &
forg forar <mar 2
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% Print —s9 3ifwM 39 U+l Presentation @ Print Preview g eI Print Y |
P T~ PowerPoint Signn = X
Print
Copies: |1 -
Open =
— Print
Save As .
Printer
‘ Brother DCP-T420W .
- =@ offline
Printer Properties
Share )
Settings
et [ P Alsices .
Close &= Print entire presentation
Slides: (0
Account Full Page Slides
L] Print 1 slide per page 7
Reslizets ’il Print One Sided .
Options Only print on one side of the p...
_ Collated
BB 25 123 12 -
Color -
Edit Header & Footer
4um » 79% ———— + @

% Share — 9 3@ &I IUINT B 3T Y Presentation T IR ¥ B Fhd 2 |

% EXport — 39 @ T SYANT $HRa 3T 319+ Presentaion @1 Export

Export
PR AR 8, TAT AU presentation &I PDF or XPS Formate # &fdr

" 'I' Create PDF/XPS Document Create a PDF/XPS Document
. o . . o -
A 99T Ahd B | T BT MY 3[TT-3TT HiHe H Presentation @7 Brdy P ot o s
Iﬁ CE Hh¢ % | ;:' Create a Video Free viewsrs are available on the web

Ty

() Package Presentation for CD B

: Create

PDF/XPS

" Create Handouts

>
7
k3
=l
E Change File Type

% Close — 39 3@ &1 IUINT TS AT AU Gell g € Bl DI 48 B Fhdl 8 |
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9%.1 — MS PowerPoint § Home Tab @ar 87

MS PowerPoint # Home Tab @' Aicg ¥ g 319+l Presentation # =it +ft Text or Picture @1 Copy, Paste &=
Ahd €| M9 U+ Presentation # New Slide Add &R Sad €, 307 & 1T &1 319+l Presentation § Text @1 Formating
fl B Fhd 2 |

Home Insert Design Transitions  Animations Slide Show Review  View Help Q Tell me what you want to do

ﬁD (=] Btayout- ENN\OOO[ e OFind
baste New ﬁRese.t B I U S abe A w- A o —L —L Ef> % - ~ | Arrange e
- Slide - i Section - FIRTAR D 45 e [ Select -
» PowerPoint @ Home Tab & q3=1 w9 ¥ 6 ¥FIl # 9eT 47 7 |
v" Clipboard
v Slides
v' Font
v' Paragraph
v Drawing
v’ Editing
» Clipboard Group
e Clipboard — 39 gu & 3fcid 84 Cut, Copy, Paste, Paste Special & Fomat Painter <@ &7 | =
forerar ®1 0
o Copy - 3% 3ife &I WONT Hxad frell o Text, Image & Object &1 o & aifd B G & | - Format painter
forv fbar i 21 e forw &6 aduem S fUder a1 TRe I Holde $RAT 8T | 39 foTg Clipboard 5

sicde — a1 (Ctrl + C) &7 TN b mar 2|

o Cut— 39 3ifed &1 yaIT fhwi ) Text, Image & Object &1 Udh 09 ¥ AR WM W o O & forg fam orar 2|
fSraa foy 2 Fauem S99 fiaer a1 SR @1 Holde &A1 8T | 39 foy eiicame — @1 (Ctrl + X) &1 91T faar Srar
gl

e Paste — Copy & Cut f& 31 Text, Image & Object &1 TRt o= & fog g9 &ifwe & YT fhar SIraT €, 89R gRT
Il IR 39 IR BT YA {6 SIRATT | S+ 81 IR §ART SIET 3MTdT R8T | $9& dicde-al (Ctrl + V) &1+ g3
fopar e 2|

e Paste Special — 39 3if@eM & gRT Copy & Cut f&d T SreT ! f&d! 37 hivc H Paste &3+ & forl Paste Special
Option &7 TART f&Har Srar 8 | 39@ Achme-adl (Alt + Ctrl +V) &1 STt fhar Sirar 21

e Format Painter — s gRT fdl ff Text R f3 1 Formating @1 =it 31 Text UR 31ls &_1 & forg fohar Siar
gl

e Format Painter &I &t &3 & forg wifcawe-at (Ctrl + Shift + C) derm Paste &= & fog wifcwe-at (Ctrl + Shift +
V) &7 v fohar S ®

» Slides Group

e U YU S AT BH IR IIeM <@ o e g | 91 freaferRaa € — |_|:|Layout-

o New Slide — g9 &ifw @I #a< ¥ 319 a4 Presentation # New Slide Add &= ¥ &1 | — 7 Reset
SR & oY 39 aifeF W s Hent dr amus! Slide @ arerT-ore layouts oxe @1 e & | New
2 3y 3 Sexa @ fRee | Add 9 dad € | Slide - =] Section -

e Layout — 39 i@ &1 SUANT Fxa f&dl W Slide &7 layout et Fahd 2 | ke

e Reset - afe Mot fHAT 1 Slide @& Elements § §® 1 ggcid ax &Y €, S fb I771 Size or Possition gga o7 &,
al 9 S BT ITANT HRS AT IW Rreset HR Ahd 2 |

e Section - If& 3my U= Presentation Slides T &1 3TeRT-3TeT ¥R H dicT Agd ©, Al 9 AR & TN B Fddl
2l

e Delete - afg amg Presentation # ¥ f=i1 7 Slide &1 Delete &=AT argd &1, A 39 {M@H BT JART Hxd VAT fHAT oI
ABT 2 |
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» Font Group

e Font - g8 MS PowerPoint &1 t& dgd & Important Group &, fS=ra #reas Calibr (Body) e AN B
¥ g4 Font Size, Font type change & S&d €, T A1 <ave &I Bold, Y
Italic, Underline @ wreg® &t Formate &) 9 2 | B I U §abkch-Aa- W-A-
e Font Group & Dialog Box @I Open @3+ @ ferg sifcse(Ctrl + Shift +F) Font -
BT TN fmar S 2
e Font Type — 39 3= &I YA Font Type @I Change &3 & | Fort roox
forg far Simar &1 S — Times New Roman, Kruti Dev 010 | F charscter spaang
mﬁ | Latin text font: Font style: Size:

+Body v Regular ~| |24 S

e Font Size — 39 @M & TART Font & WSS BT BICT AT TSN | complex senptsone
B & fory far ST 8| 3@ gRT 96 3 ad Font Size g1 | [ =
weha & sk Presentation # aifira® Font Size - 4000 si dd |

Font color * | Underline style |(none) ~ Underline color -
T A ¢ | e 2
e Font Size Increment (Ctrl + Shift + >) — 39 3= BT W | [ sesetvoney [ st caps
IS BH Th-Ush WU BHreb Font & AT Bl 98 & | L Double sikethrough 0 an caps
: |:| Superscript Offset: 0% = D Equalize Character Height

e Font Size Decrement (Ctrl + Shift + <) - 39 @M & TIRT | O susain
RS B UH-Uh WU HRd Font & AT Bl T 2 |

e Clear All Formating — 9 3if®9 &1 UIIT &xa Presentation # Cance
Apply f&d T a1 9®R @1 Text Formating &1 geM & forg
SIBT YANT fhar Sfram 2|

e Bold (Ctrl + B) — 39 3ifw™ &1 IUINT ffl Y TR &1 dice & & forg v <mar 2

e Italic (Ctrl + 1) — 9 3w &7 FANT fHuT T Text &1 foRsT oxe & forg fovar mar 21

e Underline (Ctrl + U) — 39 3ifed &1 JarT =i ff Text & -9 U g e @ fofg fdHar S 7 |

e Text Shadow — S 3T BT SYAT HRe MY U= Text # Shadow Effect S1et dahd 2 |

e Strikethrough — Presentation # ford f=it +ff Text &1 /= | FTe 2g 39 @M &1 wanT fHar mar 21
I — PowerPoint-Presentation

e Character Spacing — g9 3= &1 UIRT e 3MY fd=dl Text Character @ &9 @& Space &1 &H AT SITGT B Ahd
gl

e Change Case — 39 3if®9 & YANT &¥a &¥ 3107 Font Case & Change &= S 2 | oI — Sentence Case, lower
case, UPPER CASE, Capitalized Each Work & tOGGLE cASE.

e Text Highlight Color — 9 3ff@9 &1 SYIRT Presentation # &< 1 Text &1 High-Light &%= @ forg fvam i g1
S — Hathiras

s Font Color — 39 w9 & gRT &4 f&dl W1 Font & ek T 95a1 dad & | ol f By Default Black € grar € |
T AU TWTFIAR e, Alelt, Gell, T, & sfe, 1 # 93t wad 2 |
SN - LRS ADVANCE ACADEMY , HATHRAS

» Paragraph Group
e Paragraph — MS PowerPoint # 5@ Ju @ Wew™ar & &4 el @ s &1 [ — '\ I[AText Direction -
98T 31D qUd W Represent R T €, 39 YU & WRIA W 8 WG & | ~ T [AignTex-
Alignment &1 Left, Right, Center or Justify &= \ad g | 11 81 1T Paragraph - TEyConvert to SmartArt -
Border, Sort, Shading sw1fe faweq Al 31l &) Adhd & | 39 ATd 84 13
feM @ BT fAed 2|
e Bullets — 5 @< &7 TANT B4R STeT Bl U 3D w¢ YT -+ & forg fbar Sar &1 396 gRT 89 319+ siel
P fdgaR w9 3§ yelRid &) & 2| o —
e Excel Full Course.
e Tall Full Course.
e Numbering — 39 3ifee & gRT 89 MS Word & <TeT &I HAaR Yeiid &= & forg far simar 7| s grr &
T STl BT HHAAR UERid R Fahd € |
1. Operating System
2. Server
3. Hardware

111
1

111
1
v
I

Paragraph M
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Decrease Indent (Ctrl + Shift + M) — g9 3ffe™ @ gRT MS Word # IRIIT% g8 &1 HH &) & fory fhar Sirar
2|
Increase Indent (Ctrl + M) - 39 3ffwe @ gRT MS Word # IRETH §S< &1 §9T &)+ & forg favam Sirar 21
Left Alignment (Ctrl +L) — 39 3if== &1 9a1T Presentation % €189 f&d T Text &7 Left Side # Align &= & forg
o S 21
Center Alignment (Ctrl + E) - g9 3if@M &1 9anT Presentation # 2189 f&d T Text &1 Center § Align &1 &
forg forar <mar €
Right Alignment (Ctrl + R) - 39 3ifer= &1 9aIT Presentation # €189 f&d 1 Text @ Right Side # Align &4 &
forg forar <mar €
Justify Alignment (Ctrl+J) — 37 3@ &1 TANT o=a presentation # €159 By T Text & <Fr side & Align
IR B forg fomar Srar 2 |
Line and Paragraph Spacing —

o UT TP 9gd & AEayul 3w &, T §RT 89 <1 orgHl a1 &1 IRl & 1 &1 3 B HH AT SAT&T B
% T axd © |
I8 g4I MS Word # gl 9 1.15 cm fReiRa srit 21 i1 89 o+l GuTgaR &1 a1 SI1eT &R 9ad © |
AR B e H Lem @ 7 & oy wiicwe-a (Ctrl + 1) &7 v fahar S 2
T ARl & 7 H 2em @l 9 & fory wiicdme-ar (Ctrl + 2) &1 9arT fHar S 7 |

o AR D AT H 1L5cmd g & forg wiHe-an (Ctrl + 5) &1 W7 fhar irar 2
Columns — 39 3@ BT SYART B MY 3= Text dT Columns & dic Fdhd © | 39 3+ Text @1 1, 2 or 3 Columns
# gfc Adhd 81, I MU sHT W) SITeT DictH a1V ol 3T ST BT TIANT RSP S @ TR S Fhd 8 |
Text Direction — 7 3= & #3G ¥ 3T 3+ Text &1 fIeM &1 9 Fhd &, I Rotate F Adhd & |
Align Text — 39 3T &1 SYANT RSB MY = Text w1 Top, Middle or Bottom # Align &= S &1 |
Convert to Smart Art — g9 3ife @1 AGE ¥ AT 319+ Text & Smart Art Graphics # 98a1 9Hd & | AW AT 3MIA
Data or Text &1 9gd &I 1 T | FH3M Fhd T |

o O O

Drawing Group

Shapes — Drawing Section @& I[w3d # &1 ST U a1 A Box NNDOOO| | Ou [y LshapeFill-
faxarg <, foraH amueel 9gd ¥R Shapes fa @1 8ifl, afg e (A L Lo (5 - Arraane Cﬁ‘k LZ Shape Outline -
39 Expand &¥ a1 SUaT 334 3R W1 Shapes s@ &1 fird SRRl |2 L L F 90 = 0T g e Shape Effects -
318 amg 3o Slides # WART &R Adhd 2 | Drawing 5
Arrange — g9 39+ Slides # Sira= T Object, Shapes, limage etc. Add @&=d € | 891 9 &I 19 399 3R & 7SS A
Arrange &R &4 2 | IS 3 fH Object &1 AR Object & HUR AT 1 &1 @Ted & A7 faea rerT-37erT Objects
BT T YU T A1Ed &, T MY 39 AR & YANT IR Fhd ¢ |

Quick Style — 39 3ife &1 IuART 379 fd=A 1 Shape or Line &1 Style and Design 9&e S % |

Shape Fill — 9 if@d &1 SUIRT &R MY (U4 Shape & 3 Hig Al I WR Fad & |

Shape Outline — 3 3M@E &I IYART FHSH AT 3199 Shape @1 Outline &1 I7 98 FHd 2 |

Effects — 59 3if@M & ofta 3fMud! Shapes & ggad @R Effects <@ &1 i i € | 97 — Shadow, Reflection

Glow etc.

Editing Group LFind ~
Editing — MS PowerPoint @ 3feX $9 Jd & WANT Presentation &1 Edite &< & forg fohar Simar €1 | 2 Replace
Find (Ctrl + F) — s 3ife™ &1 g3 Presentation # T +1 Text or Letter &1 @i & forg far | [ Select-
ST € Editing
Replace (Ctrl + H) — 39 3if@= &1 warT Presentation # fail Text or Letter &1 Replace &= & forq fdhar Siram 2|
Select (Ctrl + A) — 39 3ifw &1 9T fwr #ft Text, Image or Object &1 Select &= & fory favam Smar 2 |
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[®)
Insert Tab J

9%.1 — MS PowerPoint & Insert Tab @ar 87

I8 MS PowerPoint &7 U& 9gd &1 deayol 9T BT & | [ Sif®l &1 UANT &xa 89 AU+l Presentation
Table, Illustrations, Links, text, Media Clips etc. St forsii &1 Insert =1 | € | 39 <9 &I Shortcut-Key (Alt + N) &

ERT Access forar ST daar €1 a1 fi #99 & gR1 fl 99 SifeM W fdad oxa ugar o 9adT € | 39 ¢4 & JiTa g
10 29 <9 ! e € o f=faRaa €1

=) 73| u) a3 DG @ B gl s D ED4BD 4
EE O o B LYY O B I gomen 5 = B E o T D] ) s
New  Table Pictures Online Screenshot Photo  Shapes lcons 3D  SmartArt Chart 3 My Add-ins ~ Zoom Comment Text Header WordArt Date & Slide Object Equation Video Audio Screen
Slide - - Pictures - Album ~ - Models - - Box & Footer - Time Number - - - Recording
slides  Tables Images Illustrations Add-ins Links Commen ts Text symbols Media
R Office Theme
» Slides Group |

e IE TH Y P AIH W BITR B, TAGT SUANT Hd AT 9+ PowerPoint Software | ey,
# Slides g9 @1 YHIMT PR Fhd 8T | AMUDT $AH Ugel 9 a1 gV Slides I 1 | Slide -
firer SR | RrE Built in Slide @sT Siar €| Sldes

e New Slide Option & 3T usel 9 a1 gV Placeholder Boxes &t &, for+ ama Text Type
% Formatting and Possitioning &1 &1 & ad 2 | ‘

» Table Group

e Table -39 3@ &1 ITART FXa AT 39 Slides # Table a1 Favd &, If M0 U8l {B D e
Text forg forv €, &R amg S= Table Formate % gcoiT amed 8, d7 379 3% 3iT@+ BT SUANT o
PP I8 §T B Ahd & | Table s99 & folU SHH AMIBT A T-37T IR & M@ Bed 9T | -
2| 39 =R A1 ArsY &I Drag #)a Table 991 Ao &, Tables

e Insert Table @& gNT g% ¥ fbar &1 webar &, f& 3musd Table # fha= Row and Column g1 3k
fir 91 81 Table e SRR | a7 f= 3mg Table & Draw ¥ & Adhd € | Bl oo e

o I @M &I SUANT dxa Excel Sheet @& #res | 1 Table & 99T ST AahelT & |

» Image Group

e U YU & SN &= M4 MS PowerPoint Slides # Image and ScreenShots &1 WIRT &= E. D@E o+ =2

bd €| e ST W audh Presentation # @R diq o SR | e ST SAMUGBT o] | Ficres Online Sercenshot. ot

IR IT@E @ Bl Bt | S f=faRad € | images

e Pictures — 39 3i@M & JINT &R ATT Y BRI IT Ucid # Bl W AldbeE R A BTl BN YANT AU
Presentation ¥ &~ T 2 |

e Online Pictures — 9 3if®M &1 IUTANT &R & oY 3MUd HREX AT oue # Internet Connect B9 =12, et
WEIAT | 319 BT Browser & #ed9 | fhwdl d8X @1 Pictures &1 3ra+t Slides 999 & foly SUANT # of Adhd © |

e Screenshot — 9 i@ &1 WANT B &9 AU Presentation § &1 & SR fheft ff woR &1 3= f=ft Windows
BT Screenshot Insert &% A& & |

e Photo Album — 39 39 &1 SYANT &R MY AU gRT 39c b T Photos &1 T Album TRIR &R A &1 |

» llustrations Group

o U YU B 3 & FrfaRad sifer <@ 3 firet i 2 PASEGER =N ||
. Shapes -39 3@ BT gIn EF)Q$ 3MY INTA-ITTTIT Shapes ?ﬁ[ 3]'qﬁ Presantation 'ﬁ[ Shapes lcons 3D  SmartArt Chart
. . - Models ~
Vs X 9&d 8| o — Lines, Rectangle, Basic Shapes, Block, Arrows etc. lustrations

e lcons — 9 3@ &I JANT HRP AT =1 Presantation & faf=1 9eR & Icons &7 WA B Hhd ¢ |
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e 3D Models — % 3=F & JIRT &= 3T U1 Presantation # This Device & Online segd 31 3D Models &7 gd¢
BRI FH E |
e SmartArt — 39 3@ T WIRT &Xa MY 319+ Presantation § SmartArt &1 o1 &d €, I8 U Shapes 814 €, i1
Communiction (JTadId) &7 ST B | $HB 3MER AMYHT AMfhad fove 3R U O 980 9 STIUM <@+ & fHe
SIRAT | f572 39T & & 915 S @E il 9 <18y fBaT S Fadr € |

VS Word L 9 J==
o lardwar: J r
MS PowerPoint A « Input >
] % -
MS Excel Network‘ @
a

e Charts — 39 3= & JaIT S-S MY U+ Presantation # Chart Insert % Fad € | §9 =M & IfcTd MUHBT I8
UHR & dC g Bl e IRAT | S — Column, Line, Pie, Bar, Area etc.

» Add-ins Group

e I8 MS Word &1 U& 98d &1 Ae@yyl 3w 2, feT SuanT axa g 3+ MS Word # 31 Options  |& Get Add-ins
B Add P Fobd €, St 86 MS Word # uget & 7€l f&d 1 €| {591 wbr 8aR Android Mobile § | gy add-ins -
Play Store T 8, ST SHTel v &9 S 94 Applcation & Softwares @7 Install R i €, Sir

Add-ins

Ugel ¥ 89 Mobile # =&l f& U BId 21

» Links Group

e Z00M — 39 3R BT YART BB o9 87 A1 Slides TIR H=d 2, o7 Presantation & SR 89X =
gRT @1 fHy ¥ Slide, Section and Portion 9 &9 Direct ST |dd & | S@® AT 84 o i@ .
T B e €1 1 39 bR & — Summary Zoom, Slide Zoom and Section Zoom. -

e Hyperlink — 9 3ife9 & IUIRT X ATT (U= Presantation # f&dt 7 File, Folder, Photo, ke
Video, Document and Websites @1 T Link add = Sad & | 39 519 1 39 Link &R faeie &, 3 Direct el SRAfT |
e Action — S 3= & JANT Y BT 4 Symbol &1 Action T |add &, Aded oI &1 3T 39 Symbol &R et iRt
al dIs = dis Action Perform 81T |

» Comments Group e

e U YU HT YN Y BN i cave 'R Comment T @& folg &x Fahd ¢ | ij

o fBAl M SRe W Comment @ & foy JeY Ugel I Text @1 Select &A1 &N | S arg ayuepy | O
Comment Section TR feTes BT BN, IHS dTe Ags H veb Comment Box el SRIAT, fRH 31U 10T | comments

Comment Type &R A& 2 |

» Text Group

o JT UF 987 & "Aea@yl gu ¥ R areR amuer foRed offwr <@ a1 - 4 Egﬂj
et o 2 Text Header WordArt Date & Slide Object
Box & Footer - Time MNumber

o TextBox - 39 i@ B SUANT R 34 Th Text Box Draw &R Hebdl &l | Tt

e Header & Footer - af 3ma U+ Printed page @& HUWR AT -9 §B forar
BT T8 2, A1 3 SR & oy Header @ i & forg Footer &7 WAINT @R | ¢ |

e Word Art — 9 3i@9 &7 SUANT $R& 319 319 Presentation # Stylist Text &7 forg Ha &7 |

e Date & Time — 39 @M &I IUANT HD 379 a1 Slides # Current Date & Time &I Insert &R A& © | I
STeT oR 1 Date & Time &1 oW1 R I8T IR 310+ AISH & H¥R BT of ST & | 39 3@ BT YA HRb MY 319+
Header & Footer # #1 Date & Time &7 <11 \dhd &7 |

e Slide Number — 59 3ife™ &7 SUIRT &xa 37T = A4 Slides # Number &7 Insert X A &7 |

e Object — 39 §9 3@ BT ISTINT HRS 3= AT A Software @1 File &1 MS PowerPoint 3 Insert &1 A& ¢ |
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» Symbols Group T[ Q
e U YU & AT 3MUBT 1T @M <@ &I e — Equation & Symbol. Equation Symbol

e Equation — 3 3iT®M &I JIRT &_a 37T ITOTT | | Siias ft Bigel € 3md 891 ¥ & elgy &) | -
W gﬁrl Symbols
e Symbol —
o 39 3iTeH BT STANT B 3T 3ra+ Slides # fH=ir ¥t Symbol &1 Insert o Ao 2 |
o 9 3@ & iR 3MUd! 9gd AR Stylist Text w1 et SIRAT 5% Select &= Insert Button a9 WR 98 U@
Slide ¥ g¥c & SRR |

» Media Group

o I YU & I AU A SATRA ToR A | S {6 39 gbR € — Video, Audio and Screen ™ ‘)) El
Recording. . Video Audio Screen

e Video — 39 WM & IUANT HXad T U+ Presentation # Video & T Fdhd & 9B | - - Recording
3fTHTeT 3T <7 3ffer et €, This Device and Online Video. Media

e Audio — 39 3@ &1 SYIRT BB AT 3791 Presentation § Audio &7 Insert & FAhd & | STH U1 AMTHT T 3@
fierd € — Audio On my PC and Record Audio.

e Screen Recording — S 3@ &1 ITANT HR& AT YT UCIT AT HRIEX HI Vb1 BT Rble B Fhd &1 | 39 AR
TR fFdd BRI T MUD AT ThIF BT Rielde BT BT T RATT, SHD gRT 3BT N1 H b I Raple Bl

g, S R #1 Rietge o @r gorr widwe (Window Key +Shift + Q) &I gardr 3% 3raw Slide # Insert &7 &7 |
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9¥9.1 — MS PowerPoint & Design Tab T &7?

I8 MS PowerPoint &7 U& 980 &1 As@yul cd &, [oTadT SRAT ®-a &9 30+ Presentation 3R 31fd d&aR
9T Ahd 8| 39 29 BT Access HRT & fory Shortcut Key (Alt + G) &1 SUART fhar SI7ar €1 39 @re d s ASY g1RT
ot B A1 39 Access IR Fhd Bl | $Hd T 84 I g4 <@ Bl Hed © | S $9 YR © | Themes, Variants and
Customize.

File Homi (L Design ransi Animations  Slide Show  Review  View  Help QTII me what you want to do

..... . s | .

Aa

Eac kground
Customize

» Themes Group

* 39 YU P 3T MUl A= gHR & Themes
@Y 1 et Rier ST amg e Slides |2 |2 ’A“ ...... ‘-'.‘\_a.."f\f’... ‘h
BT Design Set a1 & fow ox ddd | 39D
Drop Down Arrow TR fded &R WR 3fTds AT 3R W1 Themes el STRAT | ﬁl% 39 39+ Slides # YT HR Hebal
g |

e If amy @med € f5 Theme % 3mua Current Slide =X & Apply 81, @1 g9a forg emue! 39 Theme W Right Click
#a Apply to Selected Slides TR faetd AT BT |

» Variants Group

e 3uq Wi Theme Select far 8 S5 Different Shades s _‘
Group # mueT e, I MudT S W UGS B 99 IR faeid || meecm- -———— .

W g)f dg ﬁ?: ﬁ \_rlTaTlTl Variants
e & Drop Down Arrow W fdetd @va mma g+ Themes @ Color, Font, Effect and Background Style &7 aaet Savd
gl

» Customize Group

o T YU B AT MU T AR T@ Pl FHel | i @
e Slide Size — 3 3i@M BT IYIRT HRD MY 319 Slide & Size BT 981 Ahdl &I, $HH ATIRT &I AT | —
fiera €1 Standard (4:3) and Widescreen (16:9), s&¥ amaa! Customize Slide @1+t Option fierar g e Bazi;,"oajnd
fTI®T SYANT BB MY 319 AT A ATSS BT 95l Ahd 8 | Customize

e Formate Backgrond — s @M &1 STANT &¥a 3M9 34+ Slide @& Background &1 Formate &R Sdd &8I, 99 @M
R fdetd H-d & amua Right Side # o Dialog Box Open & SR | 5/ 3maeh! Formate Background @& fafi=T
U&HR & Formate Option <@+ &7 e SR, S9H S 1 JMU®! STIRT &A1 8 | S9 W fFadd o &I 3R 98 s
Slide # Insert 81 SIRAT |
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Transitions Tab J

g99.1 — MS PowerPoint # Transitions Tab 1 87

Y UH 980 & SN YU B, 39 Y9 & el B IuAET fh <7 Slides & dra @1 & # Effects e @ fog
foar S €1 39 Access a9 & ftv Shorteut-Key (Alt + K) &7 STt fhar ST 8, oy 9 df 39 A1 & g1 S9
R fdad axa H Access far ST \adr €| s9@ fdrd & R 9 € offerd < &t fAerd 2

), Sound: [No Sound]  ~| Advance Slide

T Sl - (© Duration: 0200 On Mouse Click
None Morph Fade Push Wipe Split Reveal Cut Random Bars Shape Uncover Cover Flash v E‘,ApplyTu Al [ After: |oc:0000 *

Preview Transition to This Slide Timing ~

[

Tansitions
NN = 4 & = |

-
aa
#)

» Preview Group

e U YU I I MU % T T i <@ &l e 8, R o s @va o S Transition Set
forar 21 S0 @ A 2 |

Preview

> Transition to this Slide
L s Em & d S = W
Cut

None Morph Fade Push Wipe Split Reveal

il © <« 4 0O

Random Bars Shape Uncover Cover Flash =

o T YU S 3R el FferRad siferd <@ 31 e € |
e Transition — Transition Drop Down Arrow TR fdefd e g fdt ¥t Transition &1 STANT &R AHA ¢ |

o Effect — 3y 57 1 Transition &7 Select far 8, Sww wwf¥a Effect and Options 399 fe@rs < @rd & | S
I S ft Effect 3Md! AT 8, S9 R fdedd b Preview 3@ Hdhd &7 |

» Timing Group

e U YU & g sl f=forfRad e é_@lﬁ B e 9T %I "l’,Sound: [No Sound] - Advance Slide

e Sound — 3 3@ &I SUANT R 3Ma Ttransition Effect & wmer § | (O Duration: 0200 7 [v] On Mouse Click
Sound &7 #1 SUTNT HR Whd 2| o9 W1 v Slide gl Slide % Enter | C3Apply To Al (] After: 00:00.00 _
FHN, T9 DI IF Sound BT ATETST AR | HH MMUHT 9gd IR Sound Timing

& Sffed <+ B e S 81 der ey Other Sound &R faeid @va i o1 dwjex # Save Sound &1 ¥ SUINT &R
hd Bl |

e Duration — 39 3T@F &1 SYART BB AT 0+ transition Effect o1 =l <X a1 8, SAHT Time Set B Fhal
Bl

e Apply to All -39 3ffeM R fda® w31 = Sound and Duration ¥+ Slides TR ¥ & SR |

e On Mouse Click — 519 9 39 9 3@ & AH- Il died ¥ fed od € 989 & gRT fdeld H TR 3FT
Slide 3 SIRATT | @R AfE 3Mg g9 dfe # fea =721 o €, a1 I8 Automatically g |

o After — 39 3@ & ITAN RS 3T Ig UT IR Fdhd & [$ [had Adhs & d1q gadl Slide 3T |
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Animations Tab J

g%1.1 — MS PowerPoint § Animations Tab &ar 2?

¥ Tab 8AR §RT 91 I dTel Presentations @) i< 81T &, 59 Tab & @ &I SUANT wxb 89 0+ Slides
# Animations Effect ST & foTg @xa €1 ST gAY Presentation &1 3R 1 a1fd Effective =1 <a1 €1 59 29 &1
Shortcut-Key (Alt + A) @ gRT Access far ST €| 89 918 A1 S W99 @ gRT faad & W Access &R Had § | 39
afcra g ffeRad siferm <= &1 e g1

N =y 2 Animation Pane Reorder Animation
i FS o
. O G ¢ X w % w 2 *
5

Preview None Appear Fade FiyIn Float In Split Wipe Shape Wheel Random Bars  Grow & Tum | — Add
- Animation *

Preview Animation Advanced Animation Timing ~

» Preview Group

e U YU HT IUAN & Y 30 Slides TR ST Animation eFaT 8, SU& Preview &1 <@ A 8 | 39D _
Drop Down Arrow WR f&eld &R IR TUdI &l AR =g Bl Held 2 | pretew

e Preview — 59 3@ W el B 3MT 309 Animation &7 Preview 339 ddd 81 | Preview
e Auto Preview — 3 3ife9 & A dTell dfad ad g, aF Animation Apply &=d & Preview f@rs <9 & |

» Animation Group

e I YU D @Ml BT SYANT RS 3MY — -
S Text, Image or Shapes # Ani- | o X Cox %X % ok % % %W
1 g p None Appear Fade Fly In Float In Split Wipe Shape Wheel Random Bars Grow & Turn |+
mation &1 Add #R AP B, SHD

for smuar S/ ot Text, Image or Shape TR 3mad! Animation oRTHT 8, S Select &=AT 81T | S9d a18 forg 1
Animation &7 AT 8, 99 WR fdeid BH_AT 817 |

e Effect Option - 3mos 5t 1 Animation &1 SuaiT far Sa dafaa Effects smue! fewrg < o €, 99 9
3T S A1 Effect < 81 S WR fdeid xR Preview X9 Idd € |

» Advance Animation Group + 3¢ Anirmation Pane

e Add Animation — g9 3if@d &1 SUIRT d’a 319 3R T warer Advance Animations * ©
B Add B AHd 2 | ~Add

e Animation Pane — s 3ifeM &R fddd &3 IR 3Mua st & Right Side # Animation Animation -
Pane Open &1 ST | 31U+ f5ia ¥ Animations &7 SUaRT 319w Slides # far &, 591
T @ fore amuedl 39 Pane # fawrg <7l | et emu Edit, Remove or Up and Down @R &d & |

e Trigger — S 3if@M &1 SUANT H<a M9 Animation &1 Trigger & Fad © | o149 b 3ma =il Image W Mouse &
et B 8, @1 & Text Show 21, S e Trigger &1 ST fhar ST ® |

e Animation Painter — 1 3= &7 STANT &¥a MY el gav Text or Object 'R Same Animation Apply &R ddd
8|

Advanced Animation

» Timing Group
e Start—3s9g e W fFTd B 3T 3o+ Animation &7 Start B Fhd &l | Reorder Animation
e Duration — 3 3if@M &7 SUANT &S 3MY Y= Animation @ Duration &7 Set

PR ADh & | .
e Delay — 39 3if@M &7 SYANT Ha MY 319+ Animation &I Delay wR Hahcl &7 |

e Move Earlier/Move Later — 33 3if@9 &1 SYANT &xa T 319+ Text or Object # 7 Animations &7 U= AT A1
PR ADd B

Timing
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Slide Show Tab |

g%1.1 — MS PowerPoint § Slide Show Tab a7 87

I MS PowerPoint &T & 98d & Hewaqol Td SUARfl 9 2 | [ SUIT &xa 89 31U+ Presentation @I Show
PR Fhd © | 39 Access IR & forg Shortcut-Key (Alt + S) &1 SUANT fhar SITar &, Ife oy A a S ASd & gRT I
et Fxa Access foar ST waar 2| $9a 3idd 84 O Ju e R T | o frefeRed 2

File Home  Insert Design  Transitions  Animations ESIGERGGIUM Review View  Help QTeII me what you want to do

E,\':B' .@- Ej@;‘ E.Er Er;r |_CT_\| ’j Play Narrations =¢ Monitor: Automatic -
- - - . . = Use Timings
From From Present Custom Slide SetUp Hide Rehearse Record Slide ) es Fressniar Yisn
Beginning Current Slide Online~  Show~  Slide Show Slide = Timings  Show - Show Media Controls
Start Slide Show Set Up Monitors
» Start Slide Show Group -
p P o o ] ) E‘g
o T YU P 3T 3Nl fforad e g &l | a7 fa = fa =3 =
e From Beginning — 9 3w W fddsd &= 4 amuar Slide Show, First | o™ From | Present Custom Slide
i Beginning Current Slide  Online~  Show ~
Slide ¥ =reT T & BN | Start Slide Show

e From Current Slide — 39 3w WX fdeid w7 WX muamr Slide Show,
Current Slide & =T IYH AT AT MIa A Screen W ST Slide R a1 327 81, Slide Show *ff @€t & Start
BRI |

e Present Online — g9 3= &1 SUANT &)a &9 34 Slide Show &1 Web Browser @ Aregd & Show &R9 & forg
PN D B |

e Custom Slide Show — 39 3If@H ®T ST &P NI bad Swo! Slides @1 Slide Show & SR =TT Fhd 8 Rig
3MY Tl ared &1 | oI % amuas g 15 Slide Availbe €, 3R o daer 1,5,7,9,12,14 &7 € Show FRT @Ted &,
al SHPT STINT HD BRI Abd 8T |

» Set Up Group

o T YU B AT MUB! FrfARIT S AwH B Eb;g' A ‘_(i)' Ld AL
frera % St ferfaet % | Set Up Hide @ Rehearse Record Slide Use Tlmlng-s

e Set Up Slide Show — 9 3i@F T IUIRT ®Nh 3 |Slide Show Slide  Timings  Show ~ Show Media Controls
Slide Show & ferg Advance Setting @% T &1 Set Up

e Hide Slide — 39 3T@H &T SUINT &x&b 3T Slides &I Hide &= Iad 81| 3% U 3NUss fder & olve dAgs H 31T
&t Slides # & 9% Slide &7 Select &= o 14 Hide &% 8, 3R S9® 9% Hide aret 3w W fdeid o |
e Rehearse Timings — 9 3f@U HT SYANT &x& M7 e & Slide Show =y Timing Set #R Hevd § | 3fid a1
Slide Show Run & @I & @Il fhawt 979 & fory fewag < 3 W9 Rehearse Timing @ gRT Set far <1 |aar ¢ |
e Record Slide Show — 39 3@ & SYINT Hxb A9 799 Slide Show &7 Record & Tohd 8T | 39d AT TP
qT @ S BT fAerd & |
o Record From Current Slide — 3 3if@« &7 SUANT &)aé M7 4= Current Slide @ Recording Start &%
GETE
o Record From Beginning — $9 3iT=M &1 IUANT &-& MY 9+ Slide Show &1 Start & Record &=AT I
PR DA B |
e Play Narration - 39 & @& dfad &I fcd &xa 3y Slide Show & SR Narration &1 Play & \dd &1 |
e Use Timing - afg amu Timing &1 IUART &A1 A1Ed 8, I 9@ dd died Bl fcb PRa iR Al 3Ma Timing &1
SYANT F&l HRAT e 8, A 39 I a1 Pl D BR < |
e Show Media Controls — g9 3w« &1 SuarT Slide Show @ SR Audio or Video @1 Control &= @& forg famar
SR
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» Monitors Group

o T YU B ST B! RIS I & i T By ey § =1 Monitor: Automatic -

e Monitor - IfE MU HYSR ¥ T A SA&T Monitor o1 &1, ar g
7 Slid Show @1 =& Monitor W= Display @¥=T ==Td 81, o g9 Use Presenter View
3@ &7 AN R |Whd & | Ife Mg Automatic Choose &Rd z,
ar PowerPoint gz &1 Decide @ @ & f&9 Monitor =k Output
o B |

e Use Presenter View - afg aua &3ex § & ¥ &1 Monitor €, dr Monitor w Full Screen Slide Show <& dad
2 AT g Monitor ©R 39 Slide & Hafrd Timing and Speaker Notes fe@r &1 wad & | Afk smue o R U
&1 Monitor g, 1 3mg Alt + F5 Press &= |ad 2 | Presentor view <@ @ fofg |

Monitors
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[®)
B Review Tab J

g%1.1 — MS PowerPoint § Review Tab a1 8?

I8 MS PowerPoint &7 U& 9gd &1 Agcaqel Tab fer T=T @va 89 319+ Presentation @1 3iR 1fdd gTaemmed
I ® fIU axa €1 39 Tab R S & forw Shorcut Key (Alt + R) &1 YT fhar I7ar €, dem #ed @ g1 41 39 9
R U S FHdT 2 | 399 89 S U UM fHI T 2| S efead 2

File Home Insert Design  Transitions  Animations  Slide Show View  Help Q Tell me what you want to do
ABC [B, 2 farsr oy o /
; ® P =llE 4 OB
v @ a2 A .-I ()
Spelling Check Language New Show Compare Start Linked
Accessibility - Comment Comments ~ Inking Notes

Proofing Accessibility  Insights Language Comments Compare Ink OneMNote

» Proofing Group

e U YU H IWINT a9 Slides # ford M el @1 Proofing st qRAMT k1 &% & forg favar
AT ', 39 U & ST A SR @ @ e 9 2 |

e Spelling & Grammar — 9 3®E &7 TN &S 39 9+ Slides # ford T wrsg &7 Spelling &
Grammar &7 Check & Fdhd & | 919 3T 39 3iT@F R fdadd axd 8, o Ife 3musd Document # Proofing
BIS W& AT AR T BT &, AT U SIS dia™d AT &1 ST & | ST 1 W& AT a1 TeAd eI © df g8 W Show
B AT & IR A1 8 91 SHY ARt a1 $I g8l faw@r <ar 2| O ol 31 IR 98 o & |

e Thesaurus — g9 3@ &1 SYART HRSD AT Y= Document # ol T g A7 IR § FHMETR Ieg Wio & fofv
fopar e 2|

ABC

Spelling

» Accessibility Group

e U YU P IUAN IS 31U Ig <@ Fhd © 1P 3muad! Slides # fHAT W ybR H1 I Error a1 &1 © | E@
JIfd ams Slides # ®1g W VAT wes AT a1dd O/ UeT R &1, A1 I MU S9 Uea AT a1 B | Check
TS PR qaT <M AR AT B MY 39 AR HT TANT IR gU S S W B Fdhd 8l | Accessibility

Accessibility

» Insights Group

e S YU IT ARM BT IUANT PR 3MMU AU+ Presentation & &A1 i1 Definition, Image, Web Pages etc. &
IR H Rad a) Ao

Insights

» Language Group
e TU YU & AT AT a1 e @ &l fAera €1 o e fafea 2 - edh =
e Translate — 56 i BT STANT G oM S Document ¥ kY T3 IRETH, e, wreg ¥ | A A A
Document &1 € amd fB=f off w191 # Translate = Wad & | oI 3@ U Internet @7 g7 | [anslate Language
9gd € AMa9TD B | N
e Language — 39 3R & SdTd <1 3R IR NPT T BT et SN | S
o Set Proofing Language — % 3= # 3y 19 o 9197 &I |e &, I Proofing Tab ST w197 & 31gdR
®R T | g8 By Default English Language Select 8Rit € | fTer 3ma a1a+i GfAem & IR 9l Had
2| IUD AUBT SH AT BT TS HRAT 81T |
o Language Preferences — 39 i@ &1 STANT a9 9+ MS Word & faer &1 $Reer & gar 9o #
oo Fad © et Ife omg g9 2= § @xd €, mua MS Word & R Tabs, Groups, Option 41 f2=<

# Show & &I |
» Comment Group
o U YU BT IUAN &R AU U T T 3res, WU A1 9rag § Comment &I 'Ll::‘ E
W % | New Show
e New Comment — 39 3= &1 Sudn & ¥ Word, Heading, Topic amfe Do Comments
R Comment = & fory foham Sram g | Comments
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Delete — 39 3ifwd &1 ITANT &xa BT 1 Word, Heading, Topic 3nfg o 5t Comment <11 8 S Delete &=
& forg far wrar g

Previous — 3 3if@M &1 JART Page WX Ugal ¥ fordl Comment R 018 o9 & fordt fovam Siram 2 |

Next — 9 3= &7 JIRT Page WX Ugel ¥ fordl Comment W 3T ST9 & fordy foham Siram 2

Show Comment — S 3@ &1 IUANT UsT R o 8¢ Comments &1 Show & Hide &R & g faar Siram € |

Compare Group

9 YU @ 3T g EfaRad effere <w &1 fAerd 2 |

Compare — 39 3if@F &1 TR a9 =gl &7 Documents &I 3MIH #H | Compare

Compare &Xa I8 F1d &R Adhd © & 39 IFT § Fa7-9a1 FAFAN 2 |

Combine — 59 @™ &1 WM <& bl &l Sfagic & Combind fa=r

ST HHT B |

Accept — 39 3iTeH &7 STANT R 3Mg 4 Changes &1 Accept & Fdhd 2 |

ge%'ec;r—sv TR BT SUINT HR& 39 Ifa Document # BY gaaTdl &I WIPHR &I PIAT @1 ol & Reject
|

Preview — 39 =M &7 IUART a’a 3MY fUwel Changes W ST Fadd & |

Next - 337 3@ BT SYANT HRS 3T 37Tl Changes &R ST Hdhd © |

Reviewing Pane — 39 3if®M &1 SYANT dxa 30 Reviewing Pane & Show &R | ¢ |

End Review — 39 3iT@F &7 SUINT HRP 3T 30 Review &I End a1fy 98 &) Iad 2 |

Compare

Ink Group
9 U BT SUINT R & oY 37Ul e ugat File Tab R fdee #xa Option 3 SR Customize ';_5
Ribbon ¥ ST &, S¥a a18 3Mad! Draw dTet = &1 Select v Ok W e &= <7 2| IS | Start

are 3fae MS Window # Draw &T Us a1 <9 S SR | aking
39 §9 <9 & gRIT 307 59 SaRc 4 {o W Draw 3= §ad 2 | Hide Ink &1 STt I Drawing Ik
®I Show & Hide <1 & forq fasam Simam 2
OneNote Group Eﬂ
9 YU B STINT PR 3T U+ Sfagic I OneNote & |1 fofds wR Fad &1 | Linked

Notes

OneMote
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)
View Tab J

9%.1 — MS PowerPoint § View Tab @ar 87

9 JU BT SN 79 Slides B feT-3rerT Views # <@ & g faam Sirar €1 98 v 98d & Agayul ¢4 & |
BT TR R & forg wifiede-ar (Alt + W) &7 ga1a fhar 57 Adbar g, 89 aTe df 39 A1sd g_T T Access R ddhd
2| S T & F[f A JU @ DI A 7 |

File Home Insert Design Transitions  Animations Slide Show Review i Help Q Tell me what you want to do
EEE O HEBw [EQ Do 5
R R [] Gridlines == Grayscale B Cascade
Normal Qutline Slide Notes Reading Slide Handout Motes Notes Zoom Fitto New Switch Macros
View Sorter Page \View Master Master Master L] Guides Window mm Blackand White  window 52 Move Split  windaws -
Presentation Views Master Views Show M Zoom Color/Grayscale Window Macros

» Presentation View Group =

o T YU S 3fha g fiRad sifed dem & fier € E=EREERIE r:]

e Normal — 59 Sifer $T STANT @& T a1 Presentation @1 Slide by Slide | Normal Outline Slide  Notes Reading
Edit % d # 3l @rr € 3 g9 Left Side % Thumbnail 3 2@ wa ¥ | view sorer Fage  View
By Default %9 & Normal € ¢ T 2 | R

e Outline — 39 3if@M & ITINT B 3MY Yo Slide ¥ AR Slide W TSN | Jump &R Fdhd 7, AR AT &1 1A 4
Editing *f @x \a&d 2 |

e Slide Sorter — 9 3i@M & ITINT B 3MY 319+ Slide P Rearrange HR Fdh &I | AT M9 4+ Slide BT 3T
o ) ad 81 | 599 Slides Presentation % Thumbnail & w9 # fe@rs <) € smuysr 39 ¥ Slide &7 3mT a1
G PHRAT 8, 9 A8 A Ao dxd Drag HRd S SIS BIS T I8l S of ST 2 |

e Notes Page — 39 @M &7 SUINT IS 3T T8 o Ahd g, fd Myl Presentation Print 819 & a1g Notes & 1T
ot fewrfY, ama s Check or Edit 1 &R A € |

e Reading View — 39 @M &7 ITINT - 370 30+ dAR Slides # ST +77 Transition or Animation &@Q &, I
Check @ Wad 2| I8 3if@e Slide Show &1 @38 & 2| <ifé1 Slide Show # Full Screen armar o w 3@+ Full
Screen FIE} 31TaT B |

> Master View Group —

o S YU & a8 AfIRad i@ <xe BT el € | =

e Slide Master — 3% ST @1 SwNT v 9 31 Slide @ Quick Change &% Wy & e | 1€ Fendout Hotes
sﬁ Ueb a1 @?5 é W %l Master Views

e Handout Master — 9 3iT®F &1 SUINT HRb AT 74T Slides ®r Customize H Adhd 2,
rrfa 3y 3+ Slides # Header, Footer, Date and Page Number @7 Show, Hide or Set &= Wdd & | 31 39 3w
BT YA Ixd  Uh Page R Uh W 34fdd Slides BT &1 Aahd 2 |

e Notes Master - 3 3iT=F BT STINT HXB T Tg <@ AHd =, fb muan Presentation Print 8 & a1< Notes &
|rer Bl fawrh, 3y s Customize Y aR A & |

» Show Group [ Ruler

o U YU B AT BH [rIRET SfieM T@ &I e 2 | [ ] Gridlines Noree

e Ruler — 39 3@ &1 SUANT &< 3T Ruler &1 Show or Hide &=1 | & | [] Guides

e Gridlines — 9 ifwq & AW dTel I §fad H fdatd dxa Md Gridlines &I Show or Hide &t Show F
AP B |

20



LEKHRAJ SINGH TRAINING INSTITUTE PVT. LTD.

e Guides — 3% 3@ & AM alel 9% diax H fdere H=a &1 Slide & Center # Cross @< 8¢ al @rg+ 31 SR |
T 3MI®T U &1 A5l & IR RER 91T 3@ < |

e Notes — 9 3@ BT STANT HRb 379 319+ Slide § Quick Notes 1 Add B Fdhd &, 3MT S & 39 3@ W
faete &, A1 amue Slide & =9 ®1 3R Notes Area fewrs <o | f59 wR Click to add Notes ferar garm amem | a1
TR fdcd® BB 3T 3= Notes &7 Type B Hh & |

» Zoom Group O\

o T E B sid B < st dw P e

e Z0oOm — S 3@ BT IUANT R MY = Slides &I Zoom R AHd 8T | coom WFi:dtsw
e Fit to Windows - If amas Zoom Option &7 SUaART &xa 34+ Slide &1 BIeT a1 g1 fahar &1, ar Zoom
39 SR &1 TN TR I G Uea o RaIfy # = & forg faam mam =
» Color/Grayscale Group
o U YU B T T A sifer I B freny ¥ == Color
e Color — 39 aife &7 SUINT G 31T a0 Presentation #7 Full Color 379 |&d &1 | = Grayscale

e Grayscale — 3% St &1 ITRINT e T 31T Presentation &1 Grayscale # & way 2, gepy | ™m0 occand e
3 Color &1 Customize ¥ &R |Hd & | Color/Grayscale

e Black & White - 39 3lT®F &7 STIRT H¥ab AT 39 Presentation &I Black & White & g Iad B |

>  Windows Group . _ Dﬂ H Arrange All DE
o T YT B i T PrefRad sifer A 31 fier ¥ O 2 ascade | =
. . . New Switch
. gltlaw Window — 9 3if@r &1 WANT &xa md Yo New Window Open @R Hdhd Window =2 Move Split | windows -
Window

e Arrange All — 39 SIT=T BT TIRT &) M9 I Open Windows &I Ta 1T
Screen W T@ H&Hd T |

e Cascade — 39 @M & ITANT HxS 31T 0+ W1 Geil gg fdsr w1 Cascading Style § <@ |aod 2 |

e Move Split — 39 i@ &1 ITIRT e M Slide Pane, Note Pane and Slide Area @1 ©eT a1 99T 9&d &, §9®
fore amy Keyboard & Arrow Key &7 SUIRT &k gl 81 3™l ¥ Area Move &R dd & | 399 918 3 & foy
Enter Press &= 81T |

e Switch Window — s 3if@M &1 YT Us A1 Open &1 5 Windows # & Window ¥ &l Window &R ST &
forg fopar Smar ®)

» Macros Group
e Macros - af 3! 3= Document # T &1 SITHSHNI I IR-GR G ST USdT 8, I 370 59 Y4 B ET
ITART %R Record Macros # U& qR fogax 3Md S SIHaN & IR-aR forad & forg i # of 960 €1 | pacros
39d foTu 89 Fiddhe-o) 997 oid ©, R o9 fl 5 SS9 e &I e & mawadhdr Bl 8, a1 89
gifche-dl BT ITANT B od © | Macros
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