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Starting Microsoft PowerPoint 2007
ed'gef;

1/ Microsoft PowerPoint 2007 onf Microsoft Office wGif yg0ifaom

Application Software wpfck jzpfygonf/ Microsoft PowerPoint ukd tpnf;ta0;rsm;?

aqG;aEG;yJGrsm;? o½kyfjy&Sif;vif;yJGrsm;wGif Presentation jyo&eftwGuf trsm;tm;

jzifhtokH;jyKMuygonf/ xkdokd Yjyo&mwGif Computer Screen ay:ü On-Screen
Presentation tjzpfvnf;aumif;? Web-Presentation tjzpfvnf;aumif;? Overhead
Projector ESifhcsdwfqufíaomfvnf;aumif; jyoEkdifygonf/ Microsoft PowerPoint
2007 onf ,ciftoHk;jyKcJhonfh PowerPoint rsm;xuf ykdrdkpGrf;&nfjrifhrm;NyD;? Animation
Effect rsm;? Sound Effect rsm;ESifh Timing Control rsm; ykdrdkpkHvifpGmyg0ifvmygonf/

Starting Microsoft PowerPoint 2007
( Microsoft PowerPoint 2007 odkY pwif0ifa&mufjcif; )

2/ PowerPoint 2007 okdY 0ifa&muf&ef Start → Program → Microsoft Office
→ Microsoft Office PowerPoint 2007 ukd Click vkyfjcif;jzifh PowerPoint 2007
okdY 0ifa&mufEkdifygonf/ykH(1-1)

ykH(1-1)
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Features in Microsoft PowerPoint 2007
( Microsoft PowerPoint 2007 \toGiftjyif )

3/ Microsoft PowerPoint 2007 okdY 0ifa&mufNyD;aemuf Microsoft PowerPoint
2007 \toGiftjyifukd ykH(1-2)ygtwkdif; awGU&ygrnf/

1/ Office Button 2/ Quick Access Toolbar 3/ Title Bar
4/ Ribbon 5/ Slide 6/ Outline
7/ View Indicator 8/ Spell Check 9/ Note Pane

10/ Slide Pane 11/ Normal Vierw 12/ Slide Sorter View
13/ Slide Show View 14/ Zoom 15/ Zoom Out
16/ Zoom Slider 17/ Zoom In 18/ Zoom to Fit
19/ Status Bar
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4/ Microsoft Power Point 2007  \ xdyfqHk;b,fbufaxmifh&Sd Icon onf

Microsoft Office Button jzpfonf/ 4if; Button udk Click vkyfygu Menu wpfck

ay:vmrnf/ yHk(1-3) xdk Menu rS zdkiftopfzGifhjcif;? &SdNyD;om;zdkifta[mif;udk zGifhjcif;?

zdkifodrf;jcif;ESifh tjcm;aom aqmif½Gufcsufrsm;udk vkyfaqmifEdkifygonf/

yHk(1-3)

Microsoft
Office
button

5/ Microsoft Office Button \ab;wGif Quick Access Toolbar yg&Sdonf/

yHk(1-4) Quick Access  Toolbar onf tNrJwrf;toHk;jyKaom Commands rsm;udk

azmfjyay;ygonf/ New? Open? Save? Undo? Redo? Print? Spelling? Print Preview
commands rsm; ponfwdkYudk tvG,fwul toHk;jyKEdkifatmif aqmif½Gufay;xm;ygonf/

xdkYtjyif rdrdtoHk;rsm;aomtjcm; Commands rsm;udkvnf; a½G;cs,fxnfhoGif;ay;xm;

Edkifygonf/
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6/ Quick Access toolbar \ab;wGif Title Bar &Sdonf/ yHk(1-5) Title Bar
ay:wGif vuf&Sd toHk;jyKaeaom Microdoft Power Point \acgif;pOfudk azmfjyay;

ygonf/ Power Point Window \tay:qHk;wGif Presentation1 - Microsoft
PowerPoint [kaz:jyxm;onfudk awGY&rnf jzpfygonf/

7/ Microsoft Power Point 2007 wGif Commands rsm;udkaz:jyay;&ef

Ribbon udktoHk;jyKxm;ygonf/ yHk(1-6) Ribbon onf Quick Access toolbar \atmuf

Microsoft Power Point windows \tay:bufem;wGif wnf&Sdygonf/ Ribbon
\xdyfydkif;wGif Tabs rsm;&Sdygonf/ Tab udk Click vkyfygu oufqdkif&m Commands
tkyfpkrsm;udk awGU&Sd&ygonf/ Commands tkyfpktoD;oD;wGif oufqdkif&m Commands
Button rsm;yg0ifygonf/ Button udk Click vkyfygu Commands rsm;(odkYr[kwf)

aqmif½Guf&ef Menu ESifh Dialog box rsm; ay:vmygrnf/ xdkYtjyif Dialog box launcher
rsm;udkvnf; Command tkyfpkrsm;\ atmufajcnmzufaxmifhwGif awGU&SdEdkifygonf/

Dialog box launcher udk Click vkyfygu Commands rsm;pkaygif;xm;aom Dialog
box wpfck ay:vmygrnf/

Create a presentation using blank slides
( Blank Slides udk toHk;jyKí presentation wpfck zefwD;jcif;)

8/ aemufcH Design rsm;? ta&mifrsm;? ykHrsm; ryg0ifaom Blank slides rsm;jzifh
Presentations jyKvkyfvkdygu Office Button udk Click vkyfyg/ ay:vmaom Menu rS
New udk Click vkyfyg/ New Presentation Dialog Box ay:vmrnf/ ¤if;rS Blank and
recent udka&G;cs,fí Create udk Click vkyfyg/ yHk(1-7) (odkYr[kwf) Quick Access Toolbar
rS New Icon ukd Click vkyfyg/
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Create a Presentation using Design Templates
( Design Templates udk toHk;jyKí presentation wpfck zefwD;jcif;)

9/ toifhjyKvkyfxm;aom aemufcH Design rsm;jzifh Presentations rsm; jyKvkyfvkdygu

New Presentation Dialog Box &Sd Installed  Templates (odkYr[kwf) Installed Themes
Command wpfckckudka&G;cs,fyg/ ¤if;rSrdrdBudKufESpf&m Design Template udka&G;cs,fí

Create udk Click vkyfyg/ ykH(1-8)

ykH(1-8)

yHk(1-7)
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Normal View ( yHkrSefjrifwGif; )

10/ Normal View onf t"duusaom View jzpfNyD; tcsuftvufrsm; ESifh 'DZdkif;

rsm;xnfhoGif;&ef taumif;qHk;jzpfonf/ Normal View tm;toHk;jyK&ef View tab wGif

presentation Views group rS  Normal View udk Click vkyfyg/ (yHk 1-9) (odkYr[kwf)

PowerPoint windows \ atmufb,fbuf&Sd  Normal View icon tm; Click
vkyfyg/ Normal View wGif working area oHk;ck&Sdonf/ Slide page \tay:b,fbuf

tpGefqHk;wGif Slides tab &SdNyD; ¤if;\ nmbufwGif Outline tab udkawGU&rnf/ PowerPoint
\ tus,fqHk;ae&mudk Slide pane [kac:onf/ PowerPoint windows \atmufajcwGif

Note pane udk awGUjrifEdkifygonf/ (yHk1-10)

ykH(1-9)

ykH(1-10)
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(u) Outline tab/ pmom;rsm;? tcsuftvufrsm;tm; Outline tab üf

xnfhoGif;&mwGif us,f0ef;aom ae&m&&Sdrnfjzpfonf/ Outline tab wGif

xnfhoGif;aompmom;rsm;udk Slide pane üvnf;awGUjrif&NyD; Slide pane
wGif Edit vkyfEdkifonf/

( c ) Slide tab/ t&G,ftpm;ao;i,faom Slides rsm;udkawGU&NyD; ¤if;

wdkYtm;a&TUajymif;jcif;? Slides topfrsm;xrfrHxnfhoGif;jcif;? zsufypfjcif;

ponfwdkYudk Slide tab wGifjyKvkyfEdkifonf/

( * ) Slide pane/ vuf&Sdvkyfaqmifaeaom Slide tm;us,f0ef;aom

jrifuGif;jzifh &Sif;vif;pGmjrifawGUEdkifNyD; pmom;rsm;? yHkrsm;? Z,m;rsm;? Text
box rsm;? movies? sounds? hyperlinks? animations ponfwdkYtm; Slide
pane wGifxnfhoGif;Edkifygonf/

(C) Note pane/ ¤if;onf Working area  r[kwfaomfvnf; slide
twGif;&SdtaMumif;t&mrsm;? ¤if;wdkYESifhqufpyfaeaom tcsuftvufrsm;

tm; Printed form odkYr[kwf Web page tjzpfxnfhoGif;xm;Edkifonf/

Slide Sorter View ( Slide rsm; tpOfvdkufjrifuGif;)

11/ Slide Sorter view onf Presentation wpfcktwGif;&Sd Slides rsm;tm;NcHKí

jrifEdkifaom jrifuGif;jzpfonf/ Slide sorter view jyKvkyf&ef View tab wGif presentation
view group rS   Slide sorter udk Click vkyfyg/ (yHk 1-11) odkYr[kwf

PowerPoint Windows atmufb,fbuf&Sd   Slide sorter view icon tm; Click
vkyfyg/ Slide sorter view twGif;&Sd slides rsm;tm;vdkovdk pDjcif;? slides topfrsm;

xyfxnfhjcif;? rvdkaom Slide rsm;tm;zsufjcif;rsm;udk jyKvkyfEdkifygonf/

Slide Show View ( Slide rsm;udk jyoonfhjrifuGif;)

12/ Slide Show View onf Computer Screen tjynfhjrif&aom jrifuGif;jzpfygonf/

Presentations rsm;tm;jyo&mwGif Slide show view jzifhjyo&ygonf/ Presentations
rsm;jyo&ef View tab wGif presentations view group rS  Slide show udk

ykH(1-11)
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Click vkyfyg/ (odkYr[kwf) PowerPoint windows atmufb,fbuf&Sd  Slide show
view icon tm; Click vkyfyg/ Text? Graphices? Movies? Sounds? Timing?  Animated
Elements? Transition effects rsm;\ ouf0ifvIyf&Sm;rIudk Slide show view wGif

xif&Sm;pGm awGUjrifEdkifygonf/

Insert Text from Word File ( Word file rS Text rsm;udkxnfhjcif;)

13/ Mocrosoft Office Word 2007 jzifha&;om;xm; Text document wpfckudk

PowerPoint 2007 rSaeí wdkuf½dkuf Import vkyfNyD; Outline Text tjzpf jyKvkyf

Edkifygonf/ Word 2007 xJwGif Text document rsm;udk ½dkufxnfhNyD; odrf;xm;&ygrnf/

Microsoft Word 2007 jzifha&;om;aom Text document wpfckudk PowerPoint 2007
xJodkY atmufygtwdkif;  Outline Text jzpfatmifjyKvkyfEdkifygonf-

(u) Microsoft Office Button udk Click vkyfyg/ Microsoft Office
Button dropdown menu ay:vmrnf/

( c) Microsoft Office Button dropdown menu rS Openudk Click vkyfyg/

Open dialog box ay:vmrnf/

( *) Open dialog box rS Word File udk a&G;cs,fí Open button udk Click
vkyfyg/ xdktcg Word File jzifh ½dkufxm;aom Text rsm; PowerPoint
wGif Outline Text tjzpf0ifa&mufvmonfudk awGU&ygrnf/ (yHk 1-12)

(yHk 1-12)
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Save a Presentation  ( Presentation wpfckudk odrf;jcif;)

14/ rdrdzefwD;xm;aom Presentation wpfckudk atmufygtwdkif; odrf;xm;Edkifygonf-

(u) Office Button  udk Click vkyfyg/ Office Button menu ay:vm

ygrnf/ (yHk 1-13)

( c) ay:vmaom menu rS Save command udk Click vkyfyg/ Save As
dialog box ay:vmrnf/ (yHk 1-14)

( *) ay:vmaom Save As dialog box rS Save in list box wGif rdrd

odrf;xm;vdkaom Drive (odkYr[kwf) Folder udk a&G;cs,fay;yg/

(C) File name list box wGif ay;vdkaom File name udk &dkufxnfhay;yg/

( i) xdkaemuf Save button udk Click vkyfyg/

(yHk 1-13)
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Protect the Presentation (Presentation wpfckudk Protect jyKvkyfjcif;)

15/ rdrdzefwD;xm;aom Presentation wpfckudk tjcm;olrsm; zGifhr&atmif Password
ay;í umuG,frI jyKvkyfEdkifygonf/ Presentation wpfckudk Password ay;&mwGif  Office
button  udk Click vkyfyg/ rodrf;&ao;aom Presentation jzpfygu Save command udk

a&G;cs,fyg/ odrf;xm;NyD;aom Presentation wpfckjzpfygu Save As command udk

a&G;cs,fyg/ xdktcg Save As dialog box ay:vmrnf/ ay:vmaom Save As dialog
box rS Tools command button down arrow udk Click vkyfyg/ Tools menu ay:vmrnf/

(yHk 1-15) ¤if;rS General Options udk a&G;cs,fyg/ xdktcg General Option dialog box

(yHk 1-15)

(yHk 1-14)
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ay:vmrnf/ (yHk 1-16) General Option dialog box rS Password to open text box
wGif Password udk &dkufxnfhay;í OK  udk Click vkyfyg/ xdktcg Confirm Password
dialog box ay:vmygrnf/ (yHk 1-17) Reenter password to open text box rS password
to open text box wGif &dkufxnfhxm;onfhtwdkif; &dkufxnfhay;NyD; OK udk Click yg/
Password ay;xm;aom Presentation udk zGifhyg Password dialog box ay:vmygrnf/

(yHk 1-18)  Password udk rSefuefpGm &dkufxnfhay;EdkifrSom Presentation onf yGifhygrnf/

(yHk 1-18)

(yHk 1-17)

(yHk 1-16)
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Close Presentation ( Presentation wpfckudk ydwfjcif;)

16/ Microsoft Office PowerPoint 2007 wGif Presentation udk ydwfvdkygu

Office button udk Click vkyfí Close command udk a&G;cs,fyg/ tu,fí rdrdydwfvdkuf

aom Presentation onf rodrf;qnf;&ao;ygu Microsoft Office PowerPoint
dialog box ay:vmygrnf/ (yHk 1-19) odrf;qnf;vdkygu Yes udk Click vkyfyg/ xkdtcg

Save As dialog box ay:vmrnf/ File name list box wGif File name xnfhay;NyD;

Save udk Click vkyfyg/ rodrf;qnf;vdkygu No udk Click vkyfyg/

Exit Microsoft PowerPoint ( Microsoft PowerPoint rSxGufjcif;)

17/ Microsoft PowerPoint  wGif Presentation  rsm;udk zefwD;NyD;pD;í Microsoft
PowerPoint rS tNyD;xGufvdkygu Office button udk Click  vkyfí ay:vmaom Office
button menu rS Exit PowerPoint command button udk Click  vkyfyg/ xdktcg

Microsoft PowerPoint Window onf ydwfoGm;ygrnf/

(yHk 1-19)
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Adding Text

Adding Text ( Text rsm;udk xnfhoGif;jcif;)

1/ Microsoft PowerPoint wGif Text (pmom;rsm;) xnfhoGif;&ef ae&m(4)rsdK;

&Sdygonf/ ¤if;wdkYrSm Placeholders? Text box? Shapes? WordArt wdkYjzpfygonf/

Placeholder onf Slide layout wGif Text rsm;ESifh Object yHkrsm;xnfhoGif;&ef

owfrSwfxm;aom ae&mjzpfonf/ t"dutm;jzifh Slide pane wGif xnfhoGif;&rnfjzpfNyD;

Outline tab wGifvnf; xnfhoGif;Edkifygonf/ Slide pane wGifxnfhoGif;aom Text rsm;tm;

Outline tab wGif awGUjrif&NyD; Outline tab wGif xnfhoGif;xm;aom Text rsm;udkvnf;

Slide pane wGif jyefvnfjyKjyifEdkifonf/ Slide layout rsm;wGif Blank slide rSty

usefaom Slide rsm;wGif Text? Tables? WordArt? Clip Art? Chart ponfwdkYudkxnfhoGif;

&ef toifhjyKvkyfxm;onfudk awGU&ygrnf/ Text rsm;xnfhoGif;&eftwGuf Home tab \
Slide group rS   Layout command udk Click vkyfyg/ Layout menu
ay:vmrnf/ (yHk 2-1) ay:vmaom menu rS rdrdxnfhoGif;vdkaom Layout udka&G;cs,fyg/

acgif;pOfxnfhoGif;&eftwGuf Click to add title text box wGif click vkyfyg/ Text box
xJwGif Cursor udk awGUjrif&NyD; Text rsm;udk&dkufxnfh&ef toifhjzpfaeygrnf/ xdktcsdefwGif

Text udk &dkufxnfhEdkifygonf/ pmudk,fudk Click to add text box wGif &dkufxnfhEdkifygonf/

(yHk 2-2)

(yHk2-1)

(yHk2-2)
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Using Font? Size? Style? Alignment
( Font? Size? Style? Alignment rsm;udk toHk;jyKjcif;)

2/ Text rsm;tm; Select jyKvkyfNyD; Home tab \ Font group wGif Font pmvHk;

trsdK;tpm;? Size pmvHk;t&G,ftpm;? Bold? Italic? Under Line wdkYudk a&G;cs,fjyifqif

ay;Edkifygonf/ Alignment rsm;udk jyifqif&eftwGuf Paragraph  group  wGif Align
Left? Align Center? Align Right? Justify? Style wdkYudk jyKjyifEdkifygonf/ (yHk 2-3)

Insert a New Slide and Duplicate Slides
( Slide topf? Duplicate Slide rsm;xnfhoGif;jcif;)

3/ Presentations rsm;wGif Slide topfrsm;xnfhoGif;&ef Home tab \ Slides
group rS New Slide Command udk Click vkyfyg/ (odkYr[kwf) Slide tab atmuf&Sd

Slide ay:wGif Right click vkyfí ay:vmaom Shortcut menu rS New Slide
command a&G;cs,fay;yg/ Slide rsm;udk rdwåLyGm;vdkygu rdwåLyGm;vdkaom Slide rsm;tm;

a&G;cs,fNyD; right click vkyfí Duplicate Slide command udk click vkyfyg/ (yHk2-4)

(yHk2-4)

(yHk2-3)
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Change Slides Order ( Slide rsmudk ae&majymif;vJjcif;)

4/ Presentation wpfcktwGif;&Sd Slide rsm;tm; ae&mtpDtpOfcs&ef View tab \
Presentation View group rS Slide Sorter View udk Click vkyfyg/ Slide Sorter
View twGif;&Sd Slides rsm;tm; drag qGJ,lí vdktyfovdk tpDtpOf csEdkifonf/ ¤if;jyif

Outline tab (odkYr[kwf) Slides tab wGif;&Sd a&TUajymif;vdkaom Slide iocn rsm;udk a&G;cs,fyg/

xdkYaemuf ae&mopfodkY Drag qGJ,lí a&TUajymif;Edkifonf/

Delete a Slide ( Slide wpfckudkzsufjcif;)

5/ Presentatiuon wpfcktwGif;&Sd rvdktyfaom Slides rsm;tm;zsuf&ef Outline
tab (odkYr[kwf) Slides tab wGif;&Sd zsufvdkaom Slide icon rsm;udka&G;cs,fyg/ Home tab
\ Slides group rS  Delete command udka&G;cs,fyg/ (odkYr[kwf) zsufvdkaom

Slide icon ay:wGif Right Click jyKvkyfí ay:vmaom Shortcut menu rS Delete
Slide udk click vkyfyg/

Hide a Slide and Show a Hidden Slide ( Slide udkazsmufxm;jcif;)

6/ Presentation wpfckjyo&mwGif rjyovdkaom Slides rsm;tm; azsmufxm;Edkifonf/

xdkodkYjyKvkyf&ef rjyovdkaom Slides rsm;tm; Outline tab (odkYr[kwf) Slides tab wGif

a&G;cs,fyg/ Slide Show tab \ Set up group rS  Hide Slide udk Click vkyfyg?

Presentation jyo&mwGif Slide Show tab \ Start Slide Show rS From Beginning
udk Click vkyfyg/ (odkYr[kwf) Keyboard ay:rS F5 key udk ESdyfjcif;jzifhvnf;aumif;?

PowerPoint Windows \atmufnmbufaxmifh&Sd Slide Show icon udk Click
vkyfjcif;jzifh vnf;aumif; jyoEdkifygonf/ azsmufxm;aom Slides rsm;onf Presentation
jyoaepOf yg0ifjcif;r&Sdaomfvnf; Outline tab ESifh Slide tab rsm;atmufwGif Slide
icon tjzpfawGUjrif&rnf jzpfonf/ azsmufxm;aom Slides rsm;tm; Presentation wGif

jyefvnfjyovdkygu ¤if;wdkYtm;a&G;cs,fí Slide Show tab \ Set Up group rS  
Hide Slide udk Click jyKvkyf&efjzpfygonf/

Format Background of Slide Pane (Slide Pane wGif aemufcHyHkpHowfrSwfay;jcif;)

7/ Presentation wpfckwGif Slide Pane tm; aemufcHta&mifxnfhoGif;vdkygu

Slide Pane udk Right click vkyfNyD; shortcut menu rS Format Background udk Click
vkyfyg/ Format Background dialog box ay:vmrnf/ (yHk2-5) ay:vmaom Dislog
box rS  Color icon udk Click vkyfyg xyfrHay:vmaom Color dialog box rS
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rdrdBudKufESpfouf&m ta&mifwpfrsdK;rsKd;udk a&G;cs,fay;yg/ xdkYaemuf Apply to All button
udk Click vkyfí Close button udk Click vkyfyg/

8/ Fill Effects wGifSolid fill, Gradient fill, Picture or texture fill ponfwdkYudk

atmufygtwdkif;toHk;jyKEdkifygonf-

(u) Solid Fill/ Fill rS Solid Fill Option udk a&G;cs,fí Slide rsm;tm;

aemufcHta&mifrsm; xnfhoGif;&mwGif toHk;jyKygonf/

( c ) Gradient Fill / Fill rS Gradient Fill Option udk Click ygu Gradient
Fill Color box udkawGY&ygrnf/ (yHk 2-6) Preset colors  udk

Click vkyfyg Preset colors box ay:vmrnf/ Preset colors box rS

rdrdtoHk;jyKvdkaom color udka&G;cs,fyg/ Gradient Fill Option \ Type

(yHk2-5)
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list  wGifvnf; Linear, Radial, Rectangular, Path, Shade from title
wdkY a&G;cs,fEdkifygonf/ xdkYjyif Direction udkvnf;a&G;cs,f toHk;jyK

Edkifygonf/

( * ) Picture or texture fill/ Fill \ Picture or texture fill Option udk

Click vkyfygu Picture or texture fill color box ay:vmrnf/ (yHk2-

7) xdkrS Texture  udk  Click vkyfí toHk;jyKvdkaom Texture udk

a&G;ay;Edkifygonf/ Picture File ESifh  Clip Art yHkrsm;udkvnf; Insert
From rS xnfhoGif; toHk;jyKEdkifygonf/ Picture \ Alignment udkvnf;

Alignment List rS Top left? Top? Top right? Left? Center? Right,
Bottom Left? Bottom? Bottom right  ponfwdkYudk a&G;cs,fEdkifygonf/

Picture \ Mirror Type udkvnf; Mirror type list wGif None?
Horizonted? Vertical? Both wdkYudk a&G;cs,fEdkifygonf/

(yHk2-6)
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Add Themes of Slide pane ( Slide pane wGif Themes xnfhjcif;)

9/ Presentation \ Slide Pane wGif Themes rsm;udk xnfhoGif;Edkifygonf/ Themes
udk xnfhoGif;&eftwGuf Design tab \ Themes group rS Themes list box rS Themes
wpfckckudk Mouse jzifh Point vkyfygu Slide Pane wGif Themes Effect 0ifa&mufvm

onfudk awGUjrif&ygrnf/ (odkYr[kwf) Themes group \ More udk Click  vkyfygu

Themes list box wGif rdrdBudKufESpfouf&mudk a&G;cs,ftoHk;jyKEdkifygonf/ (yHk 2-8)

(yHk2-7)
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Add Color of  Themes ( Themes color xnfhay;jcif;)

10/ Themes udk xyfrHí Color rsm;udk xnfhoGif;Edkifygonf/ Color xnfhoGif;&ef

twGuf Design tab \ Themes group &Sd Color command udk Click vkyfygu Color
Built In menu ay:vmrnf/ xnfhoGif;vdkaom Color udka&G;cs,fay;yg/ (yHk 2-9)

(yHk2-8)

(yHk2-9)
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Select  Font  of  Themes ( Themes pmvHk;rsm;udk a&G;cs,fjcif;)

11/ Themes wGif Font udk a&G;cs,fowfrSwfay;Edkifygonf/ Font owfrSwf&ef twGuf

Design tab \ Themes group &Sd Font command udk Click vkyfygu Font  Built In
menu ay:vmrnf/ xdkrS xnfhoGif;vdkaom Font  udka&G;cs,fay;yg/ (yHk 2-10)

Select  Effects  of  Themes (Themes Effects a&G;cs,fay;jcif;)

11/ Themes wGif Effects udk a&G;cs,fowfrSwfay;Edkifygonf/ Effects owfrSwf&ef

twGuf Design tab \ Themes group &Sd Effects command udk Click vkyfygu

Effects  Built In menu ay:vmrnf/ xdkrS xnfhoGif;vdkaom Effect udka&G;cs,fay;yg/

(yHk 2-11)

(yHk2-10)
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(yHk2-11)
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tcef;(3)

TABLES AND PICTURE
Create Table (Table zefwD;jcif;)

1/ PowerPoint 2007 Presentaion wGif Table rsm;udk Create jyKvkyfEdkifygonf/

Table Create  udk atmufygtwdkif; aqmif&GufEdkifygonf-

(u) Insert Tab udk Click vkyfyg/

( c ) Table Command udk Click vkyfyg/ Insert Table menu ay:vmrnf/

(yHk 3-1)

( * ) ay:vmaom Insert Table menu rS rdrdwnfaqmufvdkaom Table \
Row ESifh Column udk a&G;cs,fay;yg/ (yHk 3-2)

(C) ay:vmaom Table wGif rdrdxnfhoGif;vdkaom Data rsm;udk xnfhoGif;

az:jyEdkifygonf/ (yHk 3-3)

(yHk 3-1)

(yHk 3-2)

(yHk 3-3)
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2/ Table Styles udkjyifqifvdkygu Tables udka&G;cs,fyg/ Table Tools \ Design
wGif Styles group rS Table styles More  udk Click vkyfyg Table Styles List
Box ay:vmrnf/ (yHk 3-4) ¤if;rS rdrdBudKufESpfouf&m Table Styles wpfckckudk

a&G;cs,fay;yg/ Table wGif aemufcH ta&mifrsm; xnfhoGif;vdkygu Table Styles group
&Sd Shading rS down arrow udk Click vkyfí ay:vmaom Shading menu box
wGif BudKufESpfouf&m a&G;cs,fay;yg/ rdrda&G;cs,fvdkufaomta&mifonf Table wGif

0ifa&mufvmygrnf/ ¤if; Table wGif More fill Colors, Picture, Gradient, Texture,
Background rsm;udkvnf; a&G;cs,fxnfhoGif;ay;Edkifygonf/(yHk 3-5) Table udk Borders
xnfhoGif;vdkygu Table Styles group &Sd Borders  rS down arrow udk Click
vkyfí ay:vmaom Borders menu box wGif BudKufESpfouf&ma&G;cs,fay;ygonf/ (yHk

3-6) Table udk Effect xnfhoGif;vdkygu Table Styles group &Sd Effect  rS down
arrow udk Click vkyfí ay:vmaom Effect menu wGif Cell Bevel, Shadow,
Reflection wdkYrS BudKufESpfouf&ma&G;cs,fay;yg/(yHk3-7) xyfrHay:vm menu rS

BudKufESpfouf&mudk a&G;cs,fay;yg/ (yHk 3-8)

(yHk 3-4)
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Insert Table (Table xnfhoGif;jcif;)

3/ Blank presentation wpfckwGif Table udk xnfhoGif;vdkygu Insert tab \ Tables
command udk Click vkyfyg/ ay:vmaom Insert Tables menu rS Insert Table

 udk Click vkyfyg/ Insert Table dialog box ay:vmygrnf/ ¤if; box
rS Number of column box wGif column ta&twGufudkvnf;aumif;? Number of
row box wGif row ta&twGufudkvnf;aumif; &dkufxnfh ay;NyD; OK udk Click vkyfyg/

(yHk 3-9)

(yHk 3-5)

(yHk 3-6)

(yHk 3-8)(yHk 3-7)
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Draw a Table (Table a&;qGJjcif;)

4/ ydkrdk&IwfaxG;aom Z,m;rsm;udk jyKvkyf&mwGif Insert tab \ Tables command
udk Click vkyfyg/ ay:vmaom Insert Tables menu rS Draw Table udk

Click vkyfyg/ xdktcg Pointer rSm cJwHyHkpHajymif;oGm;NyD; Z,m;wGif vdk&mrsOf;aMumif;rsm;udk

Drag jyKvkyfí qGJom;Edkifygonf/ (yHk 3-10) Z,m;wGif;&Sd rvdkaomrsOf;rsm;udk zsufvdkygu

Table Tools \ Design rS Draw Borders &Sd    Eraser command udk Click vkyfyg/

xdktcg Pointer rSm cJzsufyHkpHajymif;oGm;NyD; Z,m;wGif zsufvdkaom rsOf;aMumif;rsm;udk

Click jyKvkyfízsufEdkifygonf/

(yHk 3-9)

(yHk 3-10)
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Insert Excel Spreadsheet (Excel Spreadsheet xnfhoGif;jcif;)

5/ Presentation wGif Microsoft Excel rS Speradsheet udk xnfhoGif;Edkifygonf/

Excel speradsheet udk xnfhoGif;&eftwGuf Insert tab \ Tables command udk

Click jyKvkyfyg/ xGufay:vmaom Insert Table menu rS Excel speradsheet
 udk Click vkyfyg/ xdktcg Slide Pane wGif Excel Speradsheet

ay:vmrnf/ (yHk 3-11) xnfhoGif;vdkaom Data rsm;udk xnfhoGif;ay;jcif;  Microsoft
Excel Application toHk;jyKonfhtwdkif; Data rsm;udk wGufcsufay;jcif;? Table Border
Line rsm;udk xnfhoGif;aqmif&Gufay;Edkifygonf/(yHk 3-12)

Insert Picture (yHkrsm;xnfhoGif;jcif;)

6/ PowerPoint 2007 Presentaion wGif Picture "gwfyHkrsm;udk xnfhoGif;Edkif

ygonf/ Picture "gwfyHkrsm;udk atmufygtwdkif; xnfhoGif;Edkifygonf-

(u) Insert Tab udk Click vkyfyg/

( c ) Picture Command udk Click vkyfyg/ Insert Picture dialog box
ay:vmrnf/ (yHk 3-13)

( * ) ay:vmaom Insert Picture dialog box rS Look in box wGif

rdrdxnfhoGif;vdkonfh Picture "gwfyHkrsm;&Sdaom folder udka&G;cs,fí OK
udk Click vkyfay;yg/

(C) rdrdxnfhvdkaom Picture (odkYr[kwf) "gwfyHkudka&G;cs,fí Insert udk Click
vkyfyg/ rdrda&G;xm;aom Picture (odkYr[kwf) "gwfyHkonf PowerPoint
Presentation Slide wGif 0ifa&mufvmygrnf/ (yHk 3-14)

(yHk 3-11)

(yHk 3-12)
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(yHk 3-13)

Edit Picture Brightaness (yHkrsm;udk tvif;tarSmifjyifqifjcif;)

7/ PowerPoint Presentation Slide wGif rdrdxnfhoGif;xm;aom Picture
(odkYr[kwf) "gwfyHkrsm;\ tvif;tarSmifudk jyifqifay;Edkifygonf/ Picture (odkYr[kwf)

"gwfyHkrsm;udk tvif;tarSmif jyifqif&eftwGuf atmufygtwdkif;aqmif&GufEdkifygonf-

(u) PowerPoint Slide wGif xnfkoGif;xm;onfh Picture (odkYr[kwf)

"gwfyHkudk Select jyKvkyfyg/

( c ) Picture Tools \ Formate tab atmuf&Sd Adjust group rS Brightness
command udk Click vkyfyg/ Brightaness menu
ay:vmrnf/ (yHk 3-15)

( * ) ay:vmaom menu rS rdrdBudKufESpf&m Brightaness wpfckckukd a&G;cs,f

ay;yg/ rdrda&G;cs,fay:rlwnfí Picture (odk Yr[kwf) "gwfyHkonf

tvif;ESifhtarSmif ajymif;vJoGm;onfudk awGUjrif&ygrnf/

(yHk 3-14)
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Edit Picture Styles (yHkrsm;udk yHkpHjyifqifay;jcif;)

8/ PowerPoint Presentation Slide wGif rdrdxnfhoGif;xm;aom Picture
(odkYr[kwf) "gwfyHkrsm;udk Styles jyifqifay;Edkifygonf/ Picture (odkYr[kwf) "gwfyHkrsm;udk

Styles jyifqif&eftwGuf atmufyg twdkif;aqmif&GufEdkifygonf-

(u) PowerPoint Slide wGif xnfhoGif;xm;onfh Picture (odkYr[kwf)

"gwfyHkudk Select jyKvkyfyg/

( c ) Picture Tools \ Format tab atmuf&Sd Picture Styles group rS

More  udk Click vkyfyg/ Picture Styles menu box ay:vmrnf/

(yHk 3-16)

( * ) ay:vmaom menu rS rdrdBudKufESpf&m Picture Styles wpfckckukd

a&G;cs,fay;yg/ rdrd\ a&G;cs,frItay:rlwnfí Picture (odkYr[kwf)

"gwfyHkonf Styles ajymif;vJoGm;onfudk awGUjrif&ygrnf/

(yHk 3-15)
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Add Picture Shape (yHkrsm;udk Shape xnfhay;jcif;)

9/ PowerPoint Presentation Slide wGif rdrdxnfhoGif;xm;aom Picture
(odkYr[kwf) "gwfyHkrsm;udk Picture Shape xnfhay;Edkifygonf/ Picture (odkYr[kwf)

"gwfyHkrsm;udk Picture Shape xnfhay;&eftwGuf PowerPoint Slide wGif xnfhoGif;

xm;onfh Picture (odkYr[kwf) "gwfyHkudk Select jyKvkyfyg/ Picture Tools \ Format
tab atmuf&Sd Picture Styles group rS Picture Shape   udk Click
vkyfyg/ Picture Shape menu box ay:vmrnf/ (yHk 3-17) ay:vmaom menu rS

rdrdBudKufESpfouf&m Picture Shape wpfckckukd a&G;cs,fay;yg/ rdrda&G;cs,frItay: rlwnfí

Picture (odkYr[kwf) "gwfyHkonf Shape ajymif;vJoGm;ygrnf/ (yHk 3-18)

Add Picture Border Colors (yHkrsm;udk abmifta&mifxnfhay;jcif;)

10/ PowerPoint Presentation Slide wGif rdrdxnfhoGif;xm;aom Picture
(odkYr[kwf) "gwfyHkrsm;udk Picture Border xnfhay;Edkifygonf/ Picture (odkYr[kwf)

"gwfyHkrsm;udk Picture Border udk xnfhay;&eftwGuf PowerPoint Slide wGif

xnfhoGif;xm;onfh Picture (odkYr[kwf) "gwfyHkudk Select jyKvkyfyg/ Picture Tools \
Format tab atmuf&Sd Picture Styles group rS Picture Border 
udk Click vkyfyg/ Picture border menu box ay:vmrnf/ (yHk 3-19) ay:vmaom

menu rS rdrdBudKuf&m Picture border colors wpfckckukd a&G;cs,fay;yg/ rdrda&G;cs,frI

ay:rlwnfí Picture (odkYr[kwf) "gwfyHk border onf ta&mifajymif;oGm;ygrnf/

(yHk 3-16)
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(yHk 3-17)

(yHk 3-18)

(yHk 3-19)
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Add Picture Effect (yHkrsm;udk Effect xnfhay;jcif;)

11/ PowerPoint Presentation Slide wGif rdrdxnfhoGif;xm;aom Picture
(odkYr[kwf) "gwfyHkrsm;udk Picture Effects rsm;xnfhay;Edkifygonf/ Picture (odkYr[kwf)

"gwfyHkrsm;udk Picture Effects rsm;udk xnfhay;&eftwGuf PowerPoint Slide wGif

xnfhoGif;xm;onfh Picture (odkYr[kwf) "gwfyHkudk Select jyKvkyfyg/ Picture Tools \
Format tab atmuf&Sd Picture Styles group rS Picture Effect   udk

Click vkyfyg/ Picture Effects menu box ay:vmrnf/ (yHk 3-20) ay:vmaom menu
\ Reset? Shadow? Reflection? Glow? Soft Edges? Bevel? 3-D Rotation wdkYrS

rdrdBudKufESpfouf&mwpfckudk a&G;cs,fyg/ xdktcg a&G;cs,fxm;aom Effects \ Sub menu
ay:vmrnf/ (yHk 3-21) ay:vmaom Sub menu rS Picture Effect wpfckckukd a&G;cs,f

ay;yg/ rdrda&G;cs,frIay:rlwnfí Picture (odkYr[kwf) "gwfyHkonf yHkpHajymif;vJoGm;onfudk

awGUjrif&ygrnf/ (yHk 3-22)

(yHk 3-21)(yHk 3-20)
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(yHk 3-22)



33Microsoft PowerPoint 2007       uuuGef

tcef;(4)

Photo Album? Movie and Sound

Create a Photo Album  ("mwfyHk Album wpfck zefwD;jcif;)

1/ ½kyfyHkrsm;? "gwfyHkrsm;udk Microsoft Office PowerPoint 2007 wGif az:jyvdkygu

PowerPoint Photo Album wpfckudk jyKvkyfzefwD;Edkifygonf/ xdk Presentation wGif

a&mifpHkaemufcHtrsdK;rsd;? Slide Transition trsdK;rsdK;udk xnfhay;Edkifygonf/ Photo Album
wpfckudk atmufygtwdkif; zefwD;Edkifygonf-

(u) yxrOD;pGm PowerPoint Windows udk zGifhxm;&ygrnf/

( c) Insert tab udk Click vkyfNyD; Illustrations group xJrS Photo Album
udk Click vkyfyg/ (yHk 4-1)

( * ) ay:vmaom dropdown menu rS New Photo Album udk Click vkyfyg/

Photo album dialog box ay:vmrnf/ (yHk 4-2)

(C) Insert picture from atmufrS File/Disk button udk Click vkyfyg/

( i ) ay:vmaom Insert New Picture dialog box \ Look in list box
wGif Picture/Photo xnfhxm;aom folder udk a&G;cs,fyg/ (yHk 4-3)

( p) Picture/Photo folder xJrSESpfouf&m Picture/ Photo rsm;udk a&G;cs,fí

Insert button udk Click vkyfyg/ (yHk 4-4)

(q) Photo Album dialog box odkYjyefa&mufvQif ½kyfyHk^"gwfyHkwpfckcsif;udk

Preview MunfhNyD; tvif;tarSmifudk jyKjyifay;Edkifygonf/

(Z) jyKjyifay;NyD;ygu Create button udk Click vkyfyg/ xdktcg Photo Album
tjzpfjyKvkyfxm;aom Presentation wpfckudk&&Sdrnf/  Photo Album
wGif Text Box ygaom Slide wpfckudk&&SdNyD; Text rsm;udk xnfhoGif;

Edkifygonf/

(yHk4-1)
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(yHk4-2)

(yHk4-3)

(yHk4-4)
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Using Hyperlink (Hyperlink toHk;jyKjcif;)

2/ PowerPoint Presentation wGif Presentation wpfckudkjyoaepOf wpfjcm;aom

Presentation wpfckjzifh Link vkyfí jyoEdkifygonf/ wpfjcm;aom Presentation wpfckESifh

Link vkyf&eftwGuf yxrOD;pGm Link jyKvkyfvdkaom Text (odkYr[kwf) Object udk Select
vkyfyg/ Insert tab udk Click vkyfí Link group rS Hyperlink command udk Click
vkyfyg/ xdktcg Insert Hyperlink dialog ay:vmrnf/ (yHk4-5) xdkrS Link vkyfaom

zdkifudka&G;cs,fay;í OK button udk Click vkyfyg/ Hyperlink udk jyefvnfz,f&Sm;vdkygu

Hyperlink command udk Click vkyfí ay:vmaom Edit Hyperlink dialog rS

Remove Link button udk Click vkyfyg/

Using Action (Action toHk;jyKjcif;)

3/ PowerPoint Presentation wGif Presentation wpfckudkjyoaepOf wpfjcm;aom

Presentation (odkYr[kwf) wpfjcm; application Program wpfcktm; Action command
udk toHk;jyK jyoEdkifygonf/ wpfjcm;aom Presentation wpfckESifh Action jyKvkyf&eftwGuf

yxrOD;pGm Action jyKvkyfvdkaom Text (odkYr[kwf) Object udk Select vkyfyg/ Insert
tab udk Click vkyfí Link group rS Action command udk Click vkyfyg/ xdktcg

Action settings  dialog ay:vmrnf/ (yHk 4-6) xdkrS Run Program Option udk Select
vkyfyg/  (yHk 4-7) xdkYaemuf Browse udk Click vkyfí ay:vmaom Select a Program
to Run rS zdkifudka&G;cs,fay;í OK button udk Click vkyfyg/

(yHk4-5)
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(yHk4-6)

(yHk4-7)
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Insert Text Box (Text box xnfhoGif;jcif;)

4/ Presentation wpfck\ Slide Pane wGif Text box jzifhvnf; Text rsm;udk

xnfhoGif;az:jy Edkifygonf/ Slide Pane wGif Text box jzifh Text rsm;udk xnfhoGif;&ef

twGuf atmufygtwdkif; aqmif&GufvkyfaqmifEdkifygonf-

(u) Insert tab \ Text group wGif Text box command udk Click vkyfyg/

( c ) xdktcg Slide Pane wGif mouse pointer \ yHkpHonf   odkYajymif;oGm;

onfudkawGY&rnf/

( * ) Mouse left button udkzdí drag jyKvkyfyg/ xdktcg Text box wpfck

&&Sdygrnf/ (yHk 4-8) Text box wGif Text rsm;udk &dkufxnfhay;yg/ (yHk 4-9)

(yHk 4-8)

(yHk 4-9)

Rotate the Text Box (Text box udk vSnfhjcif;)

5/ Text Box wpfckudk vSnfhay;vdkygu enf;(3)enf;jzifhvSnfhay;Edkifygonf/ yxrenf;

onf Text Box udk Select vkyfí Text Box ay:u tpdrf;a&mif Rotation handle udk

drag udk qGJvSnfhay;jcif; jzpfygonf/ 'kwd,enf;rSm Text Box udk Select vkyfí Drawing
Tools tab \ Format command udk Click vkyfyg/ ay:vmaom Format command

\ Arrange group rS   Rotate udk Click vkyfyg/ Rotate menu rS vSnfhvdkaom

Rotate wpfckudk a&G;cs,fay;yg/ (yHk 4-10) wwd,enf;onf Text Box udk wdwdusus

vSnfhay;vdkygu Rotate menu rS More Rotation Option udk Click vkyfí ay:vmaom

size and position dialog box \ Rotation text list wGif vSnfhvdkaom 'D*&Dudk &dkufxnfh

ay;jcif;jzifh vSnfhay;Edkifygonf/ (yHk 4-11)
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(yHk 4-10)

(yHk 4-11)

Using Header and Footer (Header ESifh Footer toHk;jyKjcif;)

6/ Presentation wpfckwGif Header & Footer udk toHk;jyKí Slide \
atmufajcwGif &ufpGJ? Slider number rsm;? az:jyvdkonfh taMumif;t&mtusOf; wdkYudk

az:jy ay;Edkifygonf/ Header & Footer udk toHk;jyK&eftwGuf Insert tab udk Click
vkyfyg/ xdkrS Text group rS Header & Footer command udk Click vkyfyg/ Header &
Footer dialog box ay:vmrnf/ &ufpGJrsm; az:jyvdkygu ay:vmaom Header and
Footer dialog box \ Date and time Check box udk Check mark jyKvkyfay;yg/

Slide number udk az:jyvdkygu Slide number check box udk Check mark jyKvkyfay;yg/

taMumif;t&m tusOf;udk az:jyvdkygu Footer check box udk Check mark jyKvkyfí
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Footer atmuf&Sd Text box wGif az:jyvdkaom taMumif;t&mtusOf;udk xnfhoGif;

vdkaom pmom;tm; &dkufxnfhay;yg/ xdkaemuf Apply to All command button udk

Click vkyfyg/ (yHk 4-12)

Create a WordArt Text (WordArt Text wpfckzef;wD;jcif;)

7/ WordArt qdkonfrSm Microsoft Office system document rsm;udk Shadowed,
mirrored tp&Sdaom Effect rsm;ESifh Text style pkpnf;ay;xm;aom gallery wpfckjzpf

ygonf/ &dk;&dk; Text rsm;udk WordArt jzpfatmifajymif;vJay;Edkifygonf/ Persentation
wpfckwGif WordArt udkzefwD;&eftwGuf Insert Tab udk Click vkyfyg/ Text group rS

WordArt command udk Click vkyfyg/ WordArt gallery ay:vmrnf/ (yHk 4-13)

ay:vmaom gallery rS rdrdBudKuff&m WordArt Style wpfckudka&G;cs,fyg/ xdktcg Your
Text Here [laom Placeholder ay:vmrnf/ (yHk 4-14) xdk Text box wGif rdrd

xnfhoGif;vdkaompm ( Oyrm Microsoft  PowerPoint 2007)udk &dkufxnfhay;yg/

(yHk 4-12)
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Fill Color a WordArt Text (WordArt  udk ta&mifjznfhjcif;)

8/ zefwD;xm;aom WordArt Text rsm;udkvnf; Color, Gradient, Picture,
Texture wdkYudk xnfhay;Edkifygonf/ WordArt Text rsm;udk Color jznfhxnfhay;&eftwGuf

Drawing Tools \ Format tab udk Click vkyfyg/ WordArt Style group rS Text

Fill down arrow udk Click vkyfyg/ Text Fill menu ay:vmrnf/ (yHk 4-15) ¤if;wGif

jznfhxnfhay;vdkaom ta&mifudk a&G;cs,fay;yg/

(yHk 4-13)

(yHk 4-14)
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(yHk 4-15)

Fill Picture a WordArt Text (WordArt udk Picture jznfhjcif;)

9/ WordArt Text rsm;udk Picture jznfhxnfhvdkygu WordArt Text  udk a&G;cs,fyg/

yHk 4-15 rS Picture udk Click vkyfyg/ Insert Picture dialog box ay:vmrnf/ ¤if;rS

jznfhxnfhay;vdkaom Picture udk a&G;cs,ffí Insert udk Click vkyfyg/

Fill Gradient a WordArt Text (WordArt udk Gradient jznfhjcif;)

10/ WordArt Text rsm;udk Gradient jznfhxnfhay;vdkygu WordArt Text  udk

a&G;cs,fyg/ (yHk 4-15) rS Gradient udk Click vkyfyg/ Gradient gallery ay:vmrnf/

(yHk4-16) ¤if;rS jznfhxnfhay;vdkaom Gradient Style udk a&G;cs,ffyg/

(yHk4-16)
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Fill Texture a WordArt Text (WordArt udk Texture jznfhjcif;)

11/ WordArt Text rsm;udk Texture jznfhxnfhay;vdkygu WordArt Text  udk

a&G;cs,fyg/ (yHk 4-15) rS Texture udk Click vkyfyg/ Texture gallery ay:vmrnf/

¤if;rS jznfhxnfhvdkaom Texture Style udk a&G;cs,ffyg/ (yHk4-17)

(yHk4-17)

 Text Outline a WordArt Text (WordArt Text Outline xnfhjcif;)

12/ zefwD;xm;aom WordArt Text rsm;udk Text Outline udk xnfhoGif;ay;Edkifygonf/

Drawing Tools \ Format tab rS WordArt Style group ü  Text Outline

down arrow udk Click vkyfyg/ Text Outline menue ay:vmrnf/ (yHk 4-18) ¤if;rS

More Outline color? Weigth? Dashes udk a&G;cs,fay;yg/
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(yHk4-18)

Add Text Effect a WordArt Text (WordArt udk Effect xnfhjcif;)

13/ WordArt Text rsm;udk Text Effect udk xnfhoGif;Edkifygonf/ Text Effect
xnfhoGif;vdkaom WordArt Text udk a&G;cs,fyg/ Drawing Tools \ Format tab rS

WordArt Style group ü   Text Effect down arrow udk Click vkyfyg/ Text
Effect menu ay:vmrnf/ (yHk 4-19) ¤if; Shadow? Reflection? Glow? Bevel? 3-D
Rotation? Transform ponfwdkYudk a&G;cs,fxnfhfoGif;ay;Edkifygonf/

(yHk4-19)
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Add Transform Effect a WordArt Text
(WordArt udk Transform Effect xnfhjcif;)

14/ WordArt Text udk Transform Effect xnfhay;vdkygu (yHk 4-19) rS Transform
udk Click vkyfyg/ Transform gallery ay:vmrnf/ (yHk 4-20) ¤if; Follow Path atmufrS

Arch Up udka&G;cs,fyg/ xdktcg WordArt Text onf (yHk-21) twdkif; ajymif;oGm;onfudk

awGUjrif&rnf/

(yHk 4-20)

(yHk 4-21)
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Insert  Symbol (Symbol yHkrsm;xnfhjcif;)

15/ Presentation wpfck\ Placeholder wGif Symbol rsm;udk xnfhoGif;az:jyEdkif

ygonf/ Symbol xnfhoGif;&eftwGuf Insert tab \ Text group rS Symbol command
udk Click vkyfyg/ Symbol dialog box ay:vmrnf/ (yHk 4-22) xdkrS rdrdxnfhoGif;vdkaom

Symbol udk a&G;cs,fay;í Insert buttom udk Click vkyfyg/

Insert Object (Object yHkrsm;xnfhjcif;)

16/ Presentation wpfck\ Slide Pane wGif tjcm;aom Application  Object
rsm;udk xnfhoGif;az:jyí jyoEdkifygonf/ Object xnfhoGif;&eftwGuf Insert tab \
Text group rS Object command udk Click vkyfyg/ Object dialog box ay:vmrnf/

(yHk 4-23) xdkrS rdrdxnfhoGif;vdkaom Application Object wpfckck (Oyrm Microsoft
Office Excel Chart) udk a&G;cs,fay;í OK buttom udk Click vkyfyg/

(yHk 4-22)

(yHk 4-23)
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Insert Movies (Movies file rsm;xnfhjcif;)

17/ Presentation wpfck\ Slide wGif Movies rsm;tm; xnfhoGif;jyoEdkifygonf/

Movies rsm;xnfhoGif;&eftwGuf Insert tab \ Media clips group rS Movie command
udk Click vkyfyg/ Movie dropdowm menu ay:vmrnf/ (yHk 4-24) ay:vmaom

Dropdown menu rS Movie from file udk click vkyfyg/ xdktcg Insert Movie dialog
box ay:vmrnf/ (yHk 4-24) ¤if; Dialog box rS Movie file wpfckckudk a&G;cs,fí OK
udk click vkyfyg/

Insert Sound (toHrsm;xnfhjcif;)

11/ Presentation wpfck\ Slide wGif toH (Sound) rsm;tm;xnfhoGif; jyoEdkif

ygonf/ Sound rsm;xnfhoGif;&eftwGuf Insert tab \ Media clips group rS Sound
command udk Click vkyfyg/ Sound dropdowm menu ay:vmrnf/ (yHk 4-25)

(yHk 4-24)
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ay:vmaom Dropdown menu rS Sound from file udk click vkyfyg/yHk xdktcg Insert
Sound dialog box ay:vmrnf/ (yHk 4-26) ¤if; Dialog box rS Sound file wpfckckudk

a&G;cs,fí OK udk click vkyfyg/yHk

(yHk 4-25)

(yHk 4-26)
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tcef;(5)

Animations and Transitions

Apply a Animation (Animation toHk;jyKjcif;)

1/ Presentation wpfck\ Slide twGif;&Sdaom Text rsm;ESifh Object rsm;tm;

Animation Effect xnfhay;&mwGif  Animation Effect rsm;udk toHk;jyK&rnf jzpfygonf/

Text odkYr[kwf Object wpfcktm; Animation xnfh&ef ¤if; Text odkYr[kwf Object udk

Select vkyfyg/ xdkaemuf Animations tab udk Click vkyfyg/ Animations group rS

Animations command udk Click vkyfyg/ Animations dropdown menu ay:vmrnf/

Animation wGif Fade? Wipe? Fly In? Custom Animation wdkYyg0ifygonf/ ¤if;wdkYrS

wpfckckudk a&G;cs,fay;Edkifygonf/ (yHk 5-1)

Apply a Custom Animation (Custom Animation toHk;jyKjcif;)

2/ Presentation wpfck\ Slide twGif;&Sdaom Text rsm;ESifh Object rsm;tm;

Animation Effect xnfhay;&mwGif Custom Animation Effect rsm;udk toHk;jyK&rnf

jzpfygonf/ Text odkYr[kwf Object wpfcktm; Custom Animation xnfh&ef ¤if; Text
odkYr[kwf Object udk Select vkyfyg/ xdkaemuf Animations tab udk Click vkyfyg/

Animations group rS Custom Animations command udk Click vkyfyg/ Custom
Animations Windows ay:vmrnf/ (yHk 5-2)

(yHk 5-1)
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Using Fly In Effect (Fly In Effect toHk;jyKjcif;)

3/ Effect ay;vdkaom Text odkYr[kwf Object rsm;udka&G;cs,fNyD; Custom Animation
Windows rS Add Effect udk Click vkyfyg/ Add Effect dropdown menu ay:vmrnf/

(yHk 5-3) ¤if; Entrance udka&G;cs,fí Fly In Effect ay;ygu Text odkYr[kwf Object
rsm;onf Screen twGif;odkY a&GUvsm;0ifa&mufvmygrnf/ ¤if; Fly In Effect tm; Modify
Fly In wGif jyKjyifEdkifygonf/ Start wGif Effect pwifrnhfyHkpH On Click? With Previous?
After Previous wdkYudk a&G;cs,fEdkifygonf/ Direction wGif Effect pwifa&GUvsm;rnhf

vrf;aMumif;jzpfonfh  Bottom, Left? Right? Top? Bottom Left? Bottom Right? Top
Left? Top Right wdkYudk a&G;cs,fEdkifygonf/ Speed wGif a&GUvsm;vmrnfh tjrefEIef; Very
Slow? Slow? Medium? Fast? Very Fast wkYdudk a&G;cs,fEdkifygonf/ (yHk 5-4)

(yHk 5-2)
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Using Appear Effect and Disappear Effect
(Appear ESifh Disappea Effect toHk;jyKjcif;)

4/ Entrance rS Appear Effect onf Text ESifh Object rsm;udk &kwfw&ufay:vmonfh

Effect udk jzpfay:apygonf/ Exit rS Disappear Effect onf Text ESifh Object rsm;udk

&kwfw&ufaysmufoGm;onfh Effect udk jzpfay:apygonf/

Using Motion Path Effect (Motion Path Effect toHk;jyKjcif;)

5/ Motion Path rS Effect rsm;onf vrf;aMumif;wpfcktwdkif; a&GUvsm;rIudk jzpfay:

aponfh Effect rsm;jzpfygonf/ Motion Path wGif Circle? Diagonal Down Right?
Diagonal Up Right? Down? Left? Right? Spiral Right? Up? Draw custom Path
wdkYudk a&G;cs,f toHk;jyKEdkifygonf/ (yHk 5-5)

(yHk 5-3)

(yHk 5-4)
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Draw Custom Path (Custom Path a&;qGJ toHk;jyKjcif;)

6/ Draw Custom Path onf vrf;aMumif;tm; rdrdudk,fwdkif zefwD;&efjzpfygonf/

Motion Path qGJom;&ef Draw Custom Path ay:wGif Point vkyfyg/ AutoShape
Line rsm;qGJom;enf;twdkif; Line? curve? Freeform? Scribble ponfhjzifh a&G;cs,fí

qGJom;Edkifygonf/ Slide show jyoonfhtcg Text, Object rsm;onf qGJom;xm;onfh

vrf;aMumif;twdkif; a&GUvsm;oGm;onfudk awGU&ygrnf/ (yHk 5-6)

(yHk 5-5)

(yHk 5-6)
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Using Slide Transition (Slide Transition toHk;jyKjcif;)

7/ Slide wpfckESifhwpfckMum; tajymif;tvJ ul;ajymif;csdefwGif Background Effect
xnfhoGif;ay;jcif;jyKvkyfrnfqdkygu Animations tab udk Click vkyfyg/  ay:vmaom

Animations tab menu \ Transition to this Slide group rS Transition type wGif

Mouse pointer udk Point vkyfygu Slide rsm; Background Effcet ajymif;oGm;onfudk

awGUjrif &ygrnf/ odkYr[kwf Transition to this Slide group rS More udk Click vkyfygu

Transitions Task pane ay:vmrnf/ (yHk 5-7) Transitions Task pane wGif Fades and
Disssolves? Wipes? Push and Cover? Stripes and Bars? Random ponfh

Tramsitions Effect wdkY yg&Sdonf/ ay:vmaom Transition task pane wGif ESpfouf&m

Effect wpfckckudka&G;cs,fay;yg/ xdkaemuf Slide tm;vHk;udk Transition Effect

xnfhoGif;vdkygu Transition to this Slide group rS Apply to All 

command udk Click vkyfyg/

(yHk 5-7)
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Add Transition Sound (Transition wGif toHxnfhjcif;)

8/ Slide rsm;wGif Transition Effect udk toHk;jyK&mwGif toHrsm;udkvnf; xnfhoGif;

toHk;jyKEdkifygonf/ toHudk xnfhoGif; toHk;jyK&eftwGuf Transition to this Slide rS

Transition Sound command udk Click vkyfyg/ xdktcg Transition Sound dropdown
menu  ay:vmrnf/ ¤if;rS ESpfouf&m wpfckckudka&G;ay;yg/ (yHk 5-8)

Select Transition Speed (Transition Speed a&T;cs,fjcif;)

9/ Slide rsm;wGif Transition Effect udk toHk;jyK&mwGif Transition Effect Speed
udk owfrSwfay;Edkifygonf/ Transition Effect Speed wGif Fast? Medium? Slow wdkYudk

a&G;owfrSwfay;Edkifygonf/ Speed udk owfrSwfay;&eftwGuf Transition to this Slide
rS Transition Speed command udk Click vkyfyg/ xdktcg Transition Speed dropdown
menu  ay:vmrnf/ ¤if;rS owfrSwfvdkaom Speed wpfckckudka&G;ay;yg/ (yHk 5-9)

(yHk 5-8)

(yHk 5-9)
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Using Advance Slide (Advance Slide toHk;jyKjcif;)

10/ Slide wpfckrSwpfckodkYajymif;onfhtcg Mouse Click udk ESdyfívnf;aumif;?

tcsdefowfrSwfay;í tvdktavQmuf oGm;&eftwGufvnf;aumif; a&G;cs,fay;Edkifygonf/

¤if;wdkYudk a&G;cs,fay;&eftwGuf Transition to this Slide group rS Advance Slide
wGif Mouse Click ESdyfíoGm;&eftwGuf On Mouse Click check box ü Check mark
jyKvkyfay;yg/ tu,fí tcsdefowfrSwfay;NyD; tvdktavQmufoGm;&eftwGuf

Automatically after check box ü Check mark jyKvkyfay;NyD; owfrSwfay;vdkaom

tcsdefudk xnfhoGif;ay;yg/ txufygowfrSwfcsufrsm;udk Presentation wpfckvHk;wGif&Sdaom

Slide tm;vHk;twGuf toHk;jyKvdkygu Apply to All Slide  command

udk Click vkyfyg/ (yHk 5-10)

Showing the Presentation (Advance Slide toHk;jyKjcif;)

11/ zefwD;xm;aom Presentation wpfckudk yxrqHk; Slide rS aemufqHk; Slide
txd tpDtpOftwdkif; jyo&eftwGuf Slide Show tab ribbon \ Start Slide Show
group rS From Beginning command udk Click vkyfívnf;aumif; odkYr[kwf Keyboard
rS F5 Key udk ESdyfívnf;aumif; odkYr[kwf PowerPoint Windows atmufajc&Sd Slide
Show icon udk Click vkyfívnf;aumif; jyoEdkifygonf/

Showing Start the Current Slide (Current Slide pwifjyojcif;)

12/ zefwD;xm;aom Presentation wpfckwGif a&G;cs,fxm;aom Current Slide rS

pwifí jyovdkygu Start Slide Show group rS From Current Slide command udk

Click vkyfyg/

Create the Custom Slide Show (Current Slide zefwD;jyojcif;)

13/ zefwD;xm;aom Presentation wpfckwGif Slide Show jyo&mwGif jyovdkaom

Slide rsm;udkom jyovdkygu Custom Slide Show udkzefwD;Edkifygonf/ Custom Slide
Show udk zefwD;&eftwGuf Start Slide Show group rS Custom Slide Show udk

(yHk 5-10)
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Click vkyfí Custom Shows udka&G;cs,fyg/ Custom Slide Show dialog box
ay:vmrnf/ (yHk 5-11) ¤if;rS New udk Click vkyfyg/ xdktcg xyfrHí Define Custom
Show dialog box ay:vmrnf/ (yHk 5-12) ¤if;rS Slide show name list box wGif

Custom name udk xnfhay;yg/ Slide in presentation atmufwGif jyvdkaom Slide udk

a&G;cs,fNyD; Add command button udk Click vkyfyg/ xkdtcg Slides in custom show
atmufwGif rdrd a&G;cs,fvdkufaom Slide rsm; 0ifa&mufvmonfudk jrif&ygrnf/ xdkaemuf

OK button udk Click vkyfyg/ xdktcg Custom Shows dialog box odkY jyefa&muf

oGm;ygrnf/ Close button udk Clicl vkyfyg/

(yHk 5-12)

(yHk 5-11)
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Using Setup Slide Show (Slide pDpOftoHk;jyKjyojcif;)

14/ Slide Show jyo&mwGif vdktyfcsufrsm;jznfhqnf;ay;&ef Slide Show tab udk

Click udk vkyfyg/ ay:vmaom Slide Show robbon \ Start Slide Show group rS

Set Up Slide Show udk Cklick vkyfyg/ Set Up Show dialog box ay:vmrnf/ (yHk  5-

13) ¤if;wGif Show options atmuf&Sd Loop continuosly Until Esc check box udk

check mark jyKvkyfay;yg/ Slide Show jyoonfhtcg Keyboard rS Esc Key udk

rESdyfrcsif; Slide rsm; qufwdkuf r&yfrem; jyoaeygrnf/ Slide Show udk &yfwefYrnf

qdkygu Key Board rS Esc Key udk ESdyf&ygrnf/

(yHk 5-13)
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tcef;(6)

Editing, Formatting and Moving Text
Select Text (Text rsm;a&T;cs,fjcif;)

1/ (u) pum;vHk;wpfvHk;(Word) tm; Select  (a&G;cs,frI)vkyfvdkygu ¤if;pum;vHk;

(Word) ay:wGif Double Click (Click ESpfBudrf)vkyfyg/

( c) pmykd'f (Paragraph)wpfcktm; Select vkyfvdkygu ¤if;pmydk'f (Paragraph)
ay:wGif Triple Click (Click oHk;Budrf)vkyfyg/

( *) Slide wpfckvHk;tm; Select vkyfygu Outline tab udk a&G;cs,fyg/ Slide
icon ay:wGif Mouse pointer wifí Click vkyfyg/

(C) Placeholder? AutoShapes? Text box ponfwdkYtm;vHk;udk Select
vkyfvdkygu Keyboard rS Ctrl + A udk ESdyfyg/

( i) Presentation wpfckvHk;&Sd Select tm;vHk;tm; wpfNydKifwnf; Select
vkyfvdkygu Slide icon wpfckudk Click vkyfyg/ xdkaemuf Keyboard rS
Ctrl + A udkESdyfyg/

Turn AutoFormat Options on or off
(AutoFormat Option rsm;udktoHk;jyKjcif;)

2/ Text rsm;tm;xnfhoGif;&mwGif owfrSwfxm;onfh yHkpHtwdkif;jzpfap&eftwGuf

Auto Format tm;toHk;jyK&ygrnf/ AutoFormat tm;toHk;jyK&eftwGuf Office button
udk Click vkyfyg/ ay:vmaom Office button menu rS PowerPoint Options udk

Click vkyfyg/ xdktcg PowerPoint Options dialog box rS Proofing command udk

Click vkyfyg/ xdkYaemuf AutoCorrect Options udk qufí Click vkyfyg/ AutoCorrect

(yHk 6-1)
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Options dialog ay:vmrnf/ ¤if;rS AutoFormat As You Type tab udk Click vkyfyg/

(yHk 6-1)

3/ AutoFormat As You Type \atmufwGif Replace as you type? Apply as
you type? Apply as you work ponfhacgif;pOfrsm;ukd awGU&rnf/ 4if;wkdY\atmuf wGif

AutoFormat jyKvkyfay;onfh Command rsm;ukd awGU&ygrnf/ tokH;jyKvkdu Command
rsm;\ a&SUwGif&Sdaom Check box wGif Click vkyfí Marking ay;&ef jzpfNyD;? tokH;

rjyKvkdygu Marking tm; Click vkyfí jyefjzKwfEkdifygonf-

(u) “Straight quotes” with “smart quotes” / Check box wGif

Marking ay;rxm;vQif tajzmifh “Straight quotes” ukd xnhfoGif;ay;

rnfjzpfNyD;? Marking ay;xm;ygu tauG; “smart quotes” ukd xnfhoGif;

ay;rnf jzpfygonf/ 4if; quotes rsm;tm; tcsdKUaomtxl;jyKpmom; rsm;wGif

xnfhoGif; tokH;jyKavh&Sdygonf/ Oyrm- Resizing of text in text
“placeholders” if the text doesn’t fit at its current font size.

( c ) Fractions(1/2) with fraction character(½) / tykdif;udef;rsm;

xnhfoGif;&mwGif 1/2 ukd (½) [lí AutoFormat jyKvkyfay; ygonf/

( * ) Ordinals (1st) with superscript / 1st? 2nd? 3rd ponfwkdYtm;

xnfhoGif;&mwGif 1st
? 2nd

? 3rd tjzpfajymif;vJay;ygonf/

(C) Hyphens (--) with dash (—) / pum;vkH;ESpfckMum;wGifHyphen (--)
xnfhoGif;ygu Dash (—) tjzpf ajymif;vJay;ygonf/

( i ) Smiley faces :-) and arrow (==>)with special symbols / :-)
tm; Smiley faces ☺ykHtjzpfokdYvnf;aumif;? ==> tm; special
symbols Î tjzpfokdYvnf;aumif; ajymif;vJay;ygonf/

( p ) Internet and network paths with hyperlinks / Text rsm;tm;

Internet ESifh Network twGuf hyperlink jyKvkyfíay;ykdYEkdifonf/

(q) Automatic bulleted and numbered lists / pmaMumif;rsm;? pmykd'f

rsm;wGif trSwfpOfwyfay;jcif;? bullets rsm;xnhfjcif; wkdYukdjyKvkyfay;ygonf/

( Z ) AutoFit title text to placeholder / acgif;pOfpmom;rsm;tm;

Placeholder ESifh tH0ifcGifusjzpfap&ef aqmif½Gufay;ygonf/

( ps ) AutoFit body text to placeholder / pmukd,fykdif;&Sdpmom;rsm;tm;

Placeholder ESifh tH0ifcGifusjzpfap&ef aqmif½Gufay;ygonf/
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(n) Automatic layout for inserted objects / Slides rsm;twGif;okdY

objects rsm;xnfhoGif;&mwGif tvkdtavQmuf Layout rsm; owfrSwf

ay;ygonf/

Turn AutoCorrect Options on or off
(AutoCorrect Option rsm;udktoHk;jyKjcif;)

4/ Slide rsm;twGif;odk Y text rsm;xnfhoGif;&mwGif wcgw&H Word? Phrase
Sentences ponfh yHkpHrsm; rSm;,Gif;&dkufxnfhrdygu AutoCorrect udk toHk;jyKjcif;jzifh

trSefjzpfatmif jyKjyifay;ygonf/ xdkYjyif xyfcgxyfcg toHk;jyK&aom pum;vHk;rsm;tm;

tBudrfBudrfjyefvnf &dkufxnfh&jcif;r&Sd&atmif AutoCorrect rS aqmif&Gufay;Edkifygonf/

AutoCorrect tm; toHk;jyK&eftwGuf Office button udk Click vkyfyg/ ay:vmaom

Office button menu rS PowerPoint Options udk Click vkyfyg/ xdktcg PowerPoint

Options dialog box rS Proofing command udk Click vkyfyg/ xdkYaemuf AutoCorrect
Options udk qufí Click vkyfyg/ AutoCorrect Options dialog ay:vmrnf/ xdkYaemuf

AutoCorrect tab udk Click vkyfyg/ (yHk 6-2) 4if;atmufwGif AutoCorrect jyKvkyfay;

onfh Command rsm;udkawGU&rnf-

(yHk 6-2)
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(u) Show AutoCorrect Options buttons / AutoCorrect jyKvkyfap&ef

Capitalize first letter of sentences a&SU&dS Check box wGif Marking
ay;yg/ AutoCorrect jyKvkyfNyD;aom Text rsm;teD;wGif Insertion point
(okdYr[kwf)Cursor ? xnfhoGif;vkdufygu Small blue box ay:vmrnf/

Oyrm- we were soldiers. they were teachers. udk ½kdufxnfhyg/ xdktcg

we ukd We? they ukd They jzifh tpm;xkd;í AutoCorrect jyKvkyfay;oGm;

onfukd awGU&ygrnf/ AutoCorrect jyKvkyfxm;aom We? They wGif

Insertion point (okdYr[kwf) Cursor xnfhoGif;vkdufygu Small blue
box ay:vmygrnf/ 4if;box tay:okdY Mouse Pointer wifvkdufonfhtcg

AutoCorrect Options button ay:vmygrnf/ 4if; Button tm; Click
vkyfygu Commands rsm;ay:vmygrnf/ ykH(6-3)wGif awGUjrif&onfhtwkdif;

Undo Automatic Capitalization tm; Click vkyfMunfhygu Automatic
Capitalization jzpfaom We udk rlvykHpH we okdY jyefajymif; oGm;apygrnf/

txufygtwdkif; xyfrHjyKvkyfygu Undo Automatic Capitalization rS
Redo Automatic Capitalization odkY ajymif;oGm; rnfjzpfNyD;? vice versa

(tjyeftvSef) jyifqiftokH;jyKEkdifygonf/ Stop Auto-capitalizing First
Letter of Sentences Command ukdvnf; tokH;jyKEkdifygonf/ Control
AutoCorrect Options udk Click vkyfjcif;jzifh AutoCorrect Options
okdY tvG,fwul jyefvnfa&muf&SdapEkdifygonf/

( c ) Correct TWo INtials CApitals / t*Fvdyfpm ½kdufxnfh&mwGif yxr

pmvkH;wpfvkH;om pmvkH;BuD;(Capital letter) jzifh ½kduf&rnf jzpfaomfvnf;

wpfcgwpf&HwGif yxrpmvkH; tjyif 'kwd,pmvkH;yg tBuD; pmvkH;tjzpf

rSm;,Gif;½kdufrdwwfygonf/ xkdtcg Correct TWo INtials CApitals
Command tm; tokH;jyKjcif;jzifh 4if;trSm;rsm;tm; jyifqifap Edkifygonf/

(yHk 6-3)
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Oyrm- Correct TWo INtials CApitals Command ay;NyD;ygu TAble?
SEntence? CHange? SHort paom pmvkH;rsm;ukd ½kdufMunfhyg/ xdktcg

Table? Sentence? Change? Short ponfjzif h AutoCorrect
jyifqifay;oGm;onfukd awGU&ygrnf/

( * ) Capitalize first letter of sentences / 0gusrsm;wGif yxrpmvkH;tm;

pmvkH;BuD; (Capital letter) rxnfhoGif;rdygu AutoCorrect &dS Capitalize
first letter of sentences Command ay;xm;cJhvQif trSefjyifqif

ay;oGm;ygrnf/

(C) Capitalize first letter of table cells / Z,m;rsm;\ Cell rsm;twGif;

t*Fvdyfpm½kduf&mwGif yxrpmvkH;onf tBuD;pmvkH;(Capital letter)
tokH;jyK&efvkdtyfygu Capitalize first letter of table cells Command
ukd tokH;jyKEdkifonf/

( i ) Capitalize names of days / sunday? monday ponfh aeY&uf rsm;wGif

yxrpmvkH;tm; pmvkH;BuD;(Capital letter)jzifh tokH;jyKvdkygu Capitalize
names of days Command ukd tokH;jyKEkdifonf/

( p ) Correct accidental use of cAPS LOCK key / pm½kduf&mwGif

wpfcgwpf&H Caps Lock key tm; ESdyfxm;rdygu pmvkH;BuD;(Capital letter)
½kdufaomfvnf; pmvkH;ao; (Small letter)jzpfaeNyD;? pmvkH;ao; ½kdufygu

pmvkH;BuD; jzpfaeygrnf/ 4if;trSm;rsKd;tm; Correct accidental use of
cAPS LOCK key Command ukd toHk;jyKjcif; AutoCorrect jyKvkyf

ay;Edkifygonf/

(q) Replace text as you type / tBudrfBudrf ½dkufxnfh&rnfh Words?
Phrases? Sentences rsm;tm; oauFwwpfck (okdYr[kwf) pmvkH;wpfvkH;

jzihf tpm;xkd;xnhfoGif;tokH;jyK&mwGifvnf;aumif;? rSm;EkdifaompmvkH;

rsm;tm; trSefpmvkH;rsm;jzifh tpm;xkd;xnfhoGif;tokH;jyK&mwGifvnf;aumif;

AutoCorrect Options rS Replace text as you type ukd a½G;cs,fyg/

Replace ae&mwGif tpm;xkd;xnfhoGif;xm;vkdaom oauFwwpfck xnfh

oGif;í With ae&mwGif tBudrfBudrftokH;jyK&rnfh pmrsm;tm; xnfhoGif;

&efjzpfonf/ Oyrm- Major General [laom pum;vkH;tm; tBudrfBudrf

jyef½kduf&rnfqkdygu M pmvkH;tm; Replace wGif xnfhoGif;xm;yg/ Major
General tm; With wGif xnfhoGif;yg/ NyD;vQif Add ukd Click vkyfyg/
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pm½kdufonfhtcg M ukd ½kdufxnfhí Spacebar (odkYr[kwf) Enter udk

toHk;jyKygu Major General ½kdufNyD; jzpfoGm;ygrnf/ (yHk 6-4) tu,fí

oauFwwpfckudk toHk;jyKygu Spacebar (odkYr[kwf) Enter udk toHk;jyK&ef

rvdkyg/ rSm;,Gif;Ekdifaom pmvkH;rsm; Replace wGif xnfhoGif;í trSef

pmvkH;rsm;udk With wGif xnfhoGif;ay;xm;jcif;jzifhvnf; xdkpmvHk;udk

rSm;½kdufrdvQif trSefpmvHk;jzifh vJvS,fjyifqifay;oGm;rnf jzpfygonf/

Copy and paste text (Text rsm;udk ul;jcif;ESifhuyfjcif;)

5/ Slide wpfcktwGif;&Sd Text rsm;tm; Copy ul;,lí xkd Slide twGif;wGif

vnf;aumif;? tjcm; Slide rsm;okdYvnf;aumif;? tjcm; Software wpfckckokdYvnf;aumif;

Paste (xnfhoGif;)Ekdifygonf/ ul;,lvkdaom Text rsm;tm; Select (a½G;cs,f)yg/ a½G;cs,f

xm;aom Text ay:wGif Right Click vkyfyg/ ay:vmaom Context menu rS Copy ukd

Click vkyfyg/ (yHk 6-5) xkdYaemuf xnfhoGif;vkdaom Slide (okdYr[kwf) tjcm; Software
ukd zGifhyg/ xnfhoGif;vkdaomae&mwGif Right Click vkyfyg/ ay:vmaom Context menu
rS Paste ukd Click vkyfyg/

(yHk 6-4)
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Change text size (Text  rsm;\ size udk ajymif;jcif;)

6/ Text rsm;\ t&G,ftpm;udk tBuD;? tao; jyKvkyfvkdygu jyKvkyfvkdaom Text
rsm;tm; Select vkyfyg/ xkdYaemuf Home tab \ Font group rS Font size down arrow
udk Click vkyfNyD; ay:vm Font size pull down rS Font size t&G,ftpm;udk Click
vkyfyg/ aemufwpfenf;rSm Font group rS Font Size box wGif vkdtyfonfh  t&G,ftpm;ukd

xnfhoGif;&ygrnf/ Home tab \ Font group rS pmvkH;t&G,ftpm; BuD;ap&ef Increase
Font Size ukd tvkd&dSovdk Click vkyfyg/ pmvkH;t&G,ftpm; ao;vkdygu Decrease
Font Size tm; tvdk&dSovdk Click vkyf&ef jzpfygonf/

Make Text Bold? Italic? or Underlined
(Text  rsm;udk pmvHk;txl? tapmif;? atmufrsOf;jyKvkyfjcif;)

7/ Text style rsm;jyKvkyf&ef Bold(pmvkH;rJykHpH)? Italic (pmvkH;apmif;ykHpH)? Underline
(atmufrsOf;om;jcif;ykHpH) wkdYukd Home tab \ Font group rS Click vkyfí toHk;jyKEdkif

ygonf/ Text style rjyKvkyfrD? yxrOD;pGm Text rsm;tm; Select vkyf&rnfjzpfygonf/

Change Text colors (Text  rsm;udk ta&mifajymif;jcif;)

8/ Color ajymif;vkdaom Text rsm;tm; Select vkyfyg/ Home tab \ Font group
rS Font color down arrow tm; Click vkyfyg/ 4if;aemuf More colors ukd Click
vkyfyg/ (ykH 6-6) Colors box ay:vmygrnf/ Standard Color ukd tokH;jyKvkdygu Standard

(ykH 6-5)
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(ykH 6-6)

(ykH 6-7)

(ykH 6-8)

tab ukd a½G;cs,f&NyD;? Custom Color ukd tokH;jyK&eftwGuf Custom tab ukd

a½G;cs,f&ygrnf/ xkdYaemuf ESpfouf&mta&mifa½G;í Click vkyfyg/ (ykH 6-7)? (ykH 6-8)

Change the Font (Text  rsm;\ pmvHk;yHkpHajymif;jcif;)

9/ tokH;jyK&efvkdtyfaom Font tm; Home tab \ Font group rS Font box wGif

a½G;cs,fEkdifygonf/ Myanmar Font wGif -Win--Taungyi ponfh Font rsm;pGm&Sdovkd
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English Font wGifvnf; Arial? Times New Roman ponfh Font rsm;pGmyg&Sdygonf/

tjcm;bmom&yftoD;oD;wGifvnf; xkduJhokdY Font rsm;&Sdygonf/ tokH;jyKvkdaom Font udk

a½G;cs,ftokH;jyKEkdif&ef Font Installation jyKvkyfí xnfhoGif;xm;&ef vkdtyfrnfjzpfygonf/

Checking spelling (pmvHk;akygif;ppfaq;jcif;)

10/ Presentation twGif;&Sd Text rsm;tm; pmvHk;aygif;owfykHppfaq;&mwGif tokH;jyK&ef

Dictionary wpfcktm; Microsoft Office wGif xnfhoGif;xm;&Sdygonf/ Spelling Check
vkyf&ef atmufygtwkdif; tqifhqifh jyKvkyf&rnfjzpfygonf-

(u) Spelling Check jyKvkyf&ef pmydk'ftwGif; Cursor csyg/ Review tab \
Proofing group rS Spelling ukd Click vkyfyg/ Standard Toolbar rS

 ukdvnf; Click vkyfEkdifygonf/

( c ) pmykd'fwpfydk'fvkH;&Sd pmvkH;rsm;tm;vkH;onf Dictionary wGif yg0ifaeygvQif

(wpfenf;tm;jzifh Spelling trSm;r&SdvQif) Spelling check complete
message box ay:vmrnf/ OK ukd Click vkyfyg/(ykH 6-9)

(ykH 6-9)

( * ) Dictionary wGif ryg&SdaompmvkH;rsm; pmykd'fxJwGif yg&Sdaeygu Spelling
box ay:vmygrnf/ Spelling rSm;aompmvkH;(okdYr[kwf) Dictionary wGif

ryg&SdaompmvkH;tm; Not in Dictionary wGif az:jyxm;ygonf/

pmykd'fxJwGifvnf; 4if;pmvkH;tm; trJcs,fjyxm;onfukdawGU&ygrnf/

(C) Change to wGif trSefjzpfEkdifaom pmvkH;wpfvkH; xnfhoGif;xm;ygonf/

xkdpmvkH;tm; trSeftjzpfa½G;cs,fvkdygu Change button tm; Click
vkyfyg/ 4if; Change to rS pmvkH;tm; ra½G;cs,fvkdygu Suggestions rS
pmvkH;rsm;tm; a½G;cs,fay;Ekdifygonf/

( i ) No in Dictionary wGif Spelling trSm;tjzpf azmfjyxm;aomfvnf;

Spelling Check rvkyfvkdygu Ignore button tm; Click vkyfyg/

( p ) Medical Term uJhokdYaom tcsdKUpmvkH;rsm;onf Dictionary wGif

xnfhoGif;rxm;jcif; (okdYr[kwf) Medical Dictionary udk Microsoft
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Office wGif rxnfhoGif;xm;jcif;aMumifh Spelling Check jyKvkyfwkdif;

Not in Dictionary wGif tNrJazmfjyaernf/ xkdokdYaompmvkH;rsm;tm;

Dictionary wGif xnfhoGif;vkdygu Add button tm; Click vkyfí

xnhfoGif;Ekdifygonf/ (ykH 6-10)

(ykH 6-10)

Finding Text (Text  rsm;udk &SmazGjcif;)

11/ pmykd'fwpfydk'ftwGif;&Sd Text wpfckudk tvG,fwul &SmazGEkdif&ef Home tab \
Editing group rS Find ukd Click vkyfyg/ Find Dialog box ay:vmNyD;? Find what: wGif

rdrd&Smvkdaom Text ukd rSefuefpGm jznfhoGif;&rnf/ (yHk 6-11) xkdYaemuf Find next button
ukd Click vkyfyg/ rdrd&SmazGaom Text udk awGU&dSygu trJa&mifjzifh azmfjyxm;onfukd

awGU&ygrnf/

(ykH 6-10)

Replacing Text (Text  rsm;udk tpm;xdk;jcif;)

12/ pmykd'fwpfcktwGif;&Sd Text wpfckudk &SmazGNyD;aemuf? tjcm; Text wpfckjzifh tpm;xkd;

vJvS,f&ef Home tab \ Editing group rS Replace ukd Click vkyfyg/ Replace box
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ay:vmNyD;? Find what: wGif rdrd&Smvkdaom Text ukd rSefuefpGm jznfhoGif;yg/ (yHk 6-12)

Find next button ukd Click vkyfyg/ Replace with: wGif tpm;xkd;vJvS,fxnfhoGif;vkdaom

Text udk xnfhoGif;&ygrnf/ xkdYaemuf yxr Text wpfvkH;om tpm;xkd;vkdygu Replace
button ukd Click vkyfyg/ 'kwd, Text twGuf aemufwpfBudrf Replace button tm;

Click vkyfyg/ pmykd'fwpfckvkH;wGif tpm;xkd;vkdygu Replace All button ukd Click
vkyf&ygrnf/

Insert an Equation (Equation  rsm;xnfhoGif;jcif;)

13/ Microsoft PowerPoint Presentation rsm;wGif omref Text rsm;udk xnfhoGif;

&mü tcuftcJr&Sdyg/ okdYaomf ocsmF? ½lyaA'? "mwkaA'? abm*aA'ponfh bmom&yfrsm;

wGif yg0ifaomtcsdKU Equation rsm;udk xnfhoGif;&mü tcuftcJ&Sdygonf/ xkdYaMumifh

Microsoft Office wGif Equation Editor ukdxnfhoGif;ay;xm;jcif;jzifh Equation rsm;ukd

vG,fulpGm atmufygtwdkif; xnfhoGif;Ekdifygonf-

(u) Equation Editor ukd tokH;jyK&ef Insert tab \ Text group rS Object
ukd Clickvkyfyg/ Insert Object box ay:vmrnf/ (yHk 6-13)

( c ) Microsoft Equation 3.0 ukd a½G;cs,fNyD; OK ukd Click vkyfyg/ Equation
Editor Window ay:vmNyD;? Equation rsm;ukd ½kdufxnfhEkdifygonf/ (yHk

6-14)

( * ) Equation rsm; xnfhoGif;NyD;vQif Equation Editor \ File menu rS
Exit and Return to Presentation ukd Click vkyfyg/ xdktcg Slide
Pane wGif rdrdxnfhoGif;vdkufaom Equation 0ifa&mufvmonfudk

awGUjrif&ygrnf/ (yHk 6-15)

(yHk 6-12)
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(yHk 6-14)

(yHk 6-13)

(yHk 6-15)
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tcef;(7)

Printing Presentations

1/ PowerPoint presentation rsm;tm; Print Out xkwf,lEdkifygonf/ Print Out
xkwf,l&mwGif Presentation wpfckvHk;udk NcHKíxkwf,lEdkifNyD; Presentation wpfckwGif

yg0ifaom tpdwftydkif;rsm;jzpfonfh Slides? Handouts? Note Page? Outlines
rsm;udkvnf; xkwf,lEdkifygonf/

Printing in pure black and white grayscale and color
( Slide  rsm;udk Printing jyKvkyfjcif;)

2/ Print Out xkwf,l&mwGif Color? Grayscale? Pure Black and White ponfjzifh

cGJjcm;xkwf,lEdkifygonf/ Presentation Slide rsm;wGif Texts? Objects? Graphics?
Movies rsm;ESifh Background Designs rsm;tm; Color trsdK;rsdK;toHk;jyKEdkifaomfvnf;

Color jzifh Print Out xkwf,l&mwGif Grayscale ESifh twlwlyifjzpfygonf/

Set Up the Slide Size for Printing
(Printing  jyKvkyf&ef pm&Guft&G,ftpm;udk owfrSwfjcif;)

3/ Presentation wpfckudk Priting vkyf&mwGif Print Out rjyKvkyfrD toHk;jyKrnfh

t&Guftpm;udkvdkufí Slide Size udk owfrSwfay;&efvdkygonf/ Slide Size
owfrSwf&eftwGuf Design tab udk Click vkyfyg/ Page Setup group rS Page Setup
command udk Click vkyfyg/ Page Setup dialog box ay:vmrnf/ (yHk 7-1) Slides
sized for wGif oifhavsmfaom Slide Size udk a&G;cs,fay;&ygrnf/ xdkodkY a&G;cs,f&mwGif

Slides Sized for box &Sd Down arrow udk Click vkyfonfhtcg a&G;cs,f&ef Slide Size

(yHk 7-1)
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rsm;udkawGU&ygrnf/ xdktjyif custom Size udktoHk;jyKvdkygu Width? Height wdkYwGif

vdktyfaom twdkif;twmudk xnfhoGif;í toHk;jyKEdkifygonf/ Number slides form
wGif Print Out pwifxkwf,lrnfh Slide udk xnfhoGif;ay;&ygrnf/ Orientation wGif

Printing jyKvkyfrnf Slide rsm;\ a'gifvdkuf (Protrait) tvsm;vdkuf (Landscape)
wdkYudk a&G;cs,fowfrSwfay;&ygrnf/ xdktjyif Notes? Handouts? Outline wdkYudkvnf;

Printing jyKvkyfvdkygu ¤if;wdkYwGif a'gifvdkuf tvsm;vdkufwdkYudk a&G;cs,fowfrSwf

ay;&ygrnf/ a&G;cs,frItm;vHk;NyD;ygu OK button udk Click vkyfyg/

Printing Slides (Slide  rsm;udk Priting jyKvkyfjcif;)

4/ Slide rsm;udk Printing rjyKvkyfrD txufwGifaz:jycJhonftwdkif; Page Setup
owfrSwfay;&ygrnf/ xdkYaemuf Print Preview udkMunfh&eftwGuf Office Button udk

Click vkyfí Print command  udk Click vkyfyg/ ay:vmaom Print menu rS Print
Preview command udk Click vkyfyg/ (yHk 7-2) xdkaemuf Print Preview tab \ Print

group rS Option udk Click vkyfí Header and Footer udk Click vkyfyg/ (yHk 7-3)

Header and Footer dialog box ay:vmrnf/ (yHk 7-4) ¤if;rS Slide tab udk a&G;cs,fyg/

&ufpGJESifh tcsdefwdkYudkxnfhvdkygu Date and Time Check box wGif Click vkyfyg/ Update
Automatically box rS down arrow udk Click vkyfí ESpfouf&m tcsdef &ufpGJudk a&G;cs,f

ay;Edkifygonf/ yHkao &ufpGJ? tcsdefwdkYudkxnfhoGif;vdkygu Fixed Option udka&G;cs,fyg/

xdkaemuf Fixed box wGif yHkaoxnfhoGif;vdkaom Date and Time udk &dkufxnfhay;yg/

Slide number xnfhoGif;vdkygu Slide number check box udk Click vkyfyg/ Footer
xnfhoGif;&mwGif Footer Check box udk Click vkyfí Footer box wGif xnfhoGif;vdkaom

Text rsm;udk &dkufxnfhay;yg/ yxr Slide (Title Slide)wGif Date and Time? Slide
number? Footer name rsm;udk raz:jyvdkygu Don't show on title slide check box
udk Click vkyfyg/ tm;vHk; a&G;cs,frIrsm;NyD;pD;vQif Apply to All button udk Click vkyfyg/

xdkaemuf Print Preview tab \ Print group rS Print udk Click vkyfyg/ xdktcg Print
dialog box ay:vmrnf/ (yHk 7-5) Print dialog box rS Printer atmuf&Sd Name list

(yHk 7-2)
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(yHk 7-3)

(yHk 7-4)

box wGif rdrd\uGefysLwmwGif wyfqifxm;aom Printer trsdK;tpm;udk a&G;cs,fay;yg/

Properties command button udk Click vkyfyg/ ay:vmaom printer document
properties dialog box rS Advance command button udk xyfrHí Click vkyfyg/

Printer Advanced Properties dialog box ay:vmrnf/ ¤if;rS Paper/Output atmuf&Sd

Paper Size list box wGif Paper trsdK;tpm;udk a&G;cs,fay;yg/ xdkYaemuf OK udk Click
vkyfyg/ Printer Document Properties dialog box odkYjyefa&mufoGm;rnf/ OK udk

Click vkyfyg/ Print dialog box odkY jyefa&mufoGm;rnf/ OK udk Click xyfvkyfyg/
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Printing Handouts  (Handout  tjzpf Printing jyKvkyfjcif;)

5/ Slide rsm;tm; Handouts tjzpf Printing  xkwfrnfqdkygu txufaz:jycJhonfh

twdkif; Office Button udk Click vkyfí Print command  udk Click vkyfyg/ ay:vmaom

Print menu rS Print Preview command udk Click vkyfyg/ xdkaemuf Print Preview
tab \ Page Setup group rS Pint What atmuf&Sd Print What down arrow udk Click
vkyfyg / (yHk 7-6) ay:vmaom Print What list box wGif Handouts wpfckudka&G;cs,fyg/

(yHk 7-6)

(yHk 7-5)
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xdkodkYa&G;cs,f&mwGif Handouts(1 slide per page)? Handouts (2 slides per page)?
Handouts (3 slides per page)? Handouts (4 slides per page)? Handouts (6 slides
per page)? Handouts (9 slides per page) ponfjzifh oifhavsmfovdk a&G;cs,fEdkifygonf/

xdkaemuf Print Perview tab \ Print group rS Options udk Click vkyfyg/ ay:vmaom

Pull down menu rS Header and Footer udk Click vkyfyg/ Header and Footer
dialog box ay:vmrnf/ ¤if;rS Note and Handouts tab udk a&G;cs,fyg/ Date and
Time xnfhjcif;? Page Number xnfhjcif; Header and Footer xnfhjcif; ponfwdkYudk

Printing Slides wGif az:jycJhonfhtwdkif; aqmif&GufEdkifygonf/ xdkYaemuf Print Preview
tab \ Print group rS Print command udk Click vkyfjcif;jzifh Handouts rsm;udk Print
Out xkwf,l&&Sdrnfjzpfygonf/ (yHk 7-7)

Create and Print Notes pages
(Notes pages  rsm;udk zefwD;jcif;ESifh Print jyKvkyfjcif;)

6/ Presentation wGifyg0ifaom Slide rsm;ESifhywfoufNyD; Note rsm;udk a&;om;

Edkifygonf/  Slide rsm;\ Note udk a&;om;vdkygu Normal View rS Note pane xJrSm

&dkufxnfhay;yg/ Note page udk Print xkwf,lEdkifygonf/ Notes pane xJrS Text rsm;udk

(yHk 7-7)
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a&G;cs,fNyD;  ta&mifajymif;ay;aomfvnf; Notes pane xJ&Sd Text rsm;onf rnfonfh

ta&mifodkYrQ ajymif;vJrnf r[kwfyg/ View tab \ Presentations View group rS

Notes Page udk Click vkyfíMunfhrnfqdkygu ta&mifajymif;vJaeonfudkawGU&ygrnf/

(yHk 7-8) Notes Pages udk Print vkyfvdkygu Notes  Pages Presentationa udkzGifhxm;yg/

Office Button udk Click vkyfNyD; Print udk Click vkyfyg/ xdkYaemuf Print Preview udk

Click vkyfyg/ Print Preview tab \ Page Setup group rS Print What atmuf&Sd

down arrow udk Click vkyfí ay:vmaom Print What list box rS Note Page udk

a&G;cs,fyg/ xdkYaemuf Print preview tab \ Print group rS Print command udk Click
vkyfyg/ (odkYr[kwf) Keyboard rS Ctrl + P udkESdyfyg/ xdktcg Print dialog box ay:vmrnf/

(yHk 7-5) Print dialog box rS Printer atmuf&Sd Name list box wGif rdrduGefysLwmwGif

wyfqifxm;aom Printer trsdK;tpm;udk a&G;cs,fay;yg/ Properties command button
udk Click vkyfyg/ ay:vmaom printer document properties dialog box rS Advance
command button udk xyfrHí Click vkyfyg/ Printer Advanced Properties dialog
box ay:vmrnf/ ¤if;rS Paper/Output atmuf&Sd Paper Size list box wGif Paper
trsdK;tpm;udk a&G;cs,fay;yg/ xdkYaemuf OK udk Click vkyfyg/ Printer Document
Properties dialog box odkYjyefa&mufoGm;rnf/ OK udk Click vkyfyg/ Print dialog
box odkY jyefa&mufoGm;rnf/ OK udk Click xyfvkyfyg/

(yHk 7-8)
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Printing an Outline (Outline  rsm;udk Printing jyKvkyfjcif;)

7/ Presentation wpfckwGif xnfhoGif;xm;aom Text rsm;tm; Outline View
taejzifh Printing xkwfvdkygu Office Button udk Click vkyfNyD; Print udk Click
vkyfyg/ xdkYaemuf Print Preview udk Click vkyfyg/ Print Preview tab \ Page Setup
group rS Print What atmuf&Sd down arrow udk Click vkyfí ay:vmaom Print
What list box rS Outline View udk a&G;cs,fyg/ (yHk 7-9) xdkYaemuf Print preview tab
\ Print group rS Print command udk Click vkyfyg/ (odkYr[kwf) Keyboard rS Ctrl +
P udkESdyfyg/ xdktcg Print dialog box ay:vmrnf/ (yHk 7-5) Print dialog box rS Printer
atmuf&Sd Name list box wGif rdrduGefysLwmwGif wyfqifxm;aom Printer trsdK;tpm;udk

a&G;cs,fay;yg/ Properties command button udk Click vkyfyg/ ay:vmaom printer
document properties dialog box rS Advance command button udk xyfrHí Click
vkyfyg/ Printer Advanced Properties dialog box ay:vmrnf/ ¤if;rS Paper/Output
atmuf&Sd Paper Size list box wGif Paper trsdK;tpm;udk a&G;cs,fay;yg/ xdkYaemuf OK
udk Click vkyfyg/ Printer Document Properties dialog box odkYjyefa&mufoGm;rnf/

OK udk Click vkyfyg/ Print dialog box odkY jyefa&mufoGm;rnf/ OK udk Click xyfvkyfyg/

(yHk 7-9)


