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Microsoft PowerPoint-2016. 

Chapter-1. What Is PowerPoint? ekbdzkslkW¶V ikojikWbaV ,d izdkj dk iztsaVs”ku lkW¶Vos;j gS ftls 

ekbdzkslkW¶V }kjk cuk;k x;k gS blds ek?;e ls LykbM~l dks vkd’kZd vkSj O;ofLFkr rjhds ls izLrqr djus e as 

enn djrk gS bldk mi;ksx “kS{kf.kd] O;kolkf;d] izkstsDV iztsaVs”ku cukus ds fy, fd;k tkrk gSA 
 

Extension Name of Ms. PowerPoint File.  .PPT (PowerPoint Presentation.). 
 

How to Open Ms. PowerPoint? 
 

lcls igys ge dhcksMZ ls Window + R > izsl djsxss Run vk;sxk vkSj bles Powerpnt fy[kdj Enter ;k Ok 

djnsxss vkSj gekjk ekbdzkslkW¶V ikojikWbaV lkW¶Vos;j vksiu gks tk;sxkA 
 

 
 

Title Bar. VkbVy ckj fcaMks ds VkWi es gksrk gS tks gekjs izksxzke ds uke dks crkrk gS bles rhu cVu gksrh gS 

feuhekbt] eSDlhekbt] vkSj Dykst cVuA 
 

Quick Access Toolbar. blds vUnj Qkby esuq ds “kkWVZdV vkbdu gksrs gS ftlds }kjk ge tYnh ls tYnh 

viuh Qkby dks vksiu] lso] fiazV dj ldrs gSA 
 

Ribbon. blds }kjk ge EkkbdzkslkW¶V oMZ ds VSCl vkSj dekkaM dks “kks vkSj gkbM dj ldrs gSA 
 
 

Status Bar. bLVsVl ckj fcaMks ds CkkWVe es gksrk gS tks gekjs MkWD;wesaV ds djasV buQkWeZsa”ku dks crkrk gSA 
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Chapter-2. File. (Alt+F). 
 

New (Ctrl+N). blds }kjk ge ,d u;k CySad iztsaVs”ku dks ysrs gSA 
 

 
 

Control Buttons Title Bar Menu Bar 

Status Bar 

Work Area Ruler 
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Open (Ctrl+O). blds }kjk ge igys ls lso Qkby dks vksiu djds ns[krs gSA 
 

 

 

Save (Ctrl+S). blds }kjk ge vius Qkby dks dksbZ Hkh uke nsdj lso dj ldrs gSA 
 

 
 

Save As (F12). blds }kjk ge igys ls lso Qkby ds uke dks cny ldrs gS ;k nwljs uke ls lso dj ldrs gSA 
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Print (Ctrl+P). blds }kjk ge uacj vkQ dkWih nsdj vius Qkby dk fizaVj ls fizaVvkmV dks fudky ldrs gSA 
 

 

 

Print Layout. blds }kjk ge isztsaVs”ku ;k LykbM dks fizaV dj ldrs gSA 
 

Full Page Slides. blds }kjk ge isztsaVs”ku ;k LykbM dks Qqy ist ij fizaV dj ldrs gSA 
 

Share. blds }kjk ge viuh Qkby dks vVSp djds esy dj ldrs gSA 
 

Export. blds }kjk ge viuh Qkby dks ,DliksVZ djds PDF vkSj Video dks cuk ldrs gSA 
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Exit (Alt+F4). blds }kjk ge vius lkW¶Vos;j ls ckgj vkrs gSA 
 

Chapter-3. Home (Alt+H). 
 

 
 

Clipboard. 
 

Undo (Ctrl+Z). blds }kjk ge vius ykLV dekaM dks gVkrs gSA 

 

Redo (Ctrl+Y). blds }kjk ge vius ykLV dekaM dks okil ykrs gSA 
 

Cut (Ctrl+X). blds }kjk ge vius VsDLk ;k vkWCtsDV dks lsysDV djds dkV ldrs gSA 

 

Copy (Ctrl+C). blds }kjk ge vius VsDLk ;k vkctsDV dks lsysDV djds dkWih dj ldrs gS vkSj ckn es bls 

nqljh txg ij isLV djds Mcy dj ldrs gSA 
 

Paste (Ctrl+V). blds }kjk ge dV ;k dkWih vkWCtsDV ;k VsDLk dks nqljh txg ij ystkdj MqIyhdsV dj ldrs 

gSA 
 

Format Painter. (Ctrl+Shift+C). blds }kjk ge vius ,d VsDLk dks lsysDV djds mldh izkWiVhZ dks dkWih 

djds nqljs VsDLk ij vIykbZ dj ldrs gSA 
      

Slides. 

New Slide (Ctrl+M). ). blds }kjk ge ,d ubZ LykbM dks ysrs gS ftl ij vki viuh tkudkjh vkSj lkekxzh 

dks iznf”kZr dj ldrs gSA 
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Duplicate Slides. fdlh LykbM dh ,d tSlh izfrfyfi cukuk rkfd vki ml LykbM ds ysvkmV QkWesZfVax vkSj 

lkekxzh dks fcuk nksckjk cuk, viuh izstsUVs”ku esa dbZ ckj mi;ksx dj ldrs gSA 
 

 
 

Slide Layout. ;g ,d ,slk <kapk ;k VsEiysV gS tks r; djrk gS fd vkidh LykbM ij VsDLV] fp=] pkVZ vkfn 

tSls rRo dgkW vkSj dSls O;ofLFkr gksxsA 
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Reset. fdlh pht dks mlds fMQkWYV ;k ewy fLFkfr esa okil djuk tSls dh dksbZ LykbM] ,uhes”ku ;k QkWesZfVaxA 

 

Section. blds }kjk ge vius LykbM dks vyx] vyx v/;k;ksa ds vuqlkj O;ofLFkr dj ldrs gSA 

 

 

 

Rename Section. blds }kjk ge vius LykbM ij Mcy fDyd djds ckWDl esa ,d u;k uke ,M dj ldrs gSA 
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Remove Section. blds }kjk ge vius LykbM ij lsD”ku dks gVk ldrs gSA 
 

Font. 
 

Font (Ctrl+Shift+F). blds }kjk ge vius VsDLk dks lsysDV djds QkWUV dks psat dj ldrs gSA vkSj fgUnh 

bxafy”k QkWUV es Vkbi dj ldrs gSA 
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Font Size (Ctrl+Shift+P). blds }kjk ge vius VsDLk dks lsysDV djds QkWUV dh lkbt dks NksVk ;k cMk dj 

ldrs gSA 
  

Increase Font Size (Ctrl+Shift+>). blds }kjk ge vius VsDLk dks lsysDV djds QkWUV dh lkbt dks cMk 

dj ldrs gSA 

 

Decrease Font Size (Ctrl+Shift+<). blds }kjk ge vius VsDLk dks lsysDV djds QkWUV dh lkbt dks NksVk 

dj ldrs gSA 
 

Clear All Formatting. blds }kjk ge vius VsDLk ds QkWesaZfVx dks lsysDV djds gVk ldrs gS tSls cksYM] 

bVSfyd] vaMjykbuA 
 

Bold Font (Ctrl+B). blds }kjk ge vius VsDLk dks lsysDV djds eksVk dj ldrs gSA 

 

Italic Font (Ctrl+I). blds }kjk ge vius VsDLk dks lsysDV djds frjNk dj ldrs gSA 

 

Underline Font (Ctrl+U). blds }kjk ge vius VsDLk dks lsysDV djds vaMjykbu ns ldrs gSA 
 

Text Shadow. blds }kjk ge vius VsDLV ds ihNs ,d Nk;k ns ldrs gS rkfd VsDLV vf/kd Li’V vkd’kZd fn[kkbZ 

nsA 
 

 
 

Strikethrough. blds }kjk ge vius VsDLk dks lsysDV djds VsDLk ds fcp es ykbu dks ns ldrs gSA 
 

Character Spacing. blds }kjk ge vius VsDLV ds chp dh nwjh dks ns ldrs gS rkfd VsDLV vf/kd Li’V 

vkd’kZd fn[kkbZ nsA 
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Change Case. . blds }kjk ge vius VsDLk dks lsysDV djds dSfiVy ysVj] Leky ysVj] vkSj oMZ dk igyk ysVj 

NksVk ;k cMk dj ldrs gSA 
 

Font Color. blds }kjk ge vius VsDLk ;k iSjkxzkQ dks lsysDV djds dyj dj ldrs gSA 
 

 
 

Bullets List. blds }kjk ge vius VsDLk ;k iSjkxzkQ dks lsysDV djds cqysV] uEcj] vYQkcsV] jkseu] fiDpj] vkSj 

flacy dks yxk ldrs gSA 
 

 
 

Numbering. blds }kjk ge vius VsDLk ;k iSjkxzkQ dks lsysDV djds uEcj dks yxk ldrs gSA 
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Decrease Indent.  blds }kjk ge vius VsDLk ;k iSjkxzkQ dks lsysDV djds ekftZu dks fiNs ysdj vk ldrs gSA 

 

Increase Indent. blds }kjk ge vius VsDLk ;k iSjkxzkQ dks lsysDV djds ekftZu dks vkxs ysdj tk ldrs gSA 
 

 
 

Line Spacing. blds }kjk ge vius VsDLk ;k iSjkxzkQ dks lsysDV djds ykbu ds fcp es Lisl ;k xSi dks ns ldrs 

gSA 
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Text Direction. blds }kjk ge vius VsDLV dks fdlh fn”kk esa {kSfrt vkSj Å/okZ/kj esa O;ofLFkr dj ldrs gSA 
 

 
Align Text Left (Ctrl+L). blds }kjk ge vius VsDLV ;k iSjkxzkQ dks lsysDV djds ist ds ys¶V ekftZu esa 

ysdj tk ldrs gSA 
 

Centre (Ctrl+E). blds }kjk ge vius VsDLV ;k iSjkxzkQ dks lsysDV djds ist ds lsUVj eas ysdj tk ldrs gSA 
 

Align Text Right (Ctrl+R). blds }kjk ge vius VsDLV  ;k iSjkxzkQ dks lsysDV djds ist ds jkbV ekftZu 

eas ysdj tk ldrs gSA 
 

Justify (Ctrl+J). blds }kjk ge vius VsDLV ;k iSjkxzkQ dks lsysDV djds ist ds ys¶V vkSj jkbV ekftZu ls 

cjkcj dj ldrs gSA 
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Covert to SmartArt. blds }kjk ge lsi dks cuk dj mlds vanj fdlh eSlst ;k bUQkWesZ”ku dks ,M dj ldrs 

gSA 

 

Shape. blds }kjk ge vius MkWD;wesaV esa vyx] vyx Vkbi ds “ksi dks balVZ dj ldrs gSA 
  

 
 

Arrange.  

Bring To Front. blds }kjk ge ,d vkWCtsDV dks lsysDV djds nqljs vkWCtsDV ds vkxs ysdj vk ldrs gSA 
 

 
 

Send To Back. blds }kjk ge ,d vkWCtsDV dks lsysDV djds nqljs vkWCtsDV ds fiNs ysdj tk ldrs gSA 
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Bring Forward. blds }kjk ge ,d vkWCtsDV dks lsysDV djds nqljs vkWCtsDV ds vkxs ysdj vk ldrs gSA 
 

Send Backward. blds }kjk ge ,d vkWCtsDV dks lsysDV djds nqljs vkWCtsDV ds fiNs ysdj tk ldrs gSA 
 

 
 

Group. blds }kjk ge nks ;k nks ls vf/kd vkWCtsDV dks lsysDV djds vkil esa tksM ldrs gSA  
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Ungroup. blds }kjk ge xzqi vkWCtsDV dks lsysDV djds vyx vyx dj ldrs gSA 
 

Align Objects. blds }kjk ge nks vkWCtsDV dks lsysDV djds ys¶V] lsaVj] jkbV] VkWi] feMy vkSj ckWVe esa vjsat 

dj ldrs gSA 
 

 
 

Rotate blds }kjk ge vius vkWCtsDV dks lsysDV djds ,axy nsdj ?kqek ldrs gSA 
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Selection Pane. blds }kjk ge vius vkWCtsDV dks lsysDV djds “kks vkSj gkbM dj ldrs gSA 
 

 
 

Quick Styles. blds }kjk ge vius vkWCtsDV dks lsysDV djds izhQkWesZVsM LVkby esa cny ldrs gSA 
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Shape Fill. blds }kjk ge vius “ksi es vyx] vyx Vkbi ds dyj] fiDpj] VsDlpj] xzsfM,aV dks Hkj ldrs gSA 
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Shape Outline. blds }kjk ge vius “ksi ds vkmVykbu dks dyj dj ldrs vkSj vkmVykbu ds fFkdusl dks 

psat dj ldrs gSA 
 

 
 

Shape Effete. blds }kjk ge vius “ksi dks lsysDV djds ml ij vyx] vyx Vkbi ds bQsDV dks ns ldrs gS 

tSls “kSMks] Xyks] csosyA 
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Editing. 

Find. (Ctrl+F). blds }kjk ge vius iSjkxzkQ es ls fdlh “kCn dks [kkst ldrs gSA 
 

 
 

Replace. (Ctrl+H). blds }kjk ge vius iSjkxzkQ es ls ,d oMZ ds LFkku ij nqljs oMZ dks fy[k ldrs gSA 
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Select All. (Ctrl+A). blds }kjk ge vius iqjs vkWCtsDV ;k iSjkxzkQ dks ,d lkFk lsysDV dj ldrs gSA 

 

 
 

Selection Pane. blds }kjk ge vius iqjs vkWCtsDV dks ns[k ldrs gS vkSj “kks gkbM dj ldrs gSA 
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Chapter-4. Insert (Alt+N). 
 

 
 

New Slide (Ctrl+M). blds }kjk ge ,d ubZ LykbM ;k ist dks tksM ldrs gS ftl ij vki vius izstsaVs”ku 

ds fy, lkexzh tSls VsDLV] fp=] Vscy cuk ldrs gSA 
  

 

 

Table. blds }kjk ge jks vkSj dkWye dks nsdj ,d u;k Vscy dks balVZ dj ldrs gSA 
  

 
Image.  
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Picture. blds }kjk ge vius daE;wVj ls fiDpj dks vius MkWD;wesaV esa balVZ dj ldrs gSA 
 

 

 

Online Picture. blds }kjk ge vkWuykbu lkslZ ls fiDpj dks vius MkWD;wesaV esa balVZ dj ldrs gSA  
 

 
 

Screenshot. blds }kjk ge [kqyh gqbZ foaMks ;k MkWD;wesaV dk Ldzhu”kkWV dks ys ldrs gSA 
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Photo Album.  
 

New Photo Album. ;g ,d ,slh lqfo/kk gS ftlls vki viuh rLohjksa dks ,d izstsaVs”ku esa O;ofLFkr vkSj iznf”kZr 

dj ldrs gS tSls fd ,d QksVks ,YceA 
 

  
 

Shape. blds }kjk ge vius MkWD;wesaV esa vyx] vyx Vkbi ds “ksi dks balVZ dj ldrs gSA 
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Smart Art blds }kjk ge lsi dks cuk dj mlds vanj fdlh eSlst ;k bUQkWesZ”ku dks ,M dj ldrs gSA 
  

 
 

Chart. blds }kjk ge vius MsVk dks fMQjsaV Vkbi ds pkVZ es “kks dj ldrs gS tSls dkWye] ykbu] ikbZA 
 

Links. 
 

Hyperlink. (Ctrl+K). blds }kjk ge ,d Qkby dks nqljs Qkby ls tksM ldrs gSA 
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Action. ;g ,d ,slk cVu ;k fyad tks fdlh fof”k’V fdz;k dks fVªxj djrk gS tSls fd fdlh vU; LykbM ij 

tkuk ,d osclkbV [kksyuk ;k /ofu pykukA 
 

 
 

Comments. Tkks fd vki fdlh LykbM ;k vkWCtsDV ij viuh jk; ;k lq>ko tksMus ds fy, mi;ksx djrs gS rkfd 

ckn esa vki ;k dksbZ vkSj mu ij ppkZ dj ldsA  
 

 
 

Text. 
 

Text Box. blds }kjk ge vius VsDLV dks ckWDl esa fy[k dj ,d txg ls nqljs txg ij ysdj tk ldrs gSA 
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Header. blds }kjk ge vius ist ds VkWi esa gsfMax] buQkWesZ”ku] VkbVy] vkWFkj vkSj vius uke dks ns ldrs gSA 
 

Footer. QqVj gekjs ist ds ckWVe es gksrk gS tks gekjs ist ds uacj dks crkrk gSA 

 

Word Art. blds }kjk ge vius VsDl esa Lis”ky bQsDV dks ns ldrs gS vkSj xSyjh esa ls LVkbfy”k oMZ dks balVZ 

dj ldrs gSA 
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Date and Time. blds }kjk ge vius MkWD;wesaV esa vkt fd djsaV MsV vkSj Vkbe dks balVZ dj ldrs gSA 
 

Slide Number. blds }kjk ge izR;sd LykbM ij uacj dk nsldrs gSA  

 

Object. blds }kjk ge vius MkWD;wesaV esa fdlh nqljh Qkby dks balVZ dj ldrs gS vkSj nqljs izksxzke ij tk ldrs 

gSA 
 

Symbols. 
 

Equation (Alt+=). blds }kjk ge vius MkWD;wesaV esa eSFkesfVdy bDos”ku dks ,sM dj ldrs gSA 

 

Symbol. blds }kjk ge vius MkWD;wesaV esa fMQjsaV Vkbi ds flacy dks balVZ dj ldrs gSA 
 

         
 

Media. 
 

Video. blds }kjk ge vius ikojikWbaV dh LykbM esa ohfM;ks dks balVZ dj ldrs gSA 
 

Online Video. blds }kjk ge vius ikojikWbaV dh LykbM esa vkWuykbu ohfM;ks dks balVZ dj ldrs gSA 
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Video On My Pc. blds }kjk ge vius daI;wVj ls ikojikWbaV dh LykbM esa ohfM;ks dks balVZ dj ldrs gSA 
 

 

 

Audio. blds }kjk ge vius ikojikWbaV dh LykbM esa vkWfM;ks dks balVZ dj ldrs gSA 
 

Record Audio. blds }kjk ge viuh vkokt dks fjdkWMZ djds mls viuh izstsaVs”ku esa tksM ldrs gSA 
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Chapter-5. Design (Alt+G). 
 

Themes. blds }kjk ge viuh LykbM ;k izstsaVs”ku ds Fkhe dks cny ldrs gSA 
 

 
 

Themes.  
 

 

 

Colour. blds }kjk ge viuh LykbM ds Fkhe ds dyj dks cny ldrs gSA 
 

Font. blds }kjk ge vius Fkhe ds QkWV dks cny ldrs gSA 
 

 

 



Vinod Computer Institute of Software Training  

--------------------------------------------------------------------------------------- 

32 | P a g e  
 

Effect. blds }kjk ge vius lsi ds LVkby ds bQsDV dks psat dj ldrs gSA 
 

 

 

Customize.  
 

Slide Size. blds }kjk ge vius LykbM ;k izstsaVs”ku dh lkbt dks psat dj ldrs gSA 
 

 

 

Format Background. blds }kjk ge vius LykbM ds cSdxzkmaM ij xzsfM,Va] fiDpj] iSVuZ dks yxk ldrs gSA 
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Chapter-6. Transition (Alt+K). 
 

 
 

Preview. blds }kjk LykbM ij yxus okys Vªkaft”ku ds izhO;w dks ns[k ldrs gSA 
 

Transition on This Slide. LykbM Vªkaft”ku og fotqvy bQsDV gS tks rc gksrk gS tc izstsaVs”ku ds nkSjku ,d 

LykbM ls nwljh LykbM ij tkrs gS vkSj LykbM ij vyx vyx Vªkaft”ku bQsDV dks yxk ldrs gSA 
 

Effect Option. blds }kjk LykbM ij yxus okys Vªkaft”ku bQsDV dks psat dj ldrs gSA 

 

Timing. 
 

Sound. blds }kjk ge vius LykbM ij vyx vyx lkmaM bQsDV dks yxk ldrs gSA 
 

 
 

Duration. blds }kjk ge vius LykbM ds Vªkaft”ku bQsDV ds Vkbe M;wjs”ku de ;k tknk dj ldrs gSA 
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Apply To All. blds }kjk ge vius djsaV LykbM ij Vªkaft”ku bQsDV dks vIykbZ dj ldrs gSA 

Advance Slide.  
 

On Mouse Click. blds }kjk tc rd vki ekml ij fDyd ugh djsxs rc rd ,uhes”ku gksYM jgsxk vkSj ekml 

dh ys¶V cVu dks fDyd djds LykbM dks Iys dj ldrs gSA  
 

After. blds }kjk vki viuh LykbM dks Ldzhu ij Lopkfyr :Ik ls Mk;jsDV Iys djds ns[k ldrs gSA 
 

Chapter-7. Animation (Alt+A). 
 

 
 

Preview. fdlh Hkh LykbM] izstsaVs”ku ;k ,uhes”ku dks fizaV djus ls igys “kks djds ns[kus ds fy, mi;ksx djrs gSA 

 

Animation. ikojikWbaV izstsaVs”ku dks FkksMk lk Lis”ky cukus ds fy, ,fues”ku dk bLrseky fd;k tk ldrk gSA 

vki ,d ist ij VsDLV ;k vkWCtsDV nksuks ij ,fues”ku ns ldrs gSA 
 

 
 

Effects Option. ,fues”ku ;k Vªakft”ku esa bLrseky gksus okys fo”ks’k bQsDV dks vkSj DLVekbt djus ds fy, ;qt 

djrs gSA 
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Advance Animation. 
 

Add Animation. ,fues”ku dk bLrseky djds LykbM ij ekStwn VsDLV] fp=] vkSj vkWCtsDV dks ,fuesV fd;k tk 

ldrk gSA 
 

 

 

Animation Pane. ;g ,d ,slk Vwy gS tks vkidh LykbM ij ,fuesVsM vkWCtsDV dh lwph dks iznf”kZr djrk gSA 
 

 

Trigger. blds }kjk vki fdlh [kkl vkWCtsDV] VsDLV ;k best ij fDyd djds fdlh vU; vkWCtsDV ;k ,uhes”ku 

dks “kq: ;k can dj ldrs gSA 
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Animation Printer (Alt+Shift+C). ;g ,d ,slk Vwy gS ftlls vki ,d vkWCtsDV ij ykxw ,uhes”ku dks 

dkWih djds nwljs vkWCtsDV ij vklkuh ls yxk ldrs gSA 
 

Timing.  
 

Start. blds }kjk ge LykbM “kks dk ,d ds ckn ,d fn[kk ldrs gSA 

 

Duration. blds }kjk ge ,uhes”ku dh ysaFk dks ns[k ldrs gSA 
 

Delay. fdlh ,uhes”ku ;k LykbM Vªkaft”ku dks “kq: gksus ls igys dqN le; ds fy, jksduk rkfd oks fdlh [kkl 

le; ij ;k fdlh vU; ,uhes”ku ds ckn “kq: gksA 

Recorder Animation.  
 

Move Earlier. fdlh ,uhes”ku ;k vkWCtsDV dks ,uhes”ku dze esa igys dh vksj ys tkuk ftlls og igys ,uhes”ku 

;k vkWCtsDV ds ctk; igys fn[kkbZ nsA 
 

Move Later. fdlh vkWCtsDV ;k LykbM dks ckn esa ;k fdlh vkSj le; ij ,uhes”ku ;k Vªkaft”ku ds fy, bLrseky 

djuk pkgrs gS ctk; rqjarA 
 

Chapter-8. Slide Show (Alt+S). 
 

 

 

Start Slide Show. 
 

From Beginning (F5). blds }kjk ge ikojikWbaV isztsaVs”ku dks mldh igyh LykbM ls “kq: djus dh vuqefr 

nsrk gS Hkys gh vki isztsaVs”ku ds chp esa fdlh LykbM ij gksA 
 

From Current Slide (Shift+F5). blds }kjk ge ikojikWbaV isztsaVs”ku dks orZeku LykbM ls “kq: djus dh 

vuqefr nsrk gS ctk; igyh LykbM lsA 
 

Present Online. blds }kjk vki vius isztsaVs”ku dks vkWuykbu eryc baVjusV fdlh vkSj ds lkFk lk>k dj 

ldrs gS mls ykbo isztsaV dj ldrs gSA 
 

Custom Slide Show. ;fn vkids ikl ,d cMh isztsaVs”ku gS ftlesa dbZ vyx vyx fo’k; “kkfey gS rks vki 

izR;sd fo’k; ds fy, ,d vyx dLVe LykbM “kks cuk ldrs gSA 
 

 
 

 



Vinod Computer Institute of Software Training  

--------------------------------------------------------------------------------------- 

37 | P a g e  
 

Set Up. 
 

Set Up Slide Show. LykbM “kks “kq: djus ls igys dqN lsfVaXl djuk tSls fd LykbM “kks dgkW ls “kq: gks 

fdruh nsj rd pys vkSj D;k ;g Lopkfyr :Ik ls pys ;k ughaA 
 

 

 

Hide Show. tc fdlh LykbM dks gkbM LykbM djrs gS rks og isztsaVs”ku ds nkSjku ugha fn[kkbZ nsxh ysfdu vki 

mls ckn esa fQj ls fn[kk ldrs gSA 

 
 

Rehearse Timings. ikojikWbaV izR;sd LykbM ds fy, le; fjdkWMZ djrk gS ftls vki ckn esa LykbM “kks dks 

Lopkfyr :Ik ls pykus ds fy, mi;ksx dj ldrs gSA 
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Record Slide Show. viuh izLrqfr dks fjdkWMZ djuk ftlesa vkidh vkokt] LykbM ij fy[ks x, uksV~l] vkSj 

ohfM;ks ds lkFk lkFk LykbM ds ,fues”ku vkSj Vªkaft”ku Hkh “kkfey gksrs gSA 
 

 
 

Play Narration. viuh izLrqfr esa fjdkWM dh xbZ vkokt dks pykuk ftls vki LykbM “kks ds nkSjku lqu ldrs 

gSA 
 

Use Timings. ikojikWbaV vkids }kjk fu/kkZfjr Vkbfeax ds vuqlkj LykbM dks Lopkfyr :i ls vkxs c<k,xkA 

 

Show Media Controls. LykbM “kks ds nkSjku LykbM esa bLrseky dh xbZ ehfM;k ds fy, daVªksYl dks pkyw ;k 

can dj ldrs gSA 
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Use Presenter View. izLrqfr nsrs le; ,d vyx Ldzhu ij Lihdj uksV~l vkSj orZeku LykbM ns[kus dh lqfo/kk 

nsrk gSA  
 

Chapter-9. Review (Alt+R). 
 

 
 

Proofing. 
 

Spelling & Grammar (F7). blds }kjk ge vius MkWD;wesaV esa ls Lisfyax vkSj xzkej dks psd dj ldrs gS vkSj 

xyr “kCn dks lgh dj ldrs gSA 
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Thesaurus (Shift+F7).  blds }kjk ge vius MkWD;wesaV esa ls lsysDV fd;s x;s flfeyj oMZ dks ns[k ldrs gSA 
 

Language.  
 

Translate. blds }kjk ge fdlh ySaxq,t dks nqljs ySaxq,t es VªkalysV dj ldrs gSA 

 

Language. blds }kjk ge vius ySaxq,t vkWI”ku dks lsysDV dj ldrs gSA 
 

Comments. 
 

New Comment. blds }kjk ge vius MkWD;wesaV esa ,d u;k desaV dks ,sM dj ldrs gSA 
 

 
 

Delete. blds }kjk ge vius MkWD;wesaV ds lsysDV desaV dks fMyhV dj ldrs gSA 
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Previous. blds }kjk ge vius MkWD;wesaV ds fiNys desaV ij tk ldrs gSA 
 

Next. blds }kjk ge vius MkWD;wesaV ds vxys desaV ij tk ldrs gSA 
 

Show Comments. blds }kjk ge vius MkWD;wesaV ds lHkh desaV dks ns[k ldrs gSA 
 

Compare. 
 

Compare. blds }kjk ge ,d lkFk nks MkWD;wesaV dks dais;j ;k dackbu djds ns[k ldrs gSA 
 

Accept. blds }kjk ge vius MkWD;wesaV esa gksus okys lfHk psatst dks ,DlsIV dj ldrs gSA 

 

Reject. blds }kjk ge vius MkWD;wesaV esa gksus okys lfHk psatst dks fjtsDV dj ldrs gSA 
 

 
 

Previous. blds }kjk ge vius MkWD;wesaV ds fiNys VªSDM psatst ij tk ldrs gSA 
 

Next. blds }kjk ge vius MkWD;wesaV ds vxys VªSDM psatst ij tk ldrs gSA 
 

 
 

Reviewing Pane. blds }kjk ge vius MkWD;wesaV esa gksus okys lHkh psatst dks ns[k ldrs gSA 
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Protect. 
 

Restrict Editing. blds }kjk ge vius MkWD;wesaV esa ikloMZ dks yxk dj MkWD;wesaV dks izksVsDV dj ldrs gSA 

 

Chapter-10. View (Alt+W). 
 

 

   

Presentation Views. 
 

Normal View. ukWey O;w esa LykbM~l dks nks izdkj ls ns[kk tk ldrk gS igyk dsoy ,d ,d LykbM dks rFkk 

nwljk LykbM ds lkFk lkFk izstsaVs”ku dh lHkh LykbM~l dks vkbdu ds :Ik esaA 
 

Outline View. vki vkmVykbu O;w dk mi;ksx djds izR;sd LykbM ds “kh’kZd vkSj eq[; ikB dks vklkuh ls 

laikfnr dj ldrs gSA 
 

 
 

Slide Sorter. LykbM lkWVZj vkidks viuh izLrqfr dh lHkh LykbM~l dks ,d lkFk ns[kus dh lqfo/kk nsrk gSA 
  

 
 

Note Page. izstsaVs”ku ds nkSjku vki viuh LykbM ds uhps uksV~l ist esa fy[ks uksV~l ns[k ldrs gSA 

 

Reading View. blds }kjk ge izstsaVs”ku dks LykbM “kks dh rjg Qqy Ldzhu ij ns[k ldrs gSA 

 

Master Views.  
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Side Master. blds }kjk vki ns[k ldrs gS fd vki ds LykbM ij dkSu ls QkWUV] jax] cqysV vkfn dk mi;ksx 

fd;k x;k gSA 
 

 
 

Hand-Out Master. gSaMvkmV ekLVj dk mi;ksx izstsaVs”ku ds vih;jsal vkSj ysvkmV dks ,fMV djus ds fy, 

fd;k tkrk gSA 
 

 
 

Notes Master. vki uksV~l ekLVj esa tkdj uksV~l ist ij QkWUV] jax vkdkj vkSj ysvkmV tSls rRoksa dks cny 

ldrs gSA 
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Show.  
 

Ruler (Shift+Alt+F9). blds }kjk ge vius MkWD;wesaV esa xkbMykbu vkSj VSc dks lsV djrs gSA 
 

 
 

Gridlines (Shift+F9). blds }kjk ge vius MkWD;wesaV es fxzMykbu dks lsV djrs gSA 
 

Guides. ;s vkidh LykbM ij fn[kkbZ nsus okyh js[kk,W gksrh gS tks vki dks vkWCtsDV~Lk dks lgh txg ij j[kus esa 

enn djrh gSA 

Notes Pane. vki viuh LykbM ds fy, uksV~l ;k Lihdj uksV~l fy[k ldrs gSA 

 

Zoom. 
 

Zoom. blds }kjk ge vius ist dks cMk djds ns[k ldrs gSA 
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Fit To Window. LykbM dks viuh Ldzhu dh pkSMkbZ ds vuqlkj fQV djus esa enn djrk gSA 
 

Colour/Grayscale. 
 

Colour. blds }kjk ge ikWojikWbaV ds izstsaVs”ku dks dyj esa “kks dj ldrs gSA 

 

 
 

Grayscale. blds }kjk ge ikWojikWbaV ds izstsaVs”ku dks xzsLdsy esa “kks dj ldrs gSA 

 

Black & White. blds }kjk ge ikWojikWbaV ds izstsaVs”ku dks CySd ,aM OgkbV esa “kks dj ldrs gSA 
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Window. 
 

New Window. blds }kjk ge vius MkWD;wesaV ds ,d ubZ foaMks dks vksiu djds ns[k ldrs gSA 
 

Arrange All. blds }kjk ge vius MkWD;wesaV ds lHkh foaMks dks ,d lkFk vjsat djds ns[k ldrs gSA 
 

Split. blds }kjk ge vius MkWD;wesaV ds foaMks dks nks ikVZ es rksM ldrs gSA 
 

View Side By Side. blds }kjk ge vius MkWD;wesaV ds foaMks dks lkbM ckbZ lkbM es ns[k ldrs gSA 

 

Synchronous Scrolling. blds }kjk ge vius MkWD;wesaV ds nks foaMks dks ,d lkFk Ldzksy djds ns[k ldrs gSA 
 

Reset Window Position. blds }kjk ge vius MkWD;wesaV ds nks foaMks dks fjlsV dj ldrs gSA 
 

Switch Windows. blds }kjk ge vius MkWD;wesaV ds ,d foaMks ls nqljh foaMks ij tk ldrs gSA 
 

Macro. (Alt+F8). blds }kjk ge dhcksMZ fd “kkWVZdV dh cuk dj fdlh VsDl dks fjdkWMZ dj ldrs gS ckn esa 

mls ju djds ns[k ldrs gSA 
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Chapter-11. Microsoft PowerPoint Keyboard Shortcut Key. 

Shortcut Key. Option. 

File (Alt+F).  

Ctrl + N. New. 

Ctrl + O. Open. 

Ctrl + S. Save. 

Ctrl + Shift + S. Save As. 

Ctrl + P. Print. 

Alt + F4. Exit. 

Home (Alt+H).  

Ctrl + X. Cut. 

Ctrl + C. Copy. 

Ctrl + V. Paste. 

Ctrl + B. Bold. 

Ctrl + I. Italic. 

Ctrl + U. Underline. 

Ctrl + Shift + >. Grow Font. 

Ctrl + Shift + <. Shrink Font. 

Ctrl + L. Left. 

Ctrl + E. Centre. 

Ctrl + R. Right. 

Ctrl + J. Justify. 

Ctrl + D. Duplicate Object. 

F1. Help. 

Ctrl + F. Find. 

Ctrl + H. Replace. 

Ctrl + A. Select All. 

Ctrl + =. Subscript. 

Ctrl + Shift + ++. Superscript. 

Ctrl + Shift + D. Duplicate Slide. 

Ctrl + Z. Undo. 

Ctrl + Y. Redo. 

Ctrl + W. Close File. 

Alt + Backspace. Undo. 

Alt + F5. App Restore. 

Ctrl + Shift + B. Bold. 

Shift + F3. Change Case. 

Ctrl + Insert. Copy. 
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Ctrl + F10. Document Maximize. 

Ctrl + F5.  Document Restore. 

Alt + Shift + R. Edit. 

Ctrl + Shift +F. Font. 

F5. Full Screen. 

Ctrl + F12. Open. 

Ctrl + Alt + F2. Open. 

(Ctrl) Function Key.  

CTRL+ 1. View Normal. 

CTRL+ 2. View Outline. 

CTRL+ 3. View Notes. 

CTRL+ 4. View Slide Sorter. 

CTRL+ 5. View Reading. 

CTRL+ G. Group Shape. 

CTRL+ F4. Close File. 

CTRL+ W. Close Current File. 

CTRL+ F6. Switch the Next PowerPoint Window. 

CTRL+ F12. Open File. 

CTRL+ F1. Hide Display Ribbon. 

CTRL+ 0. Remove Single Line Space. 

CTRL+ F1. Hides or displays the Ribbon. 

CTRL+ F5. Broadcasts the Open Presentation. 

CTRL+ M. Inserts a New Slide. 

CTRL+ N. Builds a New Presentation. 

CTRL+ R. Right Align. 

CTRL+ L. Left Align. 

CTRL+ J. Justify Align. 

CTRL+ E. Centre Align. 

CTRL+ K. Creates a Link. 

(Alt) Function Key.  

Alt + 1. Left Alignment. 

Alt + 2. Align Horizontal Center. 

Alt + 3. Align Right. 

Alt + 4. Distribute Objects Horizontally. 

Alt + 5. Align to Slide. 

Alt + F10. Open the Selection Pane. 

Alt + N + O + P. Insert Audio. 

Alt + N + O + R. Insert Record Audio. 
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Alt + G + H + M. Browse for Themes. 

Alt + G + H + S. Save Current Theme. 

Alt + G + V + C + C. Design variants - Customize Colors 

Alt + G + V + F + C. Design variants - Customize Fonts. 

Alt + G + S + C. Custom Slide Size. 

Alt + A + P + P. Preview Animations. 

Alt + A + P + A. Auto Preview 

Alt + S + N + S. Start Recording from Beginning. 

Alt + N + O + O. Insert Online Audio. 

Alt + N + V + P. Insert Video on My PC. 

Alt + N + V + O. Insert Online Video. 

Alt + N + S + N. Insert Slide Number. 

Alt + H + S + O + M. Shape Outline Color Dialog. 

Alt + H + S + O + N. No Shape Outline Color. 

Alt + H + S + F + T + M. Shape Fill Texture Dialog 

Alt + H + S + F + G + M. Shape Fill Gradients Dialog. 

Alt + H + S + F + P. Shape Fill Picture. 

Alt + H + S + F + E. Shape Fill Eyedropper. 

Alt + H + S + F + M. Shape Fill Option Dialog. 

Alt + H + S + F + N. Shape Fill None. 

Alt + H + G + O + M. More Rotation Options. 

Alt + H + G + O + H. Flip Objects Horizontal 

Alt + H + G + O + V. Flip Objects Vertical. 

Alt + H + G + O + L Rotate Objects Left 90°. 

Alt + H + G + O + R. Rotate Objects Right 90°. 

Alt + H + G + A + O. Turn on Alignment of Selected Objects. 

Alt + H + G + A + A. Align Object to Slide. 

Alt +  F + C. Closes the Current Presentation. 

Alt + N + S + C+ A. Clear Timings on All Slides. 

Alt + A + P + P. Animation Painter. 

Alt + A+ S + P. Displays More Motion Paths. 

Alt + A + S + O. Displays OLE Action Verbs (Animation). 

Alt + H + S + H. Recently Used Shapes. 

Alt + S + M + W. Custom Shows. 

Alt + S + B. Starts the Slide Show. 

Alt + R + W. Ends the presentation review. 

Alt + R + V. Navigates to the previous. 

Alt + R + S. Checks the Spelling. 
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Alt + R + R. Opens the Research Task. 

Alt + R + I. Displays the reviewing pane. 

Alt + N + J. Inserts an Embedded Object. 

Alt + N + H. Edits the Header. 

Alt + N + F. Inserts Clip Art. 

Alt + N + E. Inserts Clip Art. 

Alt + N + D. Inserts the Current Date. 

Alt + N + C. Inserts a Chart. 

Alt + K + U. Selects a Sound to Play. 

Alt + K + L. Sets the Transition Between all Slides. 

Alt + H + N. Specifies the Line Numbering to Use. 

Alt + H + M. Converts Text to a SmartArt Graphic. 

Alt + H + L. Changes the Layout. 

Alt + F + O. Open File. 

Alt + F + N. New File Dialog. 

Alt + F + C. Closes the Current Presentation. 

Alt + F + S. Saves the File Under a Different Name. 

Alt + F + P. Print File Dialog. 

Alt + N + A + P + S. Insert Office App. 

(Shift) Function Key.  

Shift + F9.  Displays or Hides the Grid. 

Shift + F4. Repeats the Last Find action. 

Shift + H. Opens the Replace Dialog Box. 

Shift + F5. Starts the Slide Show. 

Shift + F7. Suggests Other Words. 

Shift + F3. Changes the Case. 

Shift + F6. Moves to a Pane. 

(Ctrl + Shift) Function Key.  

Ctrl + Shift + Y. Increase Font Size. 

Ctrl + Shift + X. Decrease Font Size. 

Ctrl + Shift + G. Object Regroup. 

Ctrl + Shift + V. Pastes Formatting Only. 

Ctrl + Shift + C. Copies Formatting Only. 

Ctrl + Shift +, Decreases the Font Size. 

Ctrl + Shift + -. Increases the Font Size. 

Ctrl + Shift + F6. Switches to the Previous PowerPoint 

Window. 

Ctrl + Shift + D. Duplicates a Selected Slide. 



Vinod Computer Institute of Software Training  

--------------------------------------------------------------------------------------- 

51 | P a g e  
 

Ctrl + Shift + =. Applies Superscript Formatting. 

Function Key.  

F1. Help. 

F2. Changes Text of Element. 

F4. Opens the Look in List. 

F5. Starts the Slide Show from the First Slide. 

F6. Moves to the Next Task. 

F12. Saves the File. 

F7. Checks the Spelling. 

(Alt + Shift) Function Key.  

Alt + Shift + 1. Align Top. 

Alt + Shift + 2. Align Vertical Center. 

Alt + Shift + 3. Align Bottom. 

Alt + Shift + 4. Distribute Objects Vertically. 

Alt + Shift + W. Bring to Front. 

Alt + Shift + S. Bring Forward. 

Alt + Shift + A. Send Backward. 

Alt + Shift + Q. Send to Back. 

Alt + Shift + =. Expands Text Below a Heading. 
 

Chapter-12. Microsoft PowerPoint. Assignment-1. 
 

1.) Open a new power point slide with a name ‘your name .ppt. 

2.) Take any topic of your choice to make a presentation of list. For example.  

A. Diwali festival. 

B. Indian cricket team.  

C. Our school days.  

D. Expert academy. 
 

3.) Give the following specification to the above text.  
 

A. Heading. 

Font.                            :           Times New Roman. 

Font size.                  :           46. 

Font color.                :           Red. 

Font style.                  :           Bold. 

Alignment.                 :           Center. 
 

B. Text. 

Font.                             :           Arial. 

Font size.                     :           25. 

Font style.                     :           Italic. 
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4.) Open a new power point slide with a name ‘your name .ppt. 

5.) Take any topic of your choice to make a presentation of list. For example.  

E. Basic Course. 

F. Tally Course.  

G. Multimedia Course.  
 

6.) Give the following specification to the above text.  
 

C. Heading. 

Font.                            :           Times New Roman. 

Font size.                  :           46. 

Font color.                :           Red. 
 

D. Text. 

Font.                             :           Courier new. 

Font size.                     :           25. 

Font style.                     :           Italic. 

Alignment.                    :            Left. 

Line spacing.                :            1.5. 
 

7.) Insert a new slide between first and second slide in your presentation. 
 

8.) Insert picture (either from file clip art or from file) in one of the slides. 
 

9.) Delete a slide which you consider is not required in the presentation. 
 

10.) Change the background in two colors. 
 

11.) Use the texture in background in two colors. 
 

12.) Save the Presentation. 
 

Chapter-13. Assignment-2. 
 

 

1) Open your last save PPT presentation. 

2) Appling the following task in it. 

3) Use the animation schemes and custom animation. 

4) Every slide should be come automatically on the screen after every 10 seconds. 

5) Create a new slide and insert any picture and apply the motion on picture. 
 

6) Show all the slide by using slide sorters. 
 

7) Insert slide numbers in the slider. Also insert the system data time in the slider. 
 

8) Hide one of the slides in the presentation so that it does not show up during “slide show”. 
 

9) Save the slide using power point show option. 
 

 


