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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+. 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.

48 |Page




Vinod Computer Institute of Software Training

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+0O. Insert Online Audio.
Alt+N+V +P. Insert Video on My PC.
Alt+N+V + 0. Insert Online Video.

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

Alt+H+S+0+ M.

Shape Outline Color Dialog.

Alt+H+S+ 0O +N.

No Shape Outline Color.

Alt+H+S+F+T+M.

Shape Fill Texture Dialog

At+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.

At+H+G+0+ M.

More Rotation Options.

Alt+H+ G+ 0O +H.

Flip Objects Horizontal

At+H+G+0+V.

Flip Objects Vertical.

Alt+H+G+0+L

Rotate Objects Left 90°.

At+H+G+0+R.

Rotate Objects Right 90°.

At+H+G+A+0.

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+0. 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 + 1. 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.
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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.

Font size.

Font color.
Font style.
Alignment.

B. Text
Font.
Font size.
Font style.
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Times New Roman.
46.

Red.

Bold.

Center.

Arial.
25.
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.
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