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tckoifjyay;r,fh Program uawmh Microsoft PowerPoint 2007  jzpfygw,f/ PowerPoint

pmtkyfudk a&;oifhcJhwmMumygNyD/ wjcm;pmtkyfawGudk Mum;jzwfa&;ae&wmeJY PowerPoint udkra&;jzpf

EdkifcJhbl;/ tckawmh ausmif;om;t&G,fuae q&mq&mr? Company Manager, Director txdtoHk;

wnfhaom PowerPoint udktajccHuaepwifa&;om;wifjyay;rSmjzpfygw,f/ PowerPoint &JU Ver-

sion udk 2007 taeeJYyJwifjyay;NyD;awmh pmzwfolawG[m PowerPoint 2003 'grSr[kwf PowerPoint

2010 ESifh BuHKawGUcJh&aomf 'Dpmtkyfudk oifcef;pmrsm;udk Idea ,lNyD; jyefvkyfMuzdkY wdkufwGef;ygw,f/

r[kwf&if Version ajymif;oGm;vdkY vdkufrvkyfEdkifbl;qdkwmrjzpfapcsifygbl;/ 'Dae&mrSm ausmif;om;t&G,f

av;awGyg PowerPoint ESifh Educational Project awGjyKvkyfvdkY&atmif&,f? NydKifyGJawG0ifNydKifEdkifatmif

&,faygh qdkawmh enf;enf; Step by Step qefqef½Sif;jyxm;ygw,f/
tdkau 'gqdk pvdkufMu&atmif/

1.1 PowerPoint 2007 udk pwifjcif;

PowerPoint 2007 xJudk p0ifawmhr,fvdkYajymwmyg/ tckoif[m Windows XP rSm ½Sdae&

ygr,f/ aumif;NyD/ PowerPoint 2007 xJudkp0ifr,f/

1/ Mouse udkudkifNyD; Start Menu rSm Click wpfcsufESdyfay;yg/ Menu av;ay:vmygvdrfhr,f/

(2) All Program rSm Highlight udkxm;ay;yg/ xyfay:vmwJh Sub Menu rSm Microsoft Office

udk½Smay;yg/ awGU&if Pointer av;wifMunfhyg/ nmbufrSm Menu wpfckxyfxGufvmw,f/

(3) NyD;&if ¤if; Menu xJu Microsoft Office PowerPoint 2007 rSm Pointer wif Click ESdyfyg/

'gqdk&if PowerPoint 2007 yGifhoGm;ygNyD/ Program yGifhoGm;wJhtcg bmawGay:vmrvJ qdkwm

qufMunfhMu&atmif/ PowerPoint 2007 xJudk p0if&r,fhyHkpHudkawmh yHk 1.1 wGifjyxm;ygw,f/
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yHk 1.1

1.2 PowerPoint 2007 \ tajccH

PowerPoint 2007 xJudk 0ifa&mufvmwJhtcg atmufygyHktwdkif;jrifawGU&rSmjzpfygw,f/

yHk 1.2
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1/ yHkrSm eHygwf 1 vdkY ñTef;xm;wJhae&muawmh pm&Gufwpf&GufyJjzpfygw,f/ tJh'gudk Slide vdkY

ac:ygw,f/ tJh'DrSm uRefawmfwdkY [m Presentation rSmyg0ifr,fhtaMumif;t&mawGudk xnfhoGif;&rSm

jzpfygw,f/ wenf;ajym&&if Presentation rsm;azmfjyr,fhtaMumif;t&mawGudk tJh'DrSm ae&mcs&rSm

jzpfygw,f/ uJ 'Dawmh Presentation qdkwmbmvJ/ 'godNyD;om;vnf;jzpfcsifjzpfr,f/ odkYaywnf;

uRefawmfuawmh xyfajymjy&rSmyJ/

Presentation qdkwm - wifjyrIwpfckyJjzpfygw,f/ ukd,fu olrsm;udk ajymjycsifwm?

wifjycsifwm? a[majymcsifwm pwJhtaMumif;t&mawGudk ajymwJhtcgrSm ajymwJhtaMumif;t&mudk

upOfYuvsm; rjzpfapbJ wpfcsufcsif;ajymjyEdkifatmifvdkY BudKwifpDrHNyD;rS wifjywmjzpfygw,f/ 'gaMumifh

udk,fh&JU wifjyrIudk vltrsm;pdwf0ifpm;atmifwifjyzdkY&m PowerPoint 2007 udktoHk;jyKoifhwmjzpfygw,f/

2/ eHygwf 2 uawmh Slides awGudk wef;pDNyD;jyxm;wJhae&mjzpfygw,f/ tJhovdk wef;pDNyD;jy

xm;awmh udk,fjyifcsifwJh Slides udk wpfcgwnf; Click wef;ESdyfNyD; jyifEdkifwmaygh/ 'gudk erlemjyKvkyfxm;

NyD;om Slide ESifhazmfjyxm;ygw,f/

yHk 1.3
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3/ eHygwf 3 uawmh tJh'D Slides ESifhywfoufaewJh Note awGudka&;rSwfxm;EdkifwJhae&mjzpf

ygw,f/ 'guodyfaumif;w,f/ 'D Slide rSmazmfjyxm;wJhtaMumif;t&mawG[m bmudkajymcsifwmvJ

bmtwGufvnf; 'gawGudk rSwfcsufvkyfxm;vkdY&ygw,f/

4/ eHygwf 4 ae&muawmh View jzpfygw,f/ View u 3 rsdK;½Sdygw,f/ tJh'gawGuawmh-

 Normal View

 Slide Sorter View

 Slide Show View wdkYjzpfygw,f/ tcka&mufaewJh wenf;tm;jzifh tckjrifae&wJh

View [m Normal View jzpfygw,f/ 'D View uawmh yHkrSeftvkyfvkyfr,fhae&mjzpfygw,f/ Slide

awGudk zefwD;wmjyifqifwm tJh'gawGudk tJh'D Normal View rSmvkyf&rSmjzpfygw,f/

Slide Sorter View uawmh Slide awGudk a½SUaemufwef;pDcsifwJhtcgrSmtokHk;jyK&ygw,f/

qdkvdkwmu tpnf;ta0;twGufyJjzpfjzpf? a[majymyGJtwGufyJjzpfjzpf? pmoifMum;zdkYyJjzpfjzpf Pre-

sentation vkyfzdkY Slide awGudkjyifqifNyD;oGm;awmhrS b,ftaMumif;t&mudkt&ifajymr,f?b,ftaMumif;

yHk 1.4
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t&mudkaemufrSajymr,f 'DvdkjyefNyD; pDpOfcsifwJhtcg Slide Sorter View uae Slide awGudk [dka&TU

'Da&TU jyefpDcsifwJhtcgawGrSm 'D View udkoHk;&wmjzpfygw,f/

Slide Show uawmh tck Slide awGudk trSefwu,f Presentation vkyfwJhtcgrSm toHk;jyK&

wm jzpfygw,f/ Slide awGudk Scren tjynfhjyay;rSmjzpfygw,f/ 'guawmh oifwdkYESifh tNrJ&if;ESD;ae&r,fh

View jzpfwmaMumifh 'Dae&mrSm taxGtxl; ½Sif;jyraeawmhygbl;/

5/ eHygwf 5 uawmh Menu Bar ESifh Menu Button wdkYjzpfMuygw,f/ 'D Menu taMumif;awGudk

awmh oufqdkif&m oifcef;pmMurS oifay;rSmjzpfygw,f/ 'Dae&mrSm wpfckyJajymcsifwmu uD;bkwfuae

Alt Key udk wpfcsufESdyfvdkuf&if tJh'D Menu rSm Shortcut Key av;awGay:vmygvdrfhr,f/ Oyrm

Design Menu udkoGm;csif&if uD;bkwfuae G(g) udkESdyf&rSmjzpfygw,f/ Insert Menu udkoGm;csif&if

uD;bkwfuae N(n) udkESdyf&rSmjzpfygw,f/

yHk 1.5

tJhovdkESdyfvdkuf&if Home Menu uae Insert Menu udk a&mufoGm;rSmjzpfygw,f/ tJh'DrSmrS

½SdaewJh Menu Button wpfckcsif;pDudk Shortcut Key av;awGeJY wpfcgxyfjyxm;wmudkawGU&rSm

jzpfygw,f/ 'gav;udkazmfjycsifwmwjcm;awmhr[kwfygbl;/ PowerPoint udktoHk;jyKMuwJhtcgrSm

Laptop/Notebook udktoHk;jyKMu&wmrsm;ygw,f/ 'Dawmh Mouse u Notebook u Touch Pad

udkyJtoHk;jyK&wmjzpfwmaMumifh tcuftcJjzpfrSmpdk;vdkY 'D Shortcut Key av;awGESifh tvkyfvkyfwwf

atmifusifhxm;apcsifygw,f/

yHk 1.6
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1.3 orm½dk;us Slide wpfckjyKvkyfjcif;

PowerPoint 2007 xJudk 0ifa&mufvmwJhtcg yHk 1.2 rSm jrifawGUae&wJhtwdkif;uae Slide

wpfckjzpfatmifpwifNyD;vkyfMunhfMu&atmif/ uRefawmfoifcef;pmudk Slide awGvkyf&if;vkyf&if;ESifh

oifoGm;rSmjzpfygw,f/ uJ atmufrSm b,fnmav;axmifh Box awGeJYvkyfjyxm;wmudk wpfcsufcsif;

vdkufvkyf&atmifaemf/ ravmygeJY/ wwfoGm;rSmyg/

 pmom;udk Text Box wGif½dkufxnfhjcif; - ykH 1

 Text Box udkusOf;^us,fvkyfjcif; - yHk 2

Text Box qdkwm½dkufxnfhxm;wJhpm;om;&JUab;ywfywfvnfuabmifudkawGYw,f r[kwfvm;

tJh'D Box u Text Box yJaygh/ Text Box &JUywfywfvnfabmifay:rSm uGif;t0dkif;av;awGudkawGYvdrfhr,f/

tJh'gudk Sizing Handle vdkYac:w,f/ tJh'D Sizing Handle ay:rSm Mouse Pointer udkoGm;wifvdkuf&if

[dkbuf'Dacgif;ESpfckygwJhjr§m;av;udkawGUvdrfhr,f/ tJh'gudk Double Headed Arrow vdkYac:w,f/ aumif;

NyD 'Dawmh Text Box &JU nmbuftv,fu Sizing Handle ay:rSm Mouse udkwifNyD; Double

Text Box udkpmom;ESifhuGufwdjzpf

atmifusOf;ay;yg/
2uJ yxr Text Box rSm IBM PC

vdkY½dkufxnfhyg/
1
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Headed ay:&if zdNyD;awmh b,fbufudkqGJvmjcif;tm;jzifh Text Box [m usOf;oGm;rSmjzpfygw,f/

wenf;tm;jzifh yHk 2 rSmjyxm;ovdkjzpfoGm;atmifvkyfay;yg/

jzpfoGm;NyDqdk&if 'Dwpfcg tJh'D IBM PC qdkwJh Text Box av;udka&TU MunfhOD;r,f/ wpfenf;tm;

jzifh yHk 3 rSmjyxm;wJhtwdkif; IBM PC Text Box udka&TUay;yg/

'Dawmh Text Box awGudka&TUcsifw,fqdk&if oifh&JU Mouse [mjr§m;acgif; 4 acgif; 4 Headed

Arrow ay:aewJhtcsdefrSm Mouse udkzdNyD; a&TU&rSmjzpfygw,f/ Mouse Pointer udk Text Box &JU

tpGef;abmifay:wifxm;vdkuf&if Mouse Pointer [m 4 Headed Arrow jzpfoGm;ygvdrhfr,f/ tJh'Dtcsdef

rSm Mouse Left Click udk zdNyD; ukd,fvdkcsifwJhae&mudk qGJoGm;&rSmjzpfygw,f/

 Text Box twGif;upmom;udk Format ajymif;jcif; yHk 4 ESifh yHk 5

uJ pmom;av;awGudk yHkpHawGjyifMunfh&atmif/ pmvHk;av;awGudk Font awGajymif;r,f/

Font Size awGBuD;r,f/ ao;r,f/ ydkxif½Sm;vmatmif Bold vkyfr,f/ pmvHk;a&mifawGajymif;Munfhr,f/

wu,fawmh 'DtaMumif;t&mawG[m uGefysLwmtajccHoifcef;pmjzpfwJh Microsoft Word wdkYrSm

uwnf;u odcJhNyD;om;jzpfygvdrfhrr,f/ 'gaMumifh 'Dae&mrSm trsm;BuD;rajymawmhbJ Step by Step

yHkpHav;ESifhajymjyoGm;yghr,f/ OK aemf/

yxr Text Box udkyHkrSmjyxm;wJh

twdkif;a&GUay;yg/
3 pmom;udk Selection vkyfNyD; Format

(yHkpH) ajymif;rSmjzpfygw,f/
4
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1/ IBM PC qdkwJhpmvHk;ay:rSm Mouse udkwifxm;NyD; b,fbuf Click udk 3 csufqufwdkuf

ESdyfyg/ 'gqdk IBM PC qdkwJh pmvHk;u Selection jzpfoGm;ygvdrfhr,f/ wpfpHkwpfckvkyfawmhr,fqdk

udk,fvkyfcsifwJhpmom;udk OD;pGm Selection vkyf&w,f/ 'grSvnf; PowerPoint u 'DpmvHk;awGudk

wpfckckvkyfawmhr,fqdkwmudkodrSmaygh/

2/ Selection vkyfNyD;oGm;wJhtcg tJh'D IBM PC qdkwJhpmvHk;av;&JU nmtay:axmifhem;av;rSm

Box av;wpfck rSdefrSdefav;vm;ay:aevdrfhr,f/ tJh'Day:udk Mouse udk oGm;wifxm;vdkufwJhtcgus

tJh'D Box av;urSdefae&muae vif;vmygvdrhfr,f/ 'D Box xJrSm vG,fvifhwul udk,fhpmvHk;udkyHkpH

ajymif;EdkifatmifvdktyfwJh vkyfaqmifcsufawGygwJh Button awG½Sdw,f/ tJh'Duae uRefawmfwdkY pmvHk;

awGudk yHkpHajymif;Mur,f/ jyifMur,f/ wu,fawmh tJh'DuaervkyfbJ tay:u Home Menu But-

ton awGuaevkyfvnf;&w,f/

3/ uJ OD;pGm Font ajymif;Munfhyg/ Font qdkwmvufa&;yHkpHjzpfygw,f/ tJh'D Font Box &JUab;em;u

Down Triangle udkESdyf? Fonts awGusvm&if Impact qdkwJh Font udka&G;vdkufyg/ Impact qdkwJh Font

r½SdcJh&ifvnf; vlBuD;rif;tqifajyr,fh Font wpfckudka&G;vdkufyg/

yHk 1.7

4/ NyD;&if pmvHk;&JU Size udkvnf; 48 xm;ay;ygaemf/ yHk 1.7 rSmvnf;awGUrSmyg/ pmvHk;udkvnf;

enf;enf; xlxlxJxJav;vkyfvdkufcsifw,f/ 'gaMumifh B qdkwJh Bold Button rSm wpfcsufESdyfay;yg/
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odNyD;om;vdkYxifygw,f/ B qdkwJh Bold [m pmvHk;udkydkNyD;xif½Sm;atmifvkyfwm? I qdkwJh Italic [m

pmvHk;udk apmif;NyD; vludktm½HkpdkufatmifjyKvkyfwmjzpfygw,f/ avmavmq,fawmh Bold yJvkyfay;yg/

5/ 'Dwpfcg IBM PC qdkwJhpmvHk;udk ta&mifajymif;csifygw,f/ teDa&mifav;ajymif;vdkufyg/

b,fvdkajymif;&rvJqdkwmudk atmufuyHkrSmvkyfjyxm;w,faemf/ tJh'DudkMunfhvdkufyg/

yHk 1.8

6/ uJ 'Davmufqdk pmvHk;udkyHkpHajymif;wmESifhywfoufNyD;awmfavmufygNyD/ 'DvdkvkyfNyD;oGm;wJh

tcgrSm IBM PC qdkwJh pmvHk;av;u teDa&mifav;ESifhjzpfoGm;vdrfhr,f/ atmufu yHk eHygwf 5

twdkif;jzpfaeygvdrfhr,f/

'gu IBM PC qdkwJhpmvHk;av;udk

yHkpHjyifxm;NyD;awGU&yHkjzpfw,f/
5 pmom;udk Ctrl+Shift Key zdNyD;

Mouse udkzdumnmzufqGJxkwfvkdufyg/
6
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 Text Box udk Copy ul;jcif; - yHk 6 ESifh yHk 7

IBM PCqdkwJh½dkufxnfhxm;wJhpm;om;&JUab;ywfywfvnfuabmifudkawGYw,f r[kwfvm;

tJh'D abmifay:rSm Mouse udkwifxm;vdkuf? NyD;&if uD;bkwfu Ctrl Key ESifh Shift Key udkzdxm;yg/

tdkau zdNyD;oGm;&if Mouse &JU b,fbuf Click udkzdNyD;nmzufudkqGJvmvdkuf/ 'gqdk IBM PC qdkwJh

aemufxyf Text Box wpfckudk&½Sdvmvdrfhr,f/

1/ Ctrl Key udk Mouse ESifhwGJoHk;vdkufwJhtcg Copy Function jzpfvmwmyg/

2/ Shift Key uawmh wnfhwnfhqGJxkwfcsifvdkYyg/ 'gaMumifh aumfyDul;NyD;om; Text Box udk

rlv IBM PC Text Box ESifh wnfhwnfh½SdaeapcsifwmaMumifh 'D Key ESpfckudkwGJoHk;vdkufwmjzpfygw,f/

tJhovdkrvkyfcsif&ifvnf; Text Box ay:rSm Mouse udknmzuf Click ESdyfNyD; ay:vmwJh Pop Up

Menu rSm Copy ESifh Paste udkoHk;NyD; aumfyDul;vnf;&w,f/

3/ tJhovdk aumfyDul;NyD;&vmwJh Text Box rSm IBM PC tpm; Apple vdkY½dkufay;yg/

4/ NyD;&if aemufxyf Text Box wpfckudk ckajymcJhovdkyJ aemufxyf wpfcg aumfyDul;ay;yg/

NyD;&if Basic Computer vdkY½dkufay;yg/ Basic Computer udk Imapct Font ESifh Font Size udk 60 xm;

ay;yg/ ta&mifudk trJa&mifxm;ay;yg/ NyD;&if Text Box udk qGJcsJUxm;rS 'D Basic Computer pmvHk;
[mwpfwef;wnf; jzpfaer,faemf/ tJh'gvkyfNyD;oGm;&if yHk eHygwf 7 twdkif;jzpfatmifae&mcsay;yg/

Click to add subtitle rSm azmfjyyg

pmaMumif; 3 aMumif;udk½dkufxnfhyg/
8Text Box udk Copy xyful;NyD; Basic

Computer  vdkY½dkufyg/
7
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 pmawGudk Align vkyfr,f? Bullet wufr,f yHk 8 ESihf yHk 9

'Dwpfcg Click to add subtitle rSm Mouse udk Click wpfcsufoGm;ESdyfNyD; yHk 8 rSmjyxm;ovdk

atmufyg pmoHk;aMumif; udk ½dkuf&atmif/ General Use

Many People Use

Customize & Cheap

'DpmoHk;aMumif;udk wpfaMumif;csif;pD½dkufNyD;&if 3 aMumif;pvHk;udk Selection vkyfay;yg/ yxr

pmaMumif;&JU a½SUpmvHk; tpuae Mouse Pointer udk Click ESdyfNyD;atmufudkqGJvmcJhyg/ aemufqHk;

pmaMumif;&JU aemufqHk;pmvHk; txdqGJvmvdkuf&if 3 aMumif;pvHk; Selection jzpfoGm;ygvdrfhr,f/

yHk 1.9

NyD;&if tay:u yHk rSmjyxm;wJhtwdkif; Left Align Button av;rSm wpfcsufESdyfay;vdkufyg/

'gqdk yHk 8 rSmjyxm;ovdk pmawG (b,fnD) Left Align jzpfoGm;ygNyD/

yHk 1.10
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wvufpwnf; Fonts Size udk 24 yJxm;ay;yg/

uJ NyD;&if tJh'D pm 3 aMumif;udk Selection vkyfNyD; Bullet Button &JU nmzufu Bwd*H

ao;ao;av;rSm ESdyfvdkuf&if yHk 1.10 vdkjzpfoGm;vdrfhr,f/ tJh'DrSm BudKufwJh Bullet wpfckudka&G;vdkufyg/

'gqdk yHk 9 uvdk jzpfoGm;ygvdrfhr,f/

oifrSwfxm;&rSmu tcsuftvufESifhazmfjyapcsifwJhtaMumif;t&mawGudk Bullet odkYr[kwf

Numbered wyfay;&w,f/ 'grS MunfhwJhvlu 'gudk tcsuftvufrSef;odvG,frSm/ 'g vSatmif

vkyf½Hkoufoufr[kwfbl;/

uJ 'Dwpfcgvnf; Apple &JU pmvHk;atmufrSm tcsuf 3 csuf wenf;tm;jzifh pm 3 aMumif;

xnfhcsifygw,f/ Academic/Video

Not More than IBM

Expensive

'D pm 3 aMumif;udkvnf; tay:uvkyfcJhovdkvkyf&atmif/ vG,fygw,f/ IBM PC atmufu

pmoHk;aMumif;udk aumfyDul;aygh/ Ctrl ESifh Shift Key udkzdNyD; Copy ul;cJhwmav/ tJh'Dtwdkif;vkyfMunfhyg/

NyD;&if tJh'D tay:u pm 3 aMumif;udk ½dkufvdkufyg/ owdxm;aemf? Text Box udk Selection vkyfvdkufvdkY

Text Box uBuD;ae&if csKHUay;&r,f/ vkyfNyD;oGm;&if yHk 10 utwdkif;jzpfae&r,f/

pm 3 aMumif; udk Selection vkyfNyD;

Left Align ESifh Bullet wyfyg/
9 pm 3 aMumif;udk Copy ul;NyD; azmfjy

xm;aom pm 3 aMumif;udk½dkufyg/
10
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 pmaMumif;awGudk Leading csJjcif;

'Dwpfcg IBM PC atmufu pm 3 aMumif;udk Selection vkyfay;ygOD;/ NyD;&if yHk 1.11 rSm

jyxm;wJhtwdkif; Home Menu Button atmufu Paragraph Menu Button tuGufu Line

Spacing Button rSm ESdyfvdkufyg/

yHk 1.11

'Dawmhum; yHkrSmjrifawGU&wJhtwdkif; 1.0, 1.5, 2.0 pojzifh wpfvdkif;ESifhwpfvdkif;jcm;ay;r,fh

Line Spacing awGudkawGUvdrfhr,f/ udef;*Pef;BuD;oGm;vdkY wpfvdkif;ESifhwpfvdkif;u ydkus,foGm;avyJ/

tckawmh 2.0 udkyJa&G;vdkufyg/ 'gqdk yHk 1.12 vdkjzpfoGm;vdrfhr,f/ pmav;awGu ao;oGm;w,f/ ol

qdkvdkcsifwmu Text Box uao;aeNyD; vdkif;awGudk csJvdkufawmh rqefYawmhbl;/ 'gaMumifh qefYoGm;
atmif pmvHk;udkao;jy^csKHjyvdkuf&wmjzpfygw,f/

yHk 1.12

'Dawmh yHk 1.12 rSm jrif&wJhtwdkif; tJh'D Text Box b,fbufatmufaxmifhu Icon
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av;wpfckawGUvdrfhr,f/ tJh'gudkESdyfvdkuf/ 'gqdk yHk 1.12 twdkif; vHk;0 ay:vmNyD/ tJh'DrSm Stop fitting

text to this Placeholder udka&G;vdkufyg/ qdkvdkwmu pmaMumif; awGudk 'D Text Box ESifh uGufwdoGm;

rvkyfeJY/ pmaMumif;us,f&ifvnf; us,fwJhtwdkif;yJ xm;ay;vdkY ajymvdkufwmjzpfygw,f/

aumif;NyD 'Dawmh oluvnf;xm;ay;vdkufw,f/ yHk 1.13 vdkjzpfoGm;w,f/ 'Dawmhudk,fu

bmvkyfay;&rvJ/ Text Box udk csJUay;&awmhwmaygh/

yHk 1.13

'Dawmh 'Dtay:uyHk ESpfyHkudk,SOfMunfhvdkuf? b,fyHku Text Box udk rcsJUay;&ao;bl;/ 'gaMumifh

Text Box udkcsJUzdkY Text Box usOf;aewJhqdkwJh Icon av;[mjyaeqJyJjzpfw,f/ 'gudk ukd,fu Text

Box udk vHkavmufatmif vGwfvGwfuRwfuRwfcsJUay;vdkufjcif;tm;jzifh nmzufuyHkvdkjzpfoGm;NyD;

Icon av;vnf;aysmufoGm;ygvdrfhr,f/ uJ 'gqdk aemufpmrsufESmu yHk 11 vdk jzpfoGm;atmif Apple

atmufu pmom; awGudkvnf; IBM PC atmufuvdk Line Spacing vkyfay;ygOD;/

 Text Box awGudk Shape Fill xnfhjcif; yHk 12

'Dwpfcg Text Box awGudk ta&mifav;awGjznfhjyOD;r,f/ 'Dawmh tck IBM PC qdkwJhpmvHk;

udk Selection vkyfvdkufr,f/ Selection vkyfNyD;wmESifhwNydKifeuf ab;rSm av;ay:vmvdrfr,f/ yHkrSmvnf;

jyxm;w,f/ tJh'DrSm udk,fBudKufwJh ta&mifwpfckudka&G;vdkufyg/
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pm 3 aMumif;udk Line Spacing vkyfNyD;

wJhtcgatmufygyHktwdkif;jzpfoGm;rSmyg/
11

yHk 1.14

aemufwpfckajymcsifwmu ta&mifjznfh½Hkwifru 'D pmvHk;&JU aemufrSm yHkxnfhcsifw,f

'gqdkvnf;&w,f/ 'Dvdkvkyfcsif&ifawmh Picture rSmESdyf&r,f/ NyD;&if udk,fxnfhcsifwJhyHkudka&G;NyD;xnfhay;

&r,f/ 'gav;awGuawmh udk,fhbmomudkyJvkyfMunfhvdkufawmh/ cufvnf;rcufygbl;/

ta&mifajy;av;vkyfcsif&ifawmh Gradient uae a&G;&r,f/

tJhovdkrSr[kwfbJ tuGufuav;awGxnfhcsif&ifawmh Texture rSma&G;&rSmjzpfygw,f/

tck yHk 12 udkrSm qdk&if IBM PC qdkwJh pmvHk;aemufrSm Texture wpfckxnfhxm;wmjzpfygw,f/

IBM PC udk Texture jznfhxm;

NyD;&ifatmufygtwdkif;awGU&rSmyg/
12
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 Text Box awGudk Shape Effect xnfhjcif; yHk 13

tJh'gudkrS Effect awGxyfxnfhcsif&if&ao;w,f/ vkyfMunfh&atmif/ tJh'D IBM PC qdkwJh

pmvHk;udkyJ Selection vkyfxm;yg/ NyD;&if Home Menu Button &JU Drawing Menu tuGufrSm Shape

Effects qdkwm½Sdw,f/ yHkrSmvnf;jyxm;w,f/ tJh'DrSm udk,fBudKufwJhyHkudka&G;vdkuf½HkyJ/

yHk 1.15

 Text Box awGudk 3D Effect xnfhjcif; yHk 14

3D Effect awGxyfxnfhcsif&if&ao;w,f/ vkyfMunfh&atmif/ tJh'D IBM PC qdkwJh pmvHk;udkyJ

Selection vkyfxm;ygOD;/ NyD;&if Home Menu Button &JU Drawing Menu tuGufrSm Shape Ef-

fects qdkwm½Sdw,f/ cke tay:uvkyfcJhwJhtwdkif;yJ/ odkYaomf tJh'DrSm Preset qdkwm½Sdw,f/ wpfzufu

yHkrSmvnf; jyxm;w,f/ tJh'DrSm udk,fBudKufwJhyHkudka&G;vdkuf½HkyJ/

tJh'gudkrS rBudKufao;&if tJh'D Presets Menu atmufrSm 3-D Options qdkwm½Sdw,f/ tJh'g

udkESdyfvdkuf/ tJh'DrSm tao;pdwfjyKvkyfvdkY&ygw,f/

IBM PC udk Shape Effect a&G;vdkuf

NyD;&ifatmufygtwdkif;awGU&rSmyg/
13
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yHk 1.16 yHk 1.17

 Text Box awGudk Outline xnfhjcif; yHk 15 ESifh 16

Text Box awGudk Outline xnfhwmvkyfjyOD;r,f/ tJh'D IBM PC qdkwJh pmvHk;udkyJ Selec-

tion vkyfxm;yg/ uJ Outline rxnfhcif ckeuvkyfxm;wJh 3D Effect udk jyefjzKwf&rSmjzpfygw,f/

r[kwf&if vdkif;xnfhwmray:bl;jzpfaeygvdrfhr,f/ 'Dawmh 3D jyefjzKwfr,fqdk yHk 1.16 rSmjyxm;wJh

twdkif; No Presets rSmESdyfvdkufyg/ 'gqdk 3D jyKwfoGm;ygvdrfhr,f/

NyD;&if Home Menu Button &JU Drawing Menu tuGufrSm Shape Outline qdkwm½Sdw,f/

IBM PC udk 3D Effect a&G;vdkuf

NyD;&ifatmufygtwdkif;awGU&rSmyg/
14

3D jyefjzKwfcsif&if

3D Effect atmufu Presets rSm No

Presets udka&G;vdkuf&ifjzpfoGm;r,fhyHkyg/
15
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tJh'DrSmESdyfvdkufyg/ NyD;&if Weight udkoGm;yg/ wpfzufuyHkrSmvnf;jyxm;w,f/ Weight qdkwm vdkif;&JU

txltyg;udkcsdefwmjzpfygw,f/ 'D Weight udkcsdefNyD;rS vdkif;awGudk jywfawmif; jywfawmif; yHkpH

Dashes udka&G;wmwkdY ta&mifa&G;wmwdkYudk qufvkyfMunfhyg/

yHk 1.18

 Text Box awGudk Quick Style jzifhtjrefjyKjyifjcif; yHk 17 ESifh 18

Text Box awGudk tJh'Dvdk tao;pdwf vkdufjyifaezdkYtcsdefr&bl;qdk&if tckajymjyr,fh Quick

Style udktoHk;jyKyg/ wpfcsdKUvlawGu reufzeftpnf;ta0;twGuftcsdefrDS Presentation udkjyifqif

&wmawG½Sdygw,f/ aemufNyD; Munfhr,fh oluvnf; vlBuD;awGqdkawmh tvStyodyfNyD;awmhrvdkbl;

av/ 'DvdktcgrsdK;rSm oyfoyf&yf&yfESifhjrefjrefNyD;atmif 'D Quick Styles udkoHk;oifhygw,f/

yHk 1.19

Shape Outlines rSm Line Weight 3pt

udka&G;vdkuf&ifjzpfoGm;r,fhyHkyg/
16
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uJ 'gqdk tpdrf;Eka&mifav;ygwJh Box udka&G;vdkufyg/ NyD;&if Apple pmvHk;udkyg ta&mifwlyHkpHwl

a&G;ay;vdkufyg/ 'gqdk atmufygyHkpHtwdkif; jzpfoGm;ygvdrfhr,f/

 Slide awGrSm Forward jr§m;xnfhjcif; yHk 19

Slide awG&JU nmzufatmufaxmifhav;awGrSm a½SU Slide awGudkqufvufMunfh½IUzdkY? a½SUudk

yHk 1.20

Apple udk Quick Styles

vkyfNyD;awGU&onfhyHkjzpfygw,f/
18IBM PC udk Quick Styles

vkyfNyD;awGU&onfhyHkjzpfygw,f/
17

Slide \ nmzufatmufaxmifhwGif

Right Arrow jr§m;xnfhxm;ygw,f/
19
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qufoGm;zdkY oabmrsdK;eJY jr§m;uav;awGxnfhMunfh&atmif/ uJ Home Menu Button rSm Drawing

Menu Button tuGufav;½Sdw,f/ yHkrSmvnf;jyxm;w,f/ tJh'DrSm a½SUudknTefjywJh Right Arrow udk

a7G;vdkufyg/ NyD;&if Slide &JU nmzufatmufaxmifhrSm Mouse Left Click udkzdNyD;nmzufudk wnfhwnfh

qGJvdkuf&if jr§m;av;wpfckay:vmygvdrfhr,f/ 'gqdk&oGm;ygNyD/ tJh'Djr§m;av;udka&G;xm;NyD; Quick Styles

av;ajymif;Munfhyg/ uJ tck orm;½dk;us Slide wpfckudk tqHk;owfvdkufNyD/ 'DxyfydkrdkvSyatmif?

jynfhpHkatmif vkyfwmawGudk aemufoifcef;pmusrS qufavhvmr,f/ 'Dawmh udk,fh&JU Presenta-

tions rSm tJh'grsdK; Slides u 10 ckavmuf½Sdr,fqdkygpdkY/ 'gqdk tJh'D Slide wpfckcsif;pDrSmygwJhtaMumif;t&m

awGuom uGJoGm;r,f/ yHkpHawGuawmh wlwlyJjzpf&r,f/ 'Dawmh tckvkyfNyD;om; Slide udk Dupli-

cate vkyf ay;&atmif/ 'DtaMumif;t&mudk tv,fwef;uav;avmufuzwfcJh&if Duplicate

qdkwmrodbl;rsm; jzpfaervm;/ om;wdkYorD;wkdYa& OD;OD;ajymjyr,f Duplicate qdkwm aumfyDyGm;vdkufwm

ayghuG,f/ 'gaMumifh 'DvdkyHkpHESifh xyfwlxyfrQwlwJh Slide wpfckxyf&vmrSmayghuG,f/

1.4 Slide udk yGm;,ljcif; yHk 20 ESihf yHk 21

uJ 'Dawmhum; ckjyKvkyfNyD;xm;wJh Slide udk Duplicate vkyfvdkufr,f/ 'Dawmh wpfzufu

yHkrSmjyxm;wJhtwdkif; Slide View rSm½SdaewJh jyKvkyfxm;NyD;wJh Slide ay: Mouse udk Right Click

ESdyfvdkufyg/ NyD;&if Pop Up Menu uae Duplicate Slide qdkwmudka&G;vdkufyg/

yHk 1.21 yHk 1.22
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'gqdk rlv Slide ESifh xyfwl aemufxyf Slide wpfckay:vmygvdrfhr,f/ tJh'DawmhrSm uRefawmfwdkYu

yGm;,lvdkufwJh Slide rSmjyifp&m½SdwmawGjyifrSmjzpfygw,f/

uJ Duplicate vkyfxm;wJh Slide udk Click ESdyfNyD;a&G;xm;yg/ NyD;&if jyifp&m½Sdwmav;awGudk

jyifMu&atmif/ atmufu yHk 20 ESifh 21 rSmjyxm;wJhtwdkif; vkyfMunfhr,f/ yHk 20 u yGm;,lvdkufvdkY

jzpfay:vmwJh Slide yg/ yHk 21 u IBM ESifh Apple acgif;pOfa&m olwdkYatmufutaMumif;t&mawGudk

tpm;xdk;jyifqifNyD;wJh tcgrSmawGU&wJhyHk jzpfygw,f/

tpm;xkd;&r,fhpmom;u atmufygtwdkif; jzpfygw,f/

 Basic Computer ae&mrSm IBM PC qdkNyD;jzpfoGm;r,f/

 IBM PC ae&mrSm Branded qdkNyD;tpm;xdk;r,f/

 Apple ae&mrSm Clone qdkNyD; tpm;xdk;r,f/

Branded atmufrSm Clone atmufrSm

Dell, HP, Compaq Local Assemble

Expensive Cheap

Reliable Unreliable

IBM ESifh Apple atmufu

pmom;rsm;jyKjyifNyD;onfhyHkjzpfygw,f/
21Slide udk Duplicate

vkyfNyD;awGU&onfhyHkjzpfygw,f/
20
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pojzifh toD;oD;ajymif;ay;yg/ b,fvdkvkyf&rvJqdkwmajymjyzdkYrvdkbl;xifygw,faemf/

vG,fygw,f/ udk,fajymif;csifwJh pmom;ay:rSm Mouse &JU Left Click udk 3csufqufwdkufESdyf?

Selection jzpfvm&if udk,f½dkufcsifwJh pmom;udk½dkufvdkuf½HkyJ/ tJh'Dtcgus ckeuajymif;cdkif;xm;wJh

pmom;awGudk½dkufxnfhvdkufyg/ uJ 'gqdk yHk 21 utwdkif;jzpfoGm;vdrfhr,f/

1.5 Slide Show jzifhjyjcif;

uJ 'Dawmhum; ckjyKvkyfNyD;xm;wJh Slide 2 ckudkyJ Slide Show jyKvkyfjyr,f/ 'Dawmh Slide

Show Menu Button udk oGm;xm;ay;yg/ yHk 1.23 rSmjyxm;ygw,f/

yHk 1.23

1/ tJh'DrSm From Beginning qdkwJh yxrOD;qHk; cvkwfav;awGUw,fr[kwfvm;/ tJh'gav;udk

ESdyfvdkufwmESifh uRefawmfwdkY tckvkyfxm;wJh Slide 2 ck [m Slide Show yHkpHESifhjyay;ygvdrfhr,f/

Slide Show qdkwm tckuRefawmfwdkYu wifjyrI (Presentation) twGuf Slide awGudk jyifqifaew,f

r[kwfvm;/ tJhovdk jyifqifNyD;oGm;wJhtcg uRefawmfwdkY Presentation vkyfr,fhae&mudka&mufNyD

wu,fh Presentation BuD;udk jyKvkyfawmhr,f/ tJh'D tcgus ckajymwJh From Beginning qdkwJhcvkwf

av;udkESdyfvdkuf/ 'gqdk Slide awGu Screen tjynfhjyvdrfhr,f/ qdkvdkwmu PowerPoint xJrSm

udk,fvkyfxm;wJh Slide tjyif tjcm;aom Box awG Menu Button awG½Sdaeao;wmuvm;/ 'Dawmh

Munfh&wJholu pdwfr0ifpm;bl;jzpfvdrfhr,fav/ 'gaMumifh ukd,fajymcsifwJh taMumif;t&myJ Screen

rSmay:aeNyD; wifjywmudk Slide Show vkdYac:w,f/

ck uRefawmfwdkY[m wu,fh wifjyrI Presentation vkyfr,fhae&mudkra&mufao;bl;qdkaom

vnf; udk,fvkyfNyD;oavmufudk tqifajy&JUvm;qdkNyD; Slide Show ESifhjyefMunfhMur,f/ uJ aumif;NyD/

'gqdk tJh'D cvkwfav;udkESdyfvdkuf/ odkYwnf;r[kwf uD;bkwfuae (Function Key) F5 udkESdyfvdkufvdkY
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vnf;&ygw,f/ 'gqdk Slide Show udkjrif&NyD/ 'Dae&mrSm ajymcsifwmu 'Dvdk Slide Show vkyfcsifwdkif;

From Beginning qdkwJhcvkwfav;½SdwJh Slide Show Menu Button udkoGm;ae&r,f/ 'gaMumifh Slide

Show vkyfcsifwdkif;rSm tJh'DukdroGm;bJ uD;bkwfuae F5 Key  ESdyfvdkufwmtaumif;qHk;ygyJ/

uJ aumif;NyD 'gqdk Screen rSm yxrOD;qHk; Slide u tjynfhay:vmNyD/ Munfhvdkuf tm;vHk;

tqifajywJhqdk&if aemuf Slide wpfckudk oGm;r,f/ 'gqdk Mouse udk Slide &JU tay:b,fae&myJjzpfjzpf

rSm Click wpfcsufESdyfvdkufyg/ odkYwnf;r[kwf uD;bkwfu Enter Key udkESdyfvdkufyg/ 'gqdk aemuf

Slide wpfckudka&mufoGm;ygvdrfhr,f/ 'Dae&mrSm od&mrSmu Slide awGudk Munfhae&if; rqHk;ao;bJ

Slide Show uaexGufcsif&if uD;bkwfu Esc Key udkESdyf&rSmjzpfygw,f/

2/ Oyrmajymjy&&if udk,fhrSm Slide u 10 ck½Sdw,fxm;ygawmh/ 5 ckajrmufudkMunfhae&if;uae

a½SUudk qufrMunfhawmhbJ Esc Key ESdyfNyD; xGufvdkufw,f/ bmjzpfvdkYvJqdkawmh Slide eHywf 5 udk

jyifcsifvdkY/ aumif;NyD xGufvdkufNyD; Slide eHywf 5 udkjyifw,f/ jyifNyD;oGm;wJhtcg Slide Show udk

jyefMunfhw,f/ jyefMunfhwJhtcgusawmh ckeu ajymcJhwJh From Beginning qdkwJh cvkwfudkESdyfvdkuf&if

Slide Show utpuaejyefjya&m/ 'Dawmh a½SUuMunfhNyD;om; Slide awGudkygjyefMunfhae&rSmaygh/

[if; ysif;p&mBuD; [kwfygw,f/ 'gaMumifh tckvdktajctaersdK;rSmqdk&if tJh'DcvkwfudkrESdyf&awmhygbl;/

olYab;uyfvQufu From Current Slide qdkwJhcvkwfudkESdyf&rSmjzpfygw,f/ Shortcut Key taeeJY

ajym&r,fqdk&if Shift + F5 Key jzpfygw,f/ Shift ESifh F5 udk wGJESdyfay;&rSmjzpfygw,f/

G
tu,fí Slide udk Presentation vkyfae&if; wenf;tm;jzifh

Slide Show vkyfae&if; vuf½Sd Slide uae jyNyD;om; Slide udk

aemufjyefqkwfcsif&if uD;bkwfu Back Space udk oHk;&rSmjzpfygw,f/

G
rSwfxm;aemf

Slide Show udk Slide tpuae pjyrSmqdk Shortcut Key u F5

Slide Show udk jyKjyifxm;wJh Slide uaeyJjyapcsif&if Shift + F5 yg/
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 Slide Show awGudk Timing jzifhwifjyjcif;

Slide awGudk Slide Show tjzpf Presentation jywJhtcgrSm Slide wpfckNyD;oGm;wdkif; aemuf

Slide wpfckudkul;zdkY Mouse udk Click wpfcsufESdyf&w,fr[kwfvm;/ tJhovdk rvkyfbJ wenf;tm;jzifh

bmcvkwfrSm rESdyfbJ aemuf Slide udk olYtvdkvdk ul;oGm; ajymif;oGm;csif&ifvnf;vkyfvdkY&w,f/

udk,fuawmh Timing ay;xm;&wmaygh/ Oyrm 'D Slide udk udk,fuwifjycsdefb,favmufMumrvJ

tJh'Dtcsdefudk udk,fuajymxm;vdkY&w,f/ tJh'D tcsdefNyD;oGm;wmeJY aemuf Slide wpfckudk olYtvdkvdk

ul;oGm;rSmjzpfygw,f/ vkyfMunfh&atmifaemf/

yHkrSmjyxm;wJhtwdkif; Slide Show Menu Button u Setup tuGufuav;rSm Rehearse

Timings qdkwm½Sdvdrfhr,f/ tJh'DrSmESdyfvdkufyg/

yHk 1.24

'gqdk Slide Show jzpfoGm;vdrfhr,f/ odkYaomfxl;jcm;wmu b,fzuftay:axmifhrSm Re-

hearse qdkNyD; Box av;wpfckay:aevdrfhr,f/ tJh'D Box av;[may:ay:vmcsif;yJ puúefYawGa&wGuf

aevdrfhr,f/ qdkvdkwmu tJh'DtcsdefrSm oif[m Presentation udkvkyfaeNyD;vdkY ,lqw,f/ jyefajymr,f

aemf/ Rehearse qdkwm tprf;avhusifhwm/ 'DtcsdefrSm oif[m trSefwu,f Presentation vkyfaewm

r[kwfao;bl;/ okdYaomf trSefwu,f Presentation vkyfaeouJhodkY oifajymae&r,f/ ajymNyD;oGm;

NyDvm; ajymNyD;oGm;&if oif[m 'D Slide udkajymwm b,favmufMumovJqdkwm tJh'D Rehearse

Box rSmawGUEdkifw,f/

yHk 1.25

,ck Slide Mumcsdef pkpkaygif; Slide rsm;Mumcsdef


