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PowerPoint is a part of Microsoft Office that is used to create various types of Presentations;
hence it is called Presentations Program. PowerPoint presents your information as slides, so
it is called Presentation which can include Video, Image, and Text etc.
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@ PowerPoint

It is used in schools, colleges and big companies because with the help of this, we can easily
explain the students studying in schools or colleges to any topic through Slides. In large
companies, to explain the plan to the workers, all the topics are presented to them as slides,
which make the workers easy to understand.
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=~ [n PowerPoint, a lot of tabs are given, out of which some tab is given for designing Page,
Text or Image and some is given for applying Transitions, Animations to make the best
presentation.
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Type the name of a program, folder, document, or Internet

resource, and Windows will open it for you,
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First of all you press the window i.e. Start button and search PowerPoint there and then

There are many ways to open PowerPoint; you can adopt one of these methods.
open it

PowerPoint @11

Had U

First you press Windows + R, after that a Run dialog box will appear in front of you, in
e f

which you have to write powerpnt, after that you press enter.

You can use this rule for Windows 7, 8, 8.1 or 10.
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Through this you can Zoom In and Zoom Out the page. You can either click on the + or - sign to zoom in
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Quick Access Toolbar

This option is used to do any work in a shortcut manner. Example: To save any page, we have to go to the
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File Menu but when you add this option to the Quick Access toolbar, it wills you will always be visible on
the screen and you can save any page. Apart from this, you can add all the options that you want to add
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to the Quick Access Toolbar.
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This option is next to PowerPoint's Right Side and Zoom Slider, whose only job is to view the page in different
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To add any option to the Quick Access Tool Bar, press the Right Button of the mouse on that option and add it to

the Quick Access Toolbar
Quick Access Tool B
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It is located on the left side of PowerPoint which serves to show all the slides we have created. If you are working in

PowerPoint and you have zoomed the page a lot, then you will be shown full screen in the section with slides
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PowerPoint provides us with a blank slide by default, but here we have created 3 blank slides which appear in the

PowerP
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screenshot below. To create a new slide, you press the right button of the mouse on any slide.
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When you press the right button of the mouse on any slide, you see a lot of options. We will learn about all these

options in turn.
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Whichever slide you want to add a new section, you can add the section by pressing the right

-

if you create a lot of slides in PowerPoint and if you apply any design or theme etc. to any slide, then it becomes

automatic apply in all the slides but we will add this problem by adding a new section. Can solve

Delete Slide:- (If you want to delete any slide, you can use delete slide.)

New Slide:- Through this you can insert new slide.
Duplicate Slide:- Through this you can duplicate any slide

button of the mouse there
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If we add a new section to the slide, then those slides will be separated from there, that is, there will be no changes
in the previous slides by applying any theme or design from there.
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Paste:- Paste can be used only after Cut or Copy as you saw above. We cannot use paste without Cut or Copy.
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Format Painter:- This is a very amazing feature because with the help of this you can do the same formatting of
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other text like any text, that is, if you have bold, Italic, underline any text and you want other text like it also
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Automatic Formatting. If done, then you first select the text as you want to do this text (it is not necessary to select
the whole part, you can also select a Word), then click on the Format Painter and then Move to the text that you
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had to change. Now you will see that the text will be same as before.
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Section: When you use section in slides, it is used at that time like adding section, renaming section, removing
L3

New Slide: = Through this you can create a new slide
section etc. | have already talked about this..
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Calibri (Headings ~ 44

= Through this you can put underline in the text

It is used to make the text bold.

- Itis used to italicize text
Underline

Bold
Italic
Text Shadow: This will put a shadow in your text
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Strikethrough:- Through this you can put a cross sign in your text
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Character Spacing:- You can adjust the space between the characters
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Change Case:- Through this you can capitalize your text i.e. convert any text to lowercase, UPPERCASE,
tOOGGLE cASE etc.
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Here you will see different types of font colors, you can use it according to you.
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Clear All Formatting:- = This is also a very amazing feature because through this it can be done which we
take a lot of time to do that means if you typed any text and applied many effects to it and you want to remove
that effect. So, in this case you will alternately use the Undo button. But after clicking on this option, all the effect
will be cleared at once which you applied.
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Decrease Font Size:- = If you want to decrease the font size, then you can use this option.
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Increase Font Size:- If you want to increase the font size, then you can use this option.
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Font Size:- Through this option, you can increase or decrease the font size according to your size.
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Font Style:- This is a group of font styles, in which many font styles have been given.
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Paragraph: In this, all the options have been given through which you can manage the paragraph.
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Align Text Left: When you write any text by clicking on this option, it will start from the left and will go towards
the right
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Align Text Right:- By clicking on this option, when you write any text, it will start from Right and go towards
Left

Y
»
(LY
o

7
Sl
&

&

&

(L
-y o’v
¢

(L
-y o’v

(o (fo
9P p

D
(o (fo
LK

[
&

SR D] ST 3T D~ 3 3 WR fokies B 9 Wi 310 bz e ferdl ol ag W3 I Y& gl due
B 3R ST

=
&

-’
-

-y
(a e
LA CH

[0
g
o
€

Y
&

-y
e
-y %’!

Center:- = By selecting this option, when you write any text, it will start writing from the center of your page and
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will increase on both the left and right sides.
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Justify:- = Selecting this option and writing any text, its handwriting is exactly the same on the Vertically Left and

v

Vertically Right side, which is very nice to see.
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- Through this, you can increase or decrease the lining space between all the lines and paragraphs
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- It is used to decrease the indent.
- It is used to increase the indent.
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Through this you can convert your text into SmartArt. First of all, you write any text,
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You must have used all these options in MS Word as well, so we will not discuss about it here. If you want to

download complete notes of MS Word then visit my website.
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the option of "Draw Table" has been given to draw the table by itself.
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- By clicking on this option, some such option will appear in front of you which is shown in the picture

- By clicking on this option, you can insert the picture from your computer.
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The option of “Insert Table” has been given for the number of rows and columns you want to draw.

below. Search by typing the image you want to insert in PowerPoint and dragging it to Insert.
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The same image that will be offline in PowerPoint will come, otherwise you can do this work by doing Internet on

inside Microsoft, then what is visible on the screen in front of you at the present time will be an automatic

screenshot and will be inserted in it
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documents etc. as a link and insert it or you can give a link to any other website or web page
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With its help, you can apply Transitions & Animations in your slides, but it is difficult to learn with the help of notes

because we have to do it practical which is possible only with video

Hide Background Graphics:-

N

o do Mo Mo fo Mo Mo Mo Mo do Ho do Ho do Ho do So do do Mo do do Jo do do Ho do do Mo do o do Ho do fo do Jo do Jo do Mo do Mo o
BRSSO DDDDDDDDDDODDDDDDDDDDDODOOHDY




(o (o o
SL9

e
&

e
&

Presentation] - Microsoft PowerPoint

e
&

Insert Design Transttions Animations Skide Show Review View

ARSI

e
&

Spelling Research Thesaurus | Translate Language SHhow Rew E ext Compare Accept Rejedt
- - " Comment Comment

=
&

Froafing Languags Comments Compars

e o
SO

Spelling:- Through this you can check spelling in your document

e

&

e (o
& &

e
&

Research:- Through this you can do research about anything.

[
&

Thesaurus:- = It suggests a similar word to the selected word.

e
-y ",!

[
&

Translate:- = Through this you can translate any language to other language

Ia (fo (fa
D s'gg [ ]

(L
&

Language: - = With this you can choose Language Options

S &S

I (L
%,v o’v

New Comment: Through this, you can select any Word, Line or Sentence and comment on it and tell something

e
&

about that selection.

=
&

e
i

[ <
.o

Delete:- Through this you can delete the selected comment

[0
&
o
€

Y
»
-pr

Previous:- Through this you can go to the previous comment

"‘ "
& &

Next:- = Through this you can go to the next comment

Y
&

[
o

[
v

Tracking:- With this, you can track and manage the changes made in the document.

I gfo (Fa
D s.,! [ ]

g7
&

Accept:- At present, you can accept the changes made in the document

(e o
SO

Reject:- At present, the changes made in the document can be rejected

-y’

(e o
L CLECH

Previous: Can accept or reject the changes made in the previous within the document

g~
&

Next:- Can accept or reject the changes made in Next within the document4=

e o
SO

Presentation] - Microsoft PowerPoint

[
&

Home Insen Design Transitions Animations Slide Show Review View

| II l:l ‘j s [=1] [ Ruter ®© = & cotor| Lo | B Arrange Al = S

- — = ot . [ Gridtines )\ & Grayscale f—’ %Casude =z

Normal Slide Notes Reading Shde Handout Notes —_ Zoom Fitto » Mew - Switeh Macros
Sorter Page  View | Master Master Master | Guides Window | el Black and White ' window T3 Move Split  wingows -

Presentation Views Master Views Show Zoom Color/Grayscale Window Macros

(e ¢fo
SO

o (o (fo (o ¢fa
SO0 9

POWERPOINT

O (B (B @
LA AR A




o Ho Mo o Mo Mo Mo do Mo do o do JHo do Ho o o Ao Jo do Ho do do o Jo do o Mo Mo do o do do do o do o Ho Mo o o do do Mo Mo
SRR DD DD DDOGDDDDDDDDDDDDDDDDDDDDDDODDDOD
afie
<
allo
<

-j

alle

<

allo
<o
alle

<

POWERPOINT

aflo
L

allo
L
alle
<@

alo
L
alle
<@

alo

<

alle

<

439 Master Page @l e

alo
L

ale
L)
alo
L)

dl

¥
)

alo
L

alo
L)
alo
L)

o

alo
L)
alo

<

Id

alle
L
alle

<

alle
<

o
3 fau

alle
L
alle

<

=@ 4 Master Page H &9 &d ¢
N

e View H 23 gabd |

By clicking on it, your document will be converted into a new document and the previous

QX

alle
L
alle
L
allo

<

Click to add notes

If you have created many new documents by clicking on New Window or you have kept

fu—
Srape
"

~

allo
<
e
<

many PowerPoint files open, then you can click on Arrange All to arrange them in turn and view them

{
EEEMOEON0 &

Master Views:-
document will remain the same.
sideby-side on the screen

New Windows:-
Arrange All:-

allo
<

aflo
<

aflo
<

.
r
.

Zoom:- After clicking on this option, a Zoom Dialog Box will open, with the help of which you can zoom the current
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Show: are 3 options given inside it, with the help of which you can bring or remove Ruler, Gridlines, Guides.

Master Views:- When you work in Master Page, you can see that Master Page in different Views

Color/Grayscale:- With its help, you can change the color of your presentation.

document according to you.
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o o
) )

o Mo
) s

o o
) s

o Mo
) )

o o
) )

o Mo

) )

POWERPOINT



o Ho Mo o Mo Mo Mo do Mo do o do JHo do Ho o o Ao Jo do Ho do do o Jo do o Mo Mo do o do do do o do o Ho Mo o o do do Mo Mo
SRR DD DD DDOGDDDDDDDDDDDDDDDDDDDDDDODDDOD
afie
<
allo
uu

s

-j

alle

<

el

CAL

¥
)

r )

y

Y
<

allo
<o
alle

<

[T 31T ¢

d1d g1 d
POWERPOINT

9
¥
1

aflo
L

allo
<
alle
<

¢

q9lie ¥ fe

Y
|

alo
<
alle
<

e
h

giehe Bl b

alo

<

alle

<

3y

P

Preeas oevw shortout ke

alo
L

ale
L)
alo
L)

| \ivﬁ C <b>\.‘:‘ J|

bd '1;

SR afer e Sl fogel

-
2
2

alo
<

alo
L)
alo
L)

vr

Cugrent heys:

A9 Record drd M R faed &3 d U 3R

(&
\)

ustomize Keybosrd
Spechy keybosrd sequence

1

Jch
0y
'

i

| Ol F

alo
L)
alo

<

Al

l

v
]

ql &

]
)

alle
L
alle

<

alle
<

will become Text Automatic Type.
3“ .‘|.’

dl

Y
5]

alle
L
alle

<

[defch b3l

£

POWERPOINT — KEYBOARD SHORTCUTS

)

X

alle
L
alle
L
allo

<

{9 4

S el W) fderes & €, dl Ugdl ug

11l

allo
<
allo
<

N Docureris Morva dotw |

xee vaas n
«

N

¥

y {

lars

(
bl

2MTe
It will not record things like Photo, Audio, Video etc. It only records the keyboard which you will type.
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When you click on Record Macros, first a dialog box will open which is shown in the previous screenshot. You have
to click on the option with Keyboard. As soon as you click on the option with Record, another dialog box will open
which is shown in the second screenshot. The Shortcut Key you will set, as soon as you press that Shortcut Key, it

ol 31T f¥ep]

U &

o do Mo Mo fo Mo Mo Mo Mo do Ho do Ho do Ho do So do do Mo do do Jo do do Ho do do Mo do o do Ho do fo do Jo do Jo do Mo do Mo o
BRSSO DDDDDDDDDDODDDDDDDDDDDODOOHDY




