Office Button in MS PowerPoint 2007 in Hindi and
English |

TH UY Ulaydise 2007 & 31y geoT & off agr 3icerg
fAora & 3 T T¥ g3 2007 & 3i1hg g # [Aed §]

The same options are found in the office button of MS
PowerPoint 2007, which are found in the office button of
MS Word 2007.
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=4 (New - Ctrl+O)

Y 3TC2AT T TATT A5 Foie2led IS SIS oh [T ThaT

ST |
This option is used to add a new Presentation file.

319eT (Open - Ctrl+0)

S 3TC2AT I TATIT Foie el BISel Giolel & [oIT fohar
STATE S §H 9go AT T el & |

This option is used to open a presentation file which we
have saved earlier.

dd (Save - Ctrl+S)

Y 3{TC2AT T TATT TTHATT Foic AT FIST H TIHTT STe
A9 Fla & T aa § |

This option is used to save the current data in the
current presentation file.

¥ TH (Save As - F12)

S 3O T TATIT AT Uoie el BIseT Ad R & ToIT
LA g |

Use this option to save a new presentation file.



e (Print)

SHoh [T dieT 3Teere f&ed § -1t has the following

three options -

e (Print -Ctrl+P)

ST T Yoic AT BISol i e i) & folT e § 34
3TTCRIET T SEHTS Yl §U 31T fUiex folere aX Aol
Uof 3T 8¢ Y Tohd & 3R Thdelr rdr fBie HeT g ar i
dT T ThA & |

It is used to print presentation files, using this option,
you can select the printer, set the page range and you
can also set how many copies to print.

fFas e (Quick Print)

S 37T &l I UGl dR Je T 0T e afcar aT &r
TS e i o T A & |

This option is used to print directly on the print settings
set last.

e dfieg (Print Preview - Ctrl+F2)

S 31T T YT Y & §H T W Tohd & T ford HeX
I g7 e FT @ & a1 e 8 W ahar fgwa |

Using this option, we can see what the matter we are
printing will look like when it is printed.




ufewee stagae (A=R) Encrypt Document (Prepare)

S T[T H §H BISel 9 UTHAS oIl &l & [oTdh
S1G, BISel chael 38T IrHas & Gela |

With this option we put a password on the file, after
which the presentation file will open only with the same
password.

d3 (Send)
S JATCRIT T YT FXeh §H JoieeleT HIgel &l 3-Hel
T e¥ic hard & SaRT AT T ¢ |

Using this option we can send the presentation file
through e-mail or internet fax.

FelloT (Close - Ctrl+W)

S 31TCAT A §H hdol Foic 2l BISeT T &Y 3¢ A &
WA YT AT S |

With this option we close only the presentation file, the
program remains open.

ufase grauise (Exit PowerPoint - Alt+F4)

S 3TCT T §H WIIATH §¢ i o

With this option we close the program.

Home Tab in MS Power Point 2007 in Hindi and English |
I UH TH Yididise 2007 & 8H &9 - B 3k s &

Home Tab
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Hom_e Tab

Clipboard Group

Cut (Ctrl+X)

ST 31T & TI9T Jodae [T T Hice Pl e b
fForuals & 89 #a & folT aXa & | This option is

used to cut selected content and save it in the clipboard.

Copy(Ctrl+C)

g 3TC2AT I JIATIT Tolde Thd AT e &l
PIAT T [FAUdls § 9 I & o0 ad & | This

option is used to copy selected content and save it to
the clipboard

Paste(Ctrl+V)

g 32T &l WA Cut 37UdT Copy fhd 31T Fce &l
3T WIgel 37YUAT AT WIgel H Ygdal & felv fohar Sirdr

¢ | This option is used to access cut or copied content in
the same file or new file
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Format Painter

ST 3TereT & aRT gA fohdll Text W odfl g2t wisde

AT Sleh AT Text I UgaT Fehd & | Through this

option, we can copy the format of any text and access
the new text

Slides Group
New Slide (Ctrl+M)

g ATRMT ST YART JdHATT YoicsT BISd H oI
TAss Siise & forw fopar arar &, g v sgd 3

RE & TAEs o73¢y Aeld g| This option is used to

add a new slide to the current presentation file, for which
there are many types of slide layouts.

Layout

g TR T JIATIT AT TATSS Pl AI33C Scolo]

o foIT foar Srar 8| This option is used to change the
layout of the current slide.

Reset

Ife Ta8s & fhdr ToHglesy H FIS Seald [haT SATdT
g oY 3T ol STdl, di 39 3T WX Feleh ald
¢ dg Ugel o g & A If any change is made in

a placeholder of the slide as it is changed, then clicking




on this option, it will be the same as before.

Delete

g 3T & gaHT Toss & f3elle X fear Srar
g| With this option, the current slide is deleted.

Font Group

Font
Y 3HTCMT Text T Font dcolel o foIT 99T fohar Srar

g| This option is used to change the text font

Font Size

3 31T T WIART Font T 3THR & IT FATGT el

o foIT &Td §| This option is used to increase or
decrease the size of the font.

Increase Font Size (Ctrl+Sift+>)

ST 3ITCUT T TIAET Font &7 3R Sl & TolT &Hd
%‘“l This option is used to increase the size of the font.

Decrease Font Size (Ctrl+Sift+<)

ST 31T’ ST YAET Font &l 3R 9l & ot ad
%l This option is used to reduce the font size.



Clear Formatting

SH 3T &l YIIET Font W oRTRIT IR BidAe Fex
#ial & oIt &Xd & | This option is used to clear the

format applied on the font.

Bold (Ctrl+B)

ST TAET Font T AIeT 372dT S fe@e & fou
#d ¢ | Itis used to make the font look thick or dark.

Italic (Ctrl+l)
SHT YT Font I TaeT fo@sl & v a&a g | It

IS used to write font Italic.

Underline (Ctrl+U)
SHBI TANT Font ol S8 el & folT d &

| Itis used to underline the font.

Strike-through
SHPI TANT Font & o & oSl Sl & ol ad &

| Itis used to draw lines in the middle of font.




Shadow

3 3T ¥ THe & NS o R@s 31 oha

g| With this option, the shadow behind the text can be
shown.

Character Spacing

ST TR & SHee H &R & &I TIF FG-T STl

g| This option increases the space between letters in
the text.

Change Case

ST 32T I 99T 39 Tov fhar [ g Text & &l
g oed Small T@a g 3R Pl & oied Capital T@
g| Used this option to know which letters we want to
keep small in text and which letters to keep capital. &
g di§ & 8Id & - There are five types -

1. Sentence case.

2. lower case

3. UPPER CASE

4. Capitalize Each Word
5.tOGGLE cASE



Font Color

Al TANT Font &l FoR dGolel & ol ad & | ltis

used to change the color of the font.

Paragraph Group

Bullets

ST TN Fedeh WMEITH I Ggoll olSel T e &

el TiSe ofdel & fIT &id & | Itis used to place

bullet points at the beginning of the first line of each
paragraph.

Numbering

SHHT AT Tcdeh WEME HI Ggell olSed I 3T H
SAIRIT o9 & folT a g | Itis used to place

Numbering at the beginning of the first line of each
paragraph.

Decrease Indent

SHAT GaNT [elecs WA &l §R—&T G g™ Sirdr

g | By this, the selected paragraph is reduced to the
left.




Increase Indent

SHAT GdRT THeldcs WIIh & gl TR% JE-T STl

g | This increases the selected paragraph to the right.

Line Spacing

SHRT JANET WIAh 3N oged & T I g A AT

STer T ST & | It is used to Increase or decrease
the distance between the paragraph or line.

Text Direction

g ATRMT ST AT caee Fr 6T sSceret o forw fopar

SITaT &| This option is used to change the direction of
text.

Left Align (Ctrl+L)

SHT GaRT Text dr dofierd it R® TG 1T &

| Through this, the position of the text is placed on the
left side.

Center Align (Ctrl+E)

SHEAT GaRT Text sl qiafiere arg I@r STl &
| Through this, the position of the text is kept Center.




Right Align (Ctrl+R)

SHHI SaRT Text I qiafierd SRl RE TE S §

| By this, the position of the text is placed on the right
side.

Justify (Ctrl+J)

SHHAT aRT Text T doiere gy 3R a-ff R® a= &

sRTeX @Y AT g | By this, the position of the text is
placed equal to both the right and the left side

Align Text

g 3Tl & SFEC T Yraiielsl Top/Middle/Bottom &

dohd g

With this option, the position of the text can be kept Top
/ Middle / Bottom.

Convert To Smart Art

3H 3TCeeT & SdRT g shee diFd H fow Toee &l
TATC 3TC AT H dcol Tehd g| With this option

you can convert the text into smart art graphics written in
the content box .




Drawing Group

SH 3TCRlT H g g & e fAed § Seteh garn
%% TNE I MBIl TR ST Fehell & 3R 3%

HITSHIS Y Tohd §| There are many options available

in this option, through which many types of shapes can
be created and can be modified.

Editing Group

Find (Ctrl+F)

SH 31TC2MeT T TANT Bl H Thall Coee 1 ool &

forw fohar STar 8 | This option is used to find any text
in a file.

Replace (Ctrl+H)

3H 3Rl T AT BIse H e rsg &1 ey g

9TsG, & Scolel o folT fohar SITaT & | This option is
used to replace a word in a file with another word.

Goto (CtrI+G)

g 3TRIT T YT alah §H HUT I BiseT H fndy
T omset, W, 97 3nfq X W ggar Fehd ©

| Using this option, we can access the cursor directly on
any line, paragraph, page etc. in the file.




Select All (Ctrl+A)
S 3TCAT I §H Hs dig O TN X Tohd g

We can use this option in many ways.

Ife wax fhar o glest & 8 o aa Text for@r &t
ar 39 37 AT ¥ 39 Coldglesy &l AR caee Th

qry Jolae X Thd 8] If the cursor is in a place

holder with text written in it, then with this option you can
select all the text of that placeholder at once.

Ife 3TIeT Ig Tl glesy delde X (@M g o df 89
TR & 31T 39 TollSs o 3T Toldgiesd ol Teh

g Holde X Thd o] If you have selected a place

holder, then with this option you can select all the
placeholders of that slide simultaneously.

3R afg 3T oive U9 & FIS TSs delde L T
g dl 39 39 3T 8 39 Yoicelel & T Torssd

Jolde AT ohd & And if you have selected a slide

from the left panel, then with this option you can select
all the slides of that presentation.

Insert Tab in MS PowerPoint 2007 in Hindi and English |
St UH UH qiaydise 2007 i se0c ¢ & IR A

14:49No comments
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Insert Tab

S . - . : - S —
E@ '!_:._‘—-7_9_\—_ - 7 Presenat% ; lonl_-_ Mlcm?ft_ PowerPoint Drawing Tools - .
~ Home Insert Design Animations Slide Show Review View Format

f EE - D - @ =l A =2 5 il

i | |al) B & = o, N 55 (5] 2w

Table Piture Chip  Photo Shapes SmartArt Chart Hyperlink  Action Text Header WordAnt Date  Slide Symbo! Object Mavie Sound
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! Tables fllustrations Links Text Meala Clips

Tables Group

g ATceld H &g 3R 30U g & 8l & [oleloh ganT
TASS W ol Sodc X Hohd g JUAT 3 X b
e |

There are many more options in this option, through
which you can insert or draw a table to the slide.

[llustrations Group

Picture

SH ATRAT T JAT FFg AFeA # 3uf&ud TR

Jolee T TATSS T IS Tohd ¢ |

Using this option, you can add a picture to a slide by
selecting a picture from computer system.

Clip Art

T T Th RE Fr TR gidr & S MS Office & Tty
37Tl Office Collection & 37Tl & | Svg T Telde
BIST H SIST ST Hohel § |
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This is also a type of picture that comes in the Office
Collection that comes with MS Office. These can also be
selected and added to the slide.

Photo Album

g 3TC2AT T JATIT YolcAqsT H Blelel & Uodd FelTa]
& T fehar Srar & fodes v sogeX # 39edfd
Re=g Tolge FA ¢ |

This option is used in the presentation to create an
album of photos.

Shapes
S R g $HI ITHiaT AT § Toleg Fellss &

SIST ST TohdT & 3R 3T 3 3R FT Fl 5T

TR &l ST HhTl § |

This option provides the different types of shapes that
can be added to the slide and we can modify it easily.

SmartArt

S 3T $T Age & fAAT JehX T i3t eanr
T I AT ST § | 36 TOUTAS, arsied,
eReel 37Tfe ST S ST Johd & |

With the help of this option, information is displayed by
special types of shapes. Diagrams like pyramids,
bicycles, herbal etc. can be made in it.




Chart

5H 3R $I Acg & gA fdl ser IR 3qH dog
FI TMheh T JJ-PicH dTIC , I8 ATE ¢ @ &

C AN AN
AT FAY ST Thd ¢ |

With the help of this option we can create graphical form
of data and its value like column chart, pie chart etc.

Links Group

Hyperlink (Ctrl+K)

S 3TeeT dI HAce §H AU WIsel A fohdl
3T WIS &l foldh X Hohd g| ST F18S AT &
GNTeT AT3E & fFeleh atel T Geldl

With the help of this option, we can link any other file in
our file. Which will open when clicked with the mouse
during the slide show.

Action

g 3iTceeT O frdY 99 & delee i 39 A9

QR THRAA o9 & [T A g Sl TATSS e & SRIeT
T 2 Al § o sidee Tolss, Niaaq Trss
Tes QT 37fe

With this option, you select a shape and apply the action
to the shape that the action shows during the slide show
such as next slide, previous slide, end show, etc.




Text Group

Text Box

g T[T & TASS H U g Hl didd T-T ol
ol ¢ ST Text for@r o1 Ihar § |

With this option, a box can be created in the slide in
which text can be written.

Header & Footer
Header
Y Toes T I AT F T § sa g FS

CHFEC TISY P Hohd g ol YolcAd &I Tcdeh
TATSS W 5[5 ST |

It is in the top margin of the slide, in this we can type any
text which will be added on every slide of the file.

Footer

q Toarss HT ATl Aol & gldT & 3TH §H His
CHFEC TI8Y Y Hohd g 3 U 37fe s Iohd &, Sif
T3S & Tcdsh Tollgs W S5 ST |

It is in the lower margin of the slide, in this we can insert
any text, slide number, number of slides etc., which will
be added on every slide of the file.



Word Art

d U g & AThehdl cFEC BIdT ¢ oI ghT &g g
HI Tesel T [Acdr § | St Yiaiae WISl 3TT¢ T hal
UST S0 H GG Xl ¢ |

This is a kind of graphical text, which also has many
styles. Which helps in creating the cover page of the
project file etc.

Date&Time

59 AT H BISel H dadl IHT IR dR@ I
SIS ST T ¢ |

With this option, the current time and date can be added
directly to the file.

Slide Number

H T[T TASsH W TASS e Slis oild o

Slide numbers are added to this option slides.
Symbol

g TR T Ace & RAffeeT g A Reg BEa &
SIS ST Fohd © |

With the help of this option different types of symbols
can be added to the file.



Object

S AT & g7 [l 3T T oid T,
giadisc, dAlcds, BIeRNg 3fe # ST =T wse
39T TH.UY. Uiaidisc aT Bed & I or S
ohdl § 3UaT 39H of A hr fhar S oar g 3iR
WIgel H oAl ST Hehdll ¢ |

By this option we can add other program'’s file like Word,
Excel, PowerPoint, Photoshop etc. Or we can Insert
already created file of other program then MS
PowerPoint.

Media Clips Group

Movie

g 3TCT O §H Tss W AT fFera 3r2rar
tfadcs WaFR Sisd g| S Torss o 7 fe@rir &l

With this option we add a video clip or animated picture
to the slide, To be shown in the slideshow.

Sound
ST 3T @ TASS UX AT [Fedq 37¥ar Repss
138 SiIsd g Sif Tolss Al H Il gl

With this option, you add audio clip or recorded sound to
the slide which is to be played in the slide show.
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Design Tab

Design Tab

’0;1) H2-0 3 / Presentationd - Mi P = ER
L) ‘ :

Home Insert Design Animations Stide Show Review View

crosoft FoweerPoint
It 1 ] Kcoor: = 4
| A / Background Styles =
% LL—] | Aa Aa Ea [‘~\ ] . IAn Aa « — TAlFonks = .|
Page Slige nmunns | | emones s cmmm— - - [ronpp—" - 'jj e Hide Backgeound Graphics

Setup  Oriertation =

i

il
Page Setup Themes Background

Page Setup Group

Page Setup

g 31U T JA9T Yoiesd & e i & v 9
QCIT il H [haT ST § | SHH T8 , 8330T3C,
AT3carse 3T & T & foT Fe3T ad g

This option is used to set up the page to print the
presentation. In this slides, handouts, outlines etc. are
setup for printing.

Slide Orientation

9 AT § Thid W 6@ W Tass Fr AT
g6l Hhd © - o Portrait 372dT Landscape.

With this option you can change the orientation of the
slide visible on the screen - like Portrait or Landscape.
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Themes Group

g 3T & Yoied FT NH el Il &, 395
3farar NH FoR, NA wive, TATE 3¢ NF 3nfe @
gcof ST 9ohd &

With this option, the theme of the presentation is
changed, besides the theme color, theme font, smart art
theme etc. can also be changed.

Background Group

Background Styles

ST 3T & dha38 TSl deold ¢ |

This option changes the background style.
Hide Background

SH TR &1 YT Jhall3S AT & & folv fova
ST & |

This option is used to hide the background.

Animations Tab in MS PowerPoint 2007 in Hindi and
English | S TH TH Jiaydisc 2007 & ufAssH &9 &

TR A7 B i sl &

10:12No comments

Animations Tab

UFad & Hccq I TAAA Sthaed d FHhieT G dolel

TATHAT FgTal g
Moving pictures on screen with special effects is called
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animation.

Animations Tab

Preview Group

Preview

3 32T TFeleh el & TSS G ofd UaATHeleT
Sthercd 1 WIeg AHAT EhisT W & ¢W Fohd g

By clicking this option, the preview of the animation
effects on the slide can be seen on the normal screen
itself.

Animations Group

Animate

g 3T O [@daes de T TAIHLAS Sthae ofd]

ST &

With this option, the animation effect is applied to the
selected content.

Custom Animation

g AT W Folsh Flad & ThIT W R 31X <&
Ul GeAaT T H TIARNE Shere oFle 3R fAeldl]|
SHH UAIHLS Shae oI IR Aol gidr § Sl Terss &
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Hee [Tolde FLl o oG Add Effect 3TeereT & eiar |
I g 9ofT Entrance, Emphasis, Exit 3iX Motion path g

Clicking on this option will open the task pane on the
right side of the screen, in which options will be given to
apply animation effects.There are four categories of
animation effects which will be available in the Add
Effect option showing after selecting the content from
the slide. These four categories are Entrance,
Emphasis, Exit and Motion path.

Transitions to this slide Group

SH YU H I THAIALAT haed gid g il FFdellc
TATSS W N S 8, 3R TS M A T8 & Y®
Bl & TId 8| 39 & TSI 3hade Fed o

This group consists of animation effects that are applied
to complete slides, And in slideshow, the slide starts as
soon as it starts. This is called transition effect.

Transition Sound

g 3Tl & CIoiele Shae 9T T138 Shae g Tahd

g

With this option, you can add a sound effect to the
transition effect.



Transition Speed

ST 3T § ol Sthae Hr T8

Slow/Medium/Fast T&@d §]

With this option, the speed of the transition effect is kept
Slow / Medium / Fast.

Apply To All

ST 32T YIRT dadTd TATSS U o9l TToiereT Sthac
H T TAB3H W 9T & T ad g

This option is used to apply the transition effect on the
current slide to all the slides.

Advance Slide
On Mouse Click

S AT & dhaldd W e il T Ioicred Hl

Tss T | A3 TFeled & TolAT ST Tohdl g

By ticking the checkbox of this option, the presentation
can be played with the mouse click in the slideshow.

Automatically After

IfE 3T AT § DI Jolcqsd TS M H eAfeh
Tol dI On Mouse Click 3TeRIeT & Jhalard I T
Flah Automatically After & Jeshaidd 9T b T ¢ 3R

Apply To All slide 3iTcereT 9 Foleh HT 2
If you want the presentation to run automatically in the




slideshow, then Uncheck the checkbox of the On Mouse
Click option and check the automatically checkbox of
After and click on the Apply To All slide option.

Slide Show Tab in MS PowerPoint 2007 in Hindi and
English | = 9iadige 2007 H Fomgs e 9 & aR &

f&dr sitv ararsh &

22:19No comments

Slide Show Tab

-
Slide Show Tab
@ \ H -0 )F Presentation] - Microsoft PowerPoint
. Home Insert Design Animations Slide Show Review View
BE © | E_:I .::: > l ¥ Record Narration (@} Resolution: Use Current Resolution  ~
s oy T 0D @Rehearse Timings Tl Show Presentation On .
From From Custom Set Up Hide ;
Beginning Current Slide ' SHde Show = || Sfide Show Stide ¥ Use Rehearsed Timings Use Presenter View
Start Slide Show Set Up Monitors

Start Slide Show Group

From Beginning (F5)

SH 32T I TAIT Yolc2eT I TATSS T H Ugall
FASS A >E A & fow & g

This option is used to start the presentation from the first
slide in the slideshow.
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From Current Slide (Shift+F5)

ST 32T I T Yoleeled &l FASs AT H
tfFed ToTss § AF A F AT F

This option is used to start the presentation from the
active slide in the slideshow.

Custom Slide Show

S TR HT T Fh §H YoleleT ¥ FT Tollgsd
Pl TolFe Hhlah 3ol H Ioll Tohd § | 39 ATRIA &
T A §H Yol q S 3od Tollgs &l Holae
$ch Teh T FaIT ¢d & 3R Th AT ¢ A dd T o
g TS 3797 & IATAT ST TehaT B

Using this option we can select some slides from the
presentation and run it separately. Using this option, we
select the desired slide from the presentation and make
a set and save it by giving a name. Which can be run
separately.

Set Up Group

Set Up Slide Show

58 3R] # Tellss @ T 8 Q3T Hld &
S goieereT & dld W TA33d M RN §- T80, o
LT RIS 31UaT HeeH Tossy 3

In this option, we do some setup related to slides such




as which slide to show show form the presentation -
Like All, some special series or custom slides.

Hide Slide

5 TR & §H Ulded Tollgs &l §T &d & 3UTd
TS AT FASS Foles o 7 G@rs e &

With this option we hide the active slide. ie the hidden
slide will not be visible in the slideshow.

Rehearse Timings

g 3T W [Tl el T TASS e & 1Y BT
T ToIar § S TASS AT WAH gl & &1 SdIdTl g ol
USieusT I Tohdel THT H WA TohIAT 3T §| 37T: HT
T ¥ Yoieerd & Iy Redd # ddhd g

On clicking this option, the timer runs along with the
slideshow, after the slideshow finished, it tells how much
time the presentation has been taken. So you can
rehearse with the presentation from the timer.

Monitor Group

Resolution

ST el @ Yol T TR A 37dl SITeT 6
ST & ol ST Uolerrel @l BT Thie W ot fe@mar



ST & 3R Wagel Y Ace O T3 Thia oT o
fe@mar SITdr §| Yol T JEIoR fodelr 3t grefr
TATSS 3deiT & Faray graf|

With this option, the resolution of the presentation is
reduced or increased. because the presentation is
shown on the small screen and with the help of the
projector, it is also shown on the big screen. The higher
the resolution of the presentation can increase the
guality of Slide.

Review Tab in MS PowerPoint 2007 in Hindi and English |
I TH TH giaeaise 2007 # Reg @ & an F ) stk
s #A

11:56No comments

Review Tab

Review Tab

Home Insert Design Animations Stide Show | Review |
Spelling Research Thesaurus Translate Language I Show \ Edit Delete Previous Next Protect
Markup Comment Comment ~ Presentation ~

Proofing Comments Protect

Proofing Group

Spelling (F7)

Y 3TCAT T AT FoiereT H IAdare TATAIT 37UAT AR I TgdTT Y 3o6 ol el & [T
ERIRIG I

This option is used to identify uncorrected spelling or grammar in the file and correct them.
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Research (Alt+Click)

S 3fTcereT sl yter gTar 3R el 2reg goat & for & g

This option is used to find synonyms and antonyms.

Thesaurus(Shift+F7)

S 3fTcereT sl HT AT qATarel 3R felH 2reg gaol & oI aXd | afehet SE# T f3wrec & gl
argl

This option is also used to find synonyms and antonyms. But language is the default.

Translate Language

Y 3TCRIeT T TANIT STTeTeT HTST & QTsE, France 37AdT Spanish & sl & fow axa §|

This option is used to change the English language words to France or Spanish.

Comments Group

Show Markup

S 3TCRIeT T YANIT Salcd IAT 3T HTH3TT HT Hide/Show T & forw Fam Sirar g

This option is used to hide / show comments or other markup.

New Comment

S HTCA T TAN9T fohdY 2Tee; 37UdT AT ¥ FoaAd e CFEe Fallss W for@s & forw fomar

ST 8
This option is used to write a comment text related to a word or sentence on a slide.

Edit Comment

Y 3iTCA A IIHTT AT Fi TS fFIT AT § 37UTT TdHTT Fae 5T Seolrd [HaT ST g

With this option, the current comment is edited, ie the current comment is changed.



Delete

Y 3TCereT T 9T fhdT fAelaes dae FI f3oilc el & foIw FXd g

This option is used to delete a selected comment.

Previous

SH 3iTCRI & g Il hate A ool Fhafe W agad g

With this option, we arrive at the previous comment from the current comment.

Next

S HTRI & §H TcTHT hAT F 3Tell FHC T IETd ¢

With this option, we move from the current comment to the next comment.

Protect Group

Protect Presentation

Y 3T A Yoieel & Data &l 9rIds $T Heg & Protect ad ¢ o1l di¢ 39 deodid a7
e ST I

With this option, the data of the presentation is protected with the help of a password, after
which it cannot be changed.
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View Tab
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Presentation Views Group

Normal

T goieereT & fShiee < gIdT &, SHH Thled T T
TSs g87 & 9 W gH & ol & 31Uar dolees #
e Sisd g TP T J¥e TSS H Uah U gidr g
o8 dde U Fgd & TO9H TAss 3R 33
gl g

This is the default view of the presentation, it has a slide
on the screen on which we work or add content to the
presentation. There is a panel on the left side of the
screen called the left panel which has a slide and an
outline.

Slide Sorter

gH g H Joleed $HI Tl Follss Hhld W BIC & H
fears et & foiee g9 301 38R &7 d A3E

Fee W o9 Thd g

In this view, all the slides of the presentation are shown
in small form on the screen, which we can apply with the
help of the mouse in the desired order.




Notes Page

50 g # TOTSS U SAed & Ay @ S

In this view the slide is shown with its notes.

Slide Show

S TR @ YoleeheT I FASS M Fleh Pel Thied W

TATAT ST g

With this option, the presentation is slideshowed or run
on full screen with animation effects.

Slide Master

T3S AREEY &l TATIT Yoledd H Teh o TASs
SI3T3¢ dTell THT Telles W Ueh IR A fhdl e (S
ReR) Shesr & fav fFar arar B

Slide master is used in presentation to add content
(such as picture) at once on all slides with the same
slide layout.

Handout Master

g 3T ¥ §H TSSO el & fov STddATeT gt
dTel 88313 Uof W fRAT e (G cFee)

g3 £33 W AT Tha

With this option we can add any content (such as text) to
all handouts on the handout page used to print the slide.




Notes Master

3H 3CereT ¥ A 8 AlcH 997 W Ueh IR H &g
AT e o Tod g

With this option, we can write any common text on all
the notes page at once.

Show/Hide Group

Ruler

SHAT JAT TN I DU 3Yal G@s & v ad
el

It is used to hide or show the rulerbar.

Grid-lines

5 TR § T8 W Aseiss fe@rs sruar gurs
ST g

With this option, gridlines are visible or hidden on the
slide.

Message Bar

5 3Tl @ AQST aR fe@rr 3rar gurn Sird g

With this option, the message bar is shown or hidden.



Zoom Group

Zoom

SH 3T § Tollgs &1 FIfHI e 372aT SI1ar
ST §, FA188 T A & A AT 10 % 3R SMar

g FI1er 400 % FT ST vl g

With this option the zooming of the slide is done more or
less. And maximum zooming of the slide is 400% and
minimum zooming is 10%.

Fit to Window

38 3T W Feieh i § & Tergs & i
RS Tsole gl Thied W) fhe gidT 2

Clicking on this option, the zooming of the slide
automatically adjusts and fits on the screen.

Color/Grayscale Group

Color

SH 3icereT 1 TfFead WA W TASS FHorRGel Eal

The slide remains colorful when this option is activated.

Grayscale

g 3T & Uldede W T TASS  soleh U dISc
$r AT & fe@rg el 8, ofehed Torss e & doRPel
g fears e

With this option activated, the slide is shown in the black



and white shading, but only the color show will be shown
in the slide show.

Pure Black and White

3T 37T &l UfFede W@ T TABS  WUR soleh TS
arse fe@rs Sl §, ofehel Follss o & FHoRPor &
fe@rs e

With this option activated, the slide pure black and white

is shown, but only colorful will be shown in the slide
show.

Window Group

New Window

5 TR & C Bl dsl Hi gtellehe oSt et
ST Tahdl g

With this option, duplicate windows of the current file
window can be created.

Arrange All

g 3Tl & Yialgise Yoielle BISeT &l Uah I
31 f9SIST &t T A1 Ghld e H T Thd g

With this option, you can view more than one Windows
of the powerpoint presentation file simultaneously in
screen order.




Switch Windows

gH 3R ¥ §H Ueh BISel [ds ¥ gad Bigel fasr H
TG & 3T ST Tehd g

With this option, we can easily move from one file
window to another file window.

Macros Group

Macro

ST ATCAT O UoieerT & fordr 8 tfeefadr & Rl
foraT ST TehdT B

With this option, any activity can be recorded in the
presentation.
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