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Subject — Microsoft PowerPoint

MS PowerPoint & 100 ¥21-3X

1. MS PowerPoint &dT %"’

3A%; MS PowerPoint Teh Presentation Seilel aTell Software g |

2. MS PowerPoint fF® H9sl &T Software%’?

3. Microsoft &hT|

3. PowerPoint FT HET 3UANT FAT 2

3d{. Presentation, Slides, Charts, Images3-ﬁT Heg Visual Content‘;ﬂ-T:I:Ff A & U]
4. PowerPoint fFT YR &I Software%‘?

3. Presentation Graphics Software |

5. PowerPoint ® Presentation &T %’7

3. Slides &l Ueh {5 ISEaEa] Text, Images, Charts, Audio, Video 31T, emfder €T b %I
6. PowerPoint H Slide T §?

34X Presentation T Teh Y& AT ThIT Slide ShgaTdar &l

7. PowerPoint Y 5§ File FT Default Extension FIT &?

3T .pptx

8. PPTX&T &F4T 3 &2

3dX: PPTX Microsoft PowerPoint Presentation shl mﬂﬁ? File Format g1
9. PowerPoint & Flﬁ' Presentation &1sTTel &Y Shortcut Key 4T %”
3 Ctrl+ N|

10. PowerPoint & Presentation Open &IA #T Shortcut Key FIT 2
3 Ctrl+ Ol

11. PowerPoint & Presentation Save &I F Shortcut Key 4T %"
3dL Ctrl + S|

12. PowerPoint & Print T Shortcut Key T L

3dL: Ctrl+P|

13. PowerPoint & Undo # Shortcut Key T L

3 Ctrl + Z|




14. PowerPoint & Redo #Y Shortcut Key &IT %’

3dL Ctrl+ VY|

15. PowerPoint & Copy &Y Shortcut Key &1 LE

3dL: Ctrl + Cl

16. PowerPoint # Paste #Y Shortcut Key T %‘-’

3dL Ctrl+ VI

17. PowerPoint # Cut &Y Shortcut Key &1 %?

3dL Ctrl +X|

18. PowerPoint & Select All Y Shortcut Key T %'?

3dL Ctrl + Al

19. % Slide STt Y Shortcut Key &FIT 2

3dL Ctrl+ M|

20. Slide Show Q_,m FIA & Shortcut Key T %’?

3d% F51

21. Current Slide & Slide Show aya FIA FT Shortcut Key &1 %’?

3 Shift + F5]

22. Slide Layout &1 %?

3AT; Slide UX Text, Title, Picture 37T I@a &l tg:& fFaTRa cgazar Layout hgolTdl &l
23. Slide Theme FT &?

3 Presentation & foIT A Design, Colors, Fonts 31X Effects ST TAVSTeT Theme shg ATl %\'I
24. PowerPoint # Design Tab T &1 39T %?

3dX; Theme, Variants 3T Slide Design o gefag st & o)

25. PowerPoint # Home Tab &T T 3YINT §?

3T Text Formatting, Slides, Clipboard, Drawing 31X Editing s foIT|

26. PowerPoint & Insert Tab FT FIAT 39U g2

3dY. Pictures, Shapes, Charts, Tables, Text, Audio 3 Video 31TfE Insert T & foIT|
27. PowerPoint # Transitions Tab &T FIT 39T %?

3% Slides &I Transition Effects e@Tel & foIT|

28. PowerPoint H Animations Tab &T F4T 39T %’?

3T Slide s Objects}ﬁT Text 9 Animation Effects odTlel & foIT|

29. PowerPoint & Slide Show Tab T F4T 3YANT §?

3WX; Presentation T Present 3i¥ ConﬁgureEhTﬁ & o)

30. PowerPoint & Review Tab FT FIT 3UIRT §?

3dY. Proofing, Comments 3 Review & FafOT AT & AT

31. PowerPoint & View Tab HT FIT 3UINT &7

3TX; Presentation T [affeaT Views § @t 3R View Setl‘ingsa—d'ﬂﬁ & fau|




32. Normal View &7 %‘?

30X Presentation I Create 3iI¥ Edit T T HET View|

33. Slide Sorter View FT §?

3 FHT Slides B Teh AT Thumbnail & ¥ 7 ¢@ 3R 3oHT FH Tgolsd HI View|
34. Reading View FIT &?

3T Presentation I Window & Ugel IT W@ & ToIT 3YIRT THAT AT aTelT Viewl|
35. Slide Show View FT &?

3R Presentation @1 Full-Screen & &Il & T q&dd FLd FT Viewl|

36. Notes Pane &1 %‘?

3 Presenter & foIT Slide & T Notes fol@er &1 &1 7|

37. Speaker Notes &1 %:?

3aX: Presenter GART Presentation & a1t HgIar & fow fo@ 1T Notes|

38. Title Slide 4T §?

3T Presentation T T H HAI: Title IR Subtitle TG dTell Slide|
39. Placeholder &1 %?

39T Slide UX Text, Picture, Chart 37fe, I@= & faT fFuiRa |

40. Text Box &dT %’r‘

3T Slide T FIAT TF A Text fFor@sl & forw 3uier fhar S arem Box|

41. PowerPoint ¥ WordArt T %?

3T AT Design 3i Style TS Decorative Text |

42. PowerPoint # Shape 4T %‘?

3dY. Rectangle, Circle, Arrow, Star 3fe Graphic Objects Fr Shape Eh?T-T %I

43. PowerPoint # Picture h® Insert T AT %’f‘

3aX; Insert Tab & ST Pictures [ddhed I 3TN FHlh|

44. PowerPoint ® Table T %?

3a%; Data I Rows 3R Columns H cTARRAT Hlad HI ATEIH Table Fgelldl gl
45. PowerPoint # Chart 4T %‘?

31 Data @& Graphical ¥ & a¥dd FYeT aTelT Object Chart gelTdl gl

46. PowerPoint ¥ SmartArt T %?

3T Information 3iR Relationships @1 Visual e & fg@ar & forw 39ier fohar e arelt
Graphicl

47. PowerPoint # Audio T %?

3dY; Presentation & Sﬁ—spf ?I'é Sound AT Music File|

48. PowerPoint # Video &T %?

3dY; Presentation & Sﬁ—spf ?I'é Video File AT Video Content|




49. Hyperlink &IT 2

3aR: T Website, File, Slide 3T 373 Location e gt dTell Link|

50. Action Button 4T §?

3a%; VT Button AT Shape ST Click ¥ W AUTRT Action FTam &1

51. Animation &7 %‘?

3T Slide & Text AT Objects I [AAY b & Y& fRld @eT arell Effect|

52. Animation & ALY YR FiaT-Fla @

3dY. Entrance, Emphasis, Exit 31X Motion Paths|

53. Entrance Effect 4T %”

3 Object &l Slide IX 37TaT &I Effect &ol o fAIT|

54. Emphasis Effect T %’?

37X Slide IT Fl’f\_r[c!( Object ®T Highlight IT Emphasize T & ToIT|

55. Exit Effect 4T §?

3T Object I Slide & S8 STel &1 Effect &1 & foITI

56. Motion Path FT &2

39Y; Object T fAUTRA Path T Move Tl Tl Animation Effect |

57. Transition &7 %?

I TF Slide & GEY Slide T ¥ & GRIT @S =¥ aTell Effect |

58. Animation 3iX Transition ¥ FIT 3T §?

3W: Animation Slide & Objects 9T oI¥TRIT SITdT g, STdfeh Transition Slides & & o¥TRAT SATAT §l
59. PowerPoint & Timing 4T 1

3% Animation T Slide Transition & 31T 3R AT @l AT wear Hr giaem|
60. Duration &1 %‘?

3aY; fadl Animation IT Transition 3T q gl & T arell gHI|

61. Slide Background &IT LR

34T Slide T t[waaqﬁr ol Color, Picture, Gradient IT Pattern Background shgelldl %LI
62. PowerPoint & Background Color ¥ F&alT SATAT &7

39X Format Background [d&ed & 39T lah|

63. Slide Master T §?

3l q;i’r Presentation &I Slides & ATHATTY Design, Fonts, Colors 31X Layouta-ff GRIEGEKZGECIEI
|

64. Slide Master T FIT TN §?

34l q;i’r Presentation H U&h gHTT Design}ﬁT Formatting §TT I&at H A AT g
65. Handout 4T §?

3aR: Presentation T Slides I Print #¥eh G2 &l &e¥ aTell Printed Material |




66. PowerPoint 7 Duplicate Slide &34T %”

3o fRdT HISET Slide T TH Copy ST Duplicate Slide FHgellal g

67. Slide # Delete & fraT FATAT %?

3 Slide Select e Delete Key GaTS ST Hehall &l

68. Slide FT FHH FA TEaAT AT 87

3R Slide ST Drag F¥h A5 Position T o ST |

69. PowerPoint & Group T %?

3T HS Objects Pl T TTY FAZH Th Unit I dl Manage Flal &1 {:ID'%HTI
70. Ungroup 4T %‘-’

30X Group fhT 31T Objects I 3TeT-3TeT9T Objects H AT AT

71. Align &1 &2

3T Objects Sl Teh-g@R AT Slide & 3TAR HET Position H eTaTEU e
72. PowerPoint & Arrange T &1 39T %'?

3 Objectsaﬁr Position, Order, AIignment3-ﬁT Groupingaff GRIEGEZGEC LY
73. Bring to Front &dT %’-’

3T Object T 37T Objects I JaH 3T Iled I WI

74. Send to Back T %?

3T Object T 37T Objects & YIS Falal T giaen|

75. Crop &1 %?

3T Picture & 37ATaTS GET T geThd AR HET (W@ T Ifshan|
76. PowerPoint & Picture Format T &1 3UANT §?

34T Picture 3T Size, Border, Effects, Crop IR 3= Formattingaaﬂﬁ & fow)
77. PowerPoint # Text Formatting <41 %’?

3. Font, Size, Color, Bold, Italic, Underline IR AIignment3—]T‘i?.‘r dcoldT|

78. Bold T Shortcut Key F4T X

3 Ctrl + B

79. Iltalic#Y Shortcut Key T X

3 Ctrl +1]

80. Underline #T Shortcut Key 4T L

3dL: Ctrl+ U

81. PowerPoint # Font &1 %‘?

3AT; Text & 3&RT hr Design AT Style I Font $hgd gl

82. Font Size F4T §?

3T Texth 378TRT & 3THR HT Font Size Fgd gl

83. Bullet FT §?

3¢ A & IAS Item & @ FRIAT ST arell e Bullet FEelrdl &




84. Numbering 4T %‘?

3T List 3 Items T ShdATh ol T @HT Numbering SgeTal gl

85. PowerPoint # Slide Number T %?

3¢ UcAF Slide I AT I—AT AT Slide Number FHEATAT gl

86. Header 3iX Footer F4T %?

3a%; Slide AT Handout & FUT 3R == 1%.'@1%’ Sel aTell ATARFT STETPRT Header iR Footer
Fgelc gl

87. Presentation 1 PDF A $¥ Save fFAT AT FhaT %‘?

31 Save As IT Export [ddheqd & HATEIH & PDF Format eIl ST Hehdl gl

88. PowerPoint Presentation &Y Print a1 fohdT SATAT %”

3 Slides $T Hard Copy IT Handouts 9Tcd &l & ToIT|

89. PowerPoint ¥ Rehearse Timings 4T %?

3aX; Presentation 3T YAk Slide W o9 dTel A T 37301H 3R Rapis :a $ir {Ij%ﬂTI
90. Presenter View &dT %?

33X Presenter &l Notes, Current Slide 3R 373Tell Slide SIT STARRT ¢&el H HEAAT el dTell
View|

91. PowerPoint # Template 4T %‘?

3 fl%ﬁ T TR Design K iry Layout dTell Format, TSI GehT 3UATIT Presentation g1l A fohar ST
ThT &l

92. PowerPoint # Theme 3iX Templateﬁ' FAT IR %?

3% Theme HEIC: Design Elements T AT §, STdfch Template # Design& &Y Layout AR 31wy
IR Gl o @ | B

93. PowerPoint & Slide Size F4T §?

39dX; Presentation Slides & 31T 3iRX Heard F Slide Size Fgd &1

94. PowerPoint # Widescreen T %?

3dY. 16:9 Aspect Ratio drell THATT Presentation Slide Format & Widescreen hal SATdr %LI

95. PowerPoint H Notes FaT for@ ITa %”

34dY; Presenter &l Presentation ¢d IHI HEFHPSF SATASRT TG W@ H Halddr & fow)

96. PowerPoint # Presentation & aom $ Frdt %”

3a%: Slide Show fd&ed & AT F5 Shortcut Key GaTai |

97. PowerPoint # Current Slide & Presentation & aam A %”

30X Shift + F5 TR |

98. PowerPoint FT 39AT & & H& fhar Smar &2

3 3TEITY, Lecture, Seminar, Project3-ﬁT 9T & Visual al T HTIS?TFT & foT)

99. PowerPoint T 3931 Business & &+ fHaT JATdT %”

3dY. Meetings, Reports, Sales Presentations, Training 3R Business Proposals QE:H A & U]




100. MS PowerPoint T G F3T ATST FIT &2
3 sﬂ?ff Text, Images, Charts, Audio, Video, Animation 31 319 Visual Elements &1 Teh
Presentation # SIATETd dch THET i & aqd fFar ST Fehar Bl




