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1. Left Sidebar Navigation Options (¥T¢ ¥#EsaR & AFeq)

. Info (3=0)
o Displays basic properties, security settings, version history, and inspection
details of the current presentation.
o Ig ToiHTeT Yoteele I giAgrdr faQwansit (Jraélsn), geam Afdew, Wt adf=q 3N Sira-
WE A FI AR @ g

. New (v9)
o Allows you to create a completely new blank presentation or choose from pre-
designed templates.
o ST Hee § Y Th (ool 7S Wil Yol §al Hehel 8 AT Yged § ol fSATSaAl
(ZFUCICH) & T Hehdl B

. Open (3119<7)
o Used to open existing presentation files saved on your computer, cloud storage,
or recently used folders.
o SR IUANT HY, Foll35 TRl AT glel & # Tell 1S Bgell H @ fhdr i
goicelel FI alaRT leled & forw fRar Srar g

. Save (d9)
;)ocationsaves any new changes made to the current presentation instantly to its current
o I TAT Yoieeed H T 10 fohdlt 8ff 7T Seora @l 38 His[ar T W R FRIaTd
@) F & Bl

. Save As (39 T)

BY ROHAN SIR www.shriramitsolutions.co.in | +91-9631-026528, +91-8873-425766 1


http://www.shriramitsolutions.co.in/

POWER POINT NOTES BY SHRI RAM IT SOLUTIONS (SRIS ACADEMY)

o Lets you save the presentation with a new file name, in a different folder, or as a
different file format (e.g., PDF).

o IE JATUH! TN FoieR0eT I Tl AT A1F &, fodll gAY BlesT &, IT 3l BISeT HiAc
(ST PDF) & @9 ¥el T Fiaur &ar gl
. Print (W)

o Opens the layout settings and preview to physically print your slides onto paper
or save them as a digital copy.

o Ig T33H & R W e el a1 Bfoea Sl s & v oiB3mse afdew 3R
ey (qaTaeliehsl) rerdT &
. Share (MR)

o Allows you to invite others to view/edit the presentation via email, cloud links, or
present it online.

o SH! Hag A 31T $Hel AT Fo133 ol & SANT g A 3H YSIeAT T W AT ol
T F T I3FERT W T B
. Export (TFH9E)

o Converts your presentation into other media formats, such as a PDF/XPS
document, a video, an animated GIF, or handouts.

o g YT Yoieeel & 3 HTSAT GGl & scolar §, S f PDF siaggic, fifsan,
UiHCE GIF a1 §831M3¢H]|
. Close (FalYeT)

o Closes the current presentation file while keeping the Microsoft PowerPoint
application open.

o Ig ATSHIAIFE Ulaidisc Toasheld FT §¢ [hU 9T shad addTeT Yol BIiSd ol d
T &l gl
. Account (37#13¢)

o Shows your Microsoft user profile, subscription details, connected cloud
services, and Office theme choices.

o Tgl MU ABHIATE Yo NBSe, FIREHOAT & SRR, I3 gV FI3S IehTScH
3R 3R A & Rerew @S 2 &)
. Options (3iTc2rw)

o Opens the main settings window to customize advanced application preferences
like language, proofing, and saving defaults.

o Ig dlaRuise $ HEg Afdeq & @ierar § Sl & 3ma a1, gither 3R da el &
d-afier & scarg W T g

2. Main Content Tools (&7 To 3K Hrad)

. Protect Presentation (Y% Iieere)

o Contains options to secure the file. You can restrict editing, add a password to
lock it, or mark it as final to prevent accidental changes.
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o SHH Wige & TIATT Fel & faehed gid 81 31T S scolld &l Aeh Tohd &, THAS
A Thd g, T 3 "BISAel Alh I Tehd & dlich IS Ieldl T FGolld o HL Tohl
Inspect Presentation (3+Fd%c JsieersT)

o Scans the document before sharing it to check for hidden metadata, personal
information, or accessibility issues for people with disabilities.

o m%mﬁmwﬁﬁ%&u‘s’wsﬁﬁd‘h*{dl%ﬁ?ﬁ?ﬁsﬂﬁaﬁégﬁrgé
el Sy a1 RAsheriar el & T doa & 37 arel SIS THEAT aF =Tef ol
Versions / Manage Versions (Has7 a2i=d)

o Helps you view, track, and restore older drafts or autosaved versions of the file if
it closed without saving.

o AT rger foaT A U S @ 7 @, A Tg 39k [A Fke A JHS-AT §U aed F
2@ 3T a9y 9 # Ace AT B

3. Properties and Metadata Sidebar (YTa¢isr 3R B $r ATHARRY)

Properties (YT9¢fsT):

o Size (T7557); Displays the physical storage space the file uses (Currently: "Not
saved yet"). | BISdl T HART TBST @ &l

o Slides (¥cf755%): Total count of slides in the project (Currently: 1). [ el FASSH Fr
e e gl

o Hidden slides (1837 Falis5%): Number of slides hidden from the presentation view
(Currently: 0). / f39TS 318 TS5 T TEAT ST ¢

o Title & Tags (c73er 3I¥ &%): Fields to add a custom name and keywords for easier
searching. /| 3T @IS & oIT WISel &7 A 3R HEa5T ST Hr g |

Related Dates (Reles 3TH):

o Shows the exact timeline of when the file was first Created (Currently: Today,
10:44 PM), Last Modiified, or Last Printed.

o Ig WIS & gl (Created), TR S SGenid glel (Last Modified) a1 3R IR B
g &1 driE 3R gAY fearar gl

Related People (Rees diae):

o Author (3727): Shows the name of the person or system that created the file
(Currently: "OM COMPUTER"). | ®Isdl d<1lal dTel eafgd a1 RAsesd &1 A @ &1

o Last Modified By: Shows who made the last edits. / 3T R dGolld Fel aTel ol
AT fe@rar &
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87 (Home) ¢ R

Bl B s Presentation’ - PowerPoint 7@ - 8 X
HOME INSERT ~ DESIGN ~ TRANSITIONS ~ ANIMATIONS  SLIDESHOW REVIEW  VIEW Signin
o =] Eltayout- BN NO00 - O # Find
PD Nd ERese A1 8a[ B % Replace -
e Side- BSecton- N ffTE [} Select~
1. Clipboard Section ([Faqals d2ueT)
. Paste (39¥2)
o Inserts copied or cut text, shapes, or images into the slide.
o Jg FIAr AT Fe fhT 3T TFEe, AT AT SHAST A TABS H IWdT (S8 HLd) gl
. Cut (#2)
o Removes the selected item from its current position and saves it to the clipboard.

o TE g1 §U MSTH I 3THT S8 § geT & & AR fFerqsis & mhara & o &l
Copy (F1dY)

o Creates a duplicate of the selected item without removing it from the slide.

o Tg T ISTH H GCIT AT 3T Teh G aiehel (Celohe) IR T &

Format Painter (®1HT ¥eX)

o Copies formatting (font, color, size) from one object or text and applies it to
another.

o Ig P e 3ffeaide AT TFEE AT Fade (9T, TR, Hiee) ﬁﬁmﬁm

gAY IX 9] LT &

2. Slides Section (F133H AFUA)

New Slide (v ¥133)

o Adds a brand new slide to your presentation file.

o Ig 39T Yol Bisel H Th e 75 Toss s ¢

Layout (&3113¢)

o Changes the arrangement of placeholders (text boxes, title boxes) on the
selected slide.

o TE oA §S T3S W R i AR ersed siaw H fo@rae & g a1 defae #
Jeerdr gl

Reset (f/¥e)

o Reverts the size, position, and formatting of slide placeholders back to their
default settings.

o g TA1SS & CoHgosd & TR, T AR Biefea @l arad 3eeh Y3l Shice
&7 F o &ar g

Section (A=)

o Organizes your slides into distinct groups or chapters for easier management.
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o g d6 Ve & foIU U FellSsH ol elar-3elaT HHAgl AT LA™ H e Hr
giaer &ar g

3. Font Section (¥ieec AFU)
g AT TRT & WI-§T FT dgold & HH AT &

. Font Style & Size (Biec T3 3T ATS): Selects the designitypeface (e.g., Calibri) and
adjusts how big or small the text is. / T8 for@a FT dIHT (Plee Tesd) 3R IFeRT FT 3MHR Sler AT
3T I & foIw Bl

. Bold (B) / ltalic (1) / Underline (U): Makes text thicker (B), slants it (/), or adds a line
underneath it (U). / Ig 318 &I Aler (B), faRoT (), I1 30 oid asad diget (U) & fow gl

. Text Shadow (S): Adds a subtle dark drop shadow behind the text to make it stand out. /
Jg TR & UIY Ueh gool WOTS §a1dT ¢ forgd 378 3T e

. Strikethrough (abc): Draws a line directly through the middle of the selected text. / Jg ajr
T 3ERT & Sk fIT FH TH e arely @1 Wi T gl

. Character Spacing (<): Adjusts the amount of white space between individual letters. /
g Uh-Ueh 3BT & T & Wlell gl &l "= AT 961 & v gl
. Change Case (Aa): Shifts text quickly between uppercase, lowercase, or sentence case.

| Ig B eI I 93 3&RT H AT IIFAT & TET TIOT FI H dEoldT g
. Font Color (A with a colored line): Changes the color of your text. / Ig 379 ¢aee (37&R1)
F T A deole & v gl

4. Paragraph Section (3RIme deere)
g TFEC & AW 3N GiRAT (lists) &l cFaf@dd Hdr §:

. Bullet Points & Numbering (Faic discq 3 #afa): Creates ordered numerical lists or
unordered dot lists. / Ig Td=g3il (Sied) T 1, 2, 3R drell foree aat & faT &

. Alignment Controls (37aTssTA¢ Feled): Aligns your text to the left, center, right, or justifies
it evenly across the box. / I T¢I & 95 R, S H, GAE RP AT Gl Pl & SRR I eTd
T gl

. Columns: Splits a single text box into two or more vertical columns. / I8 T & ¢Fee SiFd
% qeFdl @l &l AT diel Sicld (TAT) H diedr gl

. Text Direction (QW SIIYFAT): Rotates the text orientation to horizontal, vertical, or
stacked. / Ig 31&RT & forgel T feom (Hrem, @sT I1 gAGER) HT Seoidl gl

. Align Text: Positions the text inside its box at the top, middle, or bottom. / I8 ¢Fc e
F 37cY P@ae I TE FIW, T H, T I ST ¢ HLATr g

I ———————————————————.
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. Convert to SmartArt (Fa¢ T FATEHIE): Turns plain bulleted lists into visual diagrams or
flowcharts instantly. / I TUROT T T o 4@« # eI fo@= arel I@ifet a1 welrare # seo
&ar Bl

5. Drawing Section (SS9 d2IeT)
TAS5H W IHHIAAT ol 3R 37 Faet & faw:

. Shape Gallery (319 3erd): A grid of geometric shapes, lines, arrows, and banners you can
draw. / I¢ @Y, IR, f3sd 3R &3 e I 3PTAAT Tollal ' 5978 B
. Arrange (BﬁGl'): Moves objects forward or backward in layers, groups multiple items

together, or aligns them on the canvas. / I 3ifsalercd &I Teh GEY & FU-a1d e, 3eTehl 9 T
T 3¢ TH AU F WA F AT g

. Quick Styles (fFa® Terseq): Applies a ready-made combination of visual colors, outlines,
and effects to a shape. / Ig fhdl MHTd W [ Tgel & IR T 3R SIS B A ofre] e

gl
. Shape Fill / Outline / Effects: Customizes the background color inside a shape, the
color/thickness of its border, and adds special effects like glowing or 3D rotations. / Ig HHA:

3T & 3ieT T T I, Bl &S T e AR 38 T A1 3D shae & & faT g

6. Editing Section (vf3feer d=2r=)

. Find (®183)
o Searches for specific words or phrases within the entire presentation.
o Tg U Yolee H i W Asq AT a1 &l ¢oad H Heg el ol
. Replace (Rea#)
o Automatically searches for a specific word and swaps it with a new one.
o g ThET Aeq &1 ¢ IHb! SIE IS GENT AT e STolel (Feolel) & oI &
. Select (Taa<)
o Helps pick out objects, text, or layers on the slide, especially when they overlap.
o g Tollgs W Al AHIAat a1 eaee A Yol H HAe Tl g, WHA 5o I Teh-
EY & FW gl

Notes:-

1. Convert to SmartArt (2FF¢ 1 eI Y@IRAT 7 Feern)
Ig ol 3MMUeh! FIYROT, ST goie foe (Bullet list) T $o €1 Yehsd H Toh GRIaY 3R He M1fthes AT Fellare
H ol ST &l
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This tool instantly turns a plain, boring bulleted list into a professional, visually appealing diagram or
flowchart.

3YART ¥l & AI0T (Step-by-Step Guide):
1. ¢are dfFw A (Select the Text): T Tgel 3Tl To8s W 3H ¢aee drrd W et Y foaeT
3T Fere forre fordd g3 &l
(Click on the text box containing your bulleted list on the slide.)
2. ga W Fa® FX (Click the Tool): Home ¢ & Paragraph @2l # ¢ 311 Convert to SmartArt
3EHId W Felh FHL
(Go to the Paragraph section under the Home tab and click the Convert to SmartArt icon.)
3. fS5mse G+ (Choose a Design): T SIUS3a Ae] Yool fGHA F5 TR & vy (S Arsfoher,
o, fAe) ffEs & fadr off Resa 9T 319ar #1839 o ST &6 (Live Preview) i ag &ar fewam,
3R 31e ode & f3omsd W e &

(A dropdown menu with various diagram styles like cycles, processes, and pyramids will appear.
Hover over them to preview and click your preferred style.)

4. T 3R TEE 98a (Customize): S & IMheh §eT ST, THeT W FW Teh AT SmartArt Tools
&9 gl SUAT| dgl ¥ 319 Change Colors W fFeleh (e S8 T dael Hehdl ¢ |

(Once converted, a new SmartArt Tools tab will appear at the top. Click Change Colors to modify the
theme and styling.)

2. Arrange Shapes (3TFHfaal 1 IRE-AIS a1 v Her F @)
SIS 3T Ell35 W Teh & FIIET ATHIaAT (Shapes) I TEN &l §, @l & Th-g@EY & W 3T S gl
Arrange T 3o¢ ST o H Heg T Bl

When you work with multiple shapes or images on a slide, they often overlap. The Arrange tool helps
you manage their layers and alignments perfectly.

&) FHfaat  30r 9 fF AT (Order Layers):
. Bring to Front (Fa& 3Ter @T0): IS 1S 3epfa fordl g@dl 3mpfa a1 Sfee & 91 B9 715 8, dr 38w

fFerh @, Arrange W WU AR Bring to Front Tl d§ HEE FW I SwEd|

(If a shape is hidden behind another, select it, click Arrange, and choose Bring to Front to pull it to the
top layer.)
. Send to Back (¥a@ W& 90): I &S F8T SleFH 3T Coec I PUT @1 8, of 3 Sl I IeTahd

Arrange 7 SITU 3{R Send to Back T Faish Y|

(If a background shape is covering your text, select the shape, click Arrange, and choose Send to
Back.)

g) IHfadl F vF e 7 a7 (Aligning Shapes):
3R 39T 3-4 3sa §aT0 § 3R I FW-T IT C&-AS g, Al 3o¢ Uoh IR oAlSeT H ool & foIv:
(If you have drawn multiple shapes and they look uneven or unaligned.)
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1. IH! TF WY oA (Select Multiple Shapes): HTaIS T Shift TeoT et W A 37 Tl Jmrpfcrat
R [Fersh &Y e 3T T @Y #H d=1 Igd 2

(Hold down the Shift key and click on each shape you want to align together.)

2. AT A (Select Align): Arrange S W fFeleh &, T &I Align fased W ST |

(Click on Arrange and hover over the Align option.)

3. f&am g (Choose Direction):

o Align Top/Bottom: & JTHfcial T FW AT A ¥ Ueh SRR oflged A HT M| (Aligns
them perfectly along a horizontal plane.)
o Distribute Horizontally: @l f3sail & orer 1 @rell gt (Gap) 1 fSohel sRIS-SRISR dic

S3T| (Ensures the spacing between each shape is perfectly equal.)

=< (Insert) ¢ e

B d ® -
{13 HOME | INSERT | DESIGN  TRANSITIONS ~ ANIMATIONS  SLIDESHOW  REVIEW  VIEW Signin

R~ PR =) T DOEDLDA4ABRESO T O L

hot Photo  Shapes SmatArt Chart gy Apps - Comment Header WordArt Date & Slide Object Equation Video Audio Screen
me - Faoter - - - Re
Links Comments Text Symbols

a

fext.

- Time Number Recording

1. Slides & Tables Sections (Fa3gd 3 Taea A=)

e New Slide (7 ¥133)

o Adds a new slide into the presentation layout.
o Ig YoieAqd H Tdh 15 TASS Siigel & v g
« Table (2ae)
o Inserts a grid of rows and columns to organize numerical or text data systematically.
o  Ig 3T P gaieyd §9 ¥ @y & fow U (GfFaal) 3R Fres (Tdst) F1 v s
(crferehr) SIS &1

2. Images Section (FASH AFH)
TS H S8 d¥dl AT Thisd & £ Siigad & foIw:

« Pictures (=)

o Inserts photos or graphics saved locally on your computer.

o Ig 3T HTYX # Ugel § FIATT (a) T 1S TEIRT &1 Toigs & MAT A B
« Online Pictures (3ifaams Rea)

o Searches and embeds images directly from the internet using Bing image search.

o UE T W do & ART WY Seve A aRY EoT Tegs A Sl 1 glaen &ar ¥
« Screenshot (Fh=T2ITE)

o Captures a snapshot of any open window on your desktop and inserts it instantly.

o TE IS HYX W Gell frell o 3 st &y qEd Wiaed i Fellgs H ofam &l B
Photo Album (®Yel Tae#)
o Creates a new presentation based on a collection of multiple favorite photographs.

sentation] - PowerPoint 7 @ - x
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o UE HIYH SEA TR THAET TEIRT FY FAAR Th HeX el Tesd Jolerlel JIR Hl &l

3. lllustrations Section (Fa¥eA=T FFUA)
Tollssd 1 318 fagp3rel 3R THs & M Sl dlel Tod:

« Shapes (qcH)

o Inserts ready-made geometric elements like squares, circles, lines, and callout
banners.

o Ig Ygel @ el Mhicdl S =i, el f3edl, 3@ 3R AR & e Sised & fow g
e SmartArt (FATEHTE)

o Inserts dynamic diagrams to visually explain workflows, cycles, pyramids, or
hierarchies.

o Ig TohdT fshar, ek AT YeklshA (hierarchy) T fHT & ATETH & FAST & v §23-
goITT g ShEar §1

« Chart (3T)

o Inserts statistical data graphs such as bar, pie, line, or column charts to simplify
data.

o UE st H Jelell P A T & AT IR, IS A7 FledA S AF (X@ITA) s

4. Add-ins & Links Sections (¥5-3=0 3ilv fold d=are)

« Store/My Apps (¥R / #ATS ¥cH)
o Allows browsing, purchasing, and managing external extensions to increase
PowerPoint's features.

o ¥ UlaUISe HT FHIYTHAT o & AT el B¢ ToH AT Tod & Wiold AR Shsa $Hr

STTE &
« Hyperlink (3Rfa®)
o Creates a clickable link on a word or shape that jumps to a webpage, external file, or

another slide.

o Ig fohdlY erec T 3Mhfd W Foleh tel ARY foeh FA1T &, @ @IS dearse ar q@dr

Tellgs ol Thl
e Action (TRr<)
o Assigns specific behaviors (like running a macro or playing a sound) when an object

is clicked or hovered over.
o Ig TohdlY 3 W Feleh itel AT ABH of Slel W HIS T A (S 3TdTel 3T I1

ST NAH GololT) FC FT g

5. Comments & Text Sections (FHcH 33X eare A+reT)
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« Comment (F3¢)

o Leaves sticky notes or feedback on the slide, useful when collaborating with other
team members.

o Ig TS & ol BEY IR 379 I a1 e g & v &, 5 87 & a1 1 =g
AT HIH AT B

« Text Box (2FFe diFd)

o Draws a rectangular frame anywhere on the canvas so you can type custom text
freely.

o Ig Torss W Fegr off g & T v @relt Dk Bear (ha) 1T B

« Header & Footer (357 3R $eX)

o Adds recurring text, page numbers, or file names to the very top or bottom of slides
or print handouts.

o Ig T3 H AT T 8l aTel HRETSr & a8 FW IT Y AT & 8 & dRI@ I7 U
e ST gl
« WordArt (g531¢)

o Transforms plain text into highly decorative typography with unique shadows, glows,
and custom colors.

o Ig TTURUT IFERT I TSI, THPI 3R FellcaAd ¥ (BoBR caee) #H Sgoldr ¢

« Date & Time / Slide Number (3T TS TB8H / Td83 A)

o Automatically generates and displays the current date, time stamps, or chronological
slide numbers.

o g TSS W TSl T dRid, AT AT To5S I el TEAT (Yo AeR) 31Tl 3T STel Sl
gl
« Obiject (3iTsae<)

o Embeds external files, such as an active Microsoft Excel spreadsheet or a Word
document, into the slide.

o  UE TIPS & 3IeT HIS q@U SEN WSl (S T fe ;T a8 SlegHe) N gag A
AT gl

6. Symbols & Media Sections (R¥arew 3iiv #Hf3ar )

« Equation (3F32r<)
o Inserts mathematical formulas and fractional expressions that cannot be typed
normally with a regular keyboard.

o Ig MO & Sffee ol AR goieon & G8 i 4 fowsr i1 giawr oar g 58 gy
FEE T g for@r ST g
« Symbol (R#ee)

o Inserts special typographic characters not present on a standard keyboard, like
copyright symbols (©) or currency marks.

o TE W A ey (S ©, ®, AT TR 3ER) Sisel & fav § St a#Aeg SIS 9w g1
Aerd|
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« Video (dif3a))
o Embeds multimedia moving video clips from your hard drive or online sources like
YouTube directly onto the canvas.

o qE Y AANT T JIS SIE 3HieAellsel HgcH @ RNTSAT Feld &I Follgs H Tordl &

« Audio (37Tf33Y)
o s"::sds background music, sound effects, or prerecorded voice narrations to your
o Ig TASS & NS ool dTell HIN, IS T35 Share IT MIHT Reprs &T IS 31aret Fi
SigeT &
« Screen Recording (Fh1er RepifEm)
o Records your live desktop activities and audio output, then automatically saves it as

a video clip inside the slide.

o g HUF FYT H FhIeT W g { HIA H A & &7 7 Napls aah @Y Torss #

STl ST gl
%aﬁﬂ(Demgn)ﬁ'q'ﬁﬁﬂ'
g ol . on1 - Power T E - 5 X
el o) o e o .

gggggg

1. Themes Section (=7 dF2weT)

I AT 3Tl GU Joleeel & fAT veh TR AR 3Tehdeh Y37 (dehann3s, Wiee AR oI313e) Yoot
giaer &ar

This section allows you to apply a pre-designed, cohesive look (including backgrounds, fonts, and
structural layouts) across your entire presentation.

« Theme Templates (f1# FuaeH)

o A gallery of ready-made designs. Clicking any theme automatically alters the
background color, font styles, and accent colors of all your slides instantly.

o IE Ugel U IR TBSmsal &7 Ueh ey g1 fohelt o i W o tar & 3Taehr Tl
TATSSH T A3 LT, IERT T Fersel AR B8 Xl U @Y Feel ST1em B
« More/Dropdown Arrow (i faee @lest &1 dR)

o The small arrow at the bottom right of the theme box expands the gallery to show
more themes or let you browse for external themes online.

o O died & U AW @ A GAr ar oler IR @ el @ a8r = Garar § arfe
3 3R e dew dw wF A1 Setele ¥ A5 MA s W

2. Variants Section (aftvew dse=)
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SIS 3T IS NA I A 8, AT Tg AT W DA T re@r-37ef9T T HR TS HASTEA (Combinations) #
gcolel &7 fd@ed St gl

Once a core theme is selected, this section offers alternative color and style combinations for that
specific theme without changing its structural layout.

« Color Variants (7017 & &%)

o Displays identical layout options but in entirely different color palettes (e.g.,
changing a green theme to blue or red).

o Ig Teshel Ueh S W3MI3T T IFelT-3e9T T A3t A fe@rar § (S g B\ &t &
T Tl WM & dHhIA38 H Fgelen) |
« Variant Dropdown Menu (3RTe FT aler dR)

o Clicking the tiny downward arrow here opens options to specifically customize just
the Colors, Fonts, Effects, or Background Styles independently.

o gl B dR W Feleh A ¥ Ueh Aol Goldl § S81 & 31T Q0 AA sgel T4 shrel W1
(Colors), ®Biwe (Fonts), 3%&cq (Effects), a1 335 Fesel (Background Styles) &I 31TeiT
AT & el T £

3. Customize Section (FEcHTSS AFA)
g AT TlS5H & TN 3N dhar3s & Age &7 & ¢ Ao & U 98 Agea ol &

This section contains essential settings to manually configure the slide dimensions and fine-tune the
background details.

e Slide Size (¥ellss HISH)

o Controls the aspect ratio of your presentation canvas. It gives two primary options:
» Standard (4:3): |deal for older square monitors and traditional projectors.
=  Widescreen (16:9): |deal for modern laptop screens, flat TVs, and modern
projectors (Default standard).

o Tg IUhI TSS & HIHR (IUrd) I AT A 81 $Hb al AL fahed g1 &
»  ¥ST (4:3):T8 el TBR HY AlfeIed AT Wolded & T Fer g
JIEEEHIT (16:9):TF IS & AU averd, AT AR Imufeew T & v ueweA W
¥ (TE RBwlee ® ¥ A W@ B)|
« Format Background (%1 d«arm3s)

o Opens a detailed sidebar pane on the right to customize the slide background canvas
manually. You can fill it with a solid color, gradient shades, texture patterns, or insert
your own custom photograph as a background.

o Ig ThieT & &5 TR Teh A& ST @leldl § S8l & 31T T18S & Jhal3s H o
f3oisT X Thdl &1 3T SHH IS Tah gaahl T (Solid Color), fAFH T (Gradient), 15
deet, AT 3Tl YN § IS T AATHG Blel dhann3s H o Heohd &
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POWER POINT NOTES BY SHRI RAM IT SOLUTIONS (SRIS ACADEMY)

gl f3ormeeT &9 & & W FAET 1A 3 drel AR 39l ced—Format Background (%3138 & 3rasit
HIel o) 31 Slide Size (FATSS T PR dEoldll)—hT cATHERS 3R TROT-GT-TOT (Step-by-step) dlrr
e &

Here is the practical, step-by-step guide on how to use two of the most helpful features in the Design
tab: Format Background and Slide Size.

1. How to Format Background (¥al138 & S%a38 & 319+l q¥g &1 T AT HAY
3TTelT)

I 39 ygel & el Aeq T 3UAT A6 Al g 3R G0 To1gs & qS e Hi Hg AR A1 Th
e fAFd 1 (Gradient) s9TAT 916 €, A 56 ol T 3TAT A

Use this tool if you want to skip pre-made themes and create a custom backdrop, such as a beautiful
color gradient or your own custom image, for your slides.

3YGRT &l & °GIOT (Step-by-Step Guide):

1. & @il (Open the Panel): §§8 3 Design &8 T Feleh Y, T aIfgar (Right) 1 # fqw aw
Format Background scsT X [Faa HY|

(Click on the Design tab at the top, then click the Format Background button in the far-right
corner.)

2. 3FA33 F YFR A (Choose Fill Type): ThIdT & TS RE Teh AT Yol Golal| Tgl 3R &
ICETR MEICCIR
o Solid fill: ¥1$8 # FI$ 8 Teh Tl TT (W QT Aha, sllell AT HTell) #IT & U]
o Gradientfill: a7 a1 AT T &1 39H F AT ad T A5 dTel THIAT3Z T & fAv|
o Picture or texture fill: 338 & FHS JEIR @M & U]

(A pane will open on the right side. Select your preferred style: Solid color, Gradient
shades, or Picture fill.)

3. 39l WIE 9IS F (Insert Your Image): & 19 Picture fill 9= &, ar #rar f&T 7T Insert ar
File 5T TX fFeeh &Y 3R 310 oI @ 38 WIel A1 ol of [ 3T S35 §A11 g &

(If you selected Picture fill, click the Insert button under "Insert picture from"” and choose any
image saved on your computer.)

4. wsft TEEZH W A FX (Apply to All): I 3T Tmgd § & I dwamss @ s wE Tess W
@, dr 38 0 & O3 & 3PR 3T 5§ YoicerT S A TAS3H W HEIAT A8 §, af I & el
ST f&T 1T Apply to All St W Felsh |

(Click Apply to All at the very bottom of the side pane if you want this background applied
across every slide in your project.)

2. How to Change Slide Size (Fa138 &T ITHR 4:3 AT 16:9 H TgA)
SIS 319 3796l Yoieere @l Rl = TihR Wisieel W fG@e arel gt a1 38 U a3 3 ddi/dgery
W Gl Tl H @S =g &, ot ST IThR Feeled! g &Y BT gl
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POWER POINT NOTES BY SHRI RAM IT SOLUTIONS (SRIS ACADEMY)

Configuring the aspect ratio ensures your presentation fills the screen perfectly without horizontal
black bars, whether displaying on an older square projector or a modern widescreen display.

3YGRT &l & TIOT (Step-by-Step Guide):

1. T T A (Go to Tool): Design ¢ & ool alfest Hlat A Al Slide Size Jed W fFesh |
(Click the Slide Size option located in the upper-right corner of the Design tab.)
2. &R g+ (Pick Dimensions): 3913+ # 39ehr a1 fashod fewdar:
o Standard (4:3): W AR Al AR FAEEH Poleed & U]
o Widescreen (16:9): 3o duerd, &t 3R Jega Aifsar & 3R & v

(Select either Standard (4:3) for older square displays or Widescreen (16:9) for modern
monitors and /laptops.)

3. &&¥e # e FX (Fit the Content): IS TR TeTSsH A Teel & Fo for@m g3m & AR 30T PR
SeoT W@ §, ar dfaRdige 39N IS 6 3T e @ HA fhe T T &
o Maximize: Ig 3! TEIRT 3R 3ERT T 57T W, Al F FEaT Bhi § a6 e
eI
o Ensure Fit: Ig 3% X ¢ 3R 3MFHAAT &1 BleT a0 78 Thid & 37y 0 o JIiad
9 & fihe T SIM (TE G Tiard fasmed g)

(If you change dimensions on an existing presentation, PowerPoint will prompt you to
choose Maximize (scales up content, might crop edges) or Ensure Fit (scales down
content to fit completely inside the new boundary safely).

Transitions (giforer=w) &

BHS OF: Presentation! - PowerPoint
EEBl HOME  INSERT  DESGN | TRANSTIONS | ANIMATIONS  SLDESHOW  REVIEW  VIEW

Dl & F B v > = @ B M 0 B ¥ R

2 E - 8 %

“, Sound: |[No Sound] | Advance Slide

/] On Mouse Click
Crush Peel Off Page Curl Airplane Dissolve  Checkerboard  Blinds

H
=

53 Apply To All

IgT Transitions (EIfI=A) T & & Te 3TN AR 3MHvYd Hrad—Automatic Slide Timer (FATSsH
FI IS AT FeoaT) 3R Curtain/Origami Dynamic Effects (U#HTaS TATALAT A€ FHIAT)—T
STagTRe 3 TRUT-eI-TROT (Step-by-step) T AT I1aT §:

Here is the practical, step-by-step guide on how to master two of the most popular automation and animation
features within the Transitions tab: Setting an Automatic Slide Timer and Applying Dynamic Visual
Effects.

1. How to Set an Automatic Slide Timer (faT A3® Fa+ fFv Fa@3T Y 39
ATT TATelN)
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Ife 3T TET § fF ISl & eI 3Us! IR-) #ARH AT HEs 7 o= g3 3R T Tss
T AT AT (S 5 8F3) & §1¢ 37Ul AT deof AT, df 38 AT FT 3YANT HY|

Use this feature if you want your presentation to run completely hands-free (like a photo kiosk or video loop),
where each slide automatically advances after a specific time delay.

3YGNT FIA & TIOT (Step-by-Step Guide):

1. Fa188 A (Select Slide): 18 TR T foee & & 37 Togs W foFeeh & 5@ 39 e
W AT AT e &

(Click on the specific slide from the left thumbnail panel that you want to automate.)
2. ®3W el d€ FY (Disable Manual Click): & FW Transitions ¢ # faeshel alfgal (Right)
Fld # STC| I Timing AT & On Mouse Click & HTHa Tl e Sy &1 geT &

(Uncheck &Y)|

(Go to the far-right corner of the Transitions tab. Inside the Timing section, uncheck the box that says
On Mouse Click.)

3. AT VT HY (Set the Timer): &F 3TF =T T 3T After arel dfdg W o & 3R To
3Tl | 3ETEX0T & foIU, 00:05.00 STelel & AJT g [ ToSs Thld W 5Ths de FhaT 30T
Y deol ST

(Check the After box directly underneath it and enter your duration. For example, setting it to
00:05.00 means the slide will hold on screen for exactly 5 seconds before advancing.)

4. |G 9T AR[ FX (Apply to All): IS 39 g § & doieersT T g7 Follss 5-5 Uehs a1G 319a

3T deof, d @ss # T 317 Apply To All Sead W Felsh X &

(Click the Apply To All button next to it if you want every single slide in your deck to share this exact
same auto-advance timer.)

2. How to Apply Creative / Exciting Effects (9& #T dg qT §4dTS STglel &I g
FATSS Glela)

giaidise H IR i T TASS Sl & Solid, 31T Origami (FETeT HT RFSAT aeta) AT
Curtains (RATex & a& &t a¥§ Goreln) SI¥ 3D ShercH oI Hebol & TS HY GAehl T AT 3TN
gl

Instead of a basic fade or cut, you can apply rich 3D animations like Origami (folding into a bird) or Curtains
(opening a theater stage) to instantly grab your audience's attention.

3YANT HI & TIOT (Step-by-Step Guide):
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POWER POINT NOTES BY SHRI RAM IT SOLUTIONS (SRIS ACADEMY)

1. =@ @rer (Open the Full Gallery): Transitions 36 & &1d & oo THARNeT Seall & fSodher
ﬁﬁﬁ%@ﬂMore(@%ﬁ@fWg?Wﬁﬁg‘U?ﬂﬂWWﬁl ad U TR
foree ger et

(Click the More dropdown arrow at the bottom right of the transition effects grid to view the complete
animation library.)

2. QATEF Ao €& (Find the Exciting Category): i< &hiel &Y 3 Exciting AT Dynamic Content
$r foree & SAT| gl 39l Origami, Fracture, Crush IT Curtains Si& a1 fe@rs &av|
(Scroll down to the Exciting row to locate specialized options like Origami, Fracture, or Curtains.)

3. WAIART AT FX (Apply the Effect): 370 98 & forell ot TellAeT W fFereh S| drerdise
39T ThleT WX el fe@mear (Live Preview) fo @ ar e T g

(Click on your chosen effect. PowerPoint will instantly run a live preview animation directly on your
screen.)

4. afa AT FT (Adjust Speed): TfE 3T TRTAT & 6 ga$ STETST g STeal 35 AT AT
tra‘ra'ga ¥R gl @I &, ot alfgell ok feT T Duration ST 7 QehsH 1 T AT 4T
Tohd & (1 38 03.00 el H TAHHAA 3 AHS doh delan)|

(If the effect plays too fast or slow, modify the countdown value inside the Duration box next to it to
speed it up or slow it down.)

AR (Animations) & R

BHOS OF: Presentation! - PowerPoint 7@ - x

A 1 e 5 X - 1* ZdAnimationPane B Start [OnClick | Reorder Animation
~ * 'ﬁ" % Y - = ! Trigger - © Duration: (0200 &
| RandomBars Grow&Tum  Zoom Swivel Bounce Pulse || Effect Add -

>3
;|

P

¢

1. Preview Section (Seg A=ereT)

o Preview (fie)

o Plays a live test run of all the animations applied to the items (text, shapes, or images) on the
current slide so you can see how they look together.

o FE TOHAE Follgs W HS[E a&3il (EFEe, AT AT TEIRT) T o@MT 17 Fir
TfARART T T osd oo e@rdar § aife 39 2@ & F 3 ' Oy 9 &1 &
w® Bl

2. Animation Gallery (TfiatersT dterd))
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YE AT T HAT § T Follss & 37 HAlgg $Is T IT TR Ehie W o Fegel H T8
L, gAM I S1ER Svel| gHR AT HE A0 (Categories) gl g

This section contains the library of effects to determine how individual text boxes, images, or shapes behave on
the slide. These effects are grouped into three primary color-coded categories:

« Entrance Effects (332 931G - Green lcons):

o Determines how an object enters the slide (e.g., Appear pops up instantly, Fade blends in
smoothly, Fly In zooms from the bottom, and Float In glides up gracefully).

o  FE I AT & [ FIY aF Togs W FA U HWN (A Appear & T Fehe
g, Fade & ¥R-¥R 39T, Fly In & =i & 389 37T, 3R Float In & ok §U I
3T |
o Emphasis Effects (Agcd IHTT - Yellow Icons):

o Animates objects that are already on the slide to draw the audience’s attention (e.g., spinning
around or pulsing). (Not fully visible in the basic view).

o Ig 3o TEIHT T GATAT AT THHIAT § ST Gged & Fo1ss W Alglg & arfeh aLient
& €T 38 TG GhaT ST T (S el AT A7 T o) |
« Exit Effects (18X STt & YT - Red lcons):
o Animates how an object disappears or leaves the screen during the presentation.

o FE T FT § b Yol & SR g aF] ThieT I A ange glai o1 TgT

SITaa|
« More/Dropdown Arrow (TR faFe @ea &1 dR):
o The small arrow at the bottom right expands the grid to display the complete list of effects,

including Motion Paths (moving objects along a custom line).

o AT gU F & I T o AR qf e @ @ &aT & et 3m9eRr Motion
Paths (31T T 3Tel Holl ST ATl T Tellel) S &S 37 fdehod Ao Bl

3. Advanced Animation Section (USAIFS TATAAST W)
Ig T TR Fl 3186 FIRT et 3R T @ FI1eT shae Sised & v g

« Add Animation (T8 TsI#R2IeT)

) Allows you to attach multiple animations to a single object (for example, making a picture
first fly in, then spin around).

o UG TF & I W TH ¥ FAET T ofomad T FAur & § (S T aed”
Uge 33T 3T 3T IR T aifel gHeT o) |
« Animation Pane (TeiAereT de7)
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o Opens a detailed management sidebar on the right side of the screen to view, reorder, and
tweak the sequence of all animations on the slide.

o  Ig T & S b Ueh forke 38T @ierar & Sigl ¥ 39 g uiaAeeT 1 &:
TEIT (Hadd) A ¥ F9hd ¢ AR 3¢ IW-a1d I T ¢
« Trigger (W)

o Sets a specific condition, causing an animation to play only when a particular shape or button
is clicked.

o g U U AfT § fOEd IS A Faer Tl el S 39 FA188 W Al
fordl @re seat ar IR W fFew |
« Animation Painter (Ts#er ¥e)

o Copies all animation effects from one object and instantly applies them to another object,
saving time.

o I Tl U g W o AR TN HT B Fh gEg GEY aEg T I Sl
g, 999 3 gHg S9ar gl

4. Timing Section (STSfAIT TFUA)
g AT UfAAe Fe iR fFder Tis & o9, 39 AIRFad &= &

o Start (FeTC):
o On Click: Animation plays only when you click the mouse. / AT3H fFeleh el T TAIAMA
TAdTT|
o With Previous: Plays at the exact same time as the animation before it. / 8% &l dgel aTel
TAIARNT & GY Tk G TeldM|
o After Previous: Plays automatically as soon as the previous animation finishes. / 9gel aTel
TAAYT & G Bl &1 39 31T Y& g S|

« Duration (33X2I)
o Controls the speed of the animation (e.g., making a fade effect last 2 seconds instead of half a
second).

o UE TAAA ¥ AT T TT AT § F a8 fhdelr ST d T (W TAAAA Hr
AT AT AT HLAT) |
o Delay (f3e)

o Sets a waiting time before the animation actually begins playing after the click or trigger.

o UG TSIAUS Y& Bl F Ygel Ueh el FHY (Ihiae) dF il & fob Foreh oiad
& fhdel Qs dTc TAIAL Y& gl AT
« Reorder Animation (f3TET T=aer)
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o Moves the selected animation earlier (Move Earlier) or later (Move Later) in the playback
timeline.

o g A T TATHAT HT A #H 9gel (Move Earlier) Ir a1¢ # (Move Later) Tellel &
T 3m-dS Far B

TASS Y (Slide Show) & RaeT

1. Start Slide Show Section (FeIT$S AT X FIA FT HFUA)

Ig T T Il & T 3MOhT SieereT Bel BRI WX el & 3R Hd & g

This section controls exactly where and how your presentation begins displaying in full-screen mode:

From Beginning (1 fafaifar)
o Starts the full-screen presentation from the very first slide, no matter which slide you are
currently editing. (Keyboard Shortcut: =5 ).

o Ig ol 1 fdehel Tgell Tollss & Pol Thled T Y& T §, TE 31T TAAT
H fordY oY Tomss W & W @ & (FES AqEhe: £5)|

From Current Slide (T ¢ TTSS)

o Starts the full-screen presentation directly from the active slide selected on your screen.
(Keyboard Shortcut: shift + F5).

o Ig Yoleelel &l W 38 Tollgs & Pol Hhiel T AE AT & ST TadAT H 3R
TR T Gell A1 TeAT g3 &1 (PINS AMEhe: shif + r5)]
Present Online (Ysie 3iTeege)

o Broadcasts your live presentation over the internet through a web link so remote viewers can
watch it in their web browsers.

o Ig I ST Yoieed Fl Th a9 foh & IRV Sl W YHEIRT T § difeh
gT S T 38 39 A9 FIE3IR H W Hh |
Custom Slide Show (#¥eH TaTSS 2M)

o Allows you to select and play only specific slides in a custom order, skipping the others
without deleting them from the file.

o TG UM GU YieT H A dhadl $S W Yioial TolSsH B Teh IHeldl HA A
fewme & glawr &ar §, ¥ 30 7eg wigd § gaw|
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2. Set Up Section (A€ 31T JF2UT)

Tg AT Yoleed & J-alient, ReifSer 3R afdew & AT e &

This section configures advanced delivery options, timings, and technical controls for your presentation:

e Set Up Slide Show (¥€ 39 o138 )

o Opens an advanced settings window to choose display modes (e.g., repeating the show in a
continuous loop or hiding specific navigation tools).

o ¥E TH UsA QfeH TS Wielar & STl & 39 AT o elel T b T F
Thd & (S YoieqeT T TR-GR eMAR o[d H Tl AT FS AT o

T |
o Hide Slide (8188 ¥el1g3)
o Conceals the currently selected slide so it will not appear during the full-screen presentation,

though it remains safely inside your file.

o U YN g% TogS H BT AT § AT Gel-ThieT M & R dg e i ewrs
o &, gTelitch g8 3MMUehT Wil # FIIaTT gl &
« Rehearse Timings (Red esfaw)

o Opens a stopwatch to test your speech practice, automatically recording how many seconds
you spend on each slide to build an automated timeline.

o Ig YT T AT i fT VFeq & AT v Tergara @iaar g 31T 379 39
Repls AT § & 3T R Togs W hdal 7T o | &, diish icrdfes esar ac
fHaT ST T

« Record Slide Show (R Fe1ss o)

o Records your live voice narration, laser pointer movements, and slide timings as you talk,
creating a video-like presentation.

o TE Uoicd S THT 3TUh! 3TATST, ool UigeX I goldd 3R TAS3H el &
AT FI TH a1 Reis Far g, Taw Ig difzar fr R 99 Sar g
« Control Checkboxes (Fo =IereT, It eefA7w, ot HAf3ar Ferew):

o Toggle options to enable or disable recorded audio voices, automatic slide switch times, or
the visible play/pause buttons during the show.
o U e dlrd ReplS &I a5 HTATST I ATey/ae e, HHARCH TSAT T ITANT el

T A & SR APAT /AT ded @ a1 Bu & fov gl

3. Monitors Section (HATfeled W)
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g AT Thiel 3R Wiolered AfEad il Faf&Ad T §, WHH STd HYeX & A1 Teh gL 97
ThIeT AT WelereY 3T 8l

This section manages display configurations when your computer is connected to an external projector or
secondary large screen:

« Monitor Selection Dropdown (HTfaeX)

o Lets you choose which connected screen or projector should display the actual full-screen
presentation.

o UE YR Il T FAUT &A1 § R 53 g A A § By SR A1 doiF)
W AET Fo-Hhe deieee @ &t anfeey
e Use Presenter View (T3 Y9ieX &)

o A powerful tool for speakers. When checked, the main projector shows only the clean slides
to the audience, while your private laptop screen shows the current slide, your secret speaker
notes, a clock, and a preview of the upcoming slide.

o g T3l (Speakers) % fAT UH JEAlT T Bl AW Tk i @ LI WoteheX
X G2 I hadl A% To3sd fG@dr g, STdfeh 3Ueh oucld &l Thled IR TdATT
FOlISS & WIY-HIY 39 AlCH, T81 3R 3MaTell el aTell Follss &1 Weg o fawar 2l

NOTE

1. How to Use Presenter View (G2 & U 3raat Highe aAlcd @)

ST 3T R 92 TR AT Ao W ST & W I €, Y I§ o HAT FH FHIH AT L
=Rl & shael Tl HH TA1S5H G@TS ol §, Sidich 3MUeh AU/ W Teh Hishe SIS ol
STaT § T 3nmuehr ersfe, dicd 3R 30Tl Felrss &1 Wieyg e &

This tool is a lifesaver when presenting on a projector or secondary monitor. While the audience only

sees the full-screen slide, your laptop screen shows a private dashboard with a timer, your speaker
notes, and a preview of what slide is coming up next.

3YGNT FIA & TIOT (Step-by-Step Guide):

. drew fA@ (Add Your Notes): YsieleT & A § Ugel, ITel TS5 & & GT 7T Notes arel
RE8 & 9 A&y g (Points) fo@ & fSieg 319 Sord §HAY I1e W1 9184 ¢

(Before starting, type your speaking bullet points into the Notes section at the bottom of each slide
workspace.)

. $YEX & =1e FX (Turn on the Tool): 88 FW Slide Show ¢ W e Y| foresper arfeet
(Right) ®sY & s Use Presenter View arel fear-aidd & A (o) & &I

(Go to the Slide Show tab and ensure the Use Presenter View checkbox in the far-right corner is
ticked.)
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3. 9Sieea & X (Launch the Show): U= dUEid &I Wolerel AT g@ T Hhied & SIS 3R Hres W

“unset
ReT (Review) &9 Re=
N
BHS 0O® Presentation] - PowerPoint 2 @m - x
FILE HOME INSERT DESIGN TRANSITIONS ANIMATIONS SLIDE SHOW REVIEW VIEW Signin
ABC L - Previous
ay. F - eious
VAR L R =NE| 3]
Spelling Research Thesaurus  Translate Language  New  Delete Previous Next Showr Compare Accept Reject End  Linked
*  Comment Comm iewing Pane Rev

nnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnn

1. Proofing Section (% QerreT)
Ig AT MUY Goieerel # T dI ATEH0T (Grammar) AT alelr (Spelling) Fr rafadl & gursr & fow
gl

This section helps you check and correct spelling mistakes and find alternative words to refine your text
content.

« Spelling (¥afam)
o Scans the text across all slides for spelling errors and suggests correct words to replace
them.

o TG YU oI dI FegsH # fordl TAfeer T arefcrdt @ e § AR 37¢ gURS & v
TET eEl F GG & B
« Research (R&)

o Opens a research search pane to look up definitions, encyclopedias, and online reference
materials.

o Ig ThIT & 9Tl H Ueh Y 98T Tleldl & I8l & AT fhaT eUeg T gRewT a1 §eleie &
3% IR H FHRRT Tl o 1
 Thesaurus (RERH)

o Provides a built-in dictionary of synonyms (words with similar meanings) to help improve your
vocabulary choices.

o Ig TS So-Taec Tecapier (BFeed) & S R eeg & GHAYS Qe (TATIGTT 2Mec)
fe@rar & arfe 3ma 319elr for@rae & 3R dgaR o= Toh|

2. Language Section (cl7dsT 3a2r<)

« Translate (S/eIT)

o Translates the selected words or complete sentences into a different international language
using Microsoft Translator.

o UG YA T el AT G arerdl -l gferar i el qudr A1 H Seore (3edre He) A
giaem &ar g
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« Language (d7a<)
o Sets the default editing language and spell-checker dictionary parameters for your text
boxes.

o Ig T FAT ¢ o dlarurse 3muehr TAfeler & S ford o1 6 8T & SJTeoT (S
English US a1 English UK)3531F_|;\'=I'IT5F3\'I

3. Comments Section (FHCH JFU)
I F3 AT Ao TF & Isieqsd W FHIA IR I &, dl IJg T higssh ¢l AR gy Big & fav
gdl 3uAR g

This section is essential for collaboration, allowing team members to leave feedback notes and review
adjustments throughout the design process.

« New Comment (7 F#<)
o Adds a small digital sticky note attached to a specific word or shape to write feedback or
suggestions.

o g 1SS & fondll @H s AT THId W Teh BICT AlC ST § difeh 39 38 &y W
39l I AT GrE T wh |
Delete (f3eiie)

o Removes the currently selected comment note from the active slide view.

o g TAATT 158 W IoA AT FC (AIC) & gAA & AT ger &ar B
Previous & Next (fifaaw 3ilv aswe)

o Jumps quickly back and forth between different comments scattered across the presentation
file.

o Tg USiCereT T HelIT-37el9T Tssd W ol 3T FHCH W Th-Ush deh AR T IS S
#H AcE AT Bl

« Show Comments (2 FHATH)

o Toggles the visibility window on the right side to display or hide all comment threads on the
slide canvas.

o Ig Thid & gIfiged eed & U T @reldl & IT §¢ Il ¢ o8l IR o 0 FdAcH Th
Y e & g

4. Compare Section (FIIX JF)
TG AT T ITeTaT-37elaT YSIeAT BISell &l I H Jeloll el 3N 3ofeh Seerral &l Siisel & HH T &

This section is used to review and merge differences between two separate versions of the same presentation
file.

« Compare (F93X)
o Compares your current open presentation file with a secondary file saved on your computer
to identify what has changed.
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o g Y TAAT ISl T Jolell T HTFe A W@ Rl qa@d e Bl @ Ll §
mﬁswwﬁﬁsaﬁa’iﬁwwg&rgl
Accept & Reject (TaTe 3R Ratee)

o Allows you to officially approve (Accept) or dismiss (Reject) modifications made by other
collaborators.

o &8 g cafdd ganrr Ul Yoieled # fhU T Seorral &l 39al Bsel H Sigel &l
AT 3o (Accept) I 378 &2l (Reject) & T &1
Previous & Next (Fgamal I¥ 3et-dis S1aT)

o Moves navigation focus sequentially to the prior or upcoming detected revision difference
during file comparison.

o Ig Jolll Xl FHY Teh Feolld ¥ §EX deelld T W 3mY a1 i1 il & fow g
Reviewing Pane (Regger 9=1)

o Launches a dedicated timeline panel detailing a checklist of every design modification
tracked between the compared files.

o UE U faFqd AN arell faE @erdr & 5@ el wigell & 9 gU Uh-Ueh BIe-as

Seaa & g8 AThRT e g
End Review (¢35 =)
o Finalizes the file comparison session and locks all approved modifications permanently into

the project.

o YE WISl T Jololl Hel o 1A Pl AT BT § 3R 37T c@RT g4 T Fafr T
SCoTdl I WISel H g (Final) X T gl

5. Ink & OneNote Sections (3% 3R dolsllc JF)

Hide Ink (8188 &%)
o Conceals digital drawings or handwritten notes drawn on the screen with a digital stylus pen

during editing.
o e 39 TT-ThieT AT FEFeld Ul & Follgs W $o &7 4 for ar g1 f6ar g, ar I8 39
B a1 i@ & T g

Linked Notes (f/@s silc@ - OneNote)

o Connects and opens the Microsoft OneNote application side-by-side to take external
structured notes linked directly to this PowerPoint file.

o Ig ASHIAFC Tl (OneNote) VT &Y STl & Wil &dT § dlfeh 39 38 Yol Wgd
ﬁ@?g@mﬁmﬁmaﬁmﬂ%l

NOTE

1. How to Run a Spelling Check (¥&faer #Y srafaat v |mr Femen)
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S 1T dgd STl CFEC BT Hd g, dl SIE-AE TS fr aafaar glar 3 919 §1 diaiuise
1 TG Tol G WSl &l Tohel Hleh W1 ATl T Toh & 5918 W S ¥t &l fdhod Sm gl

Typing text quickly often leads to typos. This tool scans your entire slide deck simultaneously to fix
grammatical spelling errors across all text boxes.

3YGNET FIA & TIOT (Step-by-Step Guide):

. & 9T FX (Start the Tool): HIH FW Review ¢ W TFeoreh &Y, T Tgel daeel # fGU a0
Spelling (ABC 3R fe& ATH arel 38ahisl) WX [Fareh HL| (AEHhe: HIEIS W 77 9o o) |

(Click on the Review tab and choose the Spelling button at the far left, or simply press the 7 key on
your keyboard.)

. et 3R gema A& (Review Suggestions): BhieT & &8 TR Teh YTl Tl GraRUISe T
g8 se fe@muan forgehr TflaT arefdd & (offel W1 #) 3R #r #Er ersal & g (Suggestions)
A

(A pane will slide out on the right showing the misspelled word along with a list of correctly spelled
alternative options.)

. 9gdTd ar) FY (Apply the Change):
Change: 39 2IsG &I ohdel ST Teh S19g I Hel Asq ¥ dcold o [olU| (Fixes the word at this
single location.)
Change All: If& 3M0a TgT e Fafeler I Yoices # &8 5916 fordl g, df I8 3 @l & Th
a1y ek Y S| (Fixes every instance of this specific typo across all slides.)
Ignore: IfE g HI$ HRAT ATH IT S0 ¢ 5T dfaRdise Ioid AT @ ¢, ar 39 38 0 &

BIga & foIT Ignore WX &t X Tahd &l (Skips the word if it's a proper noun like a unique person
or place name.)

NOTE

2. How to Add a New Comment (F188 9T Hizd® AT Al SSa1)

e 39 39t R Sed I TghAT (Colleague) & ATY fATHT FIS Wolde &1 @ &, ar 39
Telrgs W fre @re serg fB3foee He-ale e ddhd § difes 3 38 gga FUR & Hah|

This is the ultimate collaboration tool. You can attach a digital sticky note directly onto a text box or
shape, letting your teammates know exactly what changes or improvements are needed.
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3YGNET FIA & TIOT (Step-by-Step Guide):

. HTgEH T (Select the Object): FASS W Hige 38 ¢aee, Ase AT 3T (Shape) W TFereh Y
Sa® IR & 3T FIS Al 1T Frgss &G aBd gl

(Click on the specific text block, image, or shape where you want to leave your feedback note.)

. &#He AT (Insert Comment): Review & & Comments AFAT H ST 3R New Comment §ef W
fFeren |

(Go to the Comments section under the Review tab and click the New Comment button.)

. 39ar are fAd (Type Your Message): @$ oRW Tsh e SHET fdst ol STUal| agl e HeLr
OF (S "397 wlet # Fgere HF GERr @ wiel &) IR TR & &

(A chat-like panel will appear on the right side. Type your message or feedback and press Enter.)

. FAT T 3 g (View & Delete): TAEs W 3 91 Teh Ol AT THI-d9e (Chat icon) I
STTIT| 3G Folh b DI T HTIHRT FHC 96 Hhdl § IR 3HAT S1d« (Reply) & ThdT gl 38
gell & fAT AT A AR FW QU 31T Delete Jed W fFeh FX

(A small chat badge will now appear on your slide canvas. Anyone opening the file can click it to read
or reply. To remove it, select the text thread and click Delete from the top ribbon.)

g (View) & R
N
BHS 0F Presentation? - PowerPoint ? B - X
HOME INSERT TRANSITION IMAT Si
== Rul =1 Ba R
[@ [@ El u \—/ D D Gridl ale = T Cascade = Ir‘
Normal lide Sl andout Zoom  Fitto N Switch Macros
faster Vi

ine es Reading  Slide Notes tes i ew
iew Sorter Page View  Master Master Master Guides Window i Black and White  window 57 Move Split  Windows -

1. Presentation Views Section (Y 2le gl Q)
Tg HIET FIA Fd AT T Thled W TAS3H & (T AR IIRTT el & dlleh Pl dGoldl o

This section changes the layout of your workspace environment to help you edit, organize, or read your slides
efficiently:

« Normal (ATder &%)

o The standard default view that displays the main slide canvas in the center for editing,
alongside a left column showing miniature thumbnail previews.

o Ig dlerdise #1 Sl &0 &, @ dra & uisféar & fav Aeg worss 3N a8 e a@slh
TATSSH T BIET d&ar (Udael) @ g1

¢ Outline View (AT3ATRT <)

o Focuses purely on content by hiding images and shapes, displaying only the written text of
your slides in a structured list format on the left pane.
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o g AR AR Inhfaat 1 Ut hae Forss & fow v e (3ERN) H T Far &S
W R@rar &, a8 dad eoee W e Sigd e H 3maET 8l
« Slide Sorter (FIT83s HATeX)

o Displays all presentation slides as small miniature icons arranged on a single grid window,
making it very easy to drag, drop, and rearrange their order.

o Ig el ToEsy FI BIK-Bic dleR WHl & § H Th & Thid W @ &ar §, o
TATSSH FI AZH A Wide 3AFT HH G elell g 3T g ST gl
« Notes Page (lcH 9)

o Formats the layout to show how a printed page will look, featuring a small slide thumbnail at
the top half and your custom speaker notes typed in the bottom area.

o g fearar g f afg 319 39l Tarss & ay A ford Tt Alcd FF gead ) T
HN, dl 98 FeTT W Har G@rs S|

« Reading View (§if37r =)
o Plays your presentation inside a clean, resizable application window with simple navigation
tools at the bottom, without entering the full-screen projector mode.

o me-wmmﬁm,qmﬁtﬁqﬁgéﬁﬁé:mﬁmaﬁw
fohdie T g TTH-ATH 9ol & T Tar ST gl

2. Master Views Section (A g Qo)
Ig G0 USieere T #E aran 3R Jictdts f$lse Ush A1y ¥ e & v dad fFarimel e &

This group contains advanced templates that control the default style, typography, and background parameters
globally across your entire file:

o Slide Master (¥ellgs HATF)
o The ultimate design dashboard. Any element (like a logo, font style, or background color) you
place here automatically appears on every slide in your presentation instantly.

o I diatdige 1 a8 AfFaemel f3arse gor &1 AfE 31T Tgr ggell ARCY FA8S T 3T
FYAT FI AR AT IS BABT @M & §, AT a§ YoiesT FHI Y ToSsq W 379+ 3T Th
Y AL BT ST &

« Handout Master (§33113¢ ARCX)

o Customizes the layout, headers, footers, and grid spacing of the physical paper pages when
you print multiple slides together to distribute to your audience.

o SIS 31T G2l H diced & folT T &1 Iood W 3,4 IT 6 T35 Teh A1 e ad §, ar
Ig 39 e 81 gt srerer 1 fBemss ik aifole 1 sgafeua war &

« Notes Master (Al ATEX)
o Configures the design template for printing the presentation slides along with the speaker
notes attached beneath them.

o Ig TR AlcH & AT Tssd F e aed & AT doad & I373¢ 3R 318RT $r sade
U HT Bl
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3. Show Section (21T J2=)
qE Thiel W A9 dTel Fohol 3N Y A @ aTell ollSall &1 dTef AT &G A & T &

This section enables or disables on-screen alignment aids to place shapes and text boxes with mathematical
precision:

e Ruler (¥eX): Activates horizontal and vertical measuring scales at the borders of the slide canvas to
gauge sizes. / I8 Tl8s & FI AR 918 R 39 IT AR T JAT (Ther) fe@mar g

« Gridlines (frsem&d): Covers the background with a grid of intersecting square lines, useful for matching
alignments. / I§ S35 H I 9 ST A oTgel fe@rar § drfer mepfadl & der & w@r o
e |

o Guides (Mg3sH): Draws crosshair lines through the exact center of the screen to divide the canvas
evenly into quadrants. / Ig Fell$s & drai-ara a7 HET 3@ (Cold fARrel &1 a¥g) arar & o
HeX &7 9T Iol Tl

4. Zoom Section (S[H Q=)

e Zoom (S[H)
o Opens a dialog window to enter a specific magnification percentage to look closer at small
slide elements.

o  UE TS F IH { WA AT §gd O IERT H Igod & T 7 7 gfaerd (S 200%
AT 50%) TF FLeA I ST @reldT gl

« Fitto Window (fve T fa3)
o Instantly adjusts the magnification level so that the full slide canvas snaps back to fill the
active screen space perfectly.

o g FH F R NhT W TABS &I AIH YR FTYX ThiA & Tlell IThR A oo
qF e T &ar B

5. Color/Grayscale Section (cl/IThol '\‘Tq"Ql?-r)

« Color (FeR): The default colorful editing layout mode. / I§ HHA=T e Als ¢ fS@H ARy mehfaar
AR GEY 39 el W1 A feEd E
« Grayscale / Black and White (I%&e / sd& Us g18e):

o Temporarily removes colors from the screen workspace to preview how your slides will look
when printed on a standard monochrome printer.

o g T & |l T T gery 3 (YUel) AT FHA-8he T H dal ol § alish 39 5@
o [ AUROT selh-Us-cgrse X & e fAdes @ geicere Har fgaef|

I ———————————————————.
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6. Window & Macros Sections (ﬁ?T IR :ﬁaﬁa’ @'w"%lc_rf)

o New Window (= fa=Y): Opens a second duplicate window of your current presentation file so you can
work on two different slides simultaneously. / Ig 38T HISdl $I Tah 3R gSE cadl fast @it &ar &
arfes 319 Ueh @TY &I 3ol FA8gH W HIH HT Goh |

e Arrange All (31'%3 3iTer): Tiles all currently open PowerPoint application windows evenly across your
computer monitor screen. / g SHTIE T Tell gé g3l 3TI9T-37e79T UTaRUISE BIScl ol Tohie] W Teh
Y B PR F Fafeyd & T &

o Cascade (Q»‘{-ﬁ%): Stacks all open presentation windows in a staggered, overlapping diagonal layout
format./ZI%'Hﬁgﬁfg@ﬁ@?ﬁ%?%@?ﬁ%ﬂﬁwwwm%’I

« Move Split (g f@cere): Allows you to use keyboard arrow keys to adjust the boundary line separating
the left thumbnail pane from the main canvas. / Ig AT3H & o, IS $T FAGe F d18 R HI UeT
3R AT Tomss & & A e @ # BEes At & g

« Switch Windows (ffa@r fa=1sT): Opens a checklist menu to quickly jump focus from one open
presentation file to another. / T& Teh T ieraT § for@d 39 T Tolr §'é’ giaRuise WSl & Y
ga{l wIsd W &aa X A (ST Heh)|

e Macros (ﬁaﬁ—gr): An advanced developer dashboard used to create, record, or run automated Visual
Basic scripts to handle tedious repetitive tasks instantly. / g §R-9R [T S drel FHAT I TadTeld
(3ifcrAfee) et & forw FHIfSer Repee a1 Aicohe FATS T 1 TS T &

Tgl Thieeiic # fe@T 7T Microsoft PowerPoint & Ha&r 3TET A& Ea—q (View) T Raa—a @it syt
3R fasredt @1 BT 3N 3 A faEga feor &am arn 81 58 &g 3nuss fav dqieidise v d@ed
Fgcaqul e T & gt i enfirer & 715 B

Here is a detailed breakdown of each section and option within the final tab, the View tab ribbon of Microsoft
PowerPoint, followed by a curated list of essential keyboard shortcuts to maximize your speed.

1. Presentation Views Section (Jsi¢?le a1 Qarelel)
IE AT HH PRI AT 3TIhT Thld W TABSH & 6T & Ik &l dGoldl g:

This section alters how your workspace layout is organized while you design or review slides:

« Normal (Afder =)

o English: The default working view that shows the main slide canvas in the center and a column
of thumbnail previews on the left.
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o Hindi: I§ dlerdige &1 f8hlee &9 ¢, s i & A&y Forss AN o€ —e @l Forssq &
DI gEd (daarer) @ #
o Outline View (3T3¢dTgeT <)

o English: Hides all images and layouts, showing only the plain text of your presentation in a
structured list format on the left sidebar.

o Hindi: I8 Te1s3d & q&dN fBUER Fae 383 fo@ a0 ¢aee (3aR0) & U g a8 R_Sb
e@rar §, f99d ahadl TFEC U H 3T 8l

« Slide Sorter (FIT8s HATeX)

o English: Displays all slides as miniature squares on a single grid screen, making it incredibly
easy to drag and rearrange their order.

o Hindi: Ig @3 ToE3T & BIC-Bic PR T & FT H Th g Hhid W fe@r &ar g, Taa
TATSTH FT hA deoldl (FIR-o1d FeT) g 3T g ST B
« Notes Page (lcH 9)

o English: Shows how a printed page will look with a single slide thumbnail at the top and your full
custom speaker notes typed underneath it.

o Hindi: I8 @rar § f& afg 39 3rweh Torss & Iy A9 @ Alcg & voat W e FEar, ar
9§ FITST W HaT e@rs am|

« Reading View (§if3er =)
o English: Plays the presentation in a full window with simple navigation buttons at the bottom,
without launching the strict full-screen projector mode.

o Hindi: g 4T $or-BhieT Wolerel #AS # ST, diavdise $T st & ey & Eoligs & i
fraTe Y RE ITH-TTH Yoo & foIT Tar ST &l

2. Master Views Section (AT¥CY <l TeFelaT)
A Yol @ HEY aren AR JerAfew Bsa vh @y A o & U I Fad AfFaRIel dre &

This is the most powerful customization group for global changes across your entire presentation file:

e Slide Master (Tellss ARFCEI)

o English: The ultimate design tool. Any text, logo, background color, or header you add here
automatically appears on every single slide in your presentation, saving hours of manual work.

o Hindi: Ig 9leRdISc T HSH SIge Tol ¢l MG 3T TgT HGH Ugell AR FAISS W 3T
HYAT I Wl AT IS 3G oM & 8, of a8 G YoiereT H Tl FolssH I 3HUeT 39
TS HTY 3T ST B

« Handout Master / Notes Master (§331T3¢ AReX / AilcH ACR)

o English: Configures the design layout, spacing, and styling for paper pages when you print
multiple slides together to distribute to an audience.

o Hindi: S 3T g2l & dicsd & foIT T & Yool W 3 AT 4 T3 e axd &, ar I8 39
e g are gest 1 f3ameer 3R A & @ war gl
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3. Show & Zoom Sections (T 3{R S[H QFUA)

« Ruler/ Gridlines / Guides (¥R / fsamgd / MM33H)

o English: Checkboxes that turn on on-screen measuring scales, graph grids, or center lines to
help you align text boxes and shapes perfectly straight.

o Hindi: ¥ feh-sied Thd W YA (Tohel), IME AT A3 AT &1 FI I@T @S §, et
Heg @ 319 il 1 ool A 3R TR g W @ Tl B
« Notes (AlcH FeA)

o English: Toggles the hidden speaker notes panel at the very bottom of your slide workspace on
or off.

o Hindi: & ¥eT$3 & el o T §U sAiey fo@e arel f3so I Rl I ae] A1 5 et
& fo g
« Zoom/ Fit to Window (& / five g fa3)

o English: Adjusts how large or close the slide looks on your monitor screen, or quickly snaps the
slide back to fill the workspace perfectly.

o Hindi: T§ FA188 & ThieT I d37 AT BIET Hh a@A & AT §, T T35 1 /A HYXR
EhIT & PR & e & & T 3uaer Far Jrar g

4. Color & Window Sections (X 3R fdsr a«em)

« Color/ Grayscale / Black and White (FeR 31X sol U =g1se)

o English: Switches the screen view to colorful modes or plain shades of gray to check how slides
will look when printed on a cheap black-and-white printer.

o Hindi: I8 TR &I Tl & WY solh-Us-cglse AlS H Sl &aT § difsh 319 &9 T &
AR X & B Ades W Torssa st el
« New Window / Arrange All / Cascade (a3 #ar#ie)

o English: Opens a duplicate window of the same presentation or arranges multiple open
PowerPoint files side-by-side on your desktop monitor.

o Hindi: Ig T & JoieerT 1 qudl gfoehe s (s Trerdr & a1 U § 31T Yol €5
UiaRUISe HISell Pl Thid T Th & S9Tdf A Ueh Iaiedd Hdl ¢l
« Macros (&)

o English: Advanced tool used to record or write automated visual basic tasks to execute
repetitive manual actions instantly.

o Hindi: Ig TR-R T S arel AT & 3eidifes e & v Fifse e ar icee
Repls el & Usad <o B

# PowerPoint Essential Keyboard Shortcuts (H%F:N;USF eNEahe @I—qr)
Ife 3T GeRUISE H SEA ol § A FAT e &, A $oT Ached 1 I1g IW:
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HTH (Action) fa=lsr eidswe (Windows Shortcut)
AE TATSS AS4T (Insert New Slide) Ctrl + M
qd YSieereT Ugell FA183 ¥ AT FI@AT (Play Show from Start) F5
FAATT TS { AT YE FAT (Play Show from Current Slide) Shift + F5
Tarss ot # i H & ¢ FIT (Exit Presentation View) Esc
et awq a1 FegE FT gioade = (Duplicate Shape/Slide) ctrl + D
AR 3T3CH T TH | A9 T (Group Selected Objects) Ctrl + G
IFSFA HI M-I (IF9) FIAT (Ungroup Objects) Ctrl + Shift + G
AT AF T 9T AT (Open Spelling Check) F7
f@ gu 3nami #1 IHR TG (Increase Font Size) Ctrl + Shift + >
fo@ gu 3naml 1 IHR e (Decrease Font Size) Ctrl + Shift + <

I ———————————————————.
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