o Mo do do Mo do do Jdo do Jdo Ho Mo do Ho do do o do o o do JHo o do Mo Mo Mo Ho Mo do Mo Mo do o do Mo o o Ao do do Mo Mo o Mo
GGG DODDGDSDDODDDDDDDDDDDDDDDDODD

afe

& b
afo afe
< < &

afo
<
ale

<o

e
&

afe
e G
alle

alle L
< = %
ale 0

<o

&
m)‘m’”
Ww’”
&
Ww’%

TUTE

H

alo
<
alo

<o

alo
<
alle

<

ale
L

NST

H
HINDI AND ENGLISH TYPING

alo
<
alle

<o

alle
<
alo
<

- 73804800438

ale
L
ale
L
alle

<o

Aryva rt Institute

Ll
-
-
=
-
(72
=
-
oc
<
>
S-
('
<

ale
<
alo
<

Mob
Dir Name - Naresh Kumar Vishwakarma

ale
L
ale
L

ADCA, DCA, CCC, DFA, TALLY

ale
<
alo

<o

alo
<
alle
<
ale
<

ARYVVART

ARYVART INSTITUTE

o o do do do do do Jdo do do Ho Mo do Ho o do do do o o Mo Mo o do Mo Mo Jo Mo Jo do Mo Mo do do do Ao do o do do do Mo Mo Jo Mo
DD DD DD DODDODOGDDDDDDDDDDDDDDDDDDDDOS




o Mo do do Mo do do Jdo do Jdo Ho Mo do Ho do do o do o o do JHo o do Mo Mo Mo Ho Mo do Mo Mo do o do Mo o o Ao do do Mo Mo o Mo
GGG DODDGDSDDODDDDDDDDDDDDDDDDODD

afe

<o

afe
<

afo

L

(AN

afe
<

afo

<o

o

HATR]

alo
<
alle

<

ale

<o

POWER POINT

ale
<
ale
<
ale
<

alle
L
ale

<o

&
&
Wm’w
&
e

<

alo
<

alo
<

alle

<

out of which some tab is given for designing Page

PowerPoint

alo
<
ale

<

ale

<o

LLJ
-
-
=
-
72)
=
-
o
<
>
S-
o
<

alo
<
ale
<
alo
<

POWERPOINT T graT 82

a lot of tabs are given

ale

<

ale
L
alo

o

g
[

alo
<

-y

alo
<
alle
<

C I Y
&S &5

b

In PowerPoint
Text or Image and some is given for applying Transitions, Animations to make the best

resentation.

-

hence it is called Presentations Program. PowerPoint presents your information as slides, so

it is called Presentation which can include Video, Image, and Text etc.

PowerPoint Microsoft Office &1 Ud U g fordsT AT fafid YR ot gRfaal a-H & forg

fep T i1 5 3ufery 33 DSiee WU el Siidl & | PowerPoint 3TUd! STHGR] &) T8 s & =0 1

It is used in schools, colleges and big companies because with the help of this, we can easily

explain the students studying in schools or colleges to any topic through Slides. In large

D1 A1 FHAH o fere Tt fawal &l ¥drge & g o ydd fban sirdr g, o sdenial & avgH o

ST SIS W, Plciol 3R TS dral huf-al o e il o Hilffch SHb! Haa A g1 Wpd Al dbiclo I
ST Bl 8

Ye drcl ST ! foadt ot iy 1 g ger & Hiend 3§ St & Tl Hdbd 8 | 98 a1 i

companies, to explain the plan to the workers, all the topics are presented to them as slides,

which make the workers easy to understand.

TR BT 8, SAFCTY S8 YSiOe Pl ofrar & fora difegan, s 3R e 3nfe wnfira 8l uadd g1

PowerPoint is a part of Microsoft Office that is used to create various types of Presentations;
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First of all you press the window i.e. Start button and search PowerPoint there and then

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

PowerPoint @I Wid- & &8 dild &; U390 U bl
T Ugd 39 Windows+R a1l 33 d1¢ 3Ud IH- Ud Run

powerpnt ferRaT g 3 dle 3179 Uer gar |
319 29 9 &1 Iuai fdSisl 7, 8, 8.1 91 10 & folt B3 Ahd & |

You can use this rule for Windows 7, 8, 8.1 or 10.
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First you press Windows + R, after that a Run dialog box will appear in front of you, in
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Method (3):- If you are a Window 7 user, then you can use this method.
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The Title Bar is at the top of the Menu Bar in which the File Name Show is done, meaning that the name with which
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Menu Bar is also known as Tab Bar. There are many menus inside it like: File, Home,
Insert, Page Design, Transition, Animations, Slide show, Review & View Menu.
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It is located on the left side of PowerPoint which serves to show all the slides we have created. If you are working in

PowerPoint and you have zoomed the page a lot, then you will be shown full screen in the section with slides
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PowerPoint provides us with a blank slide by default, but here we have created 3 blank slides which appear in the
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screenshot below. To create a new slide, you press the right button of the mouse on any slide.
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When you press the right button of the mouse on any slide, you see a lot of options. We will learn about all these

options in turn.
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Add Section:- = Whichever slide you want to add a new section, you can add the section by pressing the right

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

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

button of the mouse there
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Suppose we have created 20 Slides in PowerPoint and we have to apply a different theme in 10 slides and to do
the same in the remaining 10 slides, then we will have to use the add section. If we do not use the add section,

then changing the theme in any slide will change the themes of all the slides.
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if you create a lot of slides in PowerPoint and if you apply any design or theme etc. to any slide, then it becomes

automatic apply in all the slides but we will add this problem by adding a new section. Can solve
In this screenshot you will be seeing 3 sections and its theme is different in all the three sections

in the previous slides by applying any theme or design from there.
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To Rename, Remove, Move, etc., go to the section written above the slide and press the right button of the mouse.
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Select the slides you want to publish and select all and then select the location, then click on the Publish button.
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If you want to publish your slides, first of all you save all these slides through Ctrl + S and then Publish
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Format Background: - Through this you can format your background color. Whichever style you have to choose the

Format Background:- 34 SIRU 310 30 U1 S belR bl hiHe B Hdbd

color, you have many options like Solid, Gradient, Picture or Texture, Pattern etc
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Paste:- Paste can be used only after Cut or Copy as you saw above. We cannot use paste without Cut or Copy.
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Format Painter:- This is a very amazing feature because with the help of this you can do the same formatting of
other text like any text, that is, if you have bold, Italic, underline any text and you want other text like it also
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Automatic Formatting. If done, then you first select the text as you want to do this text (it is not necessary to select
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Title Slide
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Through this you can create a new slide
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- Through this the layout of slides can be changed. Reset:
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the whole part, you can also select a Word), then click on the Format Painter and then Move to the text that you
Comparisan
Content with

Section: When you use section in slides, it is used at that time like adding section, renaming section, removing

had to change. Now you will see that the text will be same as before.

section etc. | have already talked about this..
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It is used to make the text bold.
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- Itis used to italicize text
Text Shadow: This will put a shadow in your text
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Bold:-
Italic:
Underline:-
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* Click to add text
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Sentence case.
Font Color

UPPERCASE

lowercase

Capitalize Each Word

tOGGLE cASE
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- You can adjust the space between the characters

Character Spacing: - 30 dull & &9 & R B ARG B Thd §

- Through this you can put a cross sign in your text

- Through this you can capitalize your text i.e. convert any text to lowercase, UPPERCASE,

+ Click to add text
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Strikethrough

Strikethrough

Character Spacing

Change Case

tOOGGLE cASE etc.

Here you will see different types of font colors, you can use it according to you.
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This is also a very amazing feature because through this it can be done which we

b

COMPUTER

M Calan..

)

-

)

* Click to add text
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take a lot of time to do that means if you typed any text and applied many effects to it and you want to remove
that effect. So, in this case you will alternately use the Undo button. But after clicking on this option, all the effect

will be cleared at once which you applied.
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- If you want to increase the font size, then you can use this option.

- Through this option, you can increase or decrease the font size according to your size.
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In this, all the options have been given through which you can manage the paragraph.
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When you write any text by clicking on this option, it will start from the left and will go towards
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You must have used all these options in MS Word as well, so we will not discuss about it here. If you want to

download complete notes of MS Word then visit my website.
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Here about 90% of the options are available from “MS Word”. If you have read MS Word well then you should
and insert the table in turn according to you
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- By clicking on this option, some such option will appear in front of you which is shown in the picture

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

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

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

Screenshot:- forT @vg 3 3= Alasd # Screenshot od &,

screenshot and will be inserted in it
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SmartArt:- This is also a shape but it is a little smart and category wise, which looks very beautiful after using
Note: Click on the shape you like in the category and insert it and edit it accordingly. Add the text or image you
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Chart: its name is its work. You can create different types of charts through this, now it depends on you what kind
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First of all, you click on one of the charts, after that Excel Worksheet will open in front of you in which you can
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manage the chart according to you
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When you want to open any of this linked document or audio, video, then you have to click on this link with Ctrl,
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this option and select a Header / Footer according to you.
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Header & Footer:
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are visible like Date & Time, Slide Number, Footer etc. If you want to show Date & Time, Slide Number in any one

Slide Number: When you click on this option, Header & Footer is shown in front of you, in which many options
slide or all slides, then enable this option.
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All those options are given inside this menu, with the help of which you can design your slides

Video & Audio:- = If you have any video or audio clip then you can insert it
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= With its help, you can change the Theme, Color, Fonts & Effects of your slides.

alle
<
ale
<

ARYVART INSTITUTE

(In this you will get 2 options so that you can change the orientation of your slides.)

SPUNS S WS- TR AU dhUN3S WIsd dad-l digd

IR~ 3Dl Hag ¥ 319 3{u-t

Background Style

(1) Portrait

Themes

o o do do do do do Jdo do do Ho Mo do Ho o do do do o o Mo Mo o do Mo Mo Jo Mo Jo do Mo Mo do do do Ao do o do do do Mo Mo Jo Mo
DD DD DD DODDODOGDDDDDDDDDDDDDDDDDDDDOS




o Mo do do do do do Ho do do Ho do Ho o do do o do o do Mo Ho do do Mo Mo Vo Ho do do o do do do do do Mo S o do do Mo Mo Mo
DD DDDEDDDDDDDDDDDDDDDD G NGO S

afe
<
afe
<

afo
L

-

alo
<

TR e

Bl
[# anawne Okk

ale
<

ale

<o

v Bronde dnastien

~

POWER POINT

~

Y
. b =l

OP! Hag A 1Y U+ Wgsd # Transitions & Animations @ Wdd €
HRa gfeda g Fifd g0 3 Ufdedrd &1 glar € S fb difean ¥ € dya g

&
w”i’”
@m’”
&
Wﬂh’%

alo
<
alo

<o

# Scungt [HWo Szund]
a0 apply Ta &1

8 Rarwat Berkgroend_

sifien Paimia

*
A ) U] 51 R £

Ureeeer

ﬁﬂ i!
. Y By

alo
<
alle

<

b=}

ale

<

alo
<

€ dl feb 3mge ax 3 U T €t e S
With its help, you can apply Transitions & Animations in your slides, but it is difficult to learn with the help of notes

because we have to do it practical which is possible only with video
11

alo
<
alle
<

Fremrcation] - METGHOT FowsRTint

aw
=

Vaw
Reveal
W

Rrea
Revies
R

alo
<
ale
L

&
Review Menu

ARYVART INSTITUTE

£ |

Shck Skow

ale
L
alo

<o

Animatizrm
Aniratiara

ale
<

gl 31y 38 Yur ded

o)

ale
<

Prasestationl - Moisal PawsrPairt

Tranifion
s

~

Tranifion
Oick to add nobies

ale
L
ale
L

alo
<

alo
<

ale
<

Cusign
Cunign

Imart
et

Aaghe | G Enghth UL

ke | of 1
n }:' Type hare to search

Sae
Sebup Jrirstion =
Fage Saiug

Har

B8 @

Pigt

B 0l=
N -
. T

alle
<
ale
<

ARYVART INSTITUTE

Hide Background Graphics:- = If you want to hide it then tick it out otherwise leave it like that

858 dhUS S UfheRT -

o o do do do do do Jdo do do Ho Mo do Ho o do do do o o Mo Mo o do Mo Mo Jo Mo Jo do Mo Mo do do do Ao do o do do do Mo Mo Jo Mo
DD DD DD DODDODOGDDDDDDDDDDDDDDDDDDDDOS




A (B (@r (B (Bn (@
P OOO6OE8

e
&

e
&

YVART INST

(e e
SO
(e e
SO

e
&

(L
i

Presentationl - Microsoft PowerPoint

&

Home insert Design Transitions Animations Side Show Review View

RS RN R Rk TE NS S

92 Next
Spelling Research Thesaurus | Translate Language  Show New elete Previous Next Compare Accept Rejec o =
- - Markup Comment Comment il Reviewing Pane p oy

[
&
-

g
SO
-y ey

Proofing Languags Comments Compare

o gfen e qFo
& & &H &6

Pr oy
&
-y

4

o
4

(LY
o%

¢
§

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

-y
-y

-y
-y

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

-y

.o

o qfen ¢ i
& & & S
-

o ¢fa ¢fe (fo (fo
gg [ %gg [-C X

g
<

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

=
&

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

-y
-y

Language:- = With this you can choose Language Options

o (o (o
SLOO
o (o (o
P

o
»
-pvy

(L
&

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

=
-y ‘ogv

about that selection.

0
SO
-y

Delete:- Through this you can delete the selected comment

g
A

Ol
-y

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

e

P & ¢
(o (o (fo (fo (Fa
P <SP <SP Sop cop

o
4

=
&

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

[ <

-y
-y

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

o (o (o
S

oy
o (o (o
SO

-y

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

(=
&

e
&

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

-y
-y

-y

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

.o

o (o (o
&
4

[ gfe gfe
& & &&H

e
&

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

(LY
o

&

X 3 I= Presentationl - Microsoft PowerPoint

&

Home insent Design Transitions Animations Slide Show Review View

- E ‘ 3 L’ji = ] e =l Ruler ($) | = . Color‘ == | B Arrange All oy |

IEEEIEEE R @ = @
[[J Gridtines &= Grayscale B Cascade =2

Normal, Slide Notes Reading  Shde Handout Notes Zoom Fitto Switch Macros

> New o
Sorter Page View | Master Master Master L Guides Window | Il Black and White  window 5% Move Split  Windows ~
Presentation Views | Master Views Show ! Zoom Color/Grayscale Window Macros
=

e
-y o’v

(e
&

L
S
-y opv

i
-y

[
o (o ofe o qfo
& & O &HH &

ARYVART INSTITUTE POWER POINT

Y Y Y YY YT 'Y YYY Y

1Y
b b ) wyb wyd wyd wh =d wyd wyd wyd wb b v’?

e
&
e
‘.,’ -y




o Mo do do do do do Ho do do Ho do Ho o do do o do o do Mo Ho do do Mo Mo Vo Ho do do o do do do do do Mo S o do do Mo Mo Mo
DD DDDEDDDDDDDDDDDDDDDD G NGO S

afe
<
afe

<o

MgS Bl &1 g1 g2l Adbd
(RSIN

e
L

2
J

-

ale
<

_m\_

2
T

ale
<

ale

<o

2
J

POWER POINT

ale
&

&

L

m)‘m’”
Wﬂh’”
&
W”\.w

alo
<
alo

<o

AEGIEES

[ H eQ g |

34 Master Page &l afeii-

(a1

e Udh SfH SN ST Gt fordep! |

-\

gl

9 Dl bR dacl obd

\j

alo
<
alle

<

(v

v

ale

<

- Micizoatt Powerfoint

alo
<

_r

alo
<
alo
<

C

G

o FHo/ b 3B Hag U MY 3 Us

B!

[

AR

alo
<
ale
L

f(%l

ARYVART INSTITUTE

ale
L
alle

<o

"

A

ale
<
alo
<

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

"
Click to add notes

~

ale
L
ale
L

ale
<

alo
<
alo
<

- 3H 4 Mg
o Master Views:- 5id 34 Master Page © &1 &d ¢ dlI
G

\3

v |G
O
L

o Graperals Ueres |

O

N
o
&

»

3 fdhd R faddd &+ &

[

(2
L

\J

HEEmO R O8] 3

Show: 38 3iax 3 AWM AU gl

3 View H 38 Iahd §

document will remain the same.

New Windows:-

e,
G[H

LY
»

o
&

T

L]
Q
Q
L]

alle
<
ale
<

ARYVART INSTITUTE
(.gn

Presentation Views: 4 options have been given in it, whose job is to see the presentations in different forms.
Show: are 3 options given inside it, with the help of which you can bring or remove Ruler, Gridlines, Guides.
Zoom:- After clicking on this option, a Zoom Dialog Box will open, with the help of which you can zoom the current

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

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

document according to you.
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First you click on the option with Record, after that Your Recording will start.

many PowerPoint files open, then you can click on Arrange All to arrange them in turn and view them
Switch Windows:- If you are working on many presentations and want to switch to another presentation,

sideby-side on the screen
then you can use this option.

Arrange All:-

alle
<
ale
<

ARYVART INSTITUTE

Macros:- This is quite an amazing and useful option. It can bring life to your work because with its help you can
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record your keyboard, that is, the thing you write again and again, you can open it at once by making a shortcut

Cascade:- With the help of this, you can cascade the open document on the screen so that it overlaps
through it
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It will not record things like Photo, Audio, Video etc. It only records the keyboard which you will type.
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to click on the option with Keyboard. As soon as you click on the option with Record, another dialog box will open
which is shown in the second screenshot. The Shortcut Key you will set, as soon as you press that Shortcut Key, it

ARYVART INSTITUTE

When you click on Record Macros, first a dialog box will open which is shown in the previous screenshot. You have
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