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MS PowerPoint 2019

MS PowerPoint 2019 is a presentation software used to create slide-based presentations with text,
images, charts, audio, and video.

MS PowerPoint 2019 T SIS ATFAAT g ST ST T3, TR, A1E, AT i AT & arr

TATSS-AEE FSeq T = forg v stmar g1
Key Points / q&T fdg
1. Slide-based software / TTZS-a%< Hi¥aI¥ — Presentation slides # content.organize T &
2. Supports multimedia / A=EF=AT F9TE — Images, Audio, Video, Charts, Graphs
3. Animations & Transitions / TIRHEeIT 3T {19 — Slides T attractive EATH & forw
4. Templates & Themes / T¥9ei< 3T ot — Pre-designed layouts available
5. Presentation modes / IS{e9r HTE — Digital presentation 3T print = <17 ready
Advantages / ®TI<
1. Easy to create & use / SHTAT 3T ITTNT FHTAT ATETH

2. Visually appealing slides / 3Tt 3 professional slides T3 FdT &

ok w

Enhances learning & communication / &+ 3T §=T¢ ® Hag FedT g
Supports charts, graphs, tables / 22T 3f¥ ST visualize F3 § AeEg
Can be presented digitally or printed / f2fSreer a1 fiz =T =7 & ot T ST Tt 8

Disadvantages / T&aT

1.

Overuse of animations distracts.audience / SITET TIHHT T TeHhT Thd &

2. Requires computer & projector / FEIET 3T TISTae? i SaeqHmdT

ok w

Technical knowledge required / TaReTehT STTARTIT ST&<T
File corruption risk / ®TEel &¥ee gIe &l A<l
Not suitable for long; text-heavy content / e 3T & ATl Fhee & ToT 31 gl

MS PowerPoint 201¢ — Open / & @

1.

2.

3.

Start Menu & Open FAT:
o ~Windows ¥ Start 9% &1 %Y - All Programs / Apps — Microsoft Office — Microsoft

PowerPoint 2019
o T3 FTd &1 PowerPoint G SITUI

Desktop Shortcut & Open FHEAT:
o 3 desktop 9% PowerPoint icon g - double-click F¥1
File & Open &<AT:
o T .pptx AT .ppt file 7T double-click ¥ - PowerPoint 2019 ¥ open & SITUS(T|

File Extension of MS PowerPoint

» Default format in PowerPoint 2007+ .pptx
» PowerPoint 97-2003 format(older) .ppt
> Presentation template .potx
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MS PowerPoint 2019 — Application Window Components/Part

1. Title Bar / sfd= wgr
o Shows presentation name & software / SISt T ATH 3T PowerPoint fe@TdT &
2. Quick Access Toolbar / @R 9g= Tgt
o Frequently used commands / 3TFE¥ ZEAHT 219 aTer commands F o
3. Ribbon/fa=
o Tabs containing commands / Tabs § commands g7 &
o Tabs/&sq: Home, Insert, Design, Transitions, Animations, Slide Show, Review, View
4. Slide Pane / TTsE ¥
o Shows current slide / F@aTT FTee fR@TdT &
5. Slides/Outline Pane / SATSEH/SSEATEA I
o Displays slide thumbnails / =g #T thumbnails T outline fE@TT &
6. Notes Pane / 7ieH ¥9
o Add speaker notes / T{sT qred STTe & forg
7. Status Bar / fafa agt
o Shows slide number, view, zoom / ¥ATZE F4T, view ¥ zoom info fE@TdT §
8. View Buttons / 38T e
o Change view mode / Normal, Slide Sorter, Reading, Slide Show

9. Zoom Control / J& fA==ror
o Adjust slide zoom / FT=E zoom infout % form
10. Scroll Bars / @it aT8
o Horizontal & vertical scrolling / horizontal < vertical scrolling 3 form

1. FILE TAB

New: Ctrl+N — used to create a new presentation, T JsieerT a1+ * forul

Open: Ctrl+O — used to open an existing presentation, Tge & ST AT @A o [oTT|

Info: — used to check file properties & protection, wTEe I STTAERTLT AT TLEAT e HLA & (U]
Save: Ctrl+S — used to save current presentation, FTHETT YA T FLA % o0

Save As: F12 — used to save file with new name/format, ®TSel 3T 7T ATH IT FiHS § T FLd & {0
Print: Ctrl+P — used.to print slides, TzsH &' fife Fz & form)

Share: — used to share presentation online/email, ISEeT FT AFTATSASHA & AT FIA o [T/
Export: — used.to'export as PDF, video, etc., Ssiesre &I PDF/ETT=AT arfe § T+ & form)
Publish: — used to publish slides online, TATESH & ATTATSA THRTIAT FHee & oI

Close: Ctrl+W — used to close the current file, TTHTT TS d€ FA & (1T

Account: — Used to manage Office account, Office 3TFTSE HAST ¥ & form)

Options: — used to change PPT settings, PowerPoint |feT sget= = form)

Exit: Alt+F4 — used to exit PowerPoint, PowerPoint s ¥ & {10

12.HOME TAB

» Clipboard Group
Cut: Ctrl+X — used to remove selected item, Tt g2 =1e g1 & oI

Copy: Ctrl+C — used to copy selected item, =5t YT 2 F form)
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Paste: Ctrl+V — used to paste copied item, =it T =i Tee Fea & forul
Format Painter: — used to copy formatting, ®IHTeT FIdT w2 * form)

» Slides Group
New Slide: Ctrl+M — used to insert new slide, 75 TATzE ST+ & foro)

Layout: — used to change slide layout, TTZE FT 33 FaA % [oIU|
Reset: — used to restore original layout, ¥T=< &I §o1 &9 § AT o o)
Section: — used to group slides, TATTSH T FFT | Fled & {IT|

»* Font Group
Bold: Ctrl+B — used to bold text, Z9< T STeg FLA & forT|

Italic: Ctrl+1 — used to italic text, 3sa T Zafor® FLa & forT)

Underline: Ctrl+U — used to underline text, == & == == & forw)
Strikethrough: — used to strike text, T T AT A & (0]

Text Shadow: — used to add shadow, &5z # ST ST & form)

Font Color: — used to change text color, 2&< &1 T Fga & foru|

Increase Font: Ctrl+Shift+> — used to increase size, T =T FY & [Tl
Decrease Font: Ctrl+Shift+< — used to decrease size, < FIaT FL F (o0
Change Case: — used to change uppercase/lowercase, 9 F&at % oIl
Clear Formatting: — used to remove formatting, ®HTET geT+ F ferul

»* Paragraph Group
Bullets: Ctrl+Shift+L — used to add bullets, gere Stre+ & form)

Numbering: — used to add numbers, &% =TT = form|

Align Left: Ctrl+L — align text left, e 1T e form

Align Center: Ctrl+E — center text, T &= &% o 0|

Align Right: Ctrl+R — align text right, Zo=.&T0 24 % form)
Justify: Ctrl+J — even alignment, 23 FxTa¥ Fer & form)

Line Spacing: — adjust spacing, TSH. gEha&a & oI

Increase Indent: — move text right, 2o T2 3T o AT = forTl
Decrease Indent: — move text left, TsF< a1 3T T+ & foro)

Text Direction: — change text direction, Zae #T T sger+ = form)
Align Text: — vertical alignment, Zee FUi=/<= F4 & form)/

» Drawing Group ‘
Shapes: — used-to insert shapes, ATFTIT ST * form)

Shape Fill: —used to fill color, T & W1 93  form)

Shape Outline: — used to change outline, ST T HHT & & forT|
Shape Effects: — used to add effects, 3T 9% 9T ST & o)
Arrange: — used to order objects, FVSl T AR T@+ * forwl-
Quick Styles: — used to apply style, TITX FT=e T & form)

» Editing Group
Find: Ctrl+F — used to search text, 2oz @iei= & form)

Replace: Ctrl+H — used to replace words, rs% g & form)
Select: — used to select objects, A # form|
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1 3. INSERT TAB

»# Slides Group
New Slide: Ctrl+M — used to add new slide, 75 FTES SIS & {10

Slide Layout: — used to change slide design, TATZE S3T3< T&a & form)

»#* Tables Group
Table: — used to insert table, TaeT =T & forT]

»# Images Group
Pictures: — used to insert images, == sr== & form)

Online Pictures: — used to insert online images, Sa¥e & == S(T=+ # form)
Screenshot: — used to insert screenshot, THIT FTAT TTA * o)

»# lllustrations Group
Shapes: — insert shapes, 3T STre+ = form)

Icons: — insert icons, ATZHIA STTE * forT|

SmartArt: — insert diagrams, STIITH STS F o0
Chart: — insert charts, =TE e+ & form)

3D Models: — insert 3D objects, 3D TiEt T & forwl

»# Links Group
Hyperlink: Ctrl+K — used to add link, fei= STt = forml

Action: — used to set actions, T3t a¥ #1d A< F F form)

»# Text Group
Text Box: — used to add text box, T9< T g+ % [*10)

WordArt: — used to add decorative text; TSI &2 SIS & (o1T|
Header & Footer: — used to add header/footer, 2STEe< ST * form|/
Object: — insert external object, STg<T 3fese ST & forT|
Equation: — insert equations, IO T3 STTew & form)

Symbol: — insert symbols, % e+ F forul

»# Media Group
Video: — insert video, #tfe=T strew ¥ form)

Audio: — insert audio; S =TT = F oo
Screen Recording: — record screen, Thie i€ FL o)

1 4..DESIGN TAB

» Themes Group
Themes: — used to apply ready-made design, 9aTe fEsTe =7+ & feorm)

Variants: — used to change theme colors/styles, ¥ & WEeTse a8 & forTl/

»#* Customize Group
Slide Size: — used to change slide size, TTEE FT THTT TaA & [T

Format Background: — used to set slide background, TATZE &T d5UTSE ¥ XA & foIT|
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15. TRANSITIONS TAB

»#* Preview Group ‘
Preview: — used to preview transition, ZTerer T =7 <@+ & form)

» Transition to This Slide Group .
Transition Effects: — used to apply slide transition, TT2E 9% Zifsrer &9+l & forw)

Effect Options: — used to modify transition effect, ZITHeTT % THFE TaAT & (U]

» Timing Group

Sound: — used to add sound in transition, ZifTerT ® HTST e * form)

Duration: — used to set transition time, Zifsrer &t srafer 9z e & form)

Apply To All: — used to apply transitions to all slides, T FATEEH ¥ AR FIA & (T

Advance Slide (On Mouse Click): — used to move slide with click, T T TTgE 3 F&T+ * o)
Advance Slide (After Time): — used for auto slide change, T & aTg FTATSE g & (10|

1 6. ANIMATIONS TAB

»#* Preview Group
Preview: — used to preview animation, TH®eE <@+ & form)

» Animation Group
Add Animation: — used to add animation effect, TR¥eT Sr=w F foro)

Animation Gallery: — used to choose animation type, T THTT A & form)

»# Advanced Animation Group
Animation Pane: — used to show animation list, TR =T 3@ & form)

Trigger: — used to start animation on action, F1¥ 9% THHT & FT & o)

»* Timing Group

Start: — used to set animation start time, TIRHSTT e ¢ FRIT He FLe & (0]
Duration: — used to set animation duration, Tf=r&er =t srafedr & form)

Delay: — used to delay animation, Tfaaer™ ¥ << 9 ¥ & form)

1 7. SLIDE SHOWJTAB

»* Start Slide Show Group
From Beginning: F5 — used to start slideshow from first slide, Tgeft ATz & FTATZSLAT & FHLA & (1T

From Current Slide: Shift+F5 — used to start from current slide, adHTT TATE T F FIA & (o0
Custom Slide Show: — used to create custom show, 3T TATZS T a1 & forT)

»# Set Up Group ‘
Set Up Slide Show: — used for slideshow settings, TS 9T AW Faa * forw|

Hide Slide: — used to hide selected slide, =g a1+ & ol

» Monitors Group .
Presenter View: — used to show presenter tools, Ssie 2o8 3@+ & o)

Monitor: — used to select display monitor, AffHex F= & oI
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1 8. REVIEW TAB

»#* Proofing Group .
Spelling: F7 — used to check spelling, ad=t St = ferwl
Thesaurus: — used to find synonyms, FHTHTT 918 ga & oI

# Comments Group
New Comment: — used to add a comment, feeaoft strgr = form)

Delete Comment: — used to delete comment, feoquft geTe & form)
Previous/Next: — used to move between comments, FHe F&eT & {10

»# Compare Group . _
Compare: — used to compare presentations, SeTEeTe &1 TAAT T & o)

19. VIEW TAB

»#* Presentation Views Group
Normal: — used to edit slides, ¥aTZE Tfee Fea & form)

Outline View: — used to show text outline, &2 ATITATET 2@+ * {=i0)
Slide Sorter: — used to arrange slides, FATZSH AARAT FA & U

Notes Page: — used to view notes with slide, T2 % AT Fied <@+ & o)
Reading View: — used to read slides, ¥Tze &+ & form)

# Master Views Group _ . _
Slide Master: — used to control all slide design, T¥1 FaT2s RHT= Farer FA & form)

Handout Master: — used to edit handout layout, FS3TSe ST3< TS FLA * [oTU|
Notes Master: — used to edit notes layout, TTE8 @33 T & o0

»# Show Group
Ruler: — used to show ruler, &% fem@m = form)

Gridlines: — used to show gridlines, firg strz= R & form)
Guides: — used for alignment guides, 3fesiaFed HLET Fe & Ul

# Zoom Group
Zoom: — used to zoom infout, JH FIA & Tl

Fit to Window: —Used to fit slide to window, FTze T fa=T ¥ fthe 37 & form)

»# Window Group ‘
New Window: — used to open new window, 7= f&=T @Ter & form

Arrange All: — used to arrange windows, THT AT sxafeaa 2 & form)

Switch Windows: — used to switch between files, ®Tger g&er & form|

» Macros Group
o\ e
Macros: — used to record/run macros, Hehl T<hieaAH %ﬁl‘@l/
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