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Duration of Examination for SEC

.. Duration of
Examination
Exams
Semester End Examination 40 2 hours
(Theoretical )
Semester End Examination 20 Up to 5 hours
(Practical) - To be
conducted by the Colleges.
Modalities of the
examination to be finalized
by the BOS
Total 60
= For SEC (Theoretical — 40 Marks)
sl. Questions to Marks of
No. be Out each Total
answered of guestion Marks
1 5 8 1 S5x1=5
2 3 5 5 3I=x5=15
3 2 4 10 2 x10=
20




Course SEC Paper Code SEC2 E2 Credits 2 Lectures/Weel-2
Paper: MS Power Point

Prerequisite(s) and/or Note(s):

(1) High school mathematics.

(2) Note(s): Syllabus changes yearly and may be modified during the term itself, depending on the
circumstances. However, students will be evaluated only on the basis of topics covered in the
course.

Course Objectives

Knowledge Acquired:
(1) Presentation design principles understanding.
(2) MS PowerPoint interface familiarity.

(3) Slide layout and formatting comprehension.

Skills Gained:

(1) Slide creation and editing proficiency.

(2) Visual content insertion capability.

(3) Animation and transition application skill.

Competency Developed:

(1) Effective presentation delivery competency.

(2) Audience engagement techniques mastery.

(3) Time management during presentations efficiency.

Syllabus Overview

Unit 1:  Creating and Managing Presentations 10 Lectures
Create a Presentation: Insert and Format Slides, Modify Slides, Handouts, and Notes, Change
Presentation Options and Views, Configure a Presentation for Print, Configure and Present a Slide

Show, Insert and Format Text: Insert and Format Shapes and Text Boxes, Insert and Format Images,
Order and Group Objects.

Unit 2:  Tables, Charts, SmartArt, and Media 5 Lectures
Insert and Format Tables: Insert and Format Charts, Insert and Format SmartArt graphics, Insert and
Manage Media.

Unit 3:  Transitions and Animations 5 Lectures
Apply Slide Transitions, Animate Slide Content, Set Timing for Transitions and Animations,
Working with bullets and numbering, Working with different views, Working with slide Master,
Slide show option



Suggested Readings
1.Microsoft power point 2019 ,learning the basics by Eric Stockson
2. Microsoft power point 2019 for beginners by J.Davidson.
3. Marquee series Mlcrosoft power point 2019 by Audrey Roggenkamp & Lan Rutkowsky Nita
Rutkosky

Course-SEC Paper Code-SEC2L E2 Credits-1 Lab hours/Week-2
Paper: MS Power Point (Lab)

Students are advised to do laboratory/practical practice not limited to, but including the following
types of problems:

(1) Creating a Title Slide

(2) Creating Slides Using Layouts

(3) Create a presentation that consists of 5 slides and save your Presentation in desktop.

(4) Demonstrate slide transitions and animation

(5) Insert slide number, slide date, slide header and footer

(6) Demonstrate rehearse time.

(7) Demonstrate master slide.



£
J

TRCETFD ANSTF TG 7
e gl

IEREI

TG T

SBIoRT IR

o e

OIS |
il

@b TG GIFA! (Presentation) 0O
TH IS 5 FAF Aw o
Tl @R @fEB orwfo
@b WHHE I TGS TR Ty
IR TeTaNEh ARG
a2 ez 1o
@3 SN TTS IR &
ST S

FRT i R Tir
AR (B2 7o) & [Normal View]
<o R2C &6 [Slide Sorter View]
HIZS 11 [Slide Show]

PRSP G I Ao

TN TE36

RV R T2 B6 TR

TG 7 IR 8 BHG TR

TG TAZDR

7331 2{RIST (Changing Case)
FRF

YR TANIHL

1/33

~ &~ A B b

O 0 00 N NN AN

11
12
12
13

14
14
15
15
17
17

19




&b

HRT [PECS T3
SRR =R LGS I FAMIGR

7]

2R B T

st =ib

«<fl T b 2R e ge SIS ey
[EEdS IR bl

Tt @b gJoife T 1w fo

IR 2R g5 FAK T

NG

SR 2o

HE© fRfemH A=

GRS F=RCeR ST

SN T35

O35 ST e =1 oiafe

ST INCIT SRS ST

T A ATHIS FACO

GoEI2[FI] Rehearsing

Rehearse Timings JIRRIF ICA SZI9H! BACA!

2/33

20
22

23
23
24
24
24
24
25

26
26
27
27
28
29
30
31
32




ARTEFHHL ATSTTT WD fF72

TSI TFDG O] N3 TAES I SR (OfF FA0@ 1 JT ©1F FIRNF FAT(FT@ TG | Arsifey
M 9% wa A o, SroaE @Enfag ooy, 936 T3 it 37 3eETe v
TR Ol IRG tofd @ MET | a67 (¥@F A ol @ NEE@: -

MEIF ATH ST 6 AT Ty 92 AA-ARA SN Tefs FITI FAT2T | TIoNG (NF 92
ST b NOT AFH TR AT (BT AT &8 3091 (O FIT IMAEHE TIA ST
STIAE V.93 SAF A7 S0 {99 MFN S (F GHE I = 99 JO66]
©ff FI@ TEET | MITF MIG AN ST FIATHS N, F28 aF8 (PTwrE

TSI (Ofd Fa© TFTE@T |

Filetab Quick Access toolbar Slides and Outline tabs

Ribbon

Click to add notes

Shde d ot

O ) 7 Presentation]
Hom Insent iy T A Slide Show
= : _] o Layout
P DH:«
Pag New R U 8 de
f Gide ~ ) Sechon =
Tide

Mucrosaft PowerPoint
Renew U
2 i2s (3 h A A rind
b = aflf ¢ 8o Replace =
napes Arrang
. & Select -

Paragiay Drawing Editng

CLICK 10O ADD TITLE

@ th lo add subltitle

-

L;;..l': 4% i~

L}

Status bar

Current slide Notes pane  Zoom control

3/33




AR L=

3= -

TRE@H0 STEH AN 17 97 A6 MTF TFCEA F4 3CF ILEGT SHE0 (F {7
T 2T | AQd FR@EMHE TSV @G oo T @R 799 I T 67 (e[ 9T
GELGERCER IR el

(16 (4 -

ARG N @16 (T TF AFT6 (b AT A= | JTHA A 7RG (@16 (J15T FA(© HIXF FA©
E |

GBI 13-
TR YT NG I T BIBIN I, (T ISHA ARG T0 e FAZT (T 2T |
o fagger-

TSI TFH IR FTSNE BIE T I He 70 T3 O 3% 2 | Mo ARG FYe1a 5ot =f6fs
ARG T+ FAT (I(© A |

TIST IH: -

a3 ’_I(Hﬁﬂﬁxe IS FCIT TIAT IFT BF IFA© BIRF P | IF0 SIIAST IH (AT
Gy ST IH I T[RRI FPA | IV ST IH (AT ENQO?NKQ'IE\Sﬂ AT (A@F AFMO
T FA] A G IF NG OK IoA FF FFA|

Font x|

Font | Chagacter Spacng

Labn sext font Font style Soe
sHeadng - ' Reguiy - Eal
Al text

Font coler

‘s Uinder
— o

Effects
Strketvougn Smal Caps
Doubie Stkethvough Al Caps
Supersarpt Offest: 0% 2 Eguaire Character Haght
Subsorpt

oK Cancel

4/33




THEAN

aFfo Foo STA[E] (Presentation)tSfd: -

I @D bF] 4. faaffle sy snfFrend 13t HiF FrEeas TR awfq, a3t
TP A& A A ST (o4l FA© EAEA

YA B39 BYIF A 79 FFA-> TICH0 (06 (V@ [AS FHS NETS F |

HIBI ST - 9F6 T ST BF FA© HIF] ST (Blank Presentation) TTF TIFT
% a4

Pl Presentation! - Microsoft PowerPaint

Available Templates and Themes Blank presentation

L,
o

’3 Home

. Open
d Close
0 +,
Info . E \a y
Recent Blank Recent Sample Themes My templates New fram
presentation templates termplstes exisling
RTINS - —— : =
Print
- = W W S
Save & Send _"i : v ‘g N
Agendas Award Calendars Content Design shides Diagrams
Help et ’ reate
certdicatles shdes
] Options
- 2 -_—
g4 Ext . .
Envelopes Flyers Forrms Greeting Invitabions Irvoices
ards
s
3
e Pla: e Reports C & hedul
e More

5/33




QA HIRG (AT FITT THO: -

S F FYC AF6 ST (ofF FAEA (TN BT IF(6 TRS AR | CNSBTITS, TSI TTH
SN 50 & SHF (W TFAAAT Fgel ARG (TSI FHIF | DA 22T BT FOA B SN (:

* QN BNE ARG WEH Jed TRS JoE FF FH @ (TNE] ol

* Ctrl + AN IHA BT |

* ARG AT IR fUFT ACC-TRA BN T-f7F FPey A9 g fAd6 FPay g
ARG |

T a3 afSE THfe: -

To¥ e (title) 9 JEoYe ©Ifd! [yt fAemer® arafe zel FEes a3 JEeye
SIfFT SRGY forte SR FE, IMe WO GoRd Fa1 IF|

RS (GHG AT (FFHTEF) 932 BROTF N 936 TR (GHG (T F740.0

Click to add title \

Pre-Defimed
> Areat
Click to add subtitle r”/

FI TS JEb AT TANES [#9 S| AMTAE SIFIF ARG G127 FFa. AP agd
RGN AT FAEF o, Enter B, JE6 IR(EFFSIE T07 2wl 2@ |

6/33




A Great City

L]

Capital of the United Kingdom
Population of 11 million

+« Numerous historical sites
.* Man

a > i

INSERT fad9@d (GHD 57 (¥(@ TextBox FF FFa|

S (GG I ST FA® 51 (I A RS SO 35 bl

A (GHG I& T9© FA® 5 (GHG bR FF4|

S T 972 (FTE [T [T (GACNA] TIZE IW TIEA 27 O (bH6 IS
A (T FAMGA SHYE AP 55 Fapa

HRG (S b AfTI6d: -

(AT 2T AF6 TR (T (/G G, o1b, =F, IFE, 9 FT aOb fFong I T@® I IRE
TR T fmT FE|

© ®©® ©® ©®

7/33




5=] Layout =
Cffice Theme

Ticl2 Slide Title and Cartent section Header
Twd Cort2nt comparison Title Cnly
[
Elank Content with Ficture with
Caption Caption

9310 FRT (TANOE ATIOF FATF Tely: -

B 3o (T TR S (FSs {6 FA0@ 514, (3 TRGT &I (FF I
H @ 39 IR SFOF (TSt 6 FF Fa
O I JuiXe SIferF] (A T2 (NG h fFF @ AF6 (TG [ ba S5+ (If6 TS FA©

51| aft IENT TR [FHTE TRT (A (FTAWNS6 XS FAT 3@
ﬂﬁmw:—

S5 2010 (FTSTSS AP 3 WY 2@ ST (@G Sl 76 MO BY FF SF1+7a tofd a0
SHH | 9% B F@ST FAE o, 8y fAAE GORT O A Fd a3 O ol 2w
SPUTH ST I A o T

8/33




|eaoie] =

Pldw- s Shakespeare.pptx - Microsoft PowerPaint Tools:
m Hon Insent Design Transitions Ansmations Slide Show Revew View Format o 0
= il Layout + % adeclag oA a0 | @ ER=- g o= - | _] | (), fasheperm- #Arind
4 ] J mb!un oz el > "y > ‘.: o5 o5 7 - _- ~( lj ’l l_{ Shape Ouwtline ~ :__ Replace -
ey R DAkt A EE AW B g i g S S
Clipboard 15 Slides Font » Paragraph . 5!5.‘.!1:; Editing
hakespeare was 46 years old in 1611
’salm 46 encodes a tribute to Shakespeare:
= Count46 words from the start of the psalm:
“_..though the mountains shake...”
Count 46 words from the end of the psalm:
“..iand cutteth the spear in sunder...”
Click to add notes E
Slidel otd | “Apex | 35 | (Bl @ 74w (= 0 NS |

ST T8 AF6 EEH P71 fAg5e Fove] TCTH Sl AN NI, ©1F ffe SrTera Srarstan
T FIT O] |

1. TRI BT T FFT 9T e 2 FF FHA

2. OTIPE (TS AT F12® (160 54 SO0 oG TITF FFd
3. aFC TREE A1 B135 F0el

4. (T® A 75 9

7. 5. -2010 ST f5%+6 F12F OT© 9T AFHETH PPTX A2 ATSTTT TT6 AT AT ST (e 2003 AfS AT I A7

9/33




ICICAS kil

13s (73 fAfes 8g: -

AEfe TNT AFAE ST (Oofd IEA, oFd A [FAfey TN IO I TEEA, afefe
I ASTFT AT W Ffexy 60, W Af[FIod Fae MMES| MSTE TFG 2010 &8 fF
'Qﬂ'_

* SIEE (R () f6S [Normal View]
* {453 IR ST [Slide Sorter View]
* (965 7o {88 [Notes Page View]
* RS CM [Slide Show]

-

= - .
. __l _J._] : "
= =I=] A L2, |
| E o
NMormal| Slide @ MNotes | Slide Slide Handout Notes
Sorter Page Show ' Master Master Master
Presentatiol 8w

A ey TEEEE M S0 AFIod F9E 9 (FIT STEE 88 SFrF foT A
A 6 fAded Fa@ @I

AT, A Ao @S I TS S8 64 76 T3 “NEa

EEEN TSy @

STHTI (313 (514) f&S [Normal View]:- NHES St i 336, SEAT Iwfq FI© &S
AR owF Ao A (RF ST @6 S8 TG (Me MEI 93 93 &8 e A

AFAME S1(FY (MA© MNEN TS 68 an=fey e a2 st Sorasten fToRS Fper, A
Iy G eI

10/33




2
’m Home

Prezentation] - Microsoft PowesPoint

Inzert Dezgn lransdsans Animations Slide Show Review view
=) Layout - - = = ) = A Find
= - |

2| Reset - a0 Replac

Paste New 1] 1 - _—— e e | a= Shapes Amange
Shide~ ) Section = ~ . - ¢ Select -
Chpboard hides Faragraph Jrawng Editing
Shides Outline  x
1
Click to add title
\ )
Click to add notes
Slide 1 of 1 Office Theme W  English U.X) @ENT 8% (- +

fades 913G fSS [Slide Sorter View]:- FRG 7365 fST© VAT AFE NTNF ARG
(T | TN AFAF STRFAT tedl 9 Affl: 97 (T f4d5F ART fESe A W
MRCS AP (MA® TET (TN arfel ARG & , fOFI6 , (@FE Fam© M|

fo0 ffad (3@ TR [FGI5E ARG fO6 (Slide_Sorter View) FFd

11/33




lid 99 My ta teHod g Wacres wite
I
m Home Faen » Tnmution: = de Sh Aeview 7
o =
-G =
" ot i L L] t t
Fag ) v A -l " M
...... oy of -
s = : —
1 - = » : —
- = = | ot - i
- .
i L 22 o o A (S ReE N
1 < 3 4 5
ag ;; ) — !
& 2 "

HIZS CT1 [Slide Show]:- FRT @& T G HAMG 3F (I (©d] FE@E®A, A STAH
MO i@ 7 @ &1 A IfFTerE oET ArEE FEGT BE @en BT AR
ARTGT FA© MEF| TTRF I (N FNWEA (transition) AR Afefie @2 swge
FA© AMEA| IRISTS I AT STHAA S 3 141 AFGSE FA© M@ YT Iod FA0© &
FREAFIANG 9F ARG (NF A5 ARG A6 FA© Spife (|

f6% @ T AR TTFIEI-fE68 FT (IF FRG-CT A wd FFa.

12/33




(4510

YT I3 BHD fTH6: - T« & 67 I TANFF A6 (TAF 9361 Y7 PO, 7%
9T ST THS | (P BIMG AFHES AE B NI (T HIOG 7S

GCHC Ty FF I A0 FFd IFYEF HIWE IIF SN
9(///////////////////////////////////////////,O////////////////7///////////////////////////49
% %
2 2
é 5
v/
7 7
Z Z

6"//////////////////////////////////////////A3'/////,///////////////////////////////////////)6

o Click to add title 0 +———
HIAB: (CHG: -

CHE HM IRRE FE AT AFTF GHE 97 T, APRF, | AR O AFIGT FA©
TRRF| AN TG, A AT TSR TFG TIE6 S[G @7 HAMG FIE @ A0
RIS AR CPMIET FCEG 3 SFPE Fa0 TR FE|

GHG AL FAF 5, A6 F6d Fa1 F3e T@F® A6 gIEa A

@ fJaE asft TR GI6 T o [{fed e T@®|

13/33




@™ T390 T9317 GHG HTIMIBs: -

* IEF HIMC FA@ S (6 fFLTH

Times New Roman 12 - A A4
&

Dialog Box|
* TG T SRAT I APE FIXA FHA e 'A'/

* T, APE, AT AR AT TN AT RS FFA. @A SPIAFED a3
SIOETRS TOF (Y 5IT F
* AR B fA6d FE T@AE FA© 3@ FE FHA

Font e =™
Font | Character Spacing |
Latin text font; Font style: Siz=;
+Headng j Regquiar [; 44
Al text
Font color ‘_‘J v ‘ Underine style  (ncne] L: siline Jy
Effects
Strikethrough | Smal Caps
Double Stnkethrough All Cape
| supersorit O=ct: 0% = | Eoualze Character Haight
| Subscript
- Cancal

HIWG fI39 T997719 3 CHTG HINIB:: -

AMET OFe AR 9% HIMEGET 5%, Arfd SIWo {99 T[99 @ &I
P od &
e |

OB A A ARRRES S

» IEF TIMG FIA© B IEAEEF AL6T FFA 3 BTG [FIT TIAF FF IHA
®» 2010 N[ JFYEF (GHG @ Wordart B (@ Wordart So1RT A6 FE HING
F41 29|

14/33




» Wordart SF(d O fU@d OF Trod (@e T[IXE FE F®, NG F& I @A A
AT FA© TFRA| FfGf6 @OET T OE Y Tod o7 FF FE, ATAF (@7

APAE T Fo IfHT0d F@ NF@H|

J
1 Selection Pane

Shadow

Reflection

Glow

Beval

3-0 Rotation

AN Transform

»

»

. ig¢ 226 m
a

No Refiection

Reflection Variabions

: —
| Falr Retlection, to)

P — |

» GIF6 BRI [@erte CHTT 36 AW (FMHE @ oo A0 Fate T[E|
orEfe ST (GHGT (T ¥ QPRI A TeT FH© -

(@]

o O O O O

The shadow
Reflection

A glow

The bevel
3-d rotation
Transformations

I< b=

» IJOAE NGET (GCHGT To ATHF (GHAG Tuffe (e M THF I (V@ =Y FAF

41

- GHC AF3 TO1F aF2 ATH Wordart STYLES SFT (Y@ TGS IH d¥F &7 FF
FE AGT FAT @ NG 3 TG GHG TOF TS (V@ ATNF GHG T AF3 AAITSH

15/33




FA NI I AN -6 (T (F@F AAE TRE T AR FR© Ao (W
AEF T ST FAT 2| (I

Foemot Text Effects v ES Format Text Effects Y e
Text Box Text 7 Text Fill
Text yyout Text Outine Mo
ey NrvTen Top - @ Solafs
Gradent il
extdrector: | Horizontal - Bchre o texture i
Defesnon Adafi Aefeacio Pgiters:
o R Edger M Color
T g erflon B
. Resize shege 50 [t tead -
D % Transporer
- _—y
e X
ef .28 cn Jop ]
oh JScmn Sottom: o
7 Wirao text in shace
Coumng.,
Close Cote

Text fill

Text outline

The text outline style
3-D format of the text
It’s rotation

O O O O O O

Text box options shown in the previous dialog

HINIG (TRDBIF:- TIMG (RBF 3 956 5T Al ooy (G695 I (WF NI HAAGA
3 FA© IR FA© NEF1T [FEF 7508 99 AEF ITNE@ET FIW6 TN TIF
Ifedze T@® AR AFAF T AF0 IFNF@ IF2 [THH @ FI© O, AT oA

T5fS: -
AANEF AT A HIWG FA© G HRAFE CHE [AJHT T

@ 39 (3@ IO (ROF (Fon FF FFa | ATAE ST FFHE AT A5 [egfd
s Tl

F% 3@ oAl TIGET T@ST FA© bF TEHETF GLBT FFA | HAWG Tarfe T |

@ AfFIeq (Changing Case): -

THI (P T 2T, BRE, IF AT (FEA I) @ (Bl AR IR LR GF A
fezfeife Saae 999 I<RE T ME|

16/33




A~ A - 1=

Sentence case.

lowercas

UPPERCASE
Capitalize Each Word

tOGGLE cASE

THo: -

A. JAE (GG A6 FFa
B. (X 3399 % SFOIF (FT-AHI0E@T I TS (FOWLT T0T ol foF FF FFa

C. AT =Y Mo (FY A6 FFd |

17/33




FTIYTIF HIMIGL (Placeholder Formatting): - IFHEF AR AFF-6 37 (Shape Style) SP(IF
TG f{Ra e TREE FE@ S BANG FAT G|

o e W

9 wAT 7 o TREF T 7 OI0d oEhEsf FF @ A1 o 0T T9RE I
93z FUPfe I (@ 936 [ 6T FaT

AT AFE SH1RA(Shape Style) SFOIF fodc IGET T ST TT TG HITF FFF AT
g T T Fa@ TEe: -

LA Shape Fill =
L/ Shape Qutline

= Shape Effects

REEIR

©® WA GG BT S GG I T¥F BIF FA© NI FF R [Fg8f T9wms
AFMEE Ty BT

18/33




Format 5hape IT‘E
- Fill
Line Color 7 il
Line Stple 7 Solid fil
@ Gradent fil

o T Picture or texture il
Refiechion 1 pattern il
Glow and Soft Edges | |0 Side background fil
30 Farmat Preset colors: @
30 Ratztion Tape: Lnear ||
Ficture Corrections Directon: lzl
Ficture Color Angle: oo -
Artistic Effzcts G’E":”t stops
Crop |_|| Il l_,l ) [
o= colr [ v | Posmon: 0%
Fosticn Brighingss: [ 0%
Text Box T

Irenmarzncy: | 0%
AlcText

¥ Rotate prth shape

Clase

RS [FATOS HIMIM:: -
T Ag ARGA [FAMST R EHoacr W 2| e 936 awemr e, HoH, GHER a1

1-9

19/33

® I FemE M Tuife TmENE T 16w X IF (Close) (RTOTH FF FFa
@ AFAF FAYES NGF BE Tuffe @ MF

wfJ I FAT TEI| MG IeA@ [AHfow ARG fGoRA GNEE TqHAT FE N MRS




- [ [

=]

L]

4 [

e e
|

L

3

F[FAST HMG: AfFIET FIF Tedy: -

* fEORT fFaEd [EFMOT FT (VF FIANTT SoRIT 6@ FF 9 | e -
CTb IF 3% (@ aF6 Tow FF |

YT,
OIS I JI9RF FHIH Ol -

©® fOoRd 39 FFACT FT (AF TIFAT I dAPF O FF FF4, I AT IH
e @I

® FILL fTo1 (@ T2 A7 A6 FE@ ANDT Picture IS (A@F FFACE el
93 =T 6T FFA| TN Y T3 A FA69 FE (Ofd FAT T@® Close 4
FF IFaI

20/33




AT AR JEGYS OIAFT HIMIMBS: -

Al JECYE OIfFl TR FA© MNSIF TG 6 0@ FF FPa| T (TS ARG
APBIE (BAEE AT fFfFe 27 | I ety v o@ ey JEn fir @m fawe i@ |

93 i IR T AFeE T TRET 5 I F4] (@@ TMF | 8@ a2 [onr amar (&3«
ARG AEma 99 omd S FAT CTAET 07

& | [ | ft Test Birection -
i |- |10

MHang

L] a

n a ¥
L] Hl

¥ "

SAMMG: JECI OIferP: -
Tal9: -

1. Y JEb HAMG IANES A6 FFT | AT VY A0 /S IO AFAI6q FAF SN
A6 S FF FPe|

2. (X fHIER Sen SFOTF JEIGA S O SIS Joa IR T |

3. AFER TRW Ne JEI6 HAMG F9e IE AT I

21/33




Bullets and Numbering 7|
Bulleted | Mumbered
L a n
Mone . a .
. L]
j [ - v
a 2 3 ¥
a o = W
Size; (100 ¥e of text Picture. . . |
Color |ﬁ 7| Customizs. .. |
aK Cancel |

44T,

1. (P fIREE Seen PO JE6 (@O T e O TI8H JRRE FE AT Tuife
ST (@ A JEE 3 KA o I 936 TRAST IH o @

2. OK 3% F919 9T IEH 47, AFE IR T8 G{®T FF7

3. IR RF@a oo @7 a3 JEo f[Afey TR« e Fam afa CUSTOMISE a7
OF FF I @NF (3@ OO GF6T FAF I aF Jof-{1e wH T e

I AT T

Symbol Ea=

Font: Wingdings |

A<l 2| ¢ |8 o=l at)aflas

=B 25|22 &5 wl=E | |E|

w|d |8 u|al==d4 | % OO 62|

ERENE R EEE e

Recerty used symbols:

£ £|¥|O P ™ t|z|ls 2|+ |X|==KL|la|B

vingdings: 32 Craracter code: |32 frams | symbal {decmal) = |
[ ok | canes |

4. a6 o7 o6 @@ 96 FFd FHeT FFa THAT IHT SAEF I TG T0
AT FEI

5. AP [FH1be JE6 TACGT o FF FFT a2 OK 7% FFa
6. Tfel Webdings, Wingdings 93% Monotype Sorts H(G ©FF TR~N2 NI NI |

22/33




Wﬁ'(Picture):—

®fd 2 FEEARSF 2EE, I FHED To e M & oF 430 =¥ BREE & oo F47
E | fFoent aFfC SR (FWEHRT FAMG I IF (AF TAFS| (FNA = SREF AHGT T 27
.pex,,jpg AT jpeg,.gif,.png, .bmp | fFTaNt TREFT 9FTGET 27 .wmf |

‘ﬂeiiﬂgﬁéﬁi'a?ﬁtﬁ5:—

136 =7 TEEE THIC! MIFCF QAR A@F WS A3 I ATEEyf

Bld9a~0ls o B &
BT rome insen Design Teansitions ANImations Slige SPow Review view o 7]
== e » S
A D R A=l - 4 35 il "'t (" i
(e i i | =5 4 = =] W @
b it P esemhot oto hap: " t 1 Text Jer WordAant e { D, fquation deo Aud
v b & ooter N . ’ v
1 ) 1 3
Slides Outine X = — -
| B Insert Picture = |
g : (; ¥ | « Sample Pictures v [#3 |5 ;e
2
Fecent Places Autumn Crexk Desent Duck
n : Leaves ndeopc
3 - 4
- @ E e
ot -
Forest Focest  Frangipani  Garden
Flowers Flowers
B & b
d A -
—
Fienare  Sample Fictures v A Pctures ComéwifTpa: v
Io - Open Iv Cancel
v
v
Click to add notes i
Shge 2ot | “Oitice theme™ | 4 toghsh (UK REM DT o (= e

% Insert ST lllustrations SFCT T8 I AR Picture (TN FF FF|
* 936 SIS IH (I@ AP AFAE ®fF AT (@fSEI6 FA© M@
* IHE =T (ATF G, Insert IAGE FF FFAI

* SHE =S Insert W

23/33




& anb:-

AFET TR TFE TNE GO B T AR TGCE WO Y AFT FET AS@ IO,
TR@EPHE [T =TT SO TR S T 1w 28T S5 ACHFT FIR| 93T =T 77
oG T AfSRe FAT 2T |

a3fe fF o wfy srage F317 e -

INSERT 339 (@ ILLUSTRATIONS SFUIF & At fadea Ty

eI ot @ I FE AF0 T AT GHRG R GRT FEA

GO I FF IFd. TIIF VAQ@T FI@ Frt FF FFa

qF8 TF@IT o, AFF 7T AMGIT TIT AOT @ (SN Iwffe O TG 6@ FF
I

* % % %

s \r‘

) et N o
O 1o for d k)

&7 b3 FA[FFIT (Ungrouping Clip Art):-

artfa a3fe @7 by =¥ ;= 47T FAF T@ew @, AT Ao Ungroup $€09 ATETI
FREFAT AT AF0 TR@EHHE AN AT TF© TR FAT W IE T A w5
=36 fAfrerT TIRE FA© TET 93 =T PTF WOF 78 {6 FA© MEA, MNIIH
TICT AFT TIAW 9T INS [T FE | FF NG 7@, =6 AT FT I & | ©&F

24/33




afe oETE aF6 MITF TFG IS ANF 57 3@, fF b 97 6@ 932 9% §9@F Recolour
" S TFdE FE] 3@ A1 | AR ®=fF NN 9T FAF o At a6 =7 fa
resaved ¥9(® T

f&s1 b sy FI1F e -

@ 71 9t =fate FF I
® AWML A3 (W@ ARRANGE WEd, ©FFF 7 IS 932 1 (UNGROUP) fadTee
FFA|

Microscét PowerPoint ==

| This is &n imported pichure, not a group. Do ou want b convert it ko a Miosaft Office draming obect?

Shoaw Help s

fag.:- a1 9.F79@ 31 eIlds T AF0 BT AG FPE FTF TACH G NME | STRAETFA, 976
TfET aF0 BT A6 TG T FR[E FAE ATAE AR, THE 8 Yo AW FHF AP (AT

QAT =T FF FI1T Ty ;-

® TA© IT IGC [@G9hT FFAI
® TG A9 (NE ARRANGE W(TH, ©IFTd P FAG a3 fIsF (REGROUP) fedTeey
|

25/33




ST TeT13:-

IEr Fosfd IET THT@ e AT movement W©fF Fa@ TSAF TTG 2010 &S
T[T FF @A© TF| T8 §F @, smfAere TR 56 ased 0 I a7 FF 956
FPITHE TRG CT1 (W@ T¥H OHP F=ol ARG fF&F OA©IST I IE, PRSP
TP [T FE|

TAEHE ARG TUE Tule T AFFT FH@ T@ST FAT (@@ M| HAEHE  A710618 (BH6
1T 1 FAO AT |

ﬂﬂm Homz Insent Design ransitions Animations Silde Show Heutew VIew
- { Sound: Plo Sound] ¢ Advance Siids
R =} =
a2 = . 9 Duratio 0200 > | ¥ OnMouse Click
z Push
N Fad 5 plit 43l Apply To Al Ater: 00:0000 o
i Transition to T I Timing

FEE e Rl [Fera OfFe 2@ ¢ift fagge @ a9 3Eefae T3G M 597 |
sty afefle R o fod Tafera fae amEaierfa afefe IR o aF sfe w&T
fafes FFEE sfe 2@ M@ FARFE 936 FRG, T fFdte MRC oIE B 1 eelEs
RAE ARG I@ST FA (@@ NE| ARG BEFE bF (7 939 FE 4799 4] W84

5. ARG ENd: -

%  fag ¢t e TRT 60 QT TEaT (FR (o) foore amm fFarl

% EERS 339 FF FF9 932 the TRANSITION TO THIS SLIDE SFT 4 IH|

% TS FA© U TIOd IF (VEF AF0 FEE AA®T FHA

# EFFECT f35aft fadma sFa (At IreE F&fras O1F 9T @ IRafde

© @) |
' sty Sound: [No Soy
2 +) Duration 0}
Effect . )
Options ~| 4 Apply To All
" l Vertical ST
— Horizonta
#* IM 4T we A T v 3% TFFE L ®A FFA
# I e o aF = A% FF9 | T a3 TG BA© MEA|

26/33




F T ARG 992 FERE 6 $© 5 ©RE APPLY TO ALL (B 3% |
# fdes TRC 60w F1& FAF T I YT 2@ FARE IR FA© A&

f3.9.-Fyafdr 0z (HNF S5, TRANSITION TO THIS SLIDE SF(T NONE fi&afe fadfea wa|

None Cut Fade Push Wipe Spiit

Transition to This Slide

ST ARSI TSI -

AP AT ARG S5 [T 6 F800 TMEF| 97 B IRFIed MeIE @S 1
BRI €| Sy ARG F (6 FAe MET G2 [feq SAIE MEer:-

ARG SIGT T (Tfs: -

96T 95T ART St I Fd© TAGEF O [F& NEHEFT (FR (o) oo aft a7
NET|

* S Y @IS FA© b ARG (BR) [AJ®T I
* I 9F 7 9FEF THfbe TRT T (TS FNE TNT (6 Fd© &S|
* A @IS T/ A7 T8I (MAe JRG (1 60w AFHE S5 b

xly Sound:  [MNo Sound] *  Advance Slide

F

) Duration: 01.00 - v On Mouse Click

aa

E_,JJ Apply To All After: 00:00.00

Timing

AT (GHBG: -
A A [REEE 8F9 (@9 FIF I AP TR (GG AfAEe FA© MET |

AF6 JEBIE ST MRS, IWHErHE FEEE aNFT 932 JE6 NPT TSFA T@ST F41 (F©
MME | (GFC SMEEPT Custom SWIHEH 5% (7 9T FE A@ST F1 IF| AT Bma
TEHNFT WG fSSte AT FT™ e T |

27/33




ml Home Insert Design Transitions Animations Slide Show Review View Format

X ;'. Animation Pane * Reorder Animation
> - -
N ~ >

Add

Animation *

Preview None Appear Fade Fiy In

Preview Animation Advanced Animation

TSIF TG 2010 ST WA TONRII BIFG [T (AF WA v FEF e -

AT ATHT ABR Ao AP0 ARG AIGET [FoI@ Al fomad @I GHo

(Entrance Effects) THES ©1d AMFeT (@ "MF AYI] IHACHE A T4 ST
AffST @ AME! @HT Fly-in, Crawl Jo¥In|

SFT AHH Emphasis %o HRGT AIOET TSI F1 W8T J] 2fOFES

(Emphasis Effects ) JOA | Emphasis AT ANE ©FF I3 TFT0d w15l a3
ARG NS S TR FE|

I AN TN AT AJEEA IF0 TRE (WG T ©F FH FE (6

(Exit Effects ) g @ T BT AT AHTCIH NG|

QTS Y G Y I9@Ed Mg a9F oY JF89 AT Fa© HITF

(Motion Path) 9T AM® AEFI

TTEE (TNg gfefo &y IT aEHere SelT A e e FAhEe RS 99
o, Sy gfeflt fFeE & A@F FAT 3% AN More Effects 97 I/ Moderate,
Subtle and Exciting ©I6T OIS 997 3F AFAAE FRIAT FH©|

aEfa e TIEET WAEHT 9F Y@ AEF T@ST FA© AEE@T|

* (99, AFfq PG Entrance Effects ©1F9F, 9FG Emphasis Effects 432 {@®@ a3
Exit Effects (e =@ | SMNCPTE BFF (57 [ NGRS F9a THF FFCH S ErTe
LRERIGH

% ADD EFFECTS JIb@ FF I

fFm- SITEE AR MET YT (@ SAACH AT FA© FE A1 QIR SN BT IA-
CRIETENG BIR

(B30 SHIfACITE AT FITT ey~

* pifel afaes FH@ B (GHGC JT NHET AIGT [HH6T FFA|

* THAEHE FIEE WA T TOET OF W@ (@ferr e anEne FF I

* I TFENT EAEH 3% @S5 FFT 972 AF6 FNG FelF (@& fae, B
Tafee FFd (@ APF Rwde Twge

* Preview I6@E FF F@ e amEer™ @ "MES|

28/33




Preview

v

Preview

WA NAET AIST AT AT -

MITF @G 2010 A aF3 Y AFEF 5 AAEe FIF FFel (7F | T8TF TIT6
97 YFFS WIAC A VY Afolo AT AF6 IMACH JeF (@15 FA©
AT T2 BYN@ 936 AEEr TeF 9F THF G FA1 (Jol| FF TMTF 1IH
2010 4 AP APAF =W Fo AF6 AT NAF WA TSIT @I FI©
TES AR AT AFAE IEEH TOF W AFET 5@ ME | 952 o7 Jfeft
AT Sels SHIACTTT TIETT BF AT NS FE G Fa7 37| %6
SMACHS BF 2 AON FET TE1 Ifd aF2 SN AGIE SHEErTag N6 &S
TN BFT T 55 Fa@ M@ (With Previous) I GIF SHIAGHTET T@ 9306
Wy Ee {36 M@ 8F FI@ @S (After Previous ) |

* * *

©® IAFEFE TR AT IAET A>T FF|
©® IFEE OIfFE W& AF6 amfaere fFdmT s
© IMAEHE e (3@ 932 F9NF P I AT ol I/ (@ e fd¥aT FF1

b Stark On Click v
S Duration: -
9 Delay: 0000

Timing

©® IWEACHET TF 0 T TS AT FF

® WIfe/dT (@F WITH PREVIOUS a1 AFTER PREVIOUS fdba F&Fe

©® IS AT Sy AFTER PREVIOUS I46 S(@ ol Sa¥ fA3aed o fadiftwe
IRACHE OIfFF] (AF BT Tod fAauTes 899 FF P9 a3 SRl &FdwT
FFA|

SIfed (A& A6 FFF EFFECT OPTIONS

PR BE I

VP ATTq ]%Fﬁ'ﬁ FF9 (ON CLICK, WITH PREVIOUS or AFTER PREVIOUS (& ]%Rﬁ'w
F© TEEH)

29/33




Effect Options |I|=|

Effect | Tming | Chart Animation

Start: i | -
Delay: 0 | seconds
Duration: | -
Repeat: | (none) |L

Rewind when done playing

-

Triggers

Ok Cancel

* TIAOS A AW AT T FPA| 3@ [T FF Fpa
* S FE (8 TGS I PREVIEW T FE SAE NP T[T JIFT (70

ANEGA|
) ¢
1’\‘
Preview
T 1Y JETST PO -

* IAEGS FIT IIOT (b FP|
* fIfey Cfafie Tafe (@ aF0 e TN SHEEEE ToF (@15 FF|

30/33




More Entrance Effects...
More Emphasis Effects...
W  More Exit Effects...

‘Efl’ More Motion Paths...

* AF (U@ =T IS O M A6 FFT| WAEHE TRG Te e EF|

Motion Paths

B ® ° = 2 9
l é o A =
) - @

Lines Arcs Turns Shapes Loops Custom Path

* T Y Sl 939 IMM AT I[EE (T 39 @R ToRted TP 3o
FAR| B Ol CIOETH BF AFAG, T ©IF SAGAE O AT | A (AT
TN BF AR O 7 (7T FI@ ME, T AT AN MO g
CW A

31/33




* IEfA 9F FIIGe AFIET P NN (@57 FA© NET | G MY ig
NNET FAF (B8] FF7 C¥ INe 9F 56 ¥ dFIef T NN OIE@T 8FF
fo 1o faifere =1

ik GG Rehearsing:-

AN SATAF ST ' rehearse’ 9@ FEA, TSIF Tl i Jfeflc IRC @I
TN AT (FF6 FAT @ 93 Y 09T S dT0e STIEN] AT Il A0
3@ A

)

Rehearse
Timings

© FRSCT I3 (Y@ Rehearse Timings A6 FF|
@ I Afsfo ARG Fo FHT TS S Rehearse Timings IfoHfre (|

# u 0:00:08 © 0:00:08
© RS W& FAFS, 7 IREF ooy fA20fe SIS I@S MES Pause M6

TINT FFA | CRINF ATNE (T JoNT TRGT IFoFHd Tuf e F ©lF TN
© I (FAT TROT /T Jq9T BF FA(@ HR(E, O Repeat Button 4 fFF

FFA| TSI TACE A6 TRGT o NI FIB (FF6 a7 =71~

© T AFfA T ¥ FA@T, TSTF TG ST o (Mo INF fq+T
FAE| aft IM TRAREBT T, ORE Yes A FF FFF CN THEENF NI (e T
IE|

Rehearse Timings TWTIRTT F(J CREIECIRIGIGIF

A IAF Reharse [IFET T TRGT TNT Enter FATE] (=R, AN STEAF
ARG CT B 9 I@F 59719 [FoIE@ ete 5RET Ie J36 INfmIed
FfFTod ;@ A

TN FIZF IE AF0 CN ST Fely: -

32/33




* FRCC 73T (A@ 6 A (Set Up) IARTG CT1 A0 Fapel

* S[GOF ARG AMFN SEN FAT 27 (T IRG (N ARG OTH=HE Y [T

F(E TP FT (R | [ Using slide timings, if present ]
* OK 0@ FF FF

Set Up Show ? 2
Show bype Show dides
@ Presented by a speaker (full screen) @ All
Browsed by an individual (window) From: = To: =
Browsed at a kicsk (full sareen) Custom sha
Show options Advance slides

show without animation Multiple mianitors

= E I |~ |
rirm=re Momitor
Laser oointer color: | | — EI e —

Show Presemter View

To shiow & laser paintzr during slide shiow, hold down the Ctrl key and sress the leftmouse
button.

| oK | | Canecel

Loop continuoudy until 'Esc’ Manual
Show without narration @ Using timings, if present

Rehearse Timings IITIE1S
F(@ SARETHAT STATET

* Isfd (6 AT O SRS 97 [ING FA© @S ARG CT a7 AT ST+

(6 AT Iyl

33/33




REFERENCES

- Microsoft power point 2019 ,learning the basics by Eric Stockson

. Microsoft power point 2019 for beginners by J.Davidson.

. Marquee series Microsoft power point 2019 by Audrey Roggenkamp
& Lan Rutkowsky ,Nita Rutkosky

. https://bdebooks.com/books/ms-microsoft-power-point-by-bdebooks/
. https:/himmelfarb.gwu.edu/tutorials/pdf/intro_powerpoint_2010.pdf

. http://onlineadmissionubtec.org.in/doc/NBU FYUGP REGULATIONS 2

024-25%20Final.pdf
. https:/lvivekwebschool.org/rkms/sites/default/files/study_materials/M
S-Office_Internet_MS_PowerPoint_Bengali.pdf



https://bdebooks.com/books/ms-microsoft-power-point-by-bdebooks/
https://himmelfarb.gwu.edu/tutorials/pdf/intro_powerpoint_2010.pdf
http://onlineadmissionubtec.org.in/doc/NBU_FYUGP_REGULATIONS_2024-25%20Final.pdf
http://onlineadmissionubtec.org.in/doc/NBU_FYUGP_REGULATIONS_2024-25%20Final.pdf

