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   fuu mdvu yeoEÍfuka Tng"

Ø m%o¾Ylhla hkq l=ula o@

Ø úoHq;a m%o¾Ylhl wvx.= .=Kdx.

Ø oDYH ;sr miq;,h" oDYH ;sr wdlD;s" oDYH ;sr ie,iqï fjkia lsÍu

Ø m%o¾Ylhl wvx.= oDYH rduq ;=<g iqÿiq mska;+r fyda rEm igyka we;=¿

lsÍu

Ø m%o¾Ylhg iÔùlrK wdfoaY lsÍu

Ø m%o¾Yl uDÿldx.j, we;s uQ,sl ,laIK Ndú; lrñka is;a.kakd

iq̈  m%o¾Ylhla ks¾udKh lsÍu

   ms<sn| j ukd wjfndaOhla ,nd .ekSug yels jkq we;¡

   8¡1   m%o¾Ylhla hkq l=ula o@ th wmg wjYH jkafka wehs @

tÈfkod Ôú;fha § úúO jQ m%o¾Yl wmg yuqfõ¡ WodyrK f,i"
 
Tnf.a

mka;s ldurhg meñKs .=re;=ud fyda .=re;=ñh Tn fjkqfjka mdvï bÈßm;a lsÍfï

§ wkq.ukh l< ls%hdud¾. fln÷ o@ Tn mdi,a meñfKk úg nia kej;=ïm<

wi, fyda fjf<|fmd< wi, fyda mÈl fõÈldfõ isg fyda ;u ksIamdok wf,ú

lr .ekSug fjf<| uy;l= ork W;aidyh isyshg k.d .kak¡ tfia;a ke;fyd;a

uyck fi!LH wdrlaIdj ms<sn| ffjoH ks,Odßka meñK Tn mdif,a fyda .fï

m%cd Yd,dfõ § fm%alaIlhska oekqj;a lsÍug .;a W;aidyh flfia ±hs fufkys
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  l%shdldrlu

       8'1

lr.kak' wm tosfkod Ôú;fha w;aú|sk fujeks wjia:djka iuia;hla jYfhka

.;a l, bka isÿjkafka tl u wdldrfha l%shdj,shls' tkï hï mqoa.,hl= fyda

lsysm fofkl= tla j Tjqkaf.a woyia" u;su;dka;r fyda  oekqu" jeä fm%alaIl

msßilg tl jr ,nd §ug .kakd m%h;akhls' tjeks wjia:dj, § mqoa.,hka

lsishï ksrEmKhla lrkq ,nk w;r tu ld¾hh myiqlr .ekSu i|yd úúO jQ

fuj,ï o Ndú; lrkq oelsh yels h' wjYH;djg wkqj úúO fuj,ï o Ndú;

lr .ksñka fm%alaIlhskag ksis wjfndaOhla ,nd §ug ksrEmlhd fyj;a

bÈßm;alrkakd (Presenter) fhdod .kakd l%ufõoh iuia;hla f,i m%o¾Yl

(Presentations) f,i ye¢kafjhss' iuyr wjia:dj, § fuh iu¾mkh f,i o

y÷kajd we;'

óg oYl tlyudrlg muK fmr fm%alaIlhdg ;u woyia ta;a;= .ekaùfï

§ nyq, j fhdod.kq ,enQ l%ufõoh jQfha Bg wod< jk mßÈ ilia lr .kakd ,o

nek¾ (Banners), fmdaiag¾ (Posters) fyda tl;= lr .kakd ,o WmlrK lsysmhla

iu. ;u ldhsl yd udkisl Y%uhhs' tjka mßirhla ;=< m%o¾Ylhd fyda ksrEmlhdf.a

l=i,;dj iy fhdod .kakd ,o fuj,ï fyj;a Y%jH oDYH WmlrK j, wod<;ajh

o hk lreKq u; m%o¾Ylfha id¾:l;ajh ;SrKh fõ¡ hï fyhlska m%o¾Yl

ld¾hfha fhfokakdf.a l:k yd ksrEmK l=i,;d uÜgu my< ;,hl

mej;shfyd;a iy tA iuÕ u Tyq fyda weh fhdod .;a Y%jH oDYH WmlrK o Bg

fkd.e<fmk tajd jQ úg fm%alaIlhka ;Dma;su;a lsÍu iy Tjqka ;ud fj; wjk;

lr .ekSu wmyiq jkq we;' ta wkqj m%o¾Yl ld¾hfha § ta ta úIhhkg wod< j

mq¿,a oekqula iuÕ l=i,;d o m%o¾Ylhd i;= j ;sìh hq;= w;r u lreKq meyeÈ,s

lsÍug iqÿiq Y%jH oDYH fuj,ï Ndú;h o w;HjYH wx.hla ù we;'

mka;s ldurfha § iy bka neyer j fm%alaIlhl= jYfhka Tn iïnkaO jQ

m%o¾Yl wjia:d w;=ßka jvd;a is;a.;a wjia:d ;=kla ieflúka olajkak'
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   8¡2  úoHq;a m%o¾Ylhla (Electronic Presentation) hkq l=ula o@

        wdrïNfha § mqoa.,hka ;u udkisl yd ldhsl Yla;sh u; msysgd ks¾udKh

l< m%o¾Ylh (Conventional presentations) miq j tlajQ úoHq;a fuj,ï taldnoaO

ùu ksid fndfyda ÿrg mß.Kl.; ls%hdj,shla njg m;a úh' wo tA i|yd wjYH

úYd, fuj,ï m%udKhla (ixLHdxl leurd (Digital camera), Yío má.;lryels

fydA ;eá.; l<yels hka;% (Sound Recorders) jeks') wka;¾cd,h jeks iïm;a

uQ,dY% yryd ,nd .; yels ùu ksid fuh myiq ld¾hhla njg m;a j we;¡ ;j o

kùk úoHq;a fuj,ï iuÕ u l%uYs,amj, o olakg ,efnk fjkialï ksid wo

ks¾udKh jk m%o¾Ylhka úoHq;a m%o¾Ylhka  f,i ielfikjd muKla fkdj

tajd flá l,la ;=< ksujk .=Kd;aul w;ska by< m%o¾Ylhka ùug o fya;= ù

we;¡

idudkH m%o¾Ylhla yd úoHq;a m%o¾Ylhla w;r Tng y÷kd .; yels

uQ,sl fjkialï myla ,ehsia;= .; lrkak'

    8¡3   m%o¾Ylhka ms<sn| wm oekqj;a úh hq;af;a wehs @

     fm%alaIlhdg lreKq jgyd §u fyd|ska isÿ lsÍug m%o¾Ylh Ndú;h j¾;udkfha

§ iEu lafIa;%hla ;=< u nyq, j isÿ fõ¡ WodyrK jYfhka wOHdmk fyda wOHhk

lghq;= i|yd mdvï bÈßm;a lsÍu" kj ksuejqï ms<sn| m%pdrKh ,nd §u" jd¾;duh

f;dr;=re f.k yer oelaùu hkdÈh iïmQ¾Kfhka u mdfya isÿjkafka  m%o¾Yl

weiqßks¡ tneúka m%o¾Ylhl wka;¾.; l< hq;= fyda fkdl< hq;= foa ms<sn| j o

fm%alaIlhd .%yKh lr.ekSug Ndú; l< hq;= Wml%u ms<sn| j o ;ud m%ldY

lsÍug hk woyi m%o¾Ylh ;=< ksje/È f,i wka;¾.; j weoao fyda keoao hkak

ms<sn| j o lreKq ikd: lsÍu i|yd fhdodf.k we;s úia;r yd rEm rduqj, WÑ;

nj wdÈh ms<sn| j o ukd wjfndaOhlska hq;= j m%o¾Ylhd th ks¾udKh  l<

hq;= h¡

  ls%hdldrlu

       8'2
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        mdi, ;=< § fyda Tnf.a mka;s ldurfha § fyda fjk;a lsishï ;ekl §

fyda Tng o m%o¾Yk ld¾hhl ksr; ùug isÿúh yels neúka tA ms<sn| mQ¾j

wjfndaOhla ;sîu w;HjYH h¡ tfia u wkd.;fha Tn msúfik iudch ;=<

Tng mejfrk j.lSu l=ula jqj;a tA ;=< o fujka l%shdldrlï isÿjk neúka ta

ms<sn| j o Tn oekqj;a j isàu jD;a;Shuh jYfhka jqj o Tng myiqjla jkq we;¡

   8¡4  m%o¾Yl uDÿldx. (Presentation Software)

m%o¾Yl uDÿldx. hkafkka woyia lrkq ,nkafka hï lsis ud;Dldjla

fyda isoaêhla jgd f.dkq lr .; yels lreKq iuQyhla jvd;a l%udkql+, j yd

wkqms<sfj<ska wka whg bÈßm;a lsÍug iydh jkakd jQ nyqudOH ,laIK wka;¾.;

uDÿldx. úfYaIhls' mß.Kl iy m%o¾Yl uDÿldx. nyq, j Ndú; fkdjqKq

jljdkqj ;=< hï hï ksrEmK ld¾hhkays fhfokakka m%o¾Yl f,i Ndú;

lrkq ,enqfõ wod< f;dr;=re we;=¿ fldg ilid .kakd ,o nekr" fmdaiagr"

oDYHdOdrl fyda imhd.; yels kï muKla ienE fuj,ï wdÈh nj l,ska

i|yka flß‚¡ kuq;a j¾;udkfha m%o¾Yl uDÿldx.j, m%jK;dj;a iu. ksrEmK

ld¾hhkays fhfokakka ;u ld¾hhka myiq lr.ekSug fuka u th jvd;a fyd|ska

bosßm;a lsÍug m%o¾Yl uDÿldx. fhdod.kq olakg we;¡

m%o¾Yl uDÿldx.hla Ndú; lrkq ,nkafka wÞ< úIh lreKq meyeÈ,s

lsÍug wjYHjk m%o¾Yl oDYHrduq (Presentation slides) ilid .ekSug jk w;r

tjeks oDYH rduq ;=<g wod< f;dr;=re wl=re (Characters)" b,lalï (Numbers)"

mska;+r (Pictures /Graphics/Images)" j.= iy m%ia:dr (Tables and Graphs)" ùäfhda

o¾Yk iy p,kuh is;=jï (Videos and Movies)" y~ (Voice) iy Yío (Sound)

hkd§ wdldrfhka we;=¿ l< yels h' fufia udOH rdYshla oDYH rduq ;=<g f.dkq

lrñka m%o¾Yl ks¾udKh l< yels neúka fïjd nyq udOH m%o¾Yl (Multimedia

presentations) f,i o y÷kajkq ,nhs'

      hï whl= i|yd lreKq meyeÈ,s lr §ug wm úiska Ndú; lrkq ,nk Y%jH

oDYH udOHhka we;=¿ fldg oDYH rduq u.ska bÈßm;a lsÍu i|yd wjYH uQ,sl

ieliqu fyj;a oDYH rduq tl;=jla o (Slide show) f.dvke.sh yel¡ fujka

bÈßm;a lsÍula ieliSug wjYH uQ,sl myiqlï ish,a, u mdfya m%o¾Yl uDÿldx.j,

wka;¾.; j we;'
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8'5   m%o¾Yl uDÿldx.j, fmdÿ .=Kdx.

  fmdÿfõ .;al, iEu m%o¾Yl uDÿldx.hla u

1' m%o¾Ylh iy bÈßm;a lrkakd w;r iyfhda.S;dj jeä ÈhqKq lrhs'

2' m%o¾Ylh iy fm%alaIlhd w;r in|;dj by< kxjhs'

3' jvd m%n, ikaksfõokhlg u. mdohs'

4' bÈßm;a lrkakdg wvq Y%uhlska jeä ld¾hNdrhlg bv i,ihs'

5' f;dr;=re myiqfjka fuka u l%uj;a j ixúOdkh lr.ekSug wjia:d

i,ihs'

6' wjYH;djkag wkql+, jk mßÈ oDYHrduq msßie,iqï (Slide Layouts)

f;dard .ekSug bv ,ndfohs'

7' iÔù m%o¾Ylhla ieliSug iy bÈßm;a lsÍug wjldY i,ihs'

8' tlsfklg fjkia fmr ie,iqï wÉpq (Design Template) ,ndfohs'

9' taldldÍ fkdjk mßÈ woyia bÈßm;a lsÍug nyqudOH in|;dj

f.dvk.hs'

10' f;audj l=ula jqj;a Bg wjYH miq;,hla ilikq ,nhs'

11' m%o¾Ylhdf.a yiqre l=i,;dj jeä ÈhqKq lsÍug bvlv mdohs'
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mejreu 8'1

8'6  m%o¾Yl uDÿldx.j,g WodyrK

f,djmqrd mß.Kl wdY%s; j wo Ndú; jk m%o¾Yl uDÿldx. ixLHd;aul

j by< w.hla .kS¡ my; i|yka lr we;af;a bka lsysmhla yd tajd ksmojk ,o

wdh;kj, ,ehsia;=jlss'

         uDÿldx.fha ku                        ksmojk ,o wdh;kh

• AppleWorks Apple Inc.

• Apple Keynote Apple Inc.

• Beamer(LaTex) Till Tantu.

• Google Docs Google Inc

• Harvard Graphics Software Publishing Corporation.

• Lotus Freelance Graphics IBM.

• KPresenter KPresenter Team.

• MagicPoint WIDE Project.

• Microsoft PowerPoint Microsoft Corporation.

• Neo Office Impress Planamesa Software.

• Open Office.org Impress Sun Microsystems.

• SongPro Creation Software Limited.

• VCN ExecuVision Visual Communication Network Inc.

 igyk #  iuyr m%o¾Yl uDÿldx. ±kg Ndú;fhka bj;a ù we;s nj o i,lkak'

by; olajd we;s uDÿldx. ,ehsia;=j fhdodf.k thska wmg

uqo,a f.ùulska f;dr j ,nd.; yels uDÿldx. (Free and

Open source software) yd uqo,a f.jd ,nd.; yels uDÿldx.

(Retail or purchase software) fjkalr olajkak'

 ̂ fï i|yd wka;¾cd, myiqlï we;akï fhdod .ekSug ie,ls,su;a jkak'&
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 8'7   úoHq;a m%o¾Yl (Electronic Presentations)

   úoHq;a m%o¾Ylhl oDYH rduq miq;,h (Slide Background of Electronic

    Presentations)

 m%o¾Ylhl miqìu flfrys wjOdkh msgq ieleiafuka werfUk w;r Bg

.e<fmk j¾K" wl=re j¾." igyka" mska;+r wdÈh;a tajdfha m%udKh;a iqúfYaI

lreKq f,i i|yka l< yel¡ m%udKhg jvd miqìfuys ixlS¾K nj fyda ir,

nj ksid tys M,odhs;dj wvq úh yels h¡ m%o¾Yl miq;,fhka uQ,sl j u

n,dfmdfrd;a;= jkafka fm%aËlhdg fhda.H oiqkla ks¾udKh lsÍuhs¡

   úoHq;a m%o¾Ylhl oDYH rduq msßie,iqï  (Slide Layouts of Electronic

      Presentations )

by; olajk ,o wdldrhg m%o¾Ylfha miq;,h fyda miqìu .ek fyd|ska

i,ld ne,sh hq;= w;r u oDYH rduq msßie,iqï ̂ 8'4 rEmh n,kak& .ek o ie,ls,su;a

úh hq;= h' thg fya;=j Tng ;yjqre lsÍug wjYH lreKq bÈßm;a lsÍug fhdod

.;a ;sr wdlD;sh Bg ukd j .e<fmk kuq;a tys miq;,h Bg iqÿiq mßÈ yev .ekaù

fkdue;s wjia:djl tys .=Kd;aul nj wvq úh yels neúks' flfia kuq;a oDYH;sr

msßie,iqï f;dard .ekSfï uQ,sl wruqK úh hq;af;a m%o¾Ylh ;=<g we;=¿ lsÍug

isÿjk úIh lreKq jk mdG" igyka" j.=" m%ia:dr" p,k fyda ksYap, rEm wdÈ

f;dr;=re myiqfjka we;=¿ lsÍug WÑ; ie,eiaula fyda wdlD;shla" mj;sk

msßie,iqï w;=ßka ksje/È j f;dard .ekSu h'
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 úoHq;a m%o¾Ylhl oDYHrduq ie,iqï (Slide Designs of an electronic

    presentation)

Tn úiska Ndú; lrkq ,nk l=uk m%o¾Yl uDÿldx.hl jqj;a oDYHrduq

ie,iqï (Slide Design), fmr ie,iqï wÉpq (Design Templates) jYfhka o we;=¿ lr

we;s ksid Tng .e<fmk oDYHrduq ie,iqula ^8'5 rEmh n,kak& fhdod .ekSu

myiq h' m%o¾Yl uDÿldx.h ;=<ska Tng ,nd fok tu fmr ie,iqï ms<sn| Tn

iEySulg m;a fkdjk wjia:dj, § Tnf.a ks¾udKd;aul yelshdjka fhdÞ .ksñka

iy fjk;a mß.Kl uDÿldx. o Ndú;hg .ksñka  wjYH mßÈ oDYH rduq ie,iqï

ilid.; yels h¡ fuu oDYH rduq rgd ie,iqï fhdod .ekSfï uQ,sl wruqK

jkafka Tn úiska ks¾udKh lrkq ,nk m%o¾Ylfha oDYH rduq w;r iudk

rgdjla mj;ajd f.k hdu h'

by;ska i|yka l< oDYH rduq miq;," oDYH rduq msßie,iqï iy oDYH rduq

ie,iqï hk fldgia ish,a, m%o¾Yl oDYH rduqj, tAldnoaO j mj;sk ,ËK

ksid tA ish,a, u tlsfklg .e<fmk mßÈ Tnf.a m%o¾Ylh ks¾udKh lsÍfï §

fhdod .ekSug ie,ls,su;a úh hq;= h'

Tn Ndú; lrk mß.Klfha we;=<;a lr we;s m%o¾Yl uDÿldx.h

újD; fldg tys we;s oDYH rduq msßie,iqï iy oDYH rduq ie,iqï mßËdlr

n,kak' ta i|yd Tn fhdod.;a uDÿldx.fha ku o tys ixialrKh (Version)

o  igyka fldg" mÍËd lsÍfï § ls%hd;aul l< úOdk wkqms<sfj<ska ,shd

olajkak'

  ls%hdldrlu

       8'3
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8'8 m%o¾Ylhl wvx.= oDYHrduq ;=<g iqÿiq mska;+r fyda rE igyka

we;=¿ lsÍu

• Tn úiska ks¾udKh lrkq ,nk m%o¾Ylhg mska;+r fyda wdlD;s igyka

we;=<;a lsÍug wjYH kï Bg .e,fmk oDYHrduq msßie,iqula (layout)

m<uq j f;dard .kak'

• tfia fkdjk wjia:djl § jqj;a Tfí mß.Klfha .nvd lr ;sfnk fyda

fjk;a ndysr úoHq;a fuj,ulska fyda fjk;a uq,dYhlska ,nd .;a mska;+r

fyda rE igyka fyda we;=<;a l< yel'

• fï i|yd fukq ;Srej (Menu bar) fyda fuj,ï ;Sre (Tool bars) fyda flá

ux h;=re (Shortcut keys) Ndú; l< yel'

• Tng wjYH mska;+r yd wfkl=;a wdlD;s igyka ndysr uQ,dY% u.ska ,nd.ekSfï

§ tjeks fndfyda foa nqoaêuh foam< whs;shg k;= j mj;sk neúka ta

iïnkaOfhka ±kg j,x.= j mj;sk kS;s Í;sj,g wjk; j tajd ,nd.ekSug

lghq;= l< hq;= h'

8'9  m%o¾Ylfha f;dard.;a fldgia i|yd iqÿiq iðùlrK wdfoaY

lsÍu

Tn úiska ks¾udKh lrkq ,nk m%o¾Ylh bÈßm;a lrk wjia:dfõ fm%aËl

wjOdkh fyd¢ka ,nd .ekSu i|yd iuia; ks¾udKh u .=Kd;aul núka by<

uÜgul mej;sh hq;= fõ' ta w;r m%o¾Ylfha oDYH rduq ;=< jQ úúO ixrpl jk

wl=re" igyka wdlD;s" rEm hkdÈhg o wjYH mßÈ iðùlrK (Animations) wdfoaY

lsÍu ;=<ska th jvd;a is;al¨ l< yel¡ ta i|yd wjYH ish¨ myiqlï Tn Ndú;

lrkakd jQ uDÿldx.h ;=<ska u ,nd § we;' tfia jqj o fm%aËlhkaf.a jhia uÜgï

u; r|d mj;sk reÑ wreÑlï ms<sn| j o úIh lreKq wkqj o i,ld ne,Sfuka

wk;=rej muKla wjYH mßÈ iðùlrK wdfoaYkh l< hq;= h'

Tn Ndú; lrk m%o¾Yl uDÿldx.h l=ula jqj;a tys tla oDYHrduq

msßie,iqulg Tn we;=¿ fldg we;s mdG fldgia wl=re" jpk" jdlH" fþo"

mßÉfþo jYfhka f;dardf.k (Selecting Text) tajdg iðùlrK ,nd Èh yels

w;r rEm fyda fjk;a wdlD;s wdoshg o tmßoafoka u iðùlrK wdfrdamKh l<

yel'
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Tn wdrïN l< ks¾udKhg mska;+rhla we;=¿ lsÍug fhda.H oDYHrduq

msßie,iqula f;dardf.k Bg Tnf.a mß.Klh ;=< we;s rEmhla we;=¿ lr"

tu rEmh mq¿,a j meñK ;srh ;=<g yelsf<k whqßka iðùlrKhla

wdfoaY lrkak'

   8'10  wjYH;djg .e<fmk mßÈ m%o¾Ylhla ks¾udKh lsÍu

Tnf.a wjYH;djg .e<fmk mßÈ m%o¾Ylhla ks¾udKh lsÍfï § my;

oelafjk uQ,sl lreKq ms<sn| ie<ls,su;a jkak'

1. ;u wruqK fm%aËlhd fj; ,nd§fï § jvd;a fhda.H jk fuj,u l=ula

o@

2. th ks¾udKh lrkafka l=uk úIhhla i|yd o@

3. l=uk jhia ldKavhl" fldmuK fm%aËlhka ixLHdjla i|yd ks¾udKh

lsÍug n,dfmdfrd;a;= jkafka o@

4. bÈßm;a lsÍug .;jk ld,h fldmuK o@

5. bÈßm;a lrkafka l=uk mßY%hla fyda jgmsgdjla ;=< o@

6. fhdod.kakd iajrEmh yd Ndú; lrk wfkl=;a fuj,ï fudkjd o@

7. wjYH lrk úIh lreKq ,nd.kakd jQ uQ,dY% fudkjd o@ tajd ,nd .;

yels o@

8. m%o¾Ylh i|yd fldmuK oDYH rduq ixLHdjla wvx.= úh hq;= o@

9. Bg fhdod .kakd miqìfuys j¾K iy yev;, fudkjd o@

  ls%hdldrlu

       8'4
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mejreu 8'2

10. oDYH rduq msßie,iqï iy oDYH rduq ie,iqïj, WÑ; wkqÑ; nj ms<sn|

úu¾Ykh iy

11. m%o¾Ylhd uQ,sl ù bÈßm;a fkdlrhs kï wjYH mßÈ miqìï l:k

(Narrations) yd Y%jH oDYH (Audio visuals) fldgia fuka u iðùlrK

wdfoaYl (Animation) yd p,k fldgia (Video clips) fhdod .; yels nj

hkdosh ta w;r m%Odk fõ¡ tu lreKq ms<sn| j ks.ukhlg meñ‚ miq Tn l<

hq;= jkafka ;u mß.Kl hka;%fhys we;s m%o¾Yl uDÿldx.h Ndú; lr.ksñka

ks¾udKhg msúiSu h¡ Ndú; lrkq ,nk mß.Kl hka;%j, wvx.= jk fufyhqï

moaO;s wkqj;a ta ta hka;%j, wka;¾.; m%o¾Yl uDÿldx. wkqj;a tla tla

uDÿldx.j, ixialrK wkqj;a fjkiajk neúka tla ksYaÑ; mshjr rgdjlg

m%o¾Ylh f.dvke.Sug fkdyels jkq we;' tneúka ;ud Ndú;hg f.k we;s

uDÿldx.fha ;sr oiqka" úOdk ;Sre wdÈh fyd|ska wOHhkh fldg ;u m%o¾Ylh

ks¾udKh lsÍu i|yd msúish hq;= h'

mka;sNdr .=re;=ud fyda .=re;=ñh fyda úiska fok ,o

lKAvdhï jHdmD;sh fï jk úg ksufldg wjika ù

we;ehs is;d tu jHdmD;sh ms<sn| mdif,a wfkla isiqka

oekqj;a lssÍug iqÿiq jk mßÈ úoHq;a m%o¾Ylj, Ndú;

jk wxf.damdx. ish,a,la u wka;¾.; fldg m%o¾Ylhla

ks¾udKh lrkak'

       8'11  m%o¾Yl uDÿldx.

m%o¾Yl uDÿldx.h l=uk wdldrhl tllaa jqj;a thg m%fõY ùu fndfyda

ÿrg isÿjkafka tl u rgdjlsks' WodyrKhla jYfhka .;a l, úkafvdaia

fufyhqï moaO;s yryd l%shd;aul lrkq ,eìh yels uDÿldx. wdrïNfha §

tAldldr jQ l%uhla wkq.ukh lrhs' mß.Klh iQodkï iajrEmhg m;a jQ miq

olakg ,efnk jev;,fhys (Desktop) my< jï fl<jfrys olakg ,efnk 'Start'

fnd;a;u u; la,sla fldg ,efnk fukqfjka 'All Programs' f;dard tys Èiajk

uDÿldx. fyda uDÿldx. f.dkq w;=ßka 'Microsoft Office' hk úl,amh;a miq j

,efnk fukqfjka 'Microsoft Office PowerPoint 2003' hk úl,amh f;aÍfuka 'Ms

Power Point' uDÿldx.hg msúish yels h' ^fuys § uDÿldx. ixialrKh wkqj iy

fufyhqï moaO;s udÈ,sh wkqj fukqfjys Èiajk uDÿldx. kduh Èiajk wdldrh

fjkia úh yels h'&
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WÞyrKhla f,i my; olajd we;s ;sr igyfka 'Microsoft Office PowerPoint

2003' uDÿldx.hg msúfik rgdj ksrEmKh fõ'

   8'12  m%o¾Ylhla ks¾udKh lsÍu (Creating a presentation)

l=uk wdldrfha m%o¾Yl uDÿldx.hla f;dard.kq ,enqj;a tu.ska Tng

wjYH m%o¾Ylh ieliSfï § wkq.ukh l< yels l%u lsysmhla we;' tajd ta ta

uDÿldx.h u; iy ta ta ixialrK wkqj r|d mj;sk w;r wm fuys § wjOdkh

fhduq lrkafka 'Microsoft' iud.fï ksIamdokhla jk 'PowerPoint' m%o¾Yl uDÿldx.h

fj; h' fuu uDÿldx.h o ixialrK lSmhlska olakg we;;a tajdfha fmdÿ

,laIK ie,ls,a,g f.k m%o¾Ylhla ks¾udKh lsÍu ms<sn| wjfndaOhla ,nd§u

fuys wruqK fõ'

rEmh 8'1 - Microsoft Office PowerPoint uDÿldx.hg msúfik wdldrh
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'Microsoft Office PowerPoint 2003' (ñka bÈßhg Ms PowerPoint f,i fhdÞ

.efka)  ixialrK WodyrKhla jYfhka f.k tu.ska m%o¾Ylhla ks¾udKh

lsÍu fuys § úia;r lr we;s w;r ta ta mshjrhkag wod< meyeÈ,s lsÍï my; olajd

we;' Tn 'Ms Powerpoint'  uDÿldx.h wdrïN l< úg Èiajk ;srh rEmh 8'2 ys

wdldr fõ'

¡

      rEmh 8'2 - Ms PowerPoint uDÿldx.fha wdrïNl ;srh

    by;ska olajd we;s Ms PowerPoint wdrïNl ;srfhys ol=Kqmi we;s ld¾h

ljq¿fõ (Task pane) kj m%o¾Ylhla ks¾udKh lsÍu i|yd msúish hq;= 'New' hk

mek, YS¾Ih hgf;a olakg ,efnk m%o¾Ylh ks¾udKh i|yd msúiSug f;dard

.; yels wjia:djka ;=k my; ±lafõ'

•   Blank Presentation

•  From Design Template    iy

•   From AutoContent Wizard

fuys § o Tn f;dard .kakd úl,am wjia:djg wkqj Tnf.a m%o¾Ylh

ks¾udKhg bvlv ie,fia¡ ta ta wjia:dfõ Tn bÈßfha we;s mß.Kl ;srfha

Èiajk uQ,sl  úOdk iuQyh  ,sÅ; j we;=<;a lr we;s úOdk ;Srej (Menu Bar)

iy tu úOdk iuQyh rEmigyka jYfhka Èiajk mßÈ wka;¾.; fldg ksujd

we;s rEmuh fu,jï ;Sre (Toolbar) yereKq úg úúO oDYHrduq msßie,iqï" Wmfoia

(Instructions)" f;aÍï wjia:d (Choices) fuka u úOdk fnd;a;ï (Command Buttons)

hkdÈh fyd|ska msßlaiSfuka iy tAjd ukdj yeisrùfuka Tng wjYH m%o¾Ylh

l%udkql+, j ks¾udKh lr.; yels h'
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Tn W.;a mdvula i|yd Tnf.a mß.Klfha we;=<;a lr we;s m%o¾Yl

uDÿldx.hla weiqßka oDYHrduq msßie,iqula f;dard m%o¾Ylhla ks¾udKh

lrkak'

    oDYHrduqfjys m%udKh (Slide Size) ilia lsÍu

m%o¾Ylfha oDYH rduqj, m%udKh (Slide Size) ilia lr .ekSu ;u

wjYH;djg wkqj msgq ieliqï l%shdj,sfha isg isÿúh hq;= h' fuys § oDYHrduq

j¾.h" tajdfha m%udKhka, oDYH rduq miq;,fha ÈYdk;sh (Slide Oriantation) hk

lreKq ish,a,g u wjYH f;aÍï u.ska msgq ieliSu ilia lr.; yel¡

^rEmh 8'3 n,kak&

rEmh 8'3 - Ms PowerPoint uDÿldx.fha msgq ieliqï ;srh

fuu msgq ieliqï ;srh 'Ms PowerPoint' uDÿldx.fha 'File' keue;s úOdk

;Srefõ 'Page Setup' hk úl,amh hgf;a ,nd .; yels h' fuys § oDYH rduq j¾.h

yd tajdfha m%udKhka f;dard .ekSu l< yels w;r u tajdfha ÈYdk;sh hkdÈh

.ek o wjOdkh fhduqfldg we;'

  ls%hdldrlu

       8'5
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    oDYHrduq msßie,iqï  (Slide Layouts)

msgq wjYH m%udKhg wkqj ieliSfuka wk;=rej ;uka ks¾udKh lsÍug

n,dfmdfrd;a;= jk m%o¾Ylhg iqÿiq  oDYH rduq wdlD;s f;dard .ekSu lrkq ,nhs'

ta i|yd 'Slide Layouts'  ld¾h igyfka oelafjk wdlD;s w;=ßka ;ukag iqÿiq mßÈ

oDYH rduq wdlD;s f;dard .ekSu l< yels h' 'Ms PowerPoint' ys 'Slide Layout' wvx.=

ld¾h igyk my; mßÈ fõ ^rEmh 8'4&' th ,nd .ekSu i|yd 'Format' úOdkfha

'Slide Layout' hk úl,amh f;aÍu fyda 'Formatting Toolbar' ys we;s 'Slide Layout' h;=r

;o lsÍfuka fyda ;srfha ol=Kq miska we;s ld¾h igyfkys YS¾Ifhys olakg

,efnk my<g Èfjk B ysi (Drop down button) ;o lr 'Slide Layout' hk wjia:dj

f;aÍu fyda l< yels h'

rEmh 8'4 - Ms PowerPoint uDÿldx.fha  'Slide Layout' ys wvx.= ld¾h igyk
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;u m%o¾Ylfha oDYH rduq ;=<g we;=¿ lsÍug n,dfmdfrd;a;= jk

wka;¾.;hkag wkql+, jk mßÈ by; wdlD;s f;dard .ekSfuka wk;=rej wl=ßka

,shd olajk fldgia (Text), rEm (Pictures), j.= (Tables), m%ia:dr (Charts / Graphs)

hkdÈh myiqfjka Bg we;=¿ lsÍug Tng bvlv i,id fokq ,efí' WodyrKhla

f,i 'Slide Layout' ys wvx.= ld¾h igyfka 'Other layouts' hk fldgiska 'Title ,Text

and Clip Art' hk wdlD;sh f;dard.;a úg tu oDYHrduqj ;=<g wl=ßka ,shd olajk

fldgia fuka u" m%o¾Yl uDÿldx. .e,ßfha we;s rEm (Clip Art) wjYH mßÈ

fh§ug myiqlï ie,fihs' tys § Tn l< hq;af;a wl=ßka ,súh hq;= fldgia

iïmQ¾K lsÍfuka wk;=rej wdlD;sfha we;s 'Clip Art' kue;s rEmh u; uQislh

"click" lsÍu h' túg rEm .e,ßh újD;ù iqÿiq rEmhla f;dard .ekSug bv ie,fik

w;r ;uka f;dard.;a rEmh wod< mßÈ ia:dk .; lr .ekSug 'Insert' kue;s

úOdkh fhdÞ .; hq;= h'

    oDYH rduq ie,iqï  (Slide Design)

wjYH mßÈ oDYH rduq ish,a, ilia lr .ekSfuka miq l< hq;= jkafka

m%o¾Ylhg jvd;a WÑ; hhs ;ukag yefÕk oDYH rduq ie,eiaula f;dard .ekSuhs'

fufia oDYH rduq ie,eiau f;dard .ekSu m%o¾Ylh ks¾udKh lsÍug fmr fyda th

ksujk w;r;=r § fyda ieliSu wjidkfha § fyda l< yels w;r 'Ms PowerPoint'

ys oDYH rduq rgd ,nd .ekSu i|yd 'Format' úOdkfha 'Slide Design' hk úl,amh

f;aÍu fyda 'Formatting Toolbar' ys we;s 'Slide Design' fnd;a;u u; "Click" lsÍfuka

fyda ;srfha ol=Kq miska we;s ld¾h igyfkys YS¾Ifhys olakg ,efnk my<g

Èfjk B ysi u; uQislh "Click" lr 'Slide Design – Design Template' hk wjia:dj

f;aÍu l< yels h' ;uka úiska f;dard .kakd ,o oDYH rduq rgdj tla oDYH

rduqjlg fyda lsysmhlg fyda ish,a,g u fyda wjYH mßÈ fhÈh yels h' Tng

wjYH kï ta ta oDYH rduqj,g fjkia jQ oDYHrduq ie,iqï  fhdod.; yels h' th

isÿlrkq ,nkafka Tn f;dard.;a oDYHrduq ie,iqï iys; rduqfõ ol=Kq miska

olakg ,efnk my<g Èfjk B ysi iys; fnd;a;u ;o lr wod< úl,amh

f;aÍfuks'

'Ms PowerPoint' uDÿldx.fha oDYH rduq rgd oelafjk ld¾h igyfkys ;sr

msgm;la rEmh 8'5 ys olajd we;¡
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rEmh 8'5 - Ms PowerPoint uDÿldx.fha oDYH rduq ie,iqï (Slide Design) iys; ld¾h ljq¿j

by;ska olajd we;s 'Ms PowerPoint' uDÿldx.h iu. ,efnk fmr ieliqï

oDYH rduq rgd wdlD;s Tnf.a wjYH;djg fkd.e<fmk úg Tng wjYH mßÈ

oDYH rduq rgd ilia lr .ekSug o yelshdj we;' ta i|yd 'View' hk fukq

úOdkhg wod< 'Master' hk úl,amfha 'Slide Master' hk f;aÍï wjia:dj fhdod

.; yels h'

    oDYH rduq miq;,h

Tn úiska ksu lrk ,o m%o¾Ylfha oDYH rduqj, miq;,h (Slide

Background) Tng wjYH kï fjkia lr .; yels h' tys § miqìfï mdg fjkia

lsÍu" yev;, rgd fjkia lsÍu" miqìug mska;+r wdfrdamKh lsÍu wdÈh l<

yels jk w;r fuh isÿ lrkq ,nkafka 'Format' fukqfjys we;s 'Background' hk

wjia:dj f;aÍu u.sks'

'Ms PowerPoint ' uDÿldx.fha oDYH rduq miq;,h fjkia lsÍug rEmh 8'6

ys  oelafjk ljq¿j fhdod .; yels h'
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rEmh 8'6 - Ms PowerPoint uDÿldx.fhys oDYH rduq miq;,

ieliqï ;sr igyk

    oDYH rduq wka;¾.;hkg iðùlrK tlalsÍu

Tnf.a m%o¾Ylfha oDYH rduq ;=< jQ ,sÅ; fldgia,  mska;+r (Pictures/

Graphics or Images) wd§ jYfhka jQ wka;¾.;hkg iqÿiq iðùlrK we;=¿ lsÍu

;j;a tla wjYH;djla jk w;r ta i|yd l< hq;af;a wod< ,sÅ; fldgia fyda

mska;+r fyda f;dard .ekSfuka wk;=rej 'Slide Show' kue;s fukq úOdkhg msúi

'Animation Schemes' fyda 'Custom Animation' hk úl,am wjia:d fhdod .ekSu h'

ta wkqj ;ukag wNsu; mßÈ p,khka yev .eiaùug ta ta f;aÍïj, § Tng

,efnk ld¾h igyka yd ta ;=< we;s nyqúO p,k iajrEmhka w;ayod ne,sh

yels h'

    oDYHrduq wka;¾.;hkg Yío tlalsÍu

Tn oDYHrduq ;=< iðùlrK y÷kajd § we;s fldgiaj,g fyda ksYap,

rEmj,g fyda fjk;a ´kE u fldgilg .e<fmk mßÈ Yío tl;= lsÍfï

yelshdj o fujeks m%o¾Yl uDÿldx.j, wka;¾.; j we;s myiq l%uhls' ta wkqj

'Ms PowerPoint'  uDÿldx.h fhdod .ekSfï § o tys 'Custom Animation' fhdod .kakd

wjia:dfõ § u uDÿldx.fha wka;¾.; Yío Tng wjYH mßÈ yeisrúh yels h' tu

Yío Tnf.a m%o¾Ylhg fkd.e<fma kï Tn úiska u ks¾udKh lr .kakd ,o

fyda fidhd .kakd ,o fjk;a Yío o ta i|yd fhdod .; yels h' wjYH úfgl

Tnf.a lgy~ miqìñka ,nd §u o l< yels h' fï i|yd Tng Tnf.a mß.Kl
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hka;%fha Yío má.; lr .ekSug wjYH jk WmlrK (Sound recording device)

iy Bg wjYH uDÿldx. o ;sìh hq;= h' 'Ms PowerPoint'  uDÿldx.h u.ska Yío

f.dkqlr .ekSug bvlv i,id § we;s w;r tA i|yd wu;r j wjYH jkafka

Yíoh má.; lr .ekSfï WmlrKhla (Microphone) muKs'

       'Ms PowerPoint' uDÿldx.fha fmr ie,iqï Yío (Inbuilt sound clips) muKla

f;dard.kafka kï th 'Custom Animation' hgf;a Tn úiska f;dard.kakd ,o

úl,amfha ol=Kqmi we;s my<g Èfjk B ysi iys; h;=r ;o fldg 'Effect options'

hk wjia:dj jrKh lsÍfuka l< yels h'

Tnf.a u lgyçka úia;rhla miqìñka §ug wjYH kï ta i|yd 'Insert'

kue;s fukq úOdkhg msúi 'Movies and Sounds' kue;s úl,amh f;dard 'Record

Sound'  hkak f;dard .; hq;= h' tu.ska y~ ;ekam;a lr .ekSug yd wjYH mßÈ

we;=¿ lr .ekSug yels jk w;r ta whqßka u Tng wjYH p,k rEm" ùäfhda mg

iy Yío hkdÈh úúO udOH yryd ,nd .ksñka oDYH rduq ;=<g we;=¿ lr .ekSug

yels jkq we;'

    úoHq;a m%o¾Ylhla oel .; yels úúO iajrEm

Tn úiska ks¾udKh lrkq ,nk m%o¾Ylh Bg f;dr;=re we;=¿ lsÍug

Ndú; lrkakd jQ iajrEmfha isg th wjidkfha fm%aËlhdg bÈßm;a lsÍu olajd

jQ ls%hdj,sh ;=< úúO iajrEmj,ska oelSug ie,eiaúh yels h' ta i|yd 'View'

fukqj fhdod.kq ,nk w;r tys we;s úúO fukq ksrEmlh $ whs;u hgf;a

m%o¾Ylfha wvx.= oDYHrduq oel .; yels h' ta wkqj m%o¾Ylfha wvx.= oDYH rduq"

• Normal

• Slide Sorter

• Slide Show

• Notes Page

hk iajrEmj,ska oel .; yels h' by; iajrEm w;=ßka 'Slide Show' - (F5 h;=r ;o

lsÍfuka ,efí) hkq fm%aËlhd fj; m%o¾Ylh bÈßm;a lsÍfï § nyq, j u fhdod

.kq ,nk iajrEmh jk w;r wfkla iajrEm m%o¾Ylh ilikakdg fyda th

bÈßm;a lrkakdg fnfyúka WmldÍ fõ' 'View Modes' ,nd .ekSug Tng 'View'

fukqj fjkqjg m%o¾Yl ieliqï ;srfha ol=Kqmi my< fl<jfrys Èiajk 'View'

fnd;a;u f;aÍu o l< yels h'
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   oDYH rduq w;r udreùu

fm%aËlhd fj; m%o¾Ylh bÈßm;a lsÍfï § tla oDYH rduqjlska fjk;a

oDYH rduqjlg msúfik wjia:dfõ § tA nj oelaùug fuka u fm%aËl wjOdkh

r|jd .ekSu o wruqKq lr f.k oDYH rduq w;rg udreùï iajrEm (Slide Transition)

we;=¿ lrkq ,nhs' m%o¾Ylfha tla tla oDYH rduq fjkia jk úg tl u udreùï

iajrEmhla fyda tlsfklg úúO fjkiaùï fyda udreùï iajrEm fyda wdfoaY l<

yels h' fï i|yd Tn l< hq;af;a wjYH oDYHrduq f;dard tajdg 'Transition Modes'

wdfoaY lsÍuhs' fuys § 'Slide Show' fukqfjys 'Slide Transition' hk úl,amh f;dard

ta wkqj ;srfha jïmi Èiajk ld¾h igyfkka ,efnk wjia:d m%fhdackhg .;

yels h' ^rEmh 8'7 n,kak&

rEmh 8'7 - Ms PowerPoint uDÿldx.fha oDYH rduq w;r udreùu

ld¾h igyfka ;sr msgm;ls'
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mejreï 8'3

úoHq;a m%o¾Ylhla ks¾udKh lsÍfï § by;ska i|yka lr we;s uQ,sl ,ËKj,g

wu;r j Tng jeo.;a hehs yefÕk ;j;a lreKq fidhd tajd ,ehsia;= .;

lrkak'

1' Tn W.;a .Ks; mdvula jvd;a is;a weo.kakd iq̈

wdldrhg iy myiqfjka isiqkg wjfndaO lr.;

yelsjk mßÈ úoHq;a m%o¾Ylhla u.ska ks¾udKh

lrkak' tA i|yd Tn leu;s fyda myiqfjka ,nd.;

yels úoHq;a m%o¾Yl uDÿldx.hla Ndú; lrkak'

2' mka;sldurfha § idudkH mdvulska meyeÈ,s fkdjk ixl,am úoHq;a

m%o¾Ylhla weiqßka ,nd Èh yels nj ;yjqre lsÍu i|yd Tn leue;s

úIhhlg wod< jk mdvula úoHq;a m%o¾Yl uDÿldx.hla weiqßka

ks¾udKh lrkak'

  ls%hdldrlu

       8'6


