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C»zvµÛ¯À   {PÌzxøP 

(Electronic Presentations)8

	

8.1  {PÌzxøP (Presentation) GßÓõÀ GßÚ?

"Presentation" (ÂÍUPUPõm]) GßÓ ö\õÀ»õÚx,

·	 \©º¨£n® (Submit / Presentation)
·	 \©º¨¤zuÀ (Presenting / Displaying)
·	 ©ØÖ® £õºøÁ¯õÍºPÎß PÁÚzøu DºUS® ÂuzvÀ ö\´¯¨£mh 

ö\¯ÀPøÍU SÔUS®.

Presentation ({PÌzxøP) GßÓ ö\õÀ AÔUøP AÎzuÀ, \©º¨¤zuÀ, 

•ßøÁzuÀ AÀ»x Põm]¨£kzxuÀ ÷£õßÓ £À÷ÁÖ P¸zxUPÍõÀ 

AÔ¯¨£h»õ®.

J¸ uÛ|£º AÀ»x J¸ SÊÂÚº u[PÒ ÷¯õ\øÚPÒ, Gsn[PÒ, £õºøÁ 

AÀ»x P¸zxUPøÍ ©ØÓÁºPÐUS öÁÎ¨£kzxÁuØPõPa ö\´²® G¢uöÁõ¸ 

•¯Ø]²® {PÌzxøP (Presentation) GßÖ ö£õ¸Ò£k®.

J¸ {PÌzxøPø¯ ÁÇ[S£Áº uÚx P¸zøu ©ØÓÁºPÐUS EÖv¨£kzu, 

Áõ´ö©õÈ ©ØÖ® EhÀ Aø\ÄPÒ (ø\øPPÒ) ©ØÖ® öÁÎ¨¦ÓU 

P¸ÂPøÍ²® £¯ß£kzxÁøuU Põn»õ®. CzuøP¯ P¸ÂPÐUS GkzxU 

C¨£õhzøuU PØÓ ¤ßÚº }[PÒ

·	 {PÌzxøP  (Presentation) GßÓõÀ GßÚ?

·	 J¸ uµ©õÚ C»zvµÛ¯À&{PÌzxøP°À C¸UP ÷Ási¯ A®\[PÒ 

¯õøÁ?

·	 {PÌzxøP ö©ßö£õ¸Îß Ai¨£øh A®\[PøÍ¨ £¯ß£kzv J¸ 

_Áõµì¯©õÚ £À¿hP (Multimedia) {PÌzxøPø¯ E¸ÁõUSuÀ.

·	 £hÂÀø» ¤ßÚo (Backround), £hÂÀø» ÁiÁø©¨¦PÒ (Layout) 
©ØÖ® £hÂÀø» uÍÁø©¨¦PøÍ¨ (Design) £¯ß£kzxuÀ.

·	 C»zvµÛ¯À & {PÌzxøP £hÂÀø»°À ö£õ¸zu©õÚ £h[PÒ 

AÀ»x Áøµ£h[PøÍa ÷\º¨£x.

·	 C»zvµÛ¯À & {PÌzxøPUS Aø\ÅmhÀPøÍa ( Animations) ÷\º¨£x.

Gß£Ú  £ØÔ¯ ÂÍUPzøu¨ ö£ÖÃºPÒ.
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PõmkPÍõP ÷©¢uø» GÔP¸Â (Overhead Projector) ©ØÖ® £hÂÀø» 

GÔP¸Â (Slide Projector) BQ¯ÁØøÓU SÔ¨¤h»õ®. PoÛz öuõÈÀ~m£z-

vß •ß÷ÚØÓzxhß £À¿hP GÔP¸Â  (Multimedia Projector) CvÀ  ÷\ºU 

P¨£mhx.

	
R÷Ç²ÒÍ AmhÁøn, A¢u ‰ßÖ GÔP¸Â ÁøPPøÍ¨ £ØÔ¯ J¨¥mk 

ÂÁµ[PøÍU öPõskÒÍx:

A®\®
÷©¢uø»  GÔP¸Â 

(Overhead Projector)
£hÂÀø» GÔP¸Â  

(Slide Projector)
£À¿hP GÔP¸Â 

(Multimedia Projector)

Buõµ® ©ØÖ® 

Põm]¨£kzuÀ 

öÁÎ¨£øh¯õÚ 

JÎ¦S® uõÒPÎÀ 

GÊu¨£mh/Aa]

h¨£mhøÁ.

¦øP¨£h[PÐhß 

Ti¯ ÁÊUQPÒ 

PoÛ, ]ªmk {øÚ 

ÁP® AÀ»x ¤Ó       

\õuÚ[PÒ

£h[PÎß uµ® GÊzxUPÒ ©ØÖ® 

GÎ¯ £h[PÒ 

öuÎÁõP C¸US®. 

{Ó[PÒ SøÓÁõP 

C¸US®.

öuÎÁõÚ ©ØÖ® 

Ásn©¯©õÚ 

¦øP¨£h[PÒ

E¯º öuÎÄzvÓß 

öPõsh £h[PÒ, 

Ãi÷¯õUPÒ, Aø\Ä 

PÒ ©ØÖ® Ásn 

©¯©õÚ EøµPÒ

EÒÍhUP®	 øP¯õÀ GÊu¨ 

£mh AÀ»x Aa]

h¨£mh GÊzxU 

PÒ, £h[PÒ, Áøµ 

£h[PÒ.

{µ¢uµ ¦øP¨£h[PÒ 

AÀ»x u¯õ›UP¨ 

£mh ÁÊUQPÒ 

{ø»¯õÚ ©ØÖ® Aø\

ÄÒÍ EÒÍhUP GÊz 

xUPÒ, £h[PÒ, J¼z 

xqUSPÒ, JÎ¨ £hz

xqUSPÒ ©ØÖ® 

{PÌzxøPPÒ	

ö|QÌÄzußø© 

©ØÖ® |ÃÚ 

£¯ß£õk

SøÓÄ, uØPõ» 

£¯ß£õk ªPÄ® 

A›uõÚx.

SøÓÄ,  ]»   xøÓ

PÎÀ £¯ß£kzu¨ 

£kQÓx (Áµ»õÖ/

Pø»)

AvP®.  ªPÄ®  ¤µ£»

©õÚx, ö£¸®£õ»õÚ 

\¢uº¨£[PÎÀ £¯ß 

£kzu¨£kQÓx	

u¯õ›¨¦US 

GkUS® ÷|µ®

AvP®, A÷u 

÷|µzvÀ GÊu»õ®.

•ß÷£ u¯õ›U 

P¨£mhÁØøÓ²® 

£¯ß£kzu»õ®.

AvP®, Pm¦» 

\mh[PÒ     

u¯õ›UP TkuÀ 

•¯Ø],     ö\»Ä  

÷uøÁ¨£kQÓx.

ªPU SøÓÄ, SÖQ¯ 

Põ»zvØSÒ •iUP 

•i²®.	
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PoÛz öuõÈÀ~m£® ©ØÖ® C»zvµÛ¯À öuõÈÀ~m£zvß •ß÷ÚØÓzx-

hß Ti¯ £À¿hP GÔP¸Â (Multimedia Projector) Põµn©õP, £À¿hP[PÒ 

GÚ¨£k® GsPÒ (Numbers), GÊzxUPÒ (Letters), £h[PÒ, ]zvµ[PÒ 

©ØÖ® ¤®£[PÒ (Images), Aø\ÄPÒ ©ØÖ® JÎ¨£h[PÒ (Animation and 
Videos), AmhÁønPÒ ©ØÖ® Áøµ£h[PÒ (Tables and Graphs), J¼ (Sound)  
÷£õßÓÁØøÓ  C»zvµÛ¯À&{PÌzxøPUSÒ   EÒÍhUP    •i¢ux. C¢u 

{PÌzxøPPÒ C¢u ÁÈ°À E¸ÁõUP¨£h •i²® Gß£uõÀ, CøÁ £À¿hP 

C»zvµÛ¯À {PÌzxøPPÒ GßÖ AøÇUP¨£kQßÓÚ.

8.2  uµ©õÚ C»zvµÛ¯À&{PÌzxøP°À C¸UP ÷Ási¯ A®\[PÒ

	 J¸ uµ©õÚ C»zvµÛ¯À&{PÌzxøP Gß£x £hÂÀø»PÎß 

öuõS¨£õS®. £õºøÁ¯õÍ¸USz ÷uøÁ¯õÚ ö\´vø¯a \›¯õÚ •øÓ°À 

ÁÇ[SÁuØPõP, J¸ uµ©õÚ C»zvµÛ¯À&{PÌzxøP AÁ]¯®. C»z-

vµÛ¯À&{PÌzxøP°ß EÒÍhUPzvÀ AvP PÁÚ® ö\¾zxÁuß ‰»® 

uµzøu ÷©®£kzu •i²®.

uµzøu ÷©®£kzuU PÁÛUP ÷Ási¯ Âå¯[PÒ GøÁö¯ßÖ £õº¨÷£õ®:

·	 EÒÍhUP¨£h ÷Ási¯ ÁõUQ¯ Á›PÎß GsoUøP 

GÊzx¸ AÍøÁ¨ ÷£õ»÷Á, J¸ £hÂÀø»°À C¸UP ÷Ási¯ ÁõUQ¯ 

Á›PÎß GsoUøP²® •UQ¯©õÚx. ö£¸®£õ¾® J¸ £hÂÀø»US 

6 •uÀ 9  Á›PÐUSÒ  C¸¨£x  ö£õ¸zu©õÚx.  AøuÂh   AvP©õPa    

÷\º¨£x GÊzxUPøÍa ]Ô¯uõUSÁx ©ØÖ® £iUP AvP ÷|µ® Gk¨£x 

÷£õßÓ ]UPÀPøÍ HØ£kzx®.

E¸ 8'1'2 -  ÁÊUQ GÔøÁ

E¸ 8'1'1 - 

÷©¢uø» GÔøÁ

E¸ 8'1'3 - £À¿hP GÔøÁ 
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·	 GÊzxUPÎß AÍÄ 

£À¿hP £hÂÀø» EÒÍ Eøµ°À EÒÍ GÊzxUPÎß AÍÄ 

£À¿hP GÔP¸Â°ß vøµUS® £õºøÁ¯õÍ¸US® Cøh°»õÚ yµz-

vÀ u[Q°¸UQßÓx. ö£õxÁõP, GÊzx¸ AÍÄ 32 (32 Points Font - size) 
AÀ»x AuØS AvP©õP C¸UP ÷Ásk®. A¨÷£õx £õºøÁ¯õÍµõÀ 

£hÂÀø»°À EÒÍ uPÁø»z öuÎÁõP¨ £iUP •i²®.

·	 GÊzx¨¤øÇ ©ØÖ® ö©õÈ¨ £¯ß£õk \›¯õP C¸zuÀ 

E¸ÁõUP¨£mh C»zvµÛ¯À&{PÌzxøPø¯¨ £» •øÓ PÁÚ©õP¨ 

£izx, GÊzx¨¤øÇ ©ØÖ® ö©õÈ¨ £¯ß£õk \›¯õÚuõ GßÖ £õº¨£x 

Pmhõ¯©õS®.

·	 £h[PÒ, ]zvµ[PÒ AÀ»x AmhÁønPÒ ©ØÖ® Áøµ£h[PøÍa            

	 ÷\ºzuÀ 

£h[PÒ, ]zvµ[PÒ, AmhÁønPÒ ©ØÖ® Áøµ£h[PÒ ÷£õßÓÁØøÓa 

÷\º¨£uõP C¸¢uõÀ, J¸ £hÂÀø»°À AvP£m\©õP Cµsk ©mk÷©  

÷\º¨£x ö£õ¸zu©õÚx. AvP GsoUøP°»õÚ £h[PÒ, ]zvµ[PÒ, 

AmhÁønPÒ ©ØÖ® Áøµ£h[PøÍa ÷\º¨£uõÀ, AÁØÔÀ EÒÍ 

ÂÁµ[PÒ öuÎÁØÖ¨ ÷£õP»õ®. 

·	 Ásn[PøÍ¨ £¯ß£kzxuÀ 

C»zvµÛ¯À&{PÌzxøPPÐUS¨ £¯ß£kzu¨£k® Ásn[PÐ® ªP 

•UQ¯©õÚøÁ. ]Ó¨¤zxU Põmh¨£h ÷Ási¯ Âå¯[PÐUS, uizu 

Ásn[PÒ, GÊzxUPøÍ uizx (Bold) ö\´Áx AÀ»x ÷ÁÖ GÊzx-

¸øÁ¨  (Font)  £¯ß£kzxÁx   ö£õ¸zu©õÚx.   £hÂÀø»   •ÊÁx® 

]Á¨¦  Ásnzøu¨  £µÁ»õP¨    £¯ß£kzxÁx   £õºøÁ¯õÍºPÐUSa 

]µ©zøu HØ£kzx® Gß£x öu›¢u Esø©. C¸¨¤Ý®, Á¼²Özu¨£h 

÷Ási¯ GÊzx, Gs AÀ»x SÔø¯a ]Á¨¦ ÁsnzvÀ £¯ß£kzxÁx 

ö£õ¸zu©õÚx. C¸¨¤Ý®, Ásn[PøÍ¨ £¯ß£kzx® ÷£õx, GÊzxU 

PÐUS® ¤ßÚoUS® £¯ß£kzu¨£k® Ásn[PÐUQøh÷¯¯õÚ 

Ásn •µs£õmiÀ (Contrast) PÁÚ® ö\¾zu ÷Ásk®.

♦	 Aø\ÅmhÀPÒ (Animation), £hÂÀø» ©õØÓ® (Transition) ©ØÖ® 

JÎ¨£h[PÒ Ãi÷¯õUPÒ (Animation and Videos) ÷£õßÓÁØøÓa                    

÷\º¨£uõP C¸¢uõÀ, J¸ £hÂÀø»°À (Slide) JßøÓ ©mk÷© ÷\º¨£x 

ªPÄ® ö£õ¸zu©õÚx. CÀø»ö¯ÛÀ, AÁØÖhß £¯ß£kzu¨£k® 

J¼PÒ P»¨£uõ¾®, £õºøÁ¯õÍ¸USU PÁÚa]uÓÀ HØ£kÁuõ¾® 

uøhPÒ HØ£h»õ®. £» £hÂÀø» ©õØÓ[PøÍ¨ £¯ß£kzxÁx®  

]UP»õÚx.
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·	 ÷|õUPzøu C»UPõPU öPõÒÁx 

£À¿hP GÔP¸Âø¯¨ £¯ß£kzx® ÷£õx, £õºøÁ¯õÍ›ß ÷|õUPzøu 

C»UPõPU öPõÒÁx ªP •UQ¯®. C»zvµÛ¯À&{PÌzxøP Gvº£õºUS® 

÷¯õ\øÚø¯z uõsi £õºøÁ¯õÍøµ ÷ÁÖ vø\USz v¸¨£õu ÁøP°À 

EÒÍhUP¨£h   ÷Ásk®.   CÀø»ö¯ÛÀ,   C»zvµÛ¯À & {PÌzxøP

£õºøÁ¯õÍøµU   SÇ¨£©øh¯a   ö\´²®.   Euõµn©õP,  C»zvµÛ¯À&

{PÌzxøP°À EÒÍ Aø\ÅmhÀPÒ (Animation) ÷uøÁ¯ØÓ •øÓ°À 

£¯ß£kzxÁuõÀ, £õºøÁ¯õÍº Aøu¨ £ØÔa ]¢vUP ÷|º¢uõÀ, \®£¢u¨ 

£mh ÷|õUPzøu Aøh¯ AÁ¸USz uøhPÒ HØ£k®.

·	 C»UP•øÓ ÁiÁ® ©ØÖ® öuÎÄzvÓß ÂQu® 

C»zvµÛ¯À&{PÌzxøP PoÛPÒ, ÷h¨ö»mkPÒ AÀ»x £À¿hP 

GÔP¸Â ‰»® £õºUPUTi¯ ÁøP°À u¯õ›UP¨£h ÷Ásk®, ÷©¾® 

Auß ¤›vÓß ÂQu•® (Resolution Ratio) Aø©UP¨£h ÷Ásk®.

·	 GÎvÀ £Qº¢xöPõÒÐ® vÓß 

ªßÚg\À, ÷©PU Poø© ©ØÖ® PØÓÀ ÷©»õsø© Aø©¨¦PÒ 

(Learning Management Systems) ‰»® C»zvµÛ¯À&{PÌzxøPPøÍ 

©ØÓÁºPÐhß ªP GÎuõP¨ £Qº¢xöPõÒÐ® vÓß EÒÍx.

 ö\¯Ø£õk

1.	 £À¿hP C»zvµÛ¯À {PÌzxøP°øÚz u¯õ›US®÷£õx 

AÁØÔß uµzxUS ÷©»vP©õP ÷©¾® AvÀ EÒÍh[P 

÷Ási¯ •UQ¯©õÚ Âh¯[PøÍ Bµõ´¢x £mi¯Ø 

£kzxP.

 

8.3  {PÌzxøP ö©ßö£õ¸Ò (Presentation Software)	
  

	 C»zvµÛ¯À&{PÌzxøP ö©ßö£õ¸Ò Gß£x, J¸ SÔ¨¤mh uø»¨¦ 

AÀ»x {PÌøÁa _ØÔ²ÒÍ uPÁÀPÎß öuõS¨ø£, ªPÄ® •øÓ¯õÚ ©ØÖ® 

JÊ[PõÚ •øÓ°À ©ØÓÁºPÐUS ÁÇ[P EuÄ® £À¿hP A®\[PøÍU 

öPõsh J¸ ]Ó¨¦ ÁøP¯õÚ PoÛ ö©ßö£õ¸øÍU SÔUQÓx.

¤µ£»©õÚ C»zvµÛ¯À&{PÌzxøP ö©ßö£õ¸ÒPÒ R÷Ç öPõkUP¨£m-

kÒÍÚ. C»zvµÛ¯À&{PÌzxøP ö©ßö£õ¸ÒPÒ C»Á\ ©ØÖ® vÓ¢u 

‰» ö©ßö£õ¸Ò (Free and Open source Software) ©ØÖ® E›ø©²øhø© 

ö©ßö£õ¸Ò (Proprietary Software & £n® öPõkzx¨ ö£ÓUTi¯ ö©ßö£õ¸Ò) 

GÚ¨ £» ÁøPPÍõP¨ ¤›UP¨£mkÒÍÚ.
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E[PÒ PoÛ°À A¾Á»P ö©ßö£õ¸Ò öuõS¨¦ (Office suite) {ÖÁ¨£h 

ÂÀø» GßÓõÀ, E[PÐUSz ÷uøÁ¯õÚ C»zvµÛ¯À&{PÌzxøPø¯ 

E¸ÁõUSÁx PiÚ©õP C¸US®. C¸¨¤Ý®, Cøn¯zøu¨ £¯ß£kzv, 

÷©Pa ÷\øÁPÎß (Cloud Services) EuÂ²hß E[PÒ £oø¯a ö\´x 

•i¨£uØPõÚ Á\vPÒ ÁÇ[P¨£mkÒÍÚ.

Euõµn©õP, MS Office-365, Powerpoint, Google Slides, Microsoft Sky Drive -  Pow-
erpoint BQ¯ÁØøÓ¨ £¯ß£kzv¨ £oø¯ •iUP •i²®. ÷©¾®, öuõhº 

¦øh¯ ÷Põ¨¦PøÍa ÷\ª¨£uØPõÚ (Save) Chzøu²® AøÁ ÁÇ[SQßÓÚ.

CøÁ uÂµ, uØ÷£õx ö\¯ØøP ~snÔÄ (Artificial Intelligence) ‰»® C»z-

vµÛ¯À&{PÌzxøPPøÍ E¸ÁõUSÁx® ö£õxÁõÚuõPU Põn¨£kQÓx. 

CuØPõP Gamma, Slides AI, Beautiful.ai ÷£õßÓ ö\¯ØøP ~snÔÄPøÍ¨ 

£¯ß£kzu»õ®.

ö©ßö£õ¸Îß ö£¯º EØ£zv {ÖÁÚ®
vÓ¢u ©ØÖ® C»Á\©õÚuõ? / 

£n® ö\¾zu ÷Ási¯uõ?

Apple Keynote Apple Inc. £n® ö\¾zu ÷Ási¯ 

ö©ßö£õ¸Ò	

Corel Presentation Corel Corporation £n® ö\¾zu ÷Ási¯ 

ö©ßö£õ¸Ò	

LibreOffice Impress Document Foundation C»Á\ ö©ßö£õ¸Ò	

Microsoft PowerPoint Microsoft Corporation £n® ö\¾zu ÷Ási¯ 

ö©ßö£õ¸Ò	

Open Office. org Impress Apache Corp. C»Á\ ö©ßö£õ¸Ò	

1.	 Cøn¯zvÀ E»õÂ, ÷ÁÖ {PÌzxøP ö©ßö£õ¸mPÎß                     

]Ó¨¤¯À¦PøÍU PshÔ¯Ä®.

2.	 C»zvµÛ¯À {PÌzxøPø¯ E¸ÁõUP¨ £¯ß£kzu¨£k® ]» 

ö\¯ØøP ~snÔÄ (AI) P¸ÂPøÍ¨ £iUPÄ®.

8.4 	 C»zvµÛ¯À & {PÌzxøP ö©ßö£õ¸Îß Ai¨£øh     

A®\[PÒ

	 A¾Á»P ö©ßö£õ¸Ò öuõSv JßÔ¾ÒÍ Microsoft PowerPoint ‰»•® 

LibreOffice öuõSv°¾ÒÍ Impress C»zvµÛ¯À {PÌzxøP ö©ßö£õ¸ÒPÒ 

‰»•® FhõPÄ® C»zvµÛ¯À {PÌzxøP JßøÓ GÆÁõÖ u¯õ›U  

P»õö©ÚU  R÷Ç Põmh¨£mkÒÍx.
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Microsoft Office PowerPointIz öuõh[SuÀ

MS PowerPoint 2019&I¨ ¤ßÁ¸® ÁÈ°À }[PÒ öuõh[P»õ®:

Start → All Programs → Microsoft Office → Microsoft Office PowerPoint 2019 (Cx 

C¯UP •øÓø©ø¯¨ ö£õÖzx ©õÖ£h»õ®).

E¸ 8'4'1  Microsoft PowerPoint  2019    Cß Cøh•P®

	 ÷©÷» Põmh¨£mkÒÍøÁ C»zvµÛ¯À&{PÌzxøP ö©ßö£õ¸Îß 

öuõhUPz vøµ°À EÒÍ ]» £miPÒ (menus)  ©ØÖ® P¸ÂPÒ BS®. CvÀ Põm-

h¨£mkÒÍ ö£¸®£õ»õÚ P¸ÂPÒ ø©U÷µõö\õ¨m ö\õÀ •øÓÁÈ¨£kzuÀ 

(ms word) ö©ßö£õ¸Î¾® Põn¨£kQßÓÚ.

2' uø»¨¦¨       

    £møh	

(Title Bar)

3' uzuÀPÒ    

(Tabs)

4' |õhõ      	

(Ribbon)

5' £hÂÀø»

   \õÍµ AkUS	
(Slide Pane)

6' £o°h¨      

    £µ¨¦          	   

(Workspace)

8' SÔ¨¦¨  

    \õÍµ AkUS     	

(Notes Pane)

10' Põm]uzuÀ            	

 (View Tab)

1' ÂøµÁõP ~øÇ²® 

P¸Â¨£møh    
(Quick Access )        	
 Tool Bar)

7' öPõÒ£o

    \õÍµ AkUS 	

(Task Pane)

9' {ø»ø©¨   

    £møh 	    
   (Status Bar)

11' E¸UPmk¨     

    £õmkU P¸Â 

     (Zoom Control)
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1.	 ÂøµÄ ~øÍÄU P¸Â¨ £møh (Quick access tool bar)

	 uø»¨¦¨ £møh°ß Chx ‰ø»°À Aø©¢xÒÍ C¢uU P¸Â¨ 

£møh°À EÒÍ PmhøÍPøÍ GÎuõPÄ® ÂøµÁõPÄ® AqP»õ®.     

AiUPi ÷uøÁ¨£k® PmhøÍPøÍ C¢uU P¸Â¨ £møh°À                                

÷\º¨£uØPõÚ Áõ´¨¦ ÁÇ[P¨£mkÒÍx. £møhUS Á»x¦ÓzvÀ EÒÍ 

RÌ÷|õUQ¯ A®¦ SÔ±k ‰»® ÷©¾® £» PmhøÍPøÍa ÷\ºUP»õ®. 

£¯Úº ÷uøÁ°ß Ai¨£øh°À ÂøµÄ AqPÀ P¸Â¨ £møhø¯ 

©õØÔ¯ø©UP»õ®.

2.	 uø»¨¦¨ £møh (Title bar): 
	 Cøh•Pzvß ÷©÷» Põmh¨£k® £mi Cx. Cx ö©ßö£õ¸Îß 

ö£¯øµ²®,   vÓ¢v¸US®     {PÌzxøP°ß ö£¯øµ²® PõmkQÓx. 

\õÍµzøua _¸US® ö£õzuõß (Minimize), ]Ô¯uõUSuÀ ©ØÖ® 

«mhø©US® ö£õzuõß (Maximize/Restore), \õÍµzøu ‰k® ö£õzuõß 

(Close) ÷£õßÓøÁ²® Á»x ‰ø»°À Aø©¢xÒÍÚ.

3.	 uzuÀ (Tabs)
	 ö©ßö£õ¸ÎÀ Põn¨£k® P¸Â¨ £mi C[÷P |õhõ (Ribbon) GßÖ 

AøÇUP¨£kQÓx. |õhõÂß ]Ó¨¦ A®\® GßÚöÁßÓõÀ, JÆöÁõ¸ 

£mi¯¾US® öuõhº¦øh¯ E¸¨£iPÒ £hÄ¸UPÍõP (Icons) CvÀ Põm-

h¨£kQßÓÚ. 

	 Euõµn®: Home PmhøÍ°À £» ¤›ÄPÒ EÒÍÚ. AÁØÔÀ J¸ ¤›ÁõP 

Font ¤›øÁU SÔ¨¤h»õ®. AvÀ GÊzxUPÐUPõÚ (Fonts) £» P¸ÂPÒ 

öuõSUP¨£mk Põmh¨£kQßÓÚ. £¯Ú›ß ÷uøÁU÷PØ£ (E¸ 8.4.2 ) C¢u 

|õhõ uÛ¨£¯ÚõUP Á\v²® EÒÍx.

4.	 |õhõ (Ribbon)

	 £mi¯»õÚx (Menu) £¯Ú¸US ªPÄ® GÎuõP C¸US® ÁøP°À 

Aø©UP¨£mkÒÍx. Auß ]Ó¨¦ A®\® GßÚöÁßÓõÀ, C[S JÆöÁõ¸ 

Âh¯zvØS® ÷uøÁ¯õÚ £hÄ¸UPÒ  (Icons) öuÎÁõP Põn¨£kÁ÷uõk  

÷©¾® AøÁ J¸ SÊ©©õP (Group) öuß£kQßÓÚ. Cx AÁØÔß 

£oø¯ GÎuõUSQÓx. ( E¸ 8.4.2)

E¸ 8'4'2 - Ribbon
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5.	 £hÂÀø» \õÍµ AkUS (Slide Pane)

	 C¢u \õÍµzvß Chx £UP ÷©À ‰ø»°À Aø©¢xÒÍx. C¢u                          

\õÍµzøuz ÷uº¢öukUS®÷£õx,  £hÂÀø»PÒ ]Ô¯ AÍÂÀ öu›²®. 

÷uøÁ¯õÚ     ]Ô¯ £hÂÀø» «x _miø¯ ö\õhUQÚõÀ \õÍµzvß 

|kÂÀ £hÂÀø» ö£›uõPU Põn¨£k®. A¨÷£õx A¢u £hÂÀø»°À 

E¸ÁõUSuÀ AÀ»x ©õØÓ® ö\´uÀ £oPøÍa ö\´¯ •i²®.

6.	 £o°h¨ £µ£µ¨¦ (Workspace)

	 C»zvµÛ¯À&{PÌzxøP CÆÂhzv¼¸÷u u¯õ›UP¨£kQßÓx.

7.	 öPõÒ£oa \õÍµ AkUS (Task pane)

 	 C»zvµÛ¯À&{PÌzxøPø¯ E¸ÁõUS® ÷£õx ]» Â¸¨£[PøÍz 

÷uº¢öuk¨£uØS C¢u \õÍµ® •UQ¯©õÚx. Euõµn©õP, Aø\Åm-

h[PøÍa (Animation) ö\¯À£kzx® ÷£õx C¢u \õÍµ® AÁ]¯©õQßÓx.

8.	 SÔ¨¦ \õÍµ AkUS (Notes Pane)
	 C»zvµÛ¯À&{PÌzxøP°ß öuõhº¦øh¯ £hÂÀø»USz ÷uøÁ¯õÚ 

SÔ¨ø£a ÷\ºUP Cøu¨ £¯ß£kzu»õ®. C¢u •øÓ°À ÷\ºUP¨£k® 

SÔ¨¦PÒ {PÌzxøP C¯[S® ÷£õx £õºøÁ¯õÍºPÎhª¸¢x 

ö£¸®£õ¾® ©øÓUP¨£kQßÓÚ.

9.	 {ø»ø©¨ £møh (Status bar)

	 C»zvµÛ¯À&{PÌzxøP°À EÒÍ £hÂÀø»PÎß GsoUøP, uØ÷£õx 

÷uº¢öukUP¨£mh £hÂÀø»°ß Gs, ÷uº¢öukUP¨£mh ö©õÈ‰»® 

÷£õßÓ ÂÁµ[PÒ CvÀ Põmh¨£kQßÓÚ.

10.	 Põm]z uzuÀ  (View Tab)

	 \õÍµzvÀ £hÂÀø»PÒ Põmh¨£k® •øÓø¯ C¢u Põm]¨ £mi°À  

EÒÍ  £hÄ¸   (Icon)   ‰»® ©õØÔU öPõÒÍ»õ®. AvÀ EÒÍ ]ßÚ[PÒ 

R÷Ç ÂÁ›UP¨£mkÒÍÚ. (E¸ 8.4.3 )

E¸ 8'4'3  Põm]z uzuÀ (View Tab)

 \õuõµn £õºøÁ 

(Normal View)
£hÂÀø»°ß Á›ø\¨ 

£kzuÀ £õºøÁ

(Slide Sorter View)

 •Êø©¯õÚ

£õºøÁ  (Slide Show)

Áõ]¨¦¨ £õºøÁ 

(Reading View)



280

*	 \õuõµn £õºøÁ  (Normal View): 
	 Cøh•P¨¤À E[PÐUSU QøhUS® Põm]z vøµ Cx. C¢u Põm]z 

vøµ°À C¸¢x E[PÒ {PÌzxøPø¯ E¸ÁõUP»õ®.

*	 £hÂÀø» Á›ø\¨kzuÀ £õºøÁ (Slide Sorter View): {PÌzxøP°À 

EÒÍ AøÚzx £hÂÀø»PøÍ²® ]Ô¯ AÍÂÀ PõmkQÓx. C¢u 

£hÂÀø»PÎß Á›ø\ø¯ «sk® Aø©UP ÷Ásk® GßÓõÀ 

AuØS Áõ´¨¦ QøhUS®. «sk® \õuõµnU Põm]z vøµUSa ö\À», 

öuõhº¦øh¯ £hÂÀø»°ß «x C¸•øÓ QÎU ö\´Áuß ‰»® •i²®.

*	 Áõ]¨¦U Põm] (Reading View): 
	 ÷uº¢öukUP¨£mh £hÂÀø» •Êzvøµ°À Põmh¨£kÁx ÷£õ»÷Á, 

C¢uU Põm] ‰»® Aøu¨ £õºUP •i²®. J¸ £hÂÀø»°À EÒÍ 

AøÚzøu²® CvÀ öuÎÁõP¨ £iUP •i²®. Cv¼¸¢x öÁÎ÷¯Ó Esc 
Âø\ø¯U QÎU ö\´¯»õ®.

*	 £hÂÀø»U Põm] (Slide Show): 
	 uØ÷£õx ÷uº¢öukUP¨£mh £hÂÀø»ø¯a   \õÍµ® •ÊÁx® £õºUP 

C¢u¨ £hÄ¸ ‰»® •i²®. J¸ C»zvµÛ¯À&{PÌzxøPø¯¨ 

£õºøÁ¯õÍ¸US ÁÇ[PÄ® C¢ua ]ßÚzøu¨ £¯ß£kzu»õ®. Tku»õP, 
F5 Âø\ø¯U QÎU ö\´Áuß ‰»•® {PÌzxøPø¯z öuõhUPzv¼¸¢x 

£õºUP»õ®.

11.	 E¸U Pmk¨£õmkU P¸Â (Zoom control): 
	 C»zvµÛ¯À & {PÌzxøPz vøµ°À EÒÍ EÒÍhUPzøu ö£›uõUQ²® 

]ÔuõUQ²® £õºUP C¢u ~m£® £¯ß£kzu¨£kQÓx

  8.5  LibreOffice Impress  CøÚ Bµ®¤zuÀ

	 ¤ßÁ¸® PmhøÍ ‰»® LibreOffice 4.1 C»zvµÛ¯À& {PÌzxøP 

ö©ßö£õ¸øÍ }[PÒ vÓUP»õ®:

Start → All Programs → LibreOffice 4.1 → LibreOffice Impress (Cx £oaö\¯À 

•øÓø©ø¯¨ ö£õÖzx ©õÖ£h»õ®.)

 

E¸ 8.5.1 CÀ LibreOffice Impress Cøh•Pzvß Áøµ£h® Põmh¨£mkÒÍx.
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2'  £mi¯Ø    	

     £møh 	

  (Menu Bar)

5' £o°h¨

£µ¨¦ (Work Space)

6' öPõÒ£o    

    \õÍµ  AkUS  

    (Tasks Pane)

 E¸ 8.5.1  - LibreOffice 4.1  Impress Cøh•P®

4' £hÂÀø» \õÍµ 

 AkUS (Slide Pane)

1' uø»¨¦¨ £møh	

     (Title Bar)

7' ÁøµuÀ P¸Â¨ 

£møh (Drawing Tool 
Bar)

8' {ø»ø©¨

   £møh	

   (Status Bar)

9' E¸UPmk¨

£õmkU P¸Â 

(Zoom Control)

3' {¯©U P¸Â¨£møh

    (Standard Tool Bar)

													                         

÷©÷» EÒÍ £hzvÀ Põmh¨£mkÒÍøÁ  LibreOffice ö©ßö£õ¸Ò öuõS¨¤ß 

Cøh•Pzvß Áøµ£h©õS®. CvÀ Põmh¨£mkÒÍ ö£¸®£õ»õÚ P¸ÂPÒ 

LibreOffice Word Processing ö©ßö£õ¸Î¾® Põn¨£kQßÓÚ.

1.	 uø»¨¦¨ £møh (Title bar): 

	 Cx öuõhUP \õÍµzvß ÷©÷» Põmh¨£k® £møh. Cx ö©ßö£õ¸Îß 

ö£¯øµ²®, vÓ¢v¸US® {PÌzxøP°ß ö£¯øµ²® PõmkQÓx. Azx-

hß, \õÍµzøua _¸US® ö£õzuõß (Minimize), ]Ô¯uõUSuÀ ©ØÖ® 

«mhø©US® ö£õzuõß (Maximize / Restore), vøµø¯ ‰k® ö£õzuõß 

(Close) ÷£õßÓøÁ²® Á»x ÷©À ‰ø»°À Aø©¢xÒÍÚ.

2.	 £mi¯Ø £møh (Menu Bar): 

	 C»zvµÛ¯À&{PÌzxøPø¯ E¸ÁõUPz ÷uøÁ¯õÚ AøÚzxU Pm-

høÍPøÍ²® Cuß ‰»® ö£ØÖUöPõÒÍ»õ®.

3.	 {¯©U P¸Â¨ £møh (Standard Tool Bar): 

	 PmhøÍ¨ £møh°À EÒÍ PmhøÍPøÍ¨ C»SÁõP £¯ß£kzx® 

£hÄ¸UPÒ (Icons) CvÀ EÒÍhUP¨£mkÒÍÚ.
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4.	 £hÂÀø» \õÍµ® (Slide Pane): 

	 öuõhUPz vøµ°ß Chx £UPzvÀ Aø©¢xÒÍx C¢u £møh. C¢u¨ 

£møh ÷uº¢öukUP¨£mhõÀ £hÂÀø»PøÍa ]Ô¯ AÍÂÀ £õºUP 

•i²®. ÷uøÁ¯õÚ ]Ô¯ £hÂÀø»°ß «x _miø¯a ö\õkUQÚõÀ, 

\õÍµzvß |kÂÀ öuõhº¦øh¯ £hÂÀø» ö£›uõPU Põn¨£k®. 

A¨÷£õx A¢u £hÂÀø»°À v¸zu[PÒ AÀ»x E¸ÁõUSuÀ £oPøÍa 

ö\´¯ •i²®.

5.	 £o°øh¨£µ¨¦ (Workspace): 

	 C»zvµÛ¯À& {PÌzxøPø¯ E¸ÁõUSÁx C[Q¸¢x ö\´¯¨£kQÓx.

6.	 öPõÒ£oa \õÍµ AkUS (Tasks Pane): 

	 öPõÒ£oa \õÍµ   AkUS I¢x ¤›ÄPøÍU öPõskÒÍx. CÆ I¢x 

¤›ÄPÐ® öuõhUPz vøµ°À J÷µ ÷|µzvÀ Põm]¨£kzu¨£kÁvÀø»; 

AÁØøÓz vÓUPz öuõhº¦øh¯ Áõºzøu°ß «x ö\õkUP ÷Ásk®.

♦	•ußø© £UP[PÒ (Master Pages): 

Cuß ‰»® {PÌzxøP ©ØÖ® Auß ÁiÁ[PøÍ 

(Style) Aø©UP •i²®. ö©ß ö£õ¸Ò ‰»® 

HØPÚ÷Á E¸ÁõUQ¯ ]» £hÂÀø»PÐ® 

(Slide Master) CvÀ EÒÍÚ.

♦	uÍU÷Põ»® (Layouts): 

•ß÷£ u¯õ›UP¨£mh £hÂÀø» uÍÁø©¨ 

¦PÒ (Layouts) ö©ßö£õ¸ÐUSÒ ÷\ªUP¨£m-

kÒÍÚ. ÷uøÁ¯õÚ uÍÁø©¨¦PøÍz ÷uº¢ 

öukUPÄ® AÀ»x ÷©®£kzv¨ £¯ß£kzuÄ® 

Cx AÝ©vUQÓx.

♦	AmhÁøn ÁiÁø©¨¦ (Table Design): 

AmhÁønPøÍz u¯õ›¨£uØS›¯ ÁiÁø©¨ 

¦UPøÍ¨ ö£ØÖUöPõÒÍ»õ®. Azxhß ÷uøÁ 

¯õÚ÷£õx ©õØÔ¯ø©UP •i²®.

♦	uÛ¨£¯ß Aø\Åmh[PÒ (Custom Animation): 

	 £hÂÀø»°ÝÒ EÒÍ £À÷ÁÖ Á\Ú[PÒ, 

E¸ 8.5.2 öPõÒ£o \õÍµ 

AkUS   (Tasks Pane)
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]zvµ[PÒ, Põm]PÒ ÷£õßÓÁØÔØPõP¨ £» Aø\ÄPÒ ©ØÖ® 

AÛ÷©åßPÒ ÷\ºUP¨£mkÒÍÚ. ÷uøÁ¯õÚ AÛ÷©åßPøÍa  ÷\ºUP 

Ä® ©õØÓÄ® AÀ»x }UPÄ® •i²®.

♦	 £hÂÀø» ©õØÓ® (Slide Transition): 

	 J¸ Põm] £hÂÀø»°À C¸¢x ©ØöÓõ¸ Põm] £hÂÀø»US 

©õÖÁuØS £À÷ÁÖ ÁÈPÎÀ Aø©UP»õ®. CuØPõPz ÷uøÁ¯õÚ 

Â¸¨£[PøÍz ÷uº¢öukUS® Áõ´¨¦ ÁÇ[P¨£mkÒÍx. ÷ÁP®, J¼, 

uõÛ¯[Q £hÂÀø»PÎß ußÛaø\¯õÚ ©õØÓ® ÷£õßÓÁØøÓ CvÀ 

Aø©UP»õ®.

7.	 ÁøµuÀ P¸Â¨ £mhøh (Drawing Tool Bar): 

	 {PÌzxøP°À £À÷ÁÖ ÁøµuÀ £oPÐUSz ÷uøÁ¯õÚ P¸ÂPøÍ 

Cuß ‰»® ö£Ó»õ®.

8.	 {ø»ø©¨ £møh (Status bar): 

	 {PÌzxøP°À u¯õ›UP¨£mh £hÂÀø»PÎß GsoUøP, uØ÷£õx 

÷uº¢öukUP¨£mh £hÂÀø»°ß Gs, ÷uº¢öukUP¨£mh ö©õÈ 

÷£õßÓ ÂÁµ[PÒ CvÀ Põmh¨£kQßÓÚ.

E¸ 8.5.3  {ø»ø©¨ £møh (Status Bar)

9.	 E¸UPmk¨£õmkU P¸Â (Zoom control): 

	 C»zvµÛ¯À&{PÌzxøPz vøµ°À EÒÍ EÒÍhUPzøu ö£›uõUQ¨ 

£õºUP C¢u ~m£® £¯ß£kzu¨£kQÓx.
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Microsoft Office Presentation CÀ                               
£hÂÀø» AÍÂøÚ (Slide Size) JÊ[Pø©zuÀ

C»zvµÛ¯À {PÌzxøP°ß÷£õx £hÂÀø»°ß AÍÄ 

(Slide Size) ÷uøÁU÷PØ£ JÊ[Pø©UP¨£k®. ÷©¾® £h 

ÂÀø»°ß ÁøP, }Í®, AP»®, AÍÄ, ÷£õUS (Orienta-
tion) ÷£õßÓÚ Cuß ‰»® JÊ[Pø©UP¨£kQßÓÚ.

•	 Design  → Page Setup (£UP Aø©Ä)

E¸ 8.5.4  MS PowerPoint ö©ßö£õ¸Îß £UP Aø©Ä

LibreOffice Impress CÀ

£hÂÀø» AÍÂøÚ (Slide Size) JÊ[Pø©zuÀ. 

C»zvµÛ¯À {PÌzxøP°ß £hÂÀø»°ß AÍÂøÚz  

÷uøÁU÷PØ£ ©õØÔ  Aø©UP  •i²®.  ÷©¾®  £hÂÀø»°ß  

ÁøP, }Í®, AP»®, AÍÄ, ÷£õUS (Orientation) ÷£õßÓÚ 

Cuß ‰»® JÊ[Pø©UP¨£kQßÓÚ.

	
E¸ 8.5.5  & LibreOffice Impress ö©ßö£õ¸Îß £UP Aø©Ä

£hÂÀø» uÍU÷Põ»® ©ØÖ® £hÂÀø» AÍÄ (Slide Layouts and Slides Size)

	 PoÛz vøµUS HØÓÁõÖ £hÂÀø» uÍU÷Põ»® ©ØÖ® £hÂÀø» 

AÍÄ (Slide Layouts and Slides Size) ÷uº¢öukUP¨£h ÷Ásk®. \õuõµn® 

(Standard) (4:3) ©ØÖ® AP»z vøµ (Wide-Screen) (16:9) BQ¯ AÍÄPÎÀ 

C¸¢x ö£õ¸zu©õÚøuz ÷uº¢öukUP •i²®. MS Office ©ØÖ® LibreOffice 
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BQ¯ÁØÖUS Cøh÷¯ u¯õº¨£kzx® (Aø©US®) ÷£õx ]» ÷ÁÖ£õkPÒ 

EÒÍÚ.

Microsoft Office Presentation  CÀ

●	 Home → New Slide AÀ»x Lay-
out → Office Theme, Cuß÷£õx 

QøhUS® Office Theme \õÍµz-

vß J¸ vøµÁiÁzvøÚ E¸ 

(Figure 8.5.6) PõmkQßÓx

●	 {PÌzxøPUS ÷uøÁ¯õÚ £» 

uÍU÷Põ»[PøÍ Cuß ‰»® 

÷uº¢öukUP»õ®. ÷ÁÖ ÷©»vP 

uÍU÷Põ»[PøÍ ö£ØÖUöPõÒÍ 

Slides From Outside £mi°ß ‰»® 

ö\¯Ø£kzu»õ®.

●	 Reuse Slide PmhøÍø¯¨ £¯ß 

£kzv •ßÚº E¸ÁõUP¨£mh 

Põm]PøÍ {PÌzxøPUSÒ   Em 

¦Szu •i²®.

E¸ 8.5.6
Office Theme

LibreOffice Impress  CÀ

●	 Format → Slide → Layout
	 Cuß ÷£õx QøhUPö£Ö®  

ö\¯Ø£õmka \õÍµzvß ‰»® 

Põm] \mhP ©õv› AÀ»x uÍU 

÷Põ»[PøÍ Auß «x _miø¯a 

ö\õkUSÁuß ‰»® ÷uº¢öukU 

P»õ®. A÷u÷£õßÖ {PÌzxøPUSz 

÷uøÁ¯õÚ {PÌzxøPUS›¯ £h 

ÂÀø» ©õv›øPPÒ   ]»ÁØøÓ 

Cuß‰»® ÷uº¢öukUP •i²®.

●	 Format  → Slide Layout  → Mas-
ter Pages, C[S ö©ßö£õ¸Ò ‰» 

©õP £» •ß ÁiÁø©UP¨£mh 

uÍU÷Põ»[PÎÀ C¸¢x ÷uºÄ 

ö\´¯ E[PøÍ AÝ©vUQÓx. AøÁ 

PÁºa]Pµ©õP ÁiÁø©UP¨£m-

kÒÍÚ. 

	 	         

E¸ 8.5.7  - Slide Layouts

	 C»zvµÛ¯À {PÌzxøP JßÔøÚz u¯õ›UPöÁÚ Aø©UP¨£mh 

Bµ®£¨ £hÂÀø» uÍU÷Põ»zvØS (Slide Layout) uø»¨ö£õßøÓ ÁÇ[ 

SÁuØSz uÍU÷Põ»® JßøÓz ÷uº¢öukUSP. CuØöPÚ Title slide GÝ® 

uÍU÷Põ»zøuz ÷uº¢öuk¨÷£õ®. CÛ E[PÍx  C»zvµÛ¯À {PÌzx-

øPUPõÚ uø»¨ø£²® E£uø»¨ø£²® umha_a ö\´P. (E¸ 8.5.8 I¨ 

£õºUP).
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E¸  8.5.8 - uø»¨¦¨ £hÂÀø» (Title Slide)

Microsoft Office Presentation  LibreOffice Impress

AuØPõÚ ö£¯º JßøÓ 

ÁÇ[S÷Áõ®.

C»zvµÛ¯À {PÌzxøP 

JßøÓz u¯õ›¨÷£õ®.

uØ÷£õx  RÌÁ¸® ö\¯Ø£õmøh ÷©ØöPõÒP.

Microsoft Office Presentation  CÀ

·	 Home → New Slide AÀ»x Layout 
Office Theme Iz öu›Ä ö\´P. ÷©¾® 

J¸ ¦v¯ uÍU÷Põ»zøu Em¦SzxP.

·	 £mi¯Ø £møh°¾ÒÍ Slide  show 
from  beginning    Ia   ö\õhUPÄ®.  Ca                                                 

\¢uº¨£zvÀ   {PÌzxøP  •Êzvøµ                                   

°¾®  öu›¯Á¸®. F5  \õÂø¯ AÊz 

xÁuß ‰»•® CuøÚ¨ ö£ØÖU 

öPõÒÍ •i²®. {PÌzxøP°øÚ 

Ca\¢uº¨£zvÀ   AÁuõÛUP»õ®.  

«sk®  _miø¯a ö\õhUQ Bµ®£z 

vøµUS ÁµÄ®. 

LibreOffice Impress  CÀ

· 	 Format →  Slide Layout… → (QøhUP¨ 

ö£Ö® ö\¯Ø£õmk \õÍµzvÞhõP)  
÷©¾® J¸ uÍU÷Põ»zvøÚ AÀ 

»x Office Theme JßøÓz  öu›¢x 

öPõÒÍÄ®. 
· 	 £mi¯Ø £møh°¾ÒÍ  View → Start 

from first slide Ia  ö\õhUPÄ®.  Ca 

\¢uº¨£zvÀ {PÌzxøP •Êzvøµ 

°¾® öu›¯Á¸®. F5 \õÂø¯ AÊz 

xÁuß ‰»•® CuøÚ¨ ö£ØÖU 

öPõÒÍ •i²®. {PÌzxøP°øÚ 

Ca\¢uº¨£zvÀ AÁuõÛUP»õ®. 

«sk® _miø¯a ö\õhUQ Bµ®£z 

vøµUS ÁµÄ®. 

C»zvµÛ¯À {PÌzxøP°øÚ ÷\ªzuÀ  (Saving)

File  Save as  Folder Name  File Name (÷PõøÁUS (File) ö£¯º JßøÓz 

umha_ ö\´P)  Save (Cuß ‰»® E[PÍx C»zvµÛ¯À {PÌzxøP°øÚ 

PoÛ°ÝÒ {ø»¯õPa  ÷\ªzxU öPõÒÍÄ® ÷uøÁ÷¯Ø£k®÷£õx «sk® 

AuøÚz vÓ¢x öPõÒÍÄ® •i²®).
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  LibreOffice Impress  CÀ

•	 File → Save as → My Documents → File 
Folder → File Name   (File  Cß ö£¯øµ 

umha_ ö\´P) → Save (A¨÷£õx 

PoÛ°ÝÒ   {µ¢uµ©õP ÷\ªUP 

•i²®)

Microsoft Office Presentation  CÀ

•	 File → Save as → My Documents 
→ File Name (File Cß ö£¯øµ 

umha_a ö\´P) → Save (A¨÷£õx 

PoÛ°ÝÒ {µ¢uµ©õPa ÷\ªUP 

•i²®).

*   u¯õ›zu {PÌzxøP°øÚ «Íz vÓzuÀ (Open an Existing Presentation) 

LibreOffice Impress  CÀ

•	 Start →All Programs → LibreOffice 
4.1 → LibreOffice Impress → File → 
Open

	 ÷\ªzu (Save) {PÌzxøP°ß ö£¯ 

øµU SÔ¨¤mk «Íz vÓ¢x (Open) 
öPõÒP.

Microsoft Office Presentation  CÀ

•	 Start →All Programs → Microsoft 
Office → Microsoft Office PowerPoint 
2010→ File → Open

	 ÷\ªzu  (Save) {PÌzxøP°ß 

	 ö£¯øµU SÔ¨¤mk «Íz vÓ¢x 

	 (Open) öPõÒP. 

*	 £hÂÀø»°ß ¤ßÚo (Slide Background)

	 }[PÒ u¯õ›zu C»zvµÛ¯À {PÌzxøPUSz ÷uøÁ¯õÚ £hÂÀø» 

¤ßÚoø¯ (Slide Background) Aø©¨£uØS ö©ßö£õ¸ÎÀ Á\vPÒ 

Esk. £À÷ÁÖ {Ó[PÒ, £h[PÒ,   ]zvµ[PÒ ©ØÖ® Aø©¨¦UPøÍ 

Em¦SzuUTi¯ Á\vPÐ®  Põn¨£kQßÓÚ.

 Microsoft Office Presentation  CÀ

·	Design→ Background Styles
·	Background Styles CÀ EÒÍ ÁiÁ[PøÍ 

£hÂÀø»°ß ¤ßÚo¯õP Aø©zxU 

öPõÒÍ •i²®. (E¸ 8.5.9 I AÁuõÛUP).

 E¸ 8.5.9 ¤ßÚo¨ £õ[SPÒ (Background Styles)

·	 Background→ Format Background 
(Cuß ‰»® £À÷ÁÖ {Ó[PÒ, £h[PÒ 

AÀ»x ]zvµ[PÒ ©ØÖ® Aø©¨¦UPøÍ 

Em¦SzvU öPõÒÍ•i²®).

 LibreOffice Impress  CÀ

· Format →  Page → Background Gß£uß 

‰»® ¤ßÚoUS {Ó® AÀ»x ]Ó¢u

	 Pmhø©¨ø£ Aø©zxU öPõÒÍ •i 

²®. (E¸ 8.5.10 I AÁuõÛUP).

E¸ 8..5.10 ¤ßÚo {Ó[PÒ

(Background colours)
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C»zvµÛ¯À {PÌzxøP £hÂÀø»US  GÊzxUPøÍ  ÷\ºzuÀ (Adding Text)

LibreOffice Impress  CÀ

* £hÂÀø»°ÝÒ Click to Add Title 
GÝ® ö£¯›¾ÒÍ Ch® (Place 
holder) GÚ AøÇUP¨£kQßÓx. 

CÆ Âhzvß   «x _miø¯a  

ö\õhUQz ÷uøÁ¯õÚ ö\õØ 

PøÍ umha_ ö\´¯»õ®.

* (Place holder)  CÀ»õu ChzvÀ  

umha_  ö\´uÀ.

	 View → Tool Bars → Drawing (Cuß 

‰»® \õÍµzvÝÒ ÁøµuÀ 

E£Pµn¨ £Svø¯¨ ö£ØÖU 

öPõÒÍ •i²®). A[SÒÍ Tool Tip 
PmhøÍ ‰»® QøhUP¨ö£Ö® 

£õh¨ ö£mi (Text box) «x                              

ö\õhUQ £hÂÀø»°ß E›¯ 

Chzvß «x CÊUPÄ® (Drag) 
Cuß ‰»® QøhUS® £õh¨ 

ö£mi°À    ÷uøÁ¯õÚ     ö\õØ                                                                                 

PøÍ umha_a ö\´¯»õ®. 

  LibreOffice	 Writer CÀ }[PÒ 

AÔ¢x öPõsh GÊzxUPøÍ 

CvÀ ¤µ÷¯õQUP»õ®.

Microsoft Office Presentation   CÀ

*	 £hÂÀø»°ÝÒ Click to Add 
Title GÝ® ö£¯›À EÒÍ 

Ch®  Place holder GÝ® ö£¯ 

›À AøÇUP¨£kQßÓx. Auß

     «x _miø¯a ö\õhUSÁuß 

‰»® umha_a ö\´¯»õ®.

	 Place holder CÀ»õu ChzvÀ 

umha_a ö\´uÀ.

*	 Insert → Text box, £õh¨ö£mi 

(Text box) PmhøÍø¯a ö\õhU 

QÚõÀ öuß£k® Põm]a                                                                 

\mhzvøÚ E›¯ Chzvß 

«x CÊUPÄ® (Drag). ¤ßÚº 

÷uøÁ¯õÚ £¢vø¯ umha_a 

ö\´¯Ä®. MS Word CÀ                                                        

}[PÒ AÔ¢xUöPõsh GÊz 

x¸UPøÍ CvÀ ¤µ÷¯õQU 

P»õ®.

£hÂÀø»°ÝÒ E¸UPøÍ Em¦SzuÀ (Insert Object) 

GÊzxUPøÍz umha_a ö\´¯ •ßÚº AÀ»x ¤ßÚº E¸UPøÍ (Object) 
Em¦Szu •i²®. AÁØÔÀ ]» ¤ßÁ¸©õÖ

♦ 	 E¸UPÒ/ÁiÁ[PÒ (Shapes / Objects)
♦ 	 B¯zu¨ £h® (Clip Art)
♦ 	 £h[PÒ (Pictures)
♦ 	 `miøP¨ £h® (Smart Art)
♦ 	 ÂÍUP¨£h[PÒ (Charts)
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E¸UPÒ / ÁiÁ[PøÍ  Em¦SzuÀ (Shapes / Objects)

Microsoft Office Presentation  CÀ

Insert →   (Illustration) - Shapes.     C[S

ÁiÁ[PøÍz öu›¢öukzx  ö£Ó¨£k® 

£mi¯À ‰»® ÷uøÁ¯õÚ A»[Põµ[ 

PøÍ öu›¢x AÁØÔß «x _miø¯a                                                

ö\õhUQ Põm]a \mhPzvß E›¯ 

ChzxUS  CÊzxU öPõÒÍÄ® (Drag). 
Auß ¤ßÚº AuøÚa _ØÔ²ÒÍ ]Ô¯                                                                           

\xµzvÝÒ _miø¯a ö\õhUQ CÊ¨ 

£uß ‰»® ÷£õv¯ÍÂØS ö£›uõUQ 

AÀ»x ]ÔuõUQU öPõÒÍ»õ®. (E¸ 

8.5.11 I £õºUP).

E¸ 8.5.11 _mi°ÚõÀ ÷uøÁ¯õÚ 

AÍÂøÚ Aø©zuÀ

LibreOffice Impress  CÀ

View → Tool bars → Drawing - (\õÍµz-

vÝÒ ÁøµuÀ E£Pµnzøu ö£ØÖU 

öPõÒÍ •i²®). A[SÒÍ Tool Tip 

‰»® ÷uøÁ¯õÚ A»[Põµ[PÒ «x 

ö\õhUQ E›¯ ChzxUS CÊUPÄ® 

(Drag) Auß  ¤ß AuøÚa _ØÔ²ÒÍ 

]Ô¯ \xµzvÝÒ _miø¯a ö\õhUQ 

CÊ¨£uß ‰»® ÷£õv¯ AÍÂØS¨ 

ö£›uõUQ AÀ»x ]ÔuõUQU 

öPõÒÍ»õ® (E¸ 8.5.12 I £õºUP).

E¸ 8.5.12 _mi°ÚõÀ ÷uøÁ¯õÚ 

AÍÂøÚ Aø©zuÀ

 ÁiÁ[PÍx {Ó[PøÍ ©õØÖuÀ (Changing the colour of Shapes / Objects)

	 £À÷ÁÖ ÁøP¯õÚ ÁiÁ[PøÍ²® E¸UPøÍ²® C»zvµÛ¯À     

{PÌzxøP £hÂÀø»°ÝÒ Em¦Szv ÷uøÁ¯õÚ ©õv›PøÍ AÀ»x 

GÊzx E¸Á[PøÍ Aø©zxU öPõÒÍ •i²®. CuØöPÚ¨ ¤ßÁ¸® 

£i•øÓ°øÚU øP¯õÍ»õ®.

Microsoft Office Presentation  CÀ

	² E›¯ ÁiÁzvß «x _miø¯ øÁzx 

Á»¨£UP ö£õzuõøÚa ö\õhUPÄ®.    

Auß ‰»® ö£Ó¨£k® Format Shapes 
-ö\õÀ»õhØ ö£mi°¾ÒÍ ©õØÕk-

PøÍ¨ £¯ß£kzv ö£õ¸zu©õÚ 

{Ó[PÒ, £h[PÒ, A»[Põµ[PøÍa 

÷\ºzxU öPõÒÍ»õ®.

LibreOffice Impress  CÀ

	² View → Tool bars → Line and filling 
GÝ® \õÍµzvÝÒ Line and Fillings 
P¸Âø¯ ö£Ó •i²®. ÷uøÁ¯õÚ 

{Ó[PøÍz ÷uº¢öukzx ÷©÷» 

EÒÍ P¸Â¨ £mi°À  EÒÍ  Tool 
Tip FhõP Area style / Filling I 

÷uº¢öukzx {Ó[PøÍ¨ ö£ØÖU 

öPõÒÍ»õ®.
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♦	 £hÂÀø»°À B¯zu¨ £hzvøÚ (Clip Art) Em¦SzuÀ (Inserting  Clip Art / 
Gallery theme) 

	 ö©ßö£õ¸Ò FhõP E¸ÁõUP¨£mh £À÷ÁÖ •ß B¯zu¨ £h[PøÍ 

÷uº¢öukzx C»zvµÛ¯À {PÌzxøP°ÝÒ Em¦Szu •i²®. CuØöPÚ 

¤ßÁ¸® £i•øÓPøÍU øP¯õÍ»õ®.

Microsoft Office Presentation  CÀ

*	 Insert → Clip Art (Cuß ‰»® ö£Ó¨ 

£k® \õÍµzvÀ Search for CÀ ö£õ¸z 

u©õÚ Clip Art ÁøP°ß ö£¯øµz 

umha_ ö\´P. ¤ßÚº QøhUP¨ 

ö£Ö® Clip Art «x ö\õhUSP). ¤ßÚº  

AuøÚa `ÇÄÒÍ ]Ô¯ \xµzvß «x 

_miø¯a  ö\õhUQ   CÊzxa   (Drag) 
	 ö\ÀÁuß ‰»® ÷uøÁ¯õÚ AÍÄUSa 

ö£›uõUQ÷¯õ AÀ»x ]ÔuõUQ÷¯õ 

öPõÒÍ»õ®.

    LibreOffice Impress  CÀ

*	 Drawing Tool bar → Gallery AÀ»x 

Tools → Gallery 

*	 C¢{ø»°À QøhUP¨ö£Ö® 

Gallery \õÍµzvÀ C¸¢x New 
Theme  C¾ÒÍ   EøÓ°À (Fold-
er) Põn¨£k® •ß B¯zuzvøÚ 

(Clip Art Folder) vÓ¢x ö£õ¸zu©õÚ 

JßøÓz ÷uº¢öukzx £ozuõ 

ÐUS CÊzx ö\ÀP (Drag). ¤ßÚº  

AuøÚa  `ÇÄÒÍ  ]Ô¯   xµzvß

      «x _miø¯a     ö\õhUQ  CÊzxa 

ö\ÀÁuß ‰»® ÷uøÁ¯õÚ AÍ 

ÂøÚU ö£›uõUQ AÀ»x ]Ô 

uõUQU öPõÒÍ»õ®.

£h[PøÍ Em¦SzuÀ (Inserting Pictures) 

PoÛ°ß ‰»® AÀ»x ÷ÁÖ ÁÈPÎÀ C¸¢x ö£ØÖUöPõÒÍ¨£mh 

£À÷ÁÖ £h[PøÍ  C»zvµÛ¯À {PÌzxøP JßÔÝÒ Em¦Szu •i²®.

Microsoft Office Presentation  CÀ

*	 Insert → Picture (QøhUP¨ ö£Ö®                 

\õÍµzøu¨ £¯ß£kzv¨ ö£õ¸zu©õÚ 

£hzvøÚ Em¦SzxP).

*	 •ßÚøµ¨ ÷£õßÖ AuøÚa `Ç 

ÄÒÍ ]Ô¯ \xµzvß «x _miø¯a 

ö\õhUQ CÊzxa ö\ÀÁuß ‰»® 

ö£õ¸zu©õÚ AÍøÁU TmiU 

SøÓzxU  öPõÒÍ»õ®.

LibreOffice Impress  CÀ

*	 P¸Â¨ £møh°¾ÒÍ Insert →  
	 Picture → From File   (QøhUP¨ö£Ö®

	 \õÍµzøu¨ £¯ß£kzv¨ ö£õ¸zu 

©õÚ £hzvøÚ Em¦SzxP).

*	 Insert →  Picture →  Photo Album 
	 (QøhUP¨ö£Ö® \õÍµzvÝÒ Add But-

ton Ia ö\õhUQ £hzvøÚ¨ ö£ØÖU 

öPõÒP.  Insert Slide   ö£õzuõøÚ 

      ö\õhUQ £hzvøÚ Em¦SzxP).
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 ö\¯Ø£õk

1.	 }[PÒ HØPÚ÷Á u¯õ›zu My first presentation GÝ® ö£¯›À 

PoÛ°ÝÒ ÷\ªzu C»zvµÛ¯À {PÌzxøP°øÚz 

vÓ¢x (Open) öPõÒP.

2.	 ¦v¯ uÍU÷Põ»® JßøÓ Em¦Szv, ö£õ¸zu©õÚ •ß 

B¯zu¨ £hzvøÚ  ©ØÖ® £hzvøÚ  Em¦SzxP. 

3.	 A¢u   {PÌzxøPUS¨ ö£õ¸zu©õÚ ÷©¾ö©õ¸ uÍU÷Põ»zøu  

Em¦Szv AuØS¨ ö£õ¸zu©õÚ J¼²¸UPøÍ²® (Audio Clip) 
JÎ²¸UPøÍ²® (Video Clip) Em¦SzxP.	

*	 J¸ £hÂÀø»°À C¸¢x CßöÚõ¸ £hÂÀø»US ©õÖ® Põm]PøÍ 

Em¦SzuÀ (Inserting Slide Transition Effects) 

Microsoft Office Presentation  CÀ

*	 Transition (Transition to this Slide) CÀ 

EÒÍ ö£õ¸zu©õÚ A»[Põµzøuz 

÷uº¢öukzx¨ £hÂÀø»US¨ 

ö£õ¸zu©õÚ Aø\Åmh[PøÍ 

Em¦SzvU PÁºa]¨£kzxP.

*	 Transition → Transition to this Slide → 
Effect Options -‰»® £» uµ¨£mh 

ÁiÁ[PøÍ²øh¯ Aø\Åmh[ 

PÎß ö\¯Ø£õmiøÚ AÔ¢x 

öPõÒÐ[PÒ.

*	 Transition → Sound -‰»® ÷uº¢öukzu 

A»[PõµzxUS J¼²¸ÂøÚ (Sound 
Clip) Em¦SzxP.

*	 Transition → Sound → Apply to All 
Slides ‰»®- -÷uº¢öukzu   J¼ 

²¸ÂøÚ {PÌzxøP°ß \P»£h 

ÂÀø»PÐUS® Em¦SzxP.

LibreOffice Impress  CÀ

*	 Format → Slide layout → Or  (Tasks 
pane)    →   Slide Transition   CØSa 

ö\ÀP.                      

*	 Apply to Selected Slide (ö£õ¸zu©õÚ 

A»[Põµzøuz ÷uº¢öukUP).

*	 Modify  Transition → Speed ‰»® 

÷uº¢öukzu A»[Põµzvß ÷ÁP 

zøu ©õØÖP.

*	 Modify Transition → Sound ‰»® 

÷uº¢öukzu A»[PõµzxUS ö£õ¸

	 zu©õÚ J¼²¸ÂøÚ Em¦SzxP. 

*	 Modify Transition → Advanced Slide 
→ on Mouse Click / Automatically                                  
After. ÷uº¢öukzu A»[Põµzvß 

«x _miø¯a ö\õhUSÁuß 

‰»©õ AÀ»x _¯©õPÁõ C¯[Pa 

ö\´Áx GÚz wº©õÛUP.

*	 Modify Transition → Apply to All Slides. 
Põm]°ß \P» £hÂÀø»PÐUS® 

÷uº¢öukzu A»[Põµ[PøÍ Em 

¦Szu ÷Ásk©õ GÚz wº©õÛUP.
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Aø\Åmh[PøÍ Em¦SzuÀ (Inserting Animations) 

	 £hÂÀø»   JßÔÝÒ Em¦Szu¨£mkÒÍ £¢vPÒ, A»[Põµ[PÒ,                  

£h[PÒ ÷£õßÓ GuøÚ²® Aø\ÅmhzvØS Em¦Szu •i²®. CuØS›¯ 

EÒÍhUPzøua _mi°ÚõÀ ÷uº¢öukzx ¤ßÁ¸® £i•øÓø¯U øP¯õÍ 

÷Ásk®.

Microsoft Office Presentation  CÀ

● 	 Aø\Åmh •øÓ°ÝÒ → (Ani-
mation) ¤›ÄUSÒ EÒÍÁØøÓ¨ 

£õºzx Âzv¯õ\[PøÍ AÁuõÛUP.

● 	 Animation  (Timing) → Start Av÷» 

EÒÍ ©õØÕkPøÍz ÷uº¢öukzx 

_m iø¯ ö\õhUSÁuß ‰»©õPÁõ? 

AÀ»x _¯©õPÁõ? C¯[Pa ö\´Áx 

GÚz wº©õÛUP.

LibreOffice Impress  CÀ

●	 £mi¯Ø £møh°¾ÒÍ Format → Slide 
Layout  → (Tasks Pane) → Custom Ani-
mation CØS ö\ÀP. 

●	 Custom Animation → Modify Effect 
→ Add → ^Custom Animation \õÍµz-

vÀ Entrance, Emphasis, Exit,  Motion 
paths, Misc, Effects ÷£õßÓÁõÖ _¯©õP 

C¯[S® £À÷ÁÖ Põm]a \mhP[PÒ 

Põn¨£kQßÓÚ. CøÁ JßÖUöPõßÖ

Âzv¯õ\©õÚ Aø\Åmh[PøÍU öPõs 

i¸US®).

E¸ 8.5.14
Aø\Åmh[PøÍ ÷\ºzuÀ

•	 Custom Animation → Modify 
effect → Change → HØPÚ÷Á 

÷uº¢öukzu Aø\Åmh[PøÍ 

«sk® ©õØÔ Aø©UP •i²®. 

Custom Animation → Modify Effect 
→ Remove ‰»® (÷uº¢öukzu 

Aø©¨¦PøÍ }UQU öPõÒÍ 

•i²®).

•	Animation •øÓ°ÝÒ (Timing) → 
Duration / Delay → Start (©õØÕkPøÍ 

÷uº¢öukzx Aø\Åmh[PÒ _¯©õP 

C¯US® ÷|µzvøÚ ÷uøÁ¯õÚ •øÓ°À 

TmiU SøÓUP •i²®).             (E¸ 8.5.13 
I AÁuõÛUP).

E¸ 8.5.13 Aø\ÅmhÀ ÷|µ®

  · Animation  •øÓ°ÝÒ   (Advanced 
Animation)  → Animation  Pane  →  \õÍµz 

vøÚ¨ ö£ØÖU öPõÒP. Auß‰»® 

Em¦Szu¨£mh Aø\Åmh[PøÍ AÈ 

zuÀ, ©õØÖuÀ, AÇS£kzuÀ   ©ØÖ® 

ö£õzuõß ‰»® C¯USuÀ ÷£õßÓ Âh 

¯[PøÍa ö\´¯»õ®.
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J¼°øÚ Em¦SzuÀ (Inserting Sounds) 

C»zvµÛ¯À {PÌzxøP°À ¤ßÁ¸® £i•øÓPøÍU øP¯õÒÁuß ‰»® 

J¼°øÚ Em¦SzvU öPõÒÍ •i²®.

                                                                                                                                                                                                                           
LibreOffice Impress  CÀ

(J¼°øÚ Em¦SzuÀ)   Insert → Movie and 
Sounds (QøhUP¨ ö£ØÓ \õÍµzv¼¸¢x 

Em¦Szu ÷Ási¯ J¼ Aø©¨¦PøÍ 

vÓ¢x öPõÒP. EÒÁõ[P¨£mh ¤ßÚo 

J¼°øÚ Em¦Szu¨ ö£õ¸zu©õÚ Aø\

ÅmhzvøÚ²® ö£ØÖUöPõÒP).

Microphone ‰»® ö£ØÖUöPõÒÍ¨£mh 

J¼°øÚ Th CÁØÔÝÒ Em¦Szu 

•i²®.

Microsoft Office Presentation  CÀ

Insert → Media → Audio (C[S Media from 
file, Clip Art Audio  ©ØÖ® Record Audio GÚ 

‰ßÖ ©õØÕkPÒ Põn¨£kQßÓÚ). Me-
dia from file C¼¸¢x PoÛ°ÝÒ EÒÍ 

AÀ»x öÁÎÁõ›¯õPU QøhUP¨ö£Ö® 

Media file  CøÚ Cuß‰»® {PÌzxøPUS 

Em¦Szu •i²®. Record Audio → Micro-
phone ‰»® PoÛø¯z öuõhº¦£kzv¨ 

ö£ØÖU öPõsh J¼°øÚ PoÛ°ß 

{øÚÁPzvÀ (Memory) ÷uUP •i²®. E›¯ 

Record Audio  Option  Iz öu›¢öukUS® 

\¢uº¨£zvÀ P¤»{Ó¨ ¦ÒÎ²hß 

Ti¯ ö£õzuõøÚa ö\õhUSÁuß ‰»® 

J¼¨£vÄ ö\´x öPõÒÍ»õ®.

	² JÎ²¸ÂøÚ Em¦SzuÀ  (Inserting Video) 

Microsoft Office Presentation  CÀ

•	 Insert → Media → Video ^C[S Video 
from File, Video from Website ©ØÖ® 

Clip Art Video GÚ ‰ßÖ ©õØÕkPÒ 

Põn¨£kQßÓÚ.)

•	 Video from File.. → ^PoÛ°ÝÒ 

EÒÍ AÀ»x öÁÎÁõ›¯õP  

QøhUP¨ö£Ö® JÎ²¸U ÷Põ¨¦  

(Video File) JßÔøÚ Cuß ‰»® 

{PÌzxøP°ÝÒ Em¦SzvU öPõÒP.&

•	 Video  from Website    ^Cøn¯ 
uÍzv¾ÒÍ   JÎ²¸      JßÔøÚ  

{PÌzxøP°ÝÒ         Em¦SzvU 

öPõÒP.&

•	 Clip   Art  Video  ^•ß B¯zu  •øÓ 

°À     u¯õ›UP¨£mkÒÍ      JÎ²¸ 

JßÔøÚ  {PÌzxøP°ÝÒ      Em 

¦SzvU öPõÒP.&

LibreOffice Impress  CÀ

	² £mi¯Ø £møh°¼¸¢x Insert → 
Movie and Sound  → ^QøhUP¨ 

ö£Ö® \õÍµzv¼¸¢x Em¦Szu 

÷Ási¯vøÚ vÓ¢x öPõÒP.&

	² Em¦Szu¨£mkÒÍ JÎ²¸U Põm

]°øÚ  E¸¨ö£¸¨¤zxU öPõÒP.

	² A¢u JÎ²¸U Põm]US Aø\Åm 

h®  JßøÓ Em¦SzvU öPõÒP.
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 ö\¯Ø£õk

1.	 }[PÒ HØPÚ÷Á u¯õ›zu My  First Presentation GÝ® ö£¯›À 

PoÛ°ÝÒ ÷\ªzu   C»zvµÛ¯À {PÌzxøP°øÚz 

vÓ¢x öPõÒP.

2.	 CuØS ¤ßÁ¸® Aø\Åmh[PøÍ Em¦SzxP.

·  £hÂÀø»  ©õÖ® Põm] (Slide Transitions)

·  Em¦Szv²ÒÍ E¸UPÐUS  (Objects)   ÁÇø©¯õÚ  Aø\Åmh[PøÍ     

(Custom Animation) ÁÇ[SP. 

*	  C»zvµÛ¯À {PÌzxøP°øÚ Aa]hÀ  (Printing  a  Presentation)

File → Print  Cuß ‰»® C»zvµÛ¯À {PÌzxøP°øÚ Aa]h •i²®.    

Aa]kÁuØS GÚ QøhUP¨ö£Ö® ö\õÀ»õhØ ö£mi ‰»® ¤ßÁ¸® 

ö\¯Ø£õkPøÍa ö\´x Aa]h  •i²®.

Microsoft Office Presentation  CÀ

•	 Printer (- ^PoÛ²hß CønUP¨ 

£mkÒÍ Aa_¨ ö£õÔø¯z ^Printer& 
öu›Ä ö\´P.& ^E¸ 8.5.15  I¨ £õºUP&.

•	 Settings (- ^\P» £hÂÀø»PøÍ²®    
Aa]kÁuõ? AÀ»x SÔ¨¤mh C»U 

P[PøÍ²øh¯ £hÂÀø»PøÍ  AÀ 

»x ]» £hÂÀø»PøÍ ©mk® Aa]

kÁuõ? GÚz wº©õÛzx, AÁØøÓ 

Aa]kÁuØS AvÀ EÒÍ Á\vø¯¨ 

£¯ß£kzxP&.

	 E¸ 8.5.15 - Aa]hÀ

  ÷uøÁU÷PØ£Ä®,  Phuõ]°ß  AÍÄU   

  ÷PØ£Ä® ö£›uõUQ AÀ»x ]ÔuõUQ  

  Aa]h •i²®.

LibreOffice Impress  CÀ

•	 General   →    Printer  (-    ^Aa_¨ 

ö£õÔø¯ öu›Ä ö\´P&.

•	 Range and Copies (- ^\P» £hÂÀ 

ø»PøÍ²® Aa]kÁuõ? AÀ»x 

SÔ¨¤mh   C»UP[PÐøh¯  £h 

ÂÀø»PøÍ AÀ»x ]» £hÂÀ 

ø»PøÍ  ©mk® Aa]kÁuõ? GÚz 

wº©õÛzx, AÁØøÓ Aa]kÁuØS 

AvÀ EÒÍ Á\vø¯¨ £¯ß£kzxP. 

•	 Number of Copies (- ^÷uøÁ¯õÚ 

¤µvPÎß öuõøP°øÚU SÔ¨¤kP.&

•	 Print (- ^C[S öuß£k® Document 
CØS Gv÷µ EÒÍ PmhzvÝÒ 

÷uøÁ¯õÚ ©õØÕkPøÍz öu›¢x 

Aa]kP. ^E¸ 8.5.16 I £õºUP.&

E¸ 8.5.16 - Aa]hÀ 

÷uøÁU÷PØ£Ä® Phuõ]°ß AÍÄU 

÷PØ£Ä® ö£›uõUQ AÀ»x ]ÔuõUQ 

Aa]h •i²®.
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 ö\¯Ø£õk

	² C»zvµÛ¯À {PÌzxøPø¯U Põm]zvøµ°À ©mk 

©ßÔ øP÷¯hõPÄ® ö£ØÖUöPõÒÍ •i²®.

	 E©US C»zvµÛ¯À {PÌzxøPö¯õßøÓ PoÛ°À 

AÁuõÛUP»õ®. AuøÚ AvP©õÚÁºPÒ £õºUP ÷Áskö©Ûß AuØS¨ 

ö£›¯vøµ ÷uøÁ¨£k®. Azxhß C»zvµÛ¯À {PÌzxøP°ß Aa_¨ 

¤µvø¯²® £õºøÁ¯õÍºPÐUS ÁÇ[P •i²®. (E¸ 8.5.17 I¨ £õºUP)

·	 File  Print ‰»® QøhUP¨ö£Ö® ö\õÀ»õhØ ö£mi°¾ÒÍ 

øP÷¯kPÒ (Handouts) Á\vø¯ £¯ß£kzv   AuøÚ   Aa]mk £õºøÁ 

¯õÍºPÒ AøÚÁ¸US® Â{÷¯õQUP •i²®. CÆ Aa_¨ ¤µvø¯ 

£õºøÁ¯õÍºPÒ Hx® GÊuU Ti¯Âu©õPÄ® u¯õ›UP •i²®. 

£hÂÀø»

£hÂÀø»

£hÂÀø»

E¸ 8.5.17 øP÷¯hõP Aa]hÀ
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 ö\¯Ø£õk

1.	 }[PÒ PØÖUöPõsh £iPøÍ¨ ¤ß£ØÔ J¸ ¦v¯ ÂÍU-

PUPõm]ø¯ (Presentation) E¸ÁõUPÄ®.

2.	 AuØPõP¨ ö£õ¸zu©õÚ uÍÁø©¨ø£z (Layout) 
÷uº¢öukzx, R÷Ç²ÒÍ ìø»iÀ EÒÍ uø»¨ø£²® 

(Title) xønz uø»¨ø£²® (Subtitle) EÒÏk ö\´¯Ä®.

3.	 ªß&\©º¨£n® JßøÓ E¸ÁõUS® ÷£õx 8.2&CÀ SÔ¨¤h¨£mkÒÍ 

Ai¨£øh A®\[PÐUS ÷©»vP©õP, E[PÐUS •UQ¯©õÚuõPz 

÷uõßÖ® ÷ÁÖ A®\[PøÍU PshÔ¢x £mi¯¼hÄ®.

4.	 }[PÒ PØÖUöPõsh J¸ £õhzøu E¸ÁõUQ¯ ©õnÁºPÐUS¨ 

¤ßÚ¸® ¦›¢xöPõÒÐ® ÂuzvÀ PØÓ¾UPõÚ ªß&\©º¨£n® 

JßøÓz u¯õ›UPÄ®. AvÀ ¤ßÁ¸ÁÚÁØøÓ EÒÍhUPÄ®. £õhzøu 

ÂÁ›US® £ÝÁ¼ØS (Text) ÷©»vP©õP, £h[PÒ, £õhzvØS¨ 

ö£õ¸zu©õÚ PõönõÎ (Video), Aø\Åmh[PÒ (Animations), J¼¨ 

¤ßÚoPÒ (Audio Backgrounds), PõönõÎ¨ ¤ßÚoPÒ (Video 
Backgrounds), JßøÓö¯õßÖ ÷ÁÖ£kzx® ¤ßÚo Ásn[PÒ 

(Background Colors), ©ØÖ® ÷£_£ÁºPÎß ÂÁµønPÒ (Narration) 
BQ¯ÁØøÓ ìø»k ©õÖuÀPÐUS (Transitions) EuÁ¨ £¯ß£kzuÄ®.

5.	 £UP AøÓ°À EÒÍ A»©õ› AÀ»x Pmiø»U SÔzx ÂÁ›UP 

•i¯õu, BÚõÀ PoUPUTi¯ ªßÚq \©º¨£nzvß ¤ßÚo 

{ø»¯õÚx \õzv¯©ØÓx GßÖ TÓ¨£k® J¸ £S¨£õ´ÄU P¸Âø¯¨ 

£¯ß£kzv ªß&\©º¨£n FhPzøu E¸ÁõUPÄ®.
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Green Computing …
£_ø©U PoÛ

£_ø© PoÛ©¯©õUPÀ GÚ¨£kÁx, PoÛ ÁÍ[PøÍa (Computing 
resources) \›¯õP¨ £¯ß£kzxuÀ, PØÓÀ ©ØÖ® |øh•øÓ°À £¯ß£kzxuÀ 

BS®. CzuøP¯ J¸ vmhzvß •UQ¯ ÷|õUP® GßÚöÁßÓõÀ, 

{ø»¯õÚ (Sustainable) Ai¨£øh°À, {ÖÁÚ Ÿv¯õPÄ® \‰P Ÿv¯õPÄ® 

{ø»zußø©°ß ‰»® GvºPõ» E»øP ÷©®£kzu, ªßÚq ©v¨¦ 

©ØÖ® AÍÃkPøÍ AvP›¨£uõS®. 

|ÃÚ uPÁÀ öuõÈÀ~m£® Gß£x ö\¯¼À EÒÍ ©Ûu J¸[Qøn¨¦hß 

(Active human integration) ¤øn¯[PÒ (Networks) ©ØÖ® Áßö£õ¸øÍa 

(Hardware) \õº¢xÒÍx. £_ø© PoÛ©¯©õUP¼ß öPõÒøPPÒ, `Çø» 

•øÓ¯õÚ ©ØÖ® ö©ßø©¯õÚ uõUPzvØS Em£kzx® `Ç¼¯À 

|øh•øÓPÎß J¸ £Sv¯õS®. Cx £_ø©¯õUSuÀ, vmhªkuÀ, ©Ö_

ÇØ] ÷©»õsø© (Recycling management), £À÷ÁÖ ªßÚq PÈÄPøÍ 

(E&waste) APØÖuÀ, xÀ¼¯©õÚ ªß\õµ® ÁÇ[SuÀ, AøÚzx ÁÍ[PÎß 

uµ¨£kzuÀ (Standardization), BØÓÀ £¯ß£õmøh Áøµ¯ÖzuÀ, 

{ø»zv¸US® ö\¯À•øÓPÒ (Sustainable procedures) ©ØÖ® •u½møh 

«möhkzuÀ ÷£õßÓÁØøÓ EÒÍhUQ¯x.

 ö\¯Ø£õk

*	 ÷©÷» EÒÍ £_ø©U PoÛ (Green Computing) öuõhº£õÚ 

P¸zvøÚ Áõ]zx, ¦zuP[PÒ, \g]øPPÒ ©ØÖ® 

Cøn¯zuÍ® ‰»® ÷©»vP Âh¯[PøÍz ÷ui 

Bµõ´¢x E[PÍx B]›¯›ß EuÂ÷¯õk C»zvµÛ¯À 

{PÌzxøPö¯õßÔøÚz u¯õ›UP.

¤ßÁ¸® Âh¯[PÒ £ØÔ Auß÷£õx Ti¯ PÁÚ® ö\¾zxP.

■	 Aø\Åmh[PÑhõÚ ö£õ¸zu©õÚ uø»¨¦

■	 ö£õ¸zu©õÚ £h[PÒ 

■	 _¸UP©õÚ JÎ²¸ Aø©¨¦ (Video Clip) 

■	 Áõ´ö©õÈ EhÚõÚ J¼ Aø©¨¦ (Sound Clip)

■	 £õºøÁ¯õÍºPÐUS EuÄ® •øÓ¯õÚ £hÂÀø»°¼¸¢x £hÂÀø»¨ 

£mi¯¾US (Slide Menu) uõÄ® ö£õzuõß 

■	 £_ø©U PoÛ öuõhº£õÚ Âv•øÓPÒ
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	² {PÌzxøP ©ØÖ® C»zvµÛ¯À {PÌzxøP Gß£ÁØÖUQøh°»õÚ 

Âzv¯õ\[PÒ.

	² uµ©õÚ C»zvµÛ¯À {PÌzxøP JßÔÀ C¸UP ÷Ási¯ ]Ó¨£®         

\[PÒ.

	² {PÌzxøP ö©ßö£õ¸ÒPÎÀ EÒÍ Ai¨£øh A®\[PøÍ¨ £¯ß£kz -

vU PÁºa]Pµ©õÚ £À¿hP C»zvµÛ¯À {PÌzxøP JßøÓ u¯õ›zuÀ.

	² £hÂÀø»°ß ¤ßÚo, £hÂÀø» ©õv›, £hÂÀø»z uÍU÷Põ»® 

÷£õßÓÚ E¸ÁõUP¨£k® •øÓ°øÚ¨ £i¨£i¯õP¨ ¤ß£ØÔ C»z-

vµÛ¯À {PÌzxøPö¯õßøÓz u¯õ›zuÀ.

	² C»zvµÛ¯À {PÌzxøPö¯õßÔÀ EÒÍ £hÂÀø»°ÝÒ ö£õ¸zu©õÚ 

£h® AÀ»x Á›¨£hzvøÚ Em¦SzxuÀ.

	² C»zvµÛ¯À {PÌzxøP°À  £hÂÀø» JßÔÝÒ uPÁÀPøÍ Em¦ 

SzuÀ.

	² A¢u {PÌzxøPUS Aø\Åmh® ÁÇ[SuÀ.

	² C»zvµÛ¯À {PÌzxøP°øÚ Aa]k® •øÓ°øÚ ÂÍUSuÀ.

ö£õÈ¨¦


