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MS-PowerPoint
MS-PowerPoint is one of the most powerful presentation graphics packages. It allows you to create presentation slides, Handout, speaker’s notes and outlines. It has built in tools like wizard and auto layout, which help in creating presentation quickly and easily. The presentation slide can be prepared seeing graphical object text with varying fonts and styles along with animation sound.

How to start (Operate) Ms-PowerPoint

1.
 Start
      Programs      Microsoft PowerPoint

Or

2.
 Start            Run          Type Powerpnt
After few second you will get PowerPoint environment

1.
Select the Blank Presentation on New option from File Menu

2.
It display different layout style then select required (any one) layout style and click on OK 

3.
Now type or insert required picture for presentation





Or


Prepare different types of Presentation

To insert the New Slide

1.
Go to Insert menu

2.
Click on New Slide

3.
Then Appear a different auto layout 
list

4.
Choose required(any one) layout

5.
Click on OK button

Making Duplicate Slide
1.
Go to Insert menu

2.
Select Duplicate Slide

3.
Then using Slide will be copied in same animation

To display all the slide in very small Zoom Size

1.
For that go to View menu

2.
Click on Slide Sorter

3.
It displays the entire slide in small zoom. If you want to show that slide in actual zoom then double Click on required slide.

Custom Animation

You can use the Custom Animation command on the Slide Show menu to set all animation effects you want for a slide. For example, you can set text to appear by the letter, a word or a paragraph you can have graphic images and other objects 3/4 such as charts and movies 3/4 appear progressively, and you can even animate the elements of a chart. You can also change the order in which objects appear on a slide, and you can set timings for each object.

Animate text and objects
1.
In slide view, display the slide that has the text or objects you want to animate.

2.
Click On the Slide Show menu, Click Custom Animation

Active Animation Box

3.
Then Click on Timing Tab

4.
Under Slide objects without animation, Select the text or object you want to animate, and then Click Animate

5.
To start the animation by Clicking the text or object, Click on Mouse Button

To start the animation automatically, Click Automatically, and then enter the number of seconds you want to elapse between the previous animation and the current one.
6.
Click the Effects tab

7.
Under Entry animation and sound, Select the option you want

8.
Repeat Step 3 through 6 for every object you want to animate. You can Click the Preview button to see how your animation work.

9.
Then Click on OK button

