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      (၂)  
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၁၄။ Using Arrange Group  ၆ 

၁၅။ Adding and Formatting an Image (                              ) ၇ 

၁၆။ Formatting Slide Design (Slide                              ) ၇ 

၁၇။ Creating and Formatting a Table (                                     ) ၈ 

၁၈။ Rows, Columns and Table           ၈ 

၁၉။                   cells                                        ၈ 

၂ ။              (၂.၁) ၊              (၂.၂) ၉ 
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၁၃ 
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၂၈ Printing Slides (Slides                              ) ၁၄ 
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အခန္း(၁) 

Introduction to Microsoft PowerPoint 2010 

Microsoft PowerPoint 2010     Microsoft Office               Application Software 

            ။ Microsoft PowerPoint                ၊ Company     ၊              ၊ 

                                                                         ။  

Microsoft PowerPoint 2010    ႔                   

1. Start Button ကေန All Programs ကို ႏွိပ္ၿပီး၊ Microsoft Office မွ Microsoft PowerPoint 2010 ကို 

ေရႊးခ်ယ္ပါ။ 

Microsoft PowerPoint 2010 ၏                 

 

 

File menu Tab Title Bar 

Groups 

Slide Thumbnail 

Slide 
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PowerPoint Presentation                      

1. File menu              ၊ New               ။ 

2. Blank Presentation (          )                  ၊ Create               ။ (   ႔     ) 

3. Sample templates              ၊                                                      ။ 

4.           Create               ။ 

 

PowerPoint Presentation                    

1. File menu              ၊          Menu    Save button            ။ File name                

      (     - Presentation01)            ။ ၄       Microsoft Power Point 2010 Version 

                         ။ (   ႔     )                                        - (     - Office 

2000, Office 2003, Template or Image formats) 

2. File menu              ၊          Menu    Save As button            ။ 

3. Save as Type      PowerPoint 97-2003 Presentation (*.ppt)               ။ ၄       Office 

2000 (or) Office 2003                   ။ 

 

1 

2 
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Using Slide Group (Slide             y               , Slide         ) 

1. Slide                      - Home tab              ၊ Slides 

group     New Slide button             ။ 

2. (   ႔     ) New Slide ၏                          ၊            

                         ။  

၄                   y                    - 

3. Slides group     Layout button               ၊            Layout Design                ။ 

         - Layout Design                                 Blank           ။  

၄      Slide                            - 

4.                 Slide               ။ Slides group    Delete button                           

     ။ 

Inserting and Formatting Text and Objects 

Add text with Text Boxes 

1. Insert tab  Text group  Text Box            ။  

2. Slide Pane                                                  ။ 

3. ၄      "This is Text Box"                        ။ Text Box ၏ 

                                      ၊ Text Box                    

                ။ 

Formatting a Text Box (Text Box                        ) 

1.                   Text Box                       ။ ၄      Format tab              ၊ Shape Styles group 

                    Styles                       ။ 

Shape Fill - Text Box   ႕                       

Shape Outline -   x    x        ႕       ၊    (width)၊                             

Shape Effects - Text Box   ႕                        h   w    v    G  w    c…  

Text Fill - Text Box                                               

Text Outline -         ႕                 ၊                       

Text Effects -           Styles              (Shadow, Bevel, Glow, 3D    c…  

 

1 

2 
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Format Text in a Text Box (Text Box                        ) 

1.                                      ။ 

  

 

 

Text Shadow -                                       

Character Spacing -                        ႕               ႔                              

Text Alignments - Text Box                   ႕       (   ၊   ၊                ) 

Bullets and Number -                              /                                 

Line Spacing -                ႕             ႔                                  

Text Direction -                     ၊                     ၊            

Slide Show your Presentation (Presentations              ) 

1. Presentations         Slide Show                            - Slide Show tab            ။ 

2. Start Slide Show group                 Slide button               ။ 

From Beginning    - Slides         Slide 1              

From Current Slide    -                    Slide               

Custom Slide Show    -                Slides                            

 

3. Slide Show                          -                          End Show            ။ (   ႔       

  y            Esc key            ။ 

 

Bullets and Numbers Line Spacing Text Direction 

Text Alignments Columns Character Spacing Text Shadow 
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             (၁.၁) 

၁။                Font group and Paragraph group               ။ Presentation     pptexercise1-1 

                        ။ 

 

             (၁.၂) 

၂။                WordArt, Text Box, Bullets                 ၊ Presentation     pptexercise1-2 

                        ။ 
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အခန္း(၂) 

Adding and Editing Shapes (                  /             ) 

1. Insert tab            ။ ၄      Illustration group      Shapes button              ၊ 

               Shape                    ။  

2. Shape                ႕                             ။ ၄                 Shape 

                               - 

3.               Shape                    ။ ၄      Format tab              ၊ Shape Styles group      

                  Styles                       ။ 

Shape Fill - Text Box   ႕                       

Shape Outline -   x    x        ႕       ၊    (width)၊                             

Shape Effects - Text Box   ႕                        h   w    v    G  w    c…  

Using Arrange group 

1. Shape      (   ႔)                     ။ Format tab              ၊ Arrange group            Tools     

        ၍ Shapes                              ႕                          ။ 

Bring Forward                       Shape                Shapes   ႕   ႕   ႔   ႔    

Send Backward                      Shape                Shapes   ႕        ႔   ႔    

Align Objects  :            ၊ Shapes                                          

Group Objects                :         (   ႔) Shape       ၊                                       ႕    

(                                       Keyboard    Shift key     

         ၊                                      ။           Group        ။) 

         ႕                                                  

Ungroup            ။ 

Rotate Objects  :            ၊ Shapes            ၊   ၊    ၊                  

 

 

  

Bring Forward 

Send Backward 

Algn 

Group 

Rotate 
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Adding and Formatting an Image (                              ) 

1. Insert tab            ။ Illustrations group    Picture button             ။ 

2. Insert Picture window                ။ ၄                                              Open     

       ။ ၄                                - 

3.                                    ။ ၄      Format tab              ၊  

Adjust group                   ႕                                            ။  

Picture Styles group                  ႕         ၊                                          

Effects                         ။  

 

                                                                  - 

4.                                         ။ ၄      Format tab              ၊ Crop button            ။ 

၄                                           ။                                  ၄         

                                     ။ 

Formatting Slide Design (Slide                              ) 

1. Design tab            ။ ၄      Themes group                     Slide Theme Designs          

          ။ (   ႔     )  

* Slide                              /                      - 

2.                        Slide                     ။  

3. Design tab    Background Styles              ၊ Format Background               ။ 

 Solid Fill  -                            (    -         ) 

 Gradient Fill -                                           

 Picture or Texture Fill -                                                    

 Pattern Fill -                                  

                        Close            ။  
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Creating and Formatting a Table (                                     ) 

PowerPoint 2010 Presentation      Table                                 ။ 
Table Create                                     ။ 

1. Insert Tab              ၊ Table group    Table button            ။ 
2.          Insert Table menu    Insert Table            ။ 
၄      Insert Table wi   w           ။ 
Number of columns                      columns      
                 ။ 
Number of rows                      rows               
         ။ 

3. ၄                            ၊ OK            ။  
 
Rows, Columns and Table           

1.                Rows, Columns       Table               ။ 
2. Layout tab              ၊ Delete button                      
                        ။ 

 
                  cells                                        

1.               cells                   ။ 

2. Layout tab              ၊  Merge Cells            ။  

                  cell                                     

1.                        cell                    ။ 

2. Layout tab              ၊ Merge group      Split Cells            ။ 

Number of Columns                     Columns 

                    

Number of Rows                     Rows          
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             (၂.၁) 

၁။                Table             ၍ Presentation                 ၊ pptexercise2-1            

             ။ (Custom Animations, Transition Effects                ။) 

 

             (၂.၂) 

၁။                Insert tab             ၍ Presentation                 ၊ pptexercise2-2            

             ။ (Sound, Custom Animations, Transition Effects                ။) 
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             (၂.၃) 

၁။                Shape             ၍ Presentation                 ၊ pptexercise2-3            

             ။ (Sound, Custom Animations, Transition Effects                ။) 

 

             (၂.၄) 

၁။                SmarArt             ၍ Presentation                 ၊ pptexercise2-4            

             ။  
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      (၃) 

Photo Album                                            

1. Insert tab              ၊ Photo Album    New Photo Album               ။ 

2. File/Disk               ။                                              Insert               ။ 

3. Picture in Album                                           ။           Create               ။ 

 
၄      Presentation                

                        Slide              

               ႕           ။ 

 

Creating a Slide Transition (Slides                                       ) 

Slide Transitions           Slide                                                      

                                 effects               ။  

1. Transitions tab            ။          Transition to this slide group   ႕ Down Arrow                   ၊ 

               Transition                 ။ 

2. Sound                     Transition           Effects                    ။ 

 

3. Duration       Transition Effect      ၏                                ။ (     - 04:00      ႔) 

                               Transition Effect                  Slides        ႔     

                  Apple to All               ။ 

4.    ႔     Slides                                                              ။ 
 On Mouse Click                       Slide         Mouse                           ။ (   ႔) 
 After                       Slides                                                      

         ။ (     - 00:06:00      ႔                  ။) 

2 

4 

1 
3 
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       /                                            ( Applying Animations) 

Presentation      ၏ Slide                                                             

                            Animation Effect                       ။ 

1.                               ၊                       ။ ၄      Animation tab            ။  

2. Add Animations              ၊                                                  ။ 

     
More Entrance Effects  -                           

More Emphasis Effects  -                                                      

More Exit Effects              -                            

More Motion Paths      -                                                      

                                                        ၊                      ။          OK        ။ 

3.                                      Animations tab             ၊ Animation Pane            ။  

          Play button                ။ 

4.            Effects                                           Effect 

                    ။ 

5. Animations tab              ၊ Trimming groups      

                                           ။ 

Start  -                                                  

      On Click (Mouse                               ) 

      With Previous (    ႕                                            ) 

      After Previous (               Auto              ) 

Duration -   Effect                                              ။ (    - 2:00      ႔) 

Delay -                                                      

Deleting an Animated Effects ( Effects                             ) 

1. Windows   ႕         Animation Pane          Animations tab  Animation Pane        ။ 

2.           Animation Pane                       Effect                         ၊ Remove           ။ 

 

2 

2 

1 

4 

3 

5 
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Insert Audio from Computer (                   /                      ) 

1. Insert tab            ။           Audio   ႕                   Audio from File     

          ။ 

2.                                      /                          Insert button 

           ။    ႔      Slide               /                         ။ 

3. Slide                                      ၊ Playback tab               ။ 

          Start        

Automatically  -        /              ႔              

On Click  -                               /                 

Play Across Slides - Slides                                 /                     

                                                    ။ 

4. Hide During Show                   ။ (၄            h w                            ။) 

Exporting as a Video Format (PowerPoint Presentation                                  ) 

1. File menu  Save & Send  Create a Video  Create Video            ။ 

-  

2.                             ။ File name                                   ၊ Save            ။ 

          ။ (   ႔     )       w    w           No            ။ 

***           File menu    Info tab      Optimized Compatibility            ။ ၄                     

              /                                        ႔                                   ။ 

***                                                                                ။ 
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Save as Pictures (Slide                                              ) 

1.                                Slide                     ။ 

2. File menu  Save & Send  Change File Type  JPEG File Interchange Format (   ႔     ) 

PNG Portable Network Graphic                  ၊ Save As               ။ 

3.                                 ။ File name                               ၊ Save        ။

 
4.            Every Slide (Slide                     ) (   ႔     ) Current Slide Only 

(                     Slide                                     

Printing Slides (Slides                              ) 

1. File menu    Print               ။ 

2. Printer                     ႔               Printer                     ။ (    - Canon MP280)  

3. Settings                     Slides                                                      ။ 

4. Copies                                                 ။           Print               ။ 

 

4 

3 

4 2 

1 

Printer အမ်ိဳးအစားေရြးရန္ 

ထပ္ပြားယူမယ့္ စာရြက္အေရအတြက္ သတ္မွတ္ရန္ 

စာရြက္အတြင္း ထုတ္မယ့္ Slides 

အေရတြက္သတ္မွတ္ရန္ 

Slides မ်ားသတ္မွတ္ရန္ 
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             (၃.၁) 

၁။                Insert tab             ၍ Presentation                 ၊ pptexercise3-1            

             ။ (Sound, Custom Animations, Transition Effects                ။) 

 

             (၃.၂) 

pptexercise3- 2                         ။ 

 


