i

MS POWER POINT 2016

A5 ging &)
)

hed s3I 1 S5

mnoormus lim@gmail.com




(c) ketabton.com: The Digital Library

Microsoft PowerPoint 2016

Microsoft PowerPoint 2016

(Solo) ol & (& 00 a2y 09y gigelyTgp mdl Gdlw 9,0k o el Sgpn Giler sk
29> (o 0 ¢ Yo oy 4 pl Sy (00 oS Wlyg (5 Wgd 4 gigel o
5.:5.! 4 ‘éo 3290 b g0 gigd O 2 = y (Projector) 198895 O g 29> Presentation
(o Jp59 5 S 4 9,99 8 95 5 9,5 0)bS (I 9igyeieile ;N 4 b (S gigigll
S & (2 )Y (Sgul5 (Fbj (2 (s a5S 9, ol Mg A el S 0 Geuley sk
169 Joe

= Start Menu - All Program & PowerPoint 2016

< RUN (* + R) > Write in Text Box (PowerPNT)

i (g0 Oyl By (Window) (oxiuo o el 9 Gulas job o
= Title bar
% Ribbon (Tabs, Commands)
& Status bar
& Scroll bar

& Ryl & a5 59 6o SS9 & b (& g axp (S (Title bar) )b Jli 4
.s® PowerPoint 2016 eg L1 &> =

H % E T ' PowerPaint2016 - PowerPoint B -0X

(SO 99250 diggileS ddgg‘ gl (Tabs) S euo Joi ply5g 5 w‘y 9L & &S Ribbon 4

Insert Design Transitions Animations Slide Show Review [ Format Q Tell me Mohammad Moor Muslim P

o X [=] Layout - I s | p R — t— 18~ r| O &ShapeF.n £ Find
Calibri (Body) + |28 ~+ A A - = =- N |
b |t3 E \_, 1] Reset = ¢ _ =]~ Sh\/ N U Q-"k L7 Shape Outline~ 30 Replace ~
aje Sllde = Section - B I U S§ac-Aa- A- =S===-m 1 =~ ™. apes rravnge St}rLIIzlacs @ ShapeEffects~ |y Select -
Clipboard Slides Font IF} Paragraph ] Drawing F} Editing
)lS.w oo Mw ’995 uo9| ¢«S® 4.’39;)4.«» o).ogp ‘§'> LS)‘S‘“" uLogJ.u °8‘ ) J.,Ls S sz Status bar

...)9.: Jgg ) 5'

slide3of3 [|2  English {United States) = Notes Wl Comments E = B T -—F————+ 4%




(c) ketabton.com: The Digital Library

Microsoft PowerPoint 2016

0904,3‘?_3“52.5.5“]3)[50)@9113&5930@dﬁd&%é&ﬁd‘;f&@QSCrollbar
‘S° (‘509.0.9 3‘ ‘;Oﬁl) 4.‘59

4 b

(File Tab) g b

4 dgileS’ o Jol0 0 (63 39290 (5 4 diggileS gl FB S 2 K o axS g A
169 Joe ‘?ga.i‘i
Info, New, Open, Save, Save as, Print, Share, Export, Close, Account, Options

o).og.'; oyladl bl oo «599 < Jlesd <z 4‘5)&»{0 Ologleo og| rhlo Lx55 Info 4 :Info

Password &5 8 4> Info & K5 )5 &0 .Ologleo 499 Jgo 10 gl SO Aigey M 9> 0
(S5 IS o2

.S ymod> (New Presentation) J B 59 0y New & :New

(SN 6905 (S pigueS &y (& Sl are 0,59 5y il 9Ly 8 0y Open 4 :Open
S (03us) Jilw «55 yiguoS & 8 saus NS 0yw Save & :Save

Sy Jlw oy (Type) Jgo b pod b 41 18 (59 (oD 0w Save As & :Save As

Sy (@l Lgd.:b a£l8 ) Print 1 54 (M5 oy Print o :Print

b <9 S L oJgSo i 0 opw > b & wiw o 4y (Email) SILis o o (L8 :Share
‘5).«5 Jas55 o)Ld ¢JsS &5 yas & a5 (Website)

.Jedos &5 XPS L PDF g9 4 G.il.u S 4‘5).5 Ja,U5 o)ld ododus Joo & 18 & Export :Export
cS)-‘S Ja,5 o)ld glgucu o L1 ‘59.»: S o :Close

MS PowerPoint 4y a5 (Account) cluws Gdlwg ,Sslo & & yo 49 Account o :Account

“.-.99}{)'3‘)'3 & yo 4y Option & Gleodass Jod 0,59 2 MS PowerPoint & :Options




(c) ketabton.com: The Digital Library

Microsoft PowerPoint 2016

Home Tab
iy, X Cut
BB Copy :29,5 Clipboard
Paste » _
- Farmat Painter Copy L Cut) Clipboard & 4w, 43 Paste o :Paste
Clipboard M

&y 69 5940 Copy b Cut o> S avd  Jgg S Clipboard 4y :Clipboard
"y 45 Clipboard qf a5 B Lo A Sd coiv wlil! diw yo 4 Cut o :Cut
S5 Jy9 45 Clip 9l S sk SS9 4

@2 &5 Clipboard gl 55 Sb o2 B Joo 4 Ad (59 ClS] s o 49 Copy o :Copy
S5 Jy9
Design U Style - b oGl o w0 4 Format painter o :Format painter

sk Design ; Style &S (5940 « » 4 P P
_| || Layout ~ (S Jgs b & (S5

¥~ Reset . € Ql;
New 19,5 Slide

Slide ~ [ 2ection~

6)-*“-’) wMw (59 opw New Slide ) :New Slide

Slides

.Sy Joo Slide o oy Layout & :Layout
Sy & Cl> S gl Layout gl o oy Reset 4 :Reset

S yaodiino S Section 4y a9 oy Section 4o :Section

. | g 19,5 Font
Gill SansMT (B = |20 ~| A" & A 9

B I U § abeﬂv Aa - -E-' gé-&.ejgﬁgabybdb'w)ogFonto:Font
cS)-‘S Js5o9 (Style)JS.«.‘l‘a‘;..ps_&ga

Font M=

d S (29 9l Agd ojludl ST g9k 0y9€ O & yo 43 Font Size o :Font Size

Oy o 3 Ay 03]l G&.«J Sow 0y9€ O diw yo & Increase font size S :Increase font size

. 2
3 o
.
o




(c) ketabton.com: The Digital Library

Microsoft PowerPoint 2016

VPP VISR «5‘&"'1 ‘55..» 0;9€ O 4w yo & Decrease Font Size & :Decrease Font Size
(S (2P oy

J gS 9 Jod & «5"5“J ‘53..» oGl s yo 49 Clear All Formatting o :Clear All Formatting
(Sy25 S e so

6)u.bg OS5 ‘;gg.w oS! 4w o 43 Bold o :Bold

Sty S ‘_gg.w Sl aew po 4y Ttalic o :Italic

Py abyS ‘_gu\.sy ‘é.&d ‘55.«: ol & &l yo 4y Underline o :Underline

Js559 (Shadow) (5 g & (S5 LSB-‘“ ol & o 49 Text Shadow o :Text Shadow

<z L SN ‘4.“55') auds S cS""l’ T “FM S oy Strike Through & :Strike Through
00 akale S

alold &y 9595 O S (g9 LGl O oy Character Spacing & :Character Spacing

L SyroS gl Al
& 9y 9mzeS gl 2ed (5390 G.«SVJ ‘sg.w 0;9€ & diw o & Change case o :Change case
LSyt SOy (S 69-‘“’ oGl o dew yo 4y Font Color o :Font Color

+E . EE . 3= Ig* Mﬁ Text Direction =

[] Align Text -

= = ==-- w4 ==~ ) . <
— - =] Convert to SmartArt - us; Paragraph

Paragraph P

S dw yo Ay Bullets o :Bullets
1 S9239% Sl Ylg (gig)guonn) gt

+S92 397 S Yl (gig002) Clus & alw o 43 Numbering o :Numbering

.S oS Indent Level o 0w Decrease List Level o :Decrease List Level




(c) ketabton.com: The Digital Library

Microsoft PowerPoint 2016

Sy L jIndent Level o oyw Increase List Level & :Increase List Level

-69 Jbed Cond =z (o wmand| &S LS9 ard 4> Indent & :Indent

Sy yily Aiold Foo i guis S 0 ‘5.&..1 S dw yo 4 Line Spacing o :Line Spacing

FE S Lo o GISLL & diw o 4 Alignment o :Alignment (Left, Center, Right)
S

- S yodao A gigdyb 94199 (35 ol (i S G1STL o A yo 4y Justify o :Justify
FETS (S & 4] 4w o 4y Left-to-Right text direction » :Left-to-Right text direction
5 IS Sl 315 S K 5 omerlS 3 0515 57 55 S &5 ) o

(S 455 b 4 S diw yo 4 Right-to-left text direction o :Right-to-left text direction

ol oS (ST 0 935 9595 99 10 gl (630 oy 3 0L (2 s IS A el (G2
Ls).:)lf

‘;f gl 4y 4J &w o 49 Add or Remove Column o :Add or Remove Column
2>

b (e & = s c@ﬁﬁb.; S,b ‘:5'&*’ S 4w yo 4 Text Direction o :Text Direction
45 13 by ass guY A b Y &

S o5 ¥ b & (b & (S Textbox 4y diow yo 4y Align Text o :Align Text
Sy

a5 SmartArt L5 540 SlxS| Aew o 49 Convert to SmartArt & :Convert to SmartArt

NNOoOo - Ue () L2 Shape Fill - REFTRY

]

AL Lo LG O Le [# Shape Outline

. e Arrange Quick . _ .
IR TAVE S 4 o Styles ~ @ Shape Effects - 129, Drawing
Drawing P

&0 & Shapes o :Shapes

(S BLol gl yo2 )L Mo & L8




(c) ketabton.com: The Digital Library

Microsoft PowerPoint 2016

« & godiio 43Il b Objects 5 Slide 4y diw yo 4y Arrange o :Arrange

aigds i 2> s & U b Shape (ggab il diuw o 4 Quick Styles o :Quick Styles
S5 Jo5 9

- S92 7y SS)y &e  Shape o o, Shape Fill 4 :Shape Fill

Sy iy S 5 lg>gLs o Shape 5 oy Shape Outline 4 :Shape Outline

J5559 dglpe e M @sllao cs"“"ﬁ" o &5 Shape opw Shape Effects 4 :Shape Effects

£ Find LSS
ab - _
+ac Replace :9,5 Editing
[:.‘j: SYelect -

Editing .éxfﬁwgéjyﬁ%;&léssgdzuo%gm).ogFindo:Find

awlS Ly bawadbdys e S B ged WIS 4 dw o 4 Replace o :Replace

'QSJ"S JSJ‘S O)L{)J SJB.EW‘ o) 5.;9).’3*4.; L{ QS.LLJ S :Select

Insert Tab
cSys Lol a5 L wodlw (g5 oy New Slide &f :New Slide

(S e ol 8Ll Jgus &5 b8 als yo 4y Tables o :Table

o e @ =

19y Images
Pictures Online Screenshot Photo 234 &
Pictures v Album - :
] aS> yiguameS &) dduw yo & Pictures o :Pictures
mages

cSyuS ABLS| yygual & 8 ass> Gyl & 4w yo 4y Online Picture o :Online Picture

ygeal a> 4.5-"“’"‘ U gg0l 59y gigu guoMs &) &l po & Screenshot & :Screenshot




(c) ketabton.com: The Digital Library

Microsoft PowerPoint 2016

Presentation 45 gig 95l g9 il & & yo 4 Photo Album o :Photo Album

P =0 b

Shapes SmartArt Chart

b

e 45 Illustrations

TNustrations

AglSl 492 Hb o Mm & (L1 4w yo 4y Shapes o :Shapes
LSS aslol
S5 Jogw A (SIS L g gual 4 Ologleo o Dy dlw po 49 Smart Art o :Smart Art

Sy Joguis dgu (SIS 4 (auglio) ali yy Aoy gigode © dluw yo 49 Chart o :Chart

A e :g.‘gg)f Links

D x|
Hyperlink Action|s Ly L6 | ass S Sgw (PN A w yo 4y Hyperlink o :Hyperlink

Links -§ 299> (Link) 4&.32|

+ & gl o o5l Click & Object (g9 <lill & diew o 43 Action o :Action

(S IS () o pand (gl S (5o Gl 4y dlws jo 49 Comment o :Comments

A |__L| 4 ; :%49; Text

Text Header Word&rt
Box &Footer = L Ao o 43 (2 (65 Jg,U o)Ld glicusgly Text Box o :Text Box
Text : '

.%gﬁfwgfyloggplfﬁa‘;de&pq,\gMo@

lg> %54.33’ gl Wb 43 g dlw oo & bld o aw o 4y Header & Footer & :Header & Footer
5 5 S

,_5).5 Jo5i9 oo Jgo eliso & ‘.5"5““ dw yo 4 Word Art & :Word Art

LSy Lol a9l Cog & bl wiw o 4y Date and Time o :Date & Time

,_5).5 Ja,b5 oyl odg55g g yund & 45 gigu M Presentation o :Slide Number

L 5292 459l o (PDF, MS Excel, MS Word) (b8 (b &J & o 43 Object o :Object

.S y5 (Embed) g5 4 > 5 b o (oM 4y




(c) ketabton.com: The Digital Library

Microsoft PowerPoint 2016

,T[ :g,5 Symbols

Equation Sy S ‘stéLm (S0l ‘:55 b 4w 1o 43 Equation o :Equation
TS'_-,'mhnls ‘5).5 a8LS| digdgmouw Je Mo J2 18 <iw yo0 4 Symbol o :Symbol

‘J} et 19,5 Media o
‘ufiuien Au'din:- Reic;f;ir;g 6)_.5 a3Lo| (L1 3 ,9550) gugg 43 Dl dlws yo 4y Video o :Video
Media ‘5)..5 aslsl (Audio) Js1 ).a).: 45 Yo dw dw o 49 Audio o :Audio

adlol as bl )10, (9 SKw O yigusnS S 4w yo 43 Screen Recording o :Screen Recording

. 7.».5

-
Jod @ I Sls ST 0O ASgexe Font, Font Color, Font Size & Themes

Ii @ 2y Ol aron S Presentation

129 Customize

Design Tab

A Aa

4|

Themes

Slide Format
Size * Background S 1l 03105 Slide & aiw yo 49 Slide Size o :Slide Size

Istomi

J Background o 4w yo 4y Format Background o :Format Background
o S g L

Transition Tab

oD m B/ Ed @ 8 8 W © (=

Preview MNone Cut Fade Push Wipe Split Rewveal Random Bars Shape Effect
Options ~

Preview Transition to This Slide

.y Transition goMuw & dew w0 4 Preview o :Preview

CSyo> & godlw (5 SS9 4 gluaduy o dudlw o (o 4w yo 4 :Transition to this Slide
.‘52-0:5 J55)5 (MOtiOI'l)

(S5 eSin Byl Motion o aw yo 4 Effect Options o :Effect Options




(c) ketabton.com: The Digital Library

Microsoft PowerPoint 2016

: 19,5 Timing
"32} Sound: [[Mo Sound] = | Advance Slide ¥ 9;

FY

':T':'Duratin:un: 02.00 - »| On Mouse Click S Amwyo & Sound o :Sound

FS

T3 Apply To All After: 00:0000 . 1 | 548 adlol y& S CSg 4y Transition

Timing

S dwyo 4 Duration o :Duration
(S AT SS9 guuS opwyd o Transition

Jod 4 SS9 gl Transition godMuw 699290 O dduw o 49 Apply to All o :Apply to all

.S losc Presentation
w2y oy SIS 4y wgo & Pudlw (SSglily :On Mouse Click
‘5.;') ‘Jgg ul.og.:‘ 4 duwg 49 9&.?5 0)99 aJ o 69““ RLL VR oo Mw ‘sSJ}l:‘) :After

Animation Tab

- —
gy
s

Preview MNone Appear Fade Fly In Float In Split Wipe =| FEffect
- Options -
Preview Animation IF]

.6y 5% Animation goduw & dw yo 4 Preview o :Preview

(S5 pSin Byl Animation & diuw yo 4y Effect Options o :Effect Options

* &M Animation Pane

Add
Animation © 19,5 Advanced Animation
Advanced Animation

Js5 9 Animation 4 Object ggu lxill dlws o 49 Add Animation & :Add Animation

. o
.
- <

&S ).Mo)lp 4L Animation Pane & 4w o 4 Animation Pane & :Animation Pane

v S5 Jwgly Olprs S Animation 4 o ddow yo

aJ gL Object (gau il & 5 CSg 4 Slide Show & aiw yo 4 Trigger o :Trigger

,_g).J J==2 Animation GSoo! 69'“" Sl b o opw SIS




(c) ketabton.com: The Digital Library

Microsoft PowerPoint 2016

J Animation ax> Object g5 & &w o 4 Animation Painter o :Animation Painter

Start: | On Click = | Reorder Animation LS)"S (Copy) Jgf)g 4 Object
{ T‘ Duration: (00,50 -
(®Delay: ~ [0000 - 19,5 Timing
Timing

S5 S &3g oJsS Play o Animation o diww yo 4y Start 5 :Start

S ‘5...» “5).5 FE <9 by o Animation o 4wy 4 Duration o :Duration
g B ‘:_,’.ub o> (& Animation

'éﬁﬁ'ﬁ (Delay) go> ‘?;J.Slgg 4z gluuS Play o Animation & & yo 43 Delay o :Delay
‘_:S.A.Slgg a5 9,95 & Animation ge il & o 4 Move Earlier o :Move Earlier
- Play %g..\a'lgs & 4> Animation g,g5 4 ‘:;uu c‘_g].o.f

(S a5 Awgyg 4> 995 4 Animation (gguls SR diuw yo 43 Move Later 5 :Move Later

.o Play diuwg g (g0 4> Animation g,95 &

Slide Show Tab
[EC) &
= .Igr .L':F Eg _ :9,5 Start Slide Show
From From Present Custom Slide ¢

Beginning Current Slide  Online~  Show~
Start Slide Show

Slide o 4> oM (5 g.og.l 4J Presentation 4w yo 4 From beginning o :From Beginning

&y Jg@ 4 Show

4z g dlw 039290 4 Presentation 4iuw yo 4 From Current Slide o :From Current Slide

&5k Jg@ 4 Slide Show o
S5 Jogb Jgo Online 4 Presentation 4w yo 43 Present Online o :Present Online

FEY.y %5)19.3 ‘55 Presentation «iw o 4y Custom Slide Show o :Custom Slide Show

.89 So G digs s @ 2 (5,0 S CSg 4 Slide Show o diggudlw




(c) ketabton.com: The Digital Library

Microsoft PowerPoint 2016

EEEI- H4”| A ..-"'T_"\:I +| Play Marrations s.:g)f Set Up

. ¥ Use Timings
S5etUp  Hide  Rehearse Record Slide _
Slide Show Slide  Timings  Show=- [/ Show Media Controls

Set Up
4 (Options) <sLodys Slide Show o 4w 4o 49 Set Up Slide Show o :Set Up Slide Show

Syt il dingS alS

& 9355 silgg o i (Hide) (5 yafy 323w 039290 diws o 4 Hide Slide s :Hide Slide
‘S )lS.u:; C¥) ‘{"S S

SS9 Gallao (S0 0 9Dl 8 &5 oMl & 4w yo 4 Rehearse Timing o :Rehearse Timing
A SS9 0 p0g> <z M 2 (55 Jgo 4 Slide Show o Presentation o 6)..5 S
(S5 J95i9 4 D S g op0gra (b JOgulu (32 ySw

(Record) s < gl Presentation 4w yo 43 Record Slide Show o :Record Slide Show
).: G9W St Guo 49 Record Slide Show & 4w wo 4y Play Narrations o :Play Narrations
6)-‘5 (Play) 6)-’)-9 sf <9 4 Slide Show & v

CSg (se Sl Geo 4y Record Slide Show & 4w yo 4y Use Timings o :Use Timings

(S5 J9519 4 Pgdedlu

9l odg e S oy gighild g3 p€ A Al o 43 Show Media Controls & :Show Media Controls

6)15:"*’ g;"!" 939°
@Mnnitnr: Automatic -
v| Use Presenter View
g5 Monitors
Monitors -9 ;

.§ g2 5G] Monitor oL ¢Jogus o Slide Show o 4w yo 4 Monitor o :Monitor




(c) ketabton.com: The Digital Library

Microsoft PowerPoint 2016
ABC

Review Tab
v L2

Spelling Thesaurus

:9,5 Proofing
Smart
Lookup
Proofing Insights

Spelling o 5 45J 4 4w 4 Spelling o :Spelling

(S Al 4y hals
(S oS ol oIS g9 Sl & dliw po 4y Thesaurus o :Thesaurus
- 3 : : : 3

-

Translate Language

-

g:sS Qg 4y Syl 0 0l 4y sn...Lf LSB-“’ oLl © aiw o 4Smart Look o :Smart Lookup
r-.l'l -_.:._'_._'
at. =
»h A

6y Aiganis gl Wloglro aes G il &
Language

:9,5 Language
cSJ'S ng) 'Y ‘xsa) Ssb FHW ‘ng oS! dew o 4 Translate o :Translate

|
Vv

I =
Mew

L IV_I
Show

- g Ll o)L,gJ
Delete Previous
Comment Comments =
Commernts

-

Mext

oS ald 4y ale 5 Grammar gl Spelling & S yio 4 4w yo 4 Language o :Language
yEiReu NS

9,5 Comments
(WSS IS e asld (g9 iG] 4y dw yo 49 New Comment o :New Comment

.Sy (Delete) 5,J Comment g oGl diew o 4y Delete o :Delete

. ‘55 o JS 45 Comment Y] 1992 A po & Previous o :Previous

. & Comment Su5Y puw S dow yo 4 Next o :Next
P Comments Jg.,g S $Y) ‘;&J’ o O Ao Ay Show Comments & :Show Comments
& | Previous
-

. %) Next E;
Accept

End
[Tf| Reviewing Pane Review
Compare

LS

:¢9,5 Compare
aliys oy Presentation v o Presentation g (M5 4w o 4y Compares :Compare

S




(c) ketabton.com: The Digital Library

Microsoft PowerPoint 2016

(S5 o el (e S 4w o 4y Accept S :Accept

“S9) OF 6o SIS 4w o 49 Reject o :Reject

‘5.5 oy & yedag ()32 4w o & Previous o :Previous

‘5.5 S &5 yedas G:.»Y 4w yo 4 Next o :Next

4 (Comad) g’L"S" S Ol psi Jog ‘:55 J 18 4 & yo 4y Reviewing Pane o :Reviewing Pane
-5y Joo

Sy &y ) Ol gt <z Jos alip aiglsld 690 & &l yo 49 End Review o :End Review

= FE 22 [H] E4

Mormal Outline Slide Motes Reading
View Sorter Page View

View Tab

Presentation Views 129 Presentation View

(S5 Jimwgly yii dodlw 4y o Mlw 0w oy 4y (S Presentation opw Normal & :Normal
()b Jg9 gole 4 (S

ol g;..id «Aigilgis gigeuMuw ¢dgg o Presentation & oy Outline View 4 :Outline View
Presentation Jgi & alS <= S8 CSgamd ol (g ‘5‘5 Outline Tab 4 Jgg yued o
.Sy (Review) aids Ly gl & &

2w 095 o c‘_g).».o.‘a...o 49y dlw Presentation & dw yo 4y Slide Sorter o :Slide Sorter
‘5)..5 Sort diggudw §alkao g O L ?ﬁb «55 s pes 4

R 2o Mgyl opw oMl y2 o) Presentation o <uw o 4 Notes Page View o :Notes Page
(S Jgo A 4y (5 S Gy 455 Presentation % oy Note Page A e (&)
Full Screen & g9 4 Slide Show o Presentation o, Reading View 4 :Reading View

:29,5 Master Views

Slide Handout Motes
Master Master Master ~ 13~

Master Views




(c) ketabton.com: The Digital Library

Microsoft PowerPoint 2016

J9e 4 JUw 5.5 il (32l329 Presentation Jo & 4w yo 4 Slide Master o :Slide Master

o9 J99 19 5l @ighyS (Sl « S5

S JS% 4 Handout Master & & o 4 Handout Master View & :Handout Master

PSS 4 A &5 (b 0)Sb (5 (60 EU gl el T 98 e (S s Fhwgly Dol

o9 Jow |o3|wwf~3w)u?‘?;o‘é54gboyw?‘s.w 0, %g.bJsg

ol Geup o ) 9 Mg gl 9l Presentation 4w w0 43 Notes Master o :Notes Master

Ruler =
Gridlines —

. Motes
Guides

Show Ta

7599 50 yisd ol Joud (b Glup 60 Jo9 £ 4 (S S Rl

9,5 Show

(S S o S axao 4 Power Point o 6w Ruler & :Ruler

= E S Joe 4 $lex o S axao 4 Power Point o opw Gridline 4 :Gridline

S rlp (5 Eo 4 ddlw O 0w Slwl 4y Object o2 Geo &y

4 Object o duw o 4y 2> By dghas 090 (5 fo 4 YDl O opw Guides o :Guides

(S5 Align opw Slwl 4y S Qudlw

S5 S Sloglre ‘5.»‘9 a5 JudMw o 04l 41 gdlw 4w yo 43 Note o :Notes

Wiew Zoom Fitto
Direction = Window
Direction Zoom

19 S Zoom

(S 6 9l oy @l kg LS O dlw 6w Zoom 4 :Zoom

‘S@ e & (Window) dxius 4y godlw oy Fit to window 4 :Fit to window




(c) ketabton.com: The Digital Library

Microsoft PowerPoint 2016

.
b Color

:2g,5 Color/Grayscale

m= Grayscale

mm Elack and White

Color/Grayscale

(S)D Jgo S 4 43655, Juu IS S Presentation 4y o Color & :Color

.&y5% Joo Grayscale 4y Presentation o,w Grayscale 4 :Grayscale

&35k Jg@ (s gl 495 41 Presentation ow Black and White & :Black and White

D'j E Arrange All -y

=
- % Cascade _
M e _ Switch
Window E2 Move Split Windows ~ :‘r?ﬁ)f Window
Window

‘_5)...@){9 Windows desgo 18 So (OIS O dw o & New Window o :New Window
9 4 Qg g M5 Joi MS Power Point & 4w yo 4y Arrange All o :Arrange All
T3SV g;-f <9

S oy iy &y Aighld (g9l (WM Jod MS Power Point & 4w yo 4y Cascade o :Cascade
(S Eo b

Panes Lo Windows o oyw Arrow Keys 4 4w o 49 Move Splitter o :Move Split
(S (29 9l s

339duld 919.% guoMS> MS Power Point & aw yo 49 Switch Windows & :Switch Windows

i AL ey (5525 o Gl 4 &5 b 4 032 o i




Get more e-books from www.ketabton.com
Ketabton.com: The Digital Library



