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1. uuzthnstdusunsy PowerPoint tus:dutdavdunndsnsiu
uuzthduasunisisuduasivaladuu PowerPoint LUUDNI3

wuzth Shortcut Keys ndAeya:Adsnsiuadksunistduiulusunsy PowerPoint
mMsATHUQUUIQUDYalaa (Slide Size : Portrait / Landscape)
ANStdWUHaVIRAUAaTad (Slide Background : Color / Picture / Pattern)
A1sLd3on1d Template Online LWa¥d8asvlaLdsiunisannuuualad

(Slide Design Ideas)

- 1A8oviladiv a s:K31vnisatsalad (See All Slides / Zoom In / Black &
White Screen / Pointer Options)

- JUUDVCIV 9 Udv PowerPoint (Presentation Views : Normal / Outline /
Slide Sorter / Notes Page / Reading)

- Us:tAanclv a uov Slide Layout (Title / Content / Section / Comparison /
Blank / Picture)

- mistd Header ua: Footer tHAuataa

- mistdlaufHinatad (Slide number) wa:3uf/altRAualad (Date and Time)
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2. Msasiwwnsw (Chart) vualad PowerPoint
- uu:zthnistdonus:LNNUDVASIWIRIKUN:auAUdayano:thiau
(Chart Type : Column / Line / Pie / Bar / Area / Radar / Histogram / Combo)
duapunsasivnsiwuualad PowerPoint
misuAtuua:Wasuwlavdayavunsiw
NSIWUAUEIYVILTRAUNSIWAIEAISAIKUQ Chart Styles
wu:zuhdsuus:=nauciiv a uunsiw (Chart Elements)
(Axes / Axis Titles / Chart Title / Data Labels / Data Table / Error Bars /
Gridlines / Legend / Trendline)
- msthasawAaswontusunsy Excel uitduualad PowerPoint
3. sousaulnAdALa:tndadumstdiusunsy PowerPoint (Qaui 1)
- BgudUs:nniwadiv a ASndudrsunistduiulusunsu PowerPoint
- MSUUANIWE PowerPoint tOulwaus:ztnn PDF/XPS Document
- MsUURNTWE PowerPoint tOUtwaus:tnn Video
- INnAGANSUUNNIWE PowerPoint tRaladawnsalda/Ualddaludositviioondw
- 38MsasvsHaniu (Password) IBAUIWA PowerPoint tWalUovAuluitiRduundaidoiu
- tnadinnIsIWULAzY Font A29NUSWUUIKL 9 aviualad PowerPoint LWaAJIU
uancvuazlaataun3gdu
- tnAdAMSIWUATadNNIWASULUUSIALS) (Reuse Slides)
- tnAlANTISUUVKTD9ULaud (Notebook & Projector) dagtAsoviia Use Presenter
View WWatwuawidutinthiauswaviuuuuiiDondw
- iInadANsUIlauawavIUIRAURWORa1e a ndutulwaldednudigindaviianisda
nauWusutRnualad (Custom Slide Show)
- 38MsUS:¥ULAINEULWSWAVIULUU Online dgtA3aviio Present Online agvlioondw
- soUsOULAdadUNSTS Hyperlink AvHUauualad PowerPoint uuuiioondw
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4. souscutnadnua:lndadunistdiusinsy PowerPoint (ODURA 2)

- mistdindaviingdedounasuaimsiilausiuuiioondw (Rehearse Timings)

- mstBlAspviingdevufinidavussenaus:naualad (Record Slide Show)

- mstdiAdoviio Section IWaylUSHIsSdandualaduuuiioodw

- mstELAdoviio Outline WWaBradanstioHuualaduuuiioodw

- INnAGANSTEIWALFgv (Audio) ua:zIwadalo (Video) uu PowerPoint wuuiioo8w

. mslaulwavua:albuuudoliovnnaladavudaladunuusnaudivunugane

. mMstdawavua:3diugivaintdulolanuaviwavua:3alauuuiioongw

: MstUalwavla:3abuuuRauRautualadiGedAuLWaLWUAIULNaGUTdLINGVTU
: 35M1stanaudaloon YouTube ua: Facebook avtualad PowerPoint

- :‘)Emsz}ug,Umwuuu Online Pictures IWoAWa:q2NVI8Q1E

- 38Msadwdadusuniwaiudd (Photo Album) Watdasuniwdududusasaviualad

mMetuldeddui

- 38mstdvutAdoviid SmartArt unuudv @ aevgns

: SUBUIa:SUWSMPgvWavIuUALthiauadds SmartArt AsunAUs:LAN
. uzthtnAdAMSa3wWvavANns (Organization Chart) Agnas
5. InAGANNSIBVIU Transitions ua: Animations wuuoo8W

- Us:tnnuov Transitions (Subtle / Exciting / Dynamic Content)

- Us:tnnuov Animations (Entrance / Emphasis / Exit / Motion Paths)
tNAGAMSIS Custom Animation IWWawauwaiuus:L1Anuov Animation wUUlDGW
A1sAaaon (Copy) Animation 28 Animation Painter LWLWUAdIWE:QdATU
ARECVRLY!
1SgugNIsAdUAUAIAUNISHIVILUDY Animation (On Click / With Previous /

After Previous)
tNnAGANISIBVIU Animation tWaultauansiwus:=tANGIY a wuuldoodw

(Chart Effect Options : By Series & By Category)
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INAGANISIEVIU Animation tWoUllauotlAdovido SmartArt uuulioo 18w

(Sequence : One by One & Level at Once)

wuUnAlAMSIBoIu Animation Audeyanuaiualaa (Bullet) uuuloodw

ANStBVIU Triggers IWDLWUAILAWNSAIRAU Animation s:H31wnsthiaud

58n1sUn Transition wa: Animation TUI3vUtu Slide Master LWpAdWE:zQINTU

Astdouungodu

6. MStGvIU Master Views ua=nisasviwa Office Theme

wu=thus:tnnuov Master Views (Slide Master / Handout Master / Notes Master)

: ANsasivua:suntduiu Slide Master

: Msasioua:sgnidoiu Handout Master

: Msasoua:sgntduiu Notes Master

- 191:3nM1sHvU Slide Master IWaLWUAWA:QINLA:AIEVUIRAUATAG PowerPoint

- AIUUAACIIVS:HITY Insert Slide Master AU Insert Layout

- misunsn / mMsau / mswWaguso Slide Master

- mMstdovAUs:ndUCiIv 9 avlu Slide Master (Insert Placeholder)

- INATAMSHDUMWWUHAVALAGYIN Slide Master (Hide Background Graphics)

- A1SUURNIWAE Slide Master LWl TUIEvIUAUIWAS UHEDLAZDVAUTAD VAN
(Office Theme | *.thmx)

- tnAdANISUNTIWA Office Theme (*thmx) TUtdviunuuaaluda

(Microsoft\Templates\Document Themes)

7. uuzunn1sasiv Macro ua:n1stdguldsunsuy VBA (Visual Basic for Application) uu

PowerPoint
Asaswiwa PowerPoint d&1HSUJQLAU Macro ua: VBA (*.pptm)
AsISYNIS Developer Tab 1Woa31v Macro ua: VBA uu PowerPoint
uu:u"nﬁumumsmuuwsunsumm VBA tu PowerPoint
suMbDgIvNsIdoulUsunsy VBA asiouuunaasutualad PowerPoint wépunvdatfu
Wan:uwuuaviuldsndn Excel
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