
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

ǵƩǰǶǫǸ  paǽǹǳaǶǷǰǴǩ 

 ǴǵǮǷǲǫȏaǨaȏa  

ǮǭǩǶǦǪȏǦ 

ǲoǪeǶǳoǩ 

ǪǶyǾǸǨǦ 

ǫ-yǽeȏe 

e-ǮǳǰǱǹǭǮja  

 

cǱǴǧǴǪaǳ 

ǵǶǮcǸyǵ 

͢ȅ͒Ŏ͟ŀ  
ͨͪŀ͍ŀ ͤŀ  
Ŝ͒ȅ͟ŀͼ͙͞ȅ ͙ 
͙ͤͺƻͪŀͣͼ͙ƧŜ 

ˮͪ͊͒͊͘ ͔͔ͨͪͤͭ͊͘ͼ͙͊͞ -  

Microsoft PowerPoint 2010  

 

/͙ͪͨͭ͊͟ 

 

ITdesk.info  
ð ǵǶǴȍǫǰaǸ ǶǦǽǹǳǦǶǷǰǫ e-eǪyǰaǼǮȍe  

ca ǷǱǴǧǴǪǳǮǲ ǵǶǮcǸǹǵǴǲ 

- ǕǶǮǶǹǽǳǮǰ ǭǦ ǪǮǩǮǸǦǱǳǹ ǵǮǷǲǫǳǴǷǸ 



˥͍͙͊ͤ͡ ͤ ͍͊ͫͦ͡:   

ITdesk.info ς ͨ ͔ͪͦ͊͟͞T ͪ ͊;͔ͯͤ͊ͪͫ͟ ͔-͔͒ͯ͊͟ͼ͙͔͞ ͫ͊ ͙ͫͦ͋ͦ͒ͤͣ͡ ͙ͨͪͫTͯͨͦͣ - ˽ ͙ͪͪͯ;͙ͤ͟ ͊͘ 

͙͎͙͒ͭ͊ͤͯ͡ ͙͔ͨͫͣͤͦͫͭ 

˽͍ͦ͒ͤ͊ͫͦ͡:  

ˮͪ͊͒͊͘ ͨ ͔͔ͪͤ͘T͊ͼ͙͊͞ - Microsoft PowerPoint 2010, ͫ ͙ͪͨ͟T  ͊

ˢͯͭͦͪΥ 

˨͙͊ͪͦ ˮ͙͊͡͞ ˾͔͙ͤ͒ͯ͡ΐ 
 

˶͙͍ͦ͊ͦ͊͊͘͟͡͡Υ 

˸͙͊ͪ͊͞ ˿͍͙͊ΐ 

Cͭ ͪͯ;ͤ͊ ͔ͪͼ͔͙ͤ͊͘͞: 

̓ͯͪΏ͙ͤ͊ ́ ͍ͦͨͦͦ͊͡;͙͟ x ͊ͪͦ͞ 

˹͍͊ͫͦ͡Υ  

˿͙͍͙͊͡͞ ˣ͙ͯͤΐ 

ˮ͍͒͊͊͘;:  

˻͍͔ͭͦͪͤͦ ͒ ͪͯ΄T͍ ͦ͘  ͊ͪ ͔͊ͣͤͯ͘͞ ͙ ͔͒͊͞ (˻˨˾ˢ˭ˮ), ˭ ͎͔͊ͪ͋  

ISBN: 

978-953-7908-11-9 

˸͔ͫͭͦ ͙  ͎ ͙ͦ͒ͤ͊ ͙ ͍͒͊͊ͥ͊͘:  

˭͎͔͊ͪ͋, 2012.  

 

 
Agencija za odgoj i obrazovanje Republike Hrvatske odobrila je uporabu  
ƻǾƻƎ ǇƻƳƻŏƴƻƎ ƴŀǎǘŀǾƴƻƎ ǎǊŜŘǎǘǾŀ ǳ ƻǎƴƻǾƴƛƳ ǑƪƻƭŀƳŀ ǊƧŜǑŜƴƧŜƳ 
klasa: 602-09/12-01/0032 
urbroj: 561-03-03/10-13-3 
Zagreb, svibanj 2013. 

 

 

ˢͯͭͦͪͫͦ͟ ͨ ͍ͪ͊ͦ:  

˿ͦ͋ͦ͒ͤͦ͡ ͙͔ͦͨͪ͊ͭ͟͞, ͔ͨͪ΄͍͔ͭ͊ͣͨ͊͊ͭ͞  ͙͔͒͊͢ ͙͙͙͔͒ͫͭͪ͋ͯͪ͊ͭ͞ ͼ͔ ͯ͡ ͙͙͡ ͔͒ͦ ͍͔ͦ ͙ͨͯ͋͊͟͡ͼ͙͔͞, 

ͯͯ͟͢;ͯͯ͞ΐ͙  ͙  ͍ͯͫͪͻͯ ͎͙͍͙ͦͪ͊ͤͦ͊ͤ͘ͻ ΄͍ͦͦ͊ͥ͊͟͡, ͙͋ͦ͡  ͍͙ͯ͊ͤͣ͞ ͙͙͡  ͙͍͙ͯͨͪ͊ͭͤͣ ͍͙ͦ͋ͪ͊ͦͤͣ͘ 

͍ͯͫͭ͊ͤͦ͊ͣ͊, ͙͊͡ ͙ͫͯ͟͢;͙͍ͦ  ͔͔ͯͤͦͣͪ͟ͼ͙͔͊ͤ͞͡ ͍ͫͪͻ͔ (͔͒͊͟͡ ͔͋͘ ͔ͤ͊ͨ͊ͭ͡ ͙ͪ͊ͥͣ͟͞ ͙͙ͦͪͫͤ͟ͼ͙ͣ͊ 

͘ ͊ ͙ͦͪ͟΄ΐ͔ͥ ͔ ͙ͨͯ͋͊͟͡ͼ͙͔͞)  ͙ ͯ ͘ ͍ͤ͊ͦΏ͔͔ͥ ͙͍ͦͪ͊͘ (͙͍ͦͪ͘: www.ITdesk.info - ͔ͨͪͦ͊ͭ͟͞ -͔

͔͒ͯ͊͟ͼ͙͔͞ ͫ ͊ ͙ͫͦ͋ͦ͒ͤͣ͡ ͙ͨͪͫͭͯͨͦͣ). ˮ͍͔͔͙͒ͤ͘ ͍͙ͪ͊͒ͦ ͙ͤͫͯ ͒ͦͨͯ΄͔͙ͭͤ ͔͋͘ ͔ͨͪͭͻ͎ͦ͒ͤͦ 

͔ͦ͒ͦ͋ͪͥ͊ ͤ ͙ͦͫͦͼ͊ ͊ ͙ͯͭͦͪͫ͟ͻ ͨ ͍ͪ͊͊ (͎ͯ͒ͪͯ͊ ˻ ͍͔ͭͦͪͤͦ ͒ ͪͯ΄T͍ ͦ͘  ͊ͪ ͔͊ͣͤͯ͘͞ ͙ ͔͒͊͞ - ˻ ˨˾ˢ˭ˮ). 

˴ͦͤͭ͊ͭ͟ ͘  ͊ͭ ͔͔ͪ͊͗ͥ ͒ ͍͔ͦͦ͘͡: info@ITdesk.info.   

http://www.itdesk.info/
mailto:info@ITdesk.info
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ʇʨʝʜʛʦʚʦʨ 

˨͊ͤ͊΄͔ͥ ͒ͪͯ΄͍ͭͦ ͔͔͔ͦ͋͗ͤͦ͡ ͔͞ ͎͙ͤ͊ͣ͡ ͪ͊ͫͭͦͣ ͙ ͍͔ͪ͊ͦͣ͘͞ 

͙ͤͺͦͪͣ͊ͼ͙͙ͦͤͻ ͔ͭͻ͎͙ͤͦͦ͊͡͞ όˮ́ύΣ ΄ͭͦ ͔͞ ͔͍ͪͯͭͦ͊ͦ͘͡͡ ͍͔͙ͦͣ͟͡ 

͍͙͊ͫͤͦ͘΄ΐͯ ͒ͪͯ΄͍ͭ͊Σ ͯ ΄͙͔ͪͣ ͙ͫͣͫͯ͡Σ ͦ ͤ͊ͥͯ͘ ͙ ͔͔ͦͣͨͭͤ͟ͼ͙͊ͣ͊͞ 

͔ͦͫͦ͋ ͯ ͨͦ͒ͪͯ;ͯ͞ ˮ́Φ ˮ ͔ͨͪͣ͒͊ ͭ͊ ͍͙͊ͫͤͦͫͭ͘ ͔ͪ͊ͫͭ ͙͘ ͒͊ͤ͊ ͯ ͒͊ͤΣ 

ͯ͒ͫͦ͢͟ ͍ͨͪ͊ͦ ͤ͊ ͍͔ͦ͋ͪ͊ͦ͊ͥ͘ ͙ ͙ͤͺͦͪͣ͊ͼ͙͔͞ ͙͔ͤ͞ ͨͪͦ΄͙͔ͪͤͦ ͙ 

ͤ͊ ͨͦ͒ͪͯ;͔͞ ˮ́Φ ˽͍͙͙ͦ͊͞͡ ͫͯ ͔ͫ ͔͙ͨͪͦ͋ͣ͡ ͙ͦ͟͞ ͙ͯͭ;ͯ ͤ͊ ͒ͪͯ΄͍ͭͦ ͯ 

ͼ͔͙͙ͤ͡Σ ͙ͦ͟͞ ͍ͫͭ͊ͪ͊ͯ͞ ͔͔͔ͨͪͨͪ͟ ͙ ͍ͯ͒͊͊͊ͯ͢͞ ͔ͯ͒͢ ͦ͒ ͎͍͎͊ͤͦ͡ 

͎ͪ͊ͦ͊͘͡ ͙ ͙͍ͣͦͭ͊ͼ͙͔͞ ͊͘ ͔ͤ͊ͨͪ͒͊͟Σ ͦ͒ ͙͙͔ͨͪ͟͡Φ ˨͊ͤ͊ͫΣ ͙͙͋ͭ 

ͪ͊;͙ͯͤ͊ͪͫ͟ ͔͙͔ͤͨͫͣͤ͊ ͦͫͦ͋͊ ͤ͊͘;͙ ͙͙͋ͭ ͦͫͦ͋͊ ͦ͊͟͞ ͙͔ͤ͞ ͯ 

͎ͣͦͯΐ͙ͤͦͫͭ ͔͍͙ͫͯ͒ͦ͊ͭ͡ ͯ ͔ͣͦ͒ͪͤͦͣ ͒ͪͯ΄͍ͭͯΣ ͦͫͦ͋͊ ͔͋͘ ͙͙͔ͨͪ͟͡Σ 

,͙ ͯͨͪͦͫ͟ ͙ͨͪͤ͊ͭͦ͘͞ ͔ͤͦͨͻ͙ͦ͒ͤͦͫͭ ͙ ͙͙ͦͪͫͤͦͫͭ͟ ͙͙͍͔ͤͯͤ͘͟͡ 

͙ͤͺ͙ͦͪͣ͊ͭ;͔͟ ͙͔͙ͨͫͣͤͦͫͭΣ ͦ͒ ͔ͫͭͪ͊ͤ ˩͍͔ͪͦͨͫ͟ ͙͙͔ͦͣͫ͟͞Σ ͔̂ͤͫ͊͟Σ 

˻˩̇˨-͊ ͙ ͙ͦͫͭ͊͡ͻ ͙͙͋ͭͤͻ ͙͙ͤͫͭͭͯͼ͙͊͞Σ ͦ͞΄ ͍͔ͯ͟ ͔ͨͦͫͭͦ͞ ͎͔ͪͯͨ 

͙ͯ͒͢ ͫ͊ ͔͙ͦͭ͗͊ͤͣ ͙ͨͪͫͭͯͨͦͣ ͍ͦͫͤͦͤͦͣ ͪ͊;ͯͤ͊ͪͫͦͣ͟ 

͍ͦ͋ͪ͊ͦ͊ͥͯ͘ όͤͨͪΦ ͔ͦͫͦ͋ ͫ ͙͍͙͙͔ͤ͊͒ͭͭͦͣ͡Σ ͔ͦͫͦ͋ ͫ ͔ͨͦͭ΄ͦ͟ΐ͊ͣ͊ ͯ 

ͯ;͔ͥͯΣ ͙ͪ͊͒ͤͼ͙ ͙͎͙ͣͪ͊ͤͭΣ ͔͔͔ͤ͊ͨͦͫͤ͘͡ ͔ͦͫͦ͋Σ ͔ͦͫͦ͋ ͔ͦ͟͞ ͙͍͔͗ 

ͤ͊ ͔͙ͯ͒͊ͤͣ͢ ͔͙ͣͫͭͣ͊ ͎͔͒ ͔ͤͣ͊ͯ͞ ͙ͨͪͫͭͯͨ ͪ͊;ͯͤ͊ͪͫͦ͟͞ 

͔͒ͯ͊͟ͼ͙͙͞ύΦ 

˻͍͊͞ ͙ͨͪͪͯ;͙ͤ͟Σ ͔͊͒ͤͦ͘͞ ͫ͊ ͙ͦͫͭ͊ͣ͡ ͔͙ͣ͊ͭͪ͊ͦͣ͞͡ ͍͔͙ͦ͋͊ͤͣ͢͞ ͤ͊ 

͙ͫͭͪ͊ͤͼ͙ L¢ŘŜǎƪΦƛƴŦƻΣ ͔͍ͨͪ͒ͫͭ͊͊͢ ͤ͊΄ ͙͒ͦͨͪͤͦͫ ͔͙ͪ͊͊͘͡ͼ͙͙͞ ͙ 

ͨͪͦͣͦͼ͙͙͞ ͎ͯ͒ͫͦ͢͟ ͍ͨͪ͊͊ ͤ͊ ͍͔ͦ͋ͪ͊ͦ͊ͥ͘ ͙ ͙ͤͺͦͪͣ͊ͼ͙͔͞ ͯ 

ͨͦ͒ͪͯ;ͯ͞ ˮ́Φ ˹͊͒͊ͣͦ ͔ͫ ͒͊ ΐ͔ ˤ͊ͣ ͍ͦ͊ ͔͒ͯ͊͟ͼ͙͊͞ ͨͦͣͦΐ͙ ͯ 

͍͍ͫ͊͊͒͊͊ͥͯ͡ ͍͙ͦͫͤͦͤͻ ͪ͊;͙ͯͤ͊ͪͫ͟ͻ ͍͔΄͙ͭͤ͊ ͙ ͫ͊ ͭͦͣ ͤ͊͒ͦͣ 

͔͙͗ͣͦ͡ ˤ͊ͣ ͒͊ ͤ͊ͯ;͙͔ͭ ΄ͭͦ ͍͙΄͔ ͙ ͭ͊ͦ͟ ͔͔ͨͦͫͭ͊ͤͭ ͙͍͙͊ͭͤ͟ 

;͍͙͊ͤͦ͡ ͔ͣͦ͒ͪͤͦ,͎ ͙ ͤͺ͙ͦͪͣ͊ͭ;͙͟ ͙͔͎ͨͫͣͤͦ ͒ͪͯ΄͍ͭ͊Φ 

ˮ͔ͫͪͤͦ͟ ͍͊΄͙Σ 

  ITdesk.info team  
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MICROSOFT POWERPOINT 2010 BETA ς ˩˶˩˸˩˹́ˮ ˾ˢ˨˹˻˥ ˻˴˾̂ˬ˩˺ˢ (ͫ.͡ 1.) 

 

 
˿.͡ 1. ˩ ͔͔͙ͣͤͭ͡ ͙͔ͤͭͪͺ͔ͫ͊͞ 

 

1. ͔͙́͊ͫͭͪ ͘ ͊ ͙ͣ͊ͤͨͯ͊͡ͼ͙ͯ͞ ͨͪͦͦͪͦͣ͘: ͙͙͙͙͔ͣͤͣͪ͊ͥ͘, ͙͙͙͔ͣ͊ͫͣͪ͊ͥ͘͟, ͍͔͊ͭ͊ͪ͊ͥ͘ 

ͨͪͦͦͪ͊͘ 

2. ˹͍͊ͫͦͤ͊͡ ͭ ͪ͊͊͟ ς ͙ ͔ͣ ͒ ͔ͦͯͣͤͭ͊͟, ͤ ͍͊ͫͭ͊͊͟ (.pptx) ͙  ͙ ͔ͣ ͨ ͎ͪͦͪ͊ͣ͊ 

3. ˴͙͊ͪͭͼ͔ (tabs) 

o ˨͔͊ͭͦͭ͊͟ (File) 

o ˽ͦ;͔ͭ͊ ͟(Home) 

o ͔͙̂ͣͭͤ (Insert) 

o ˨͙͊ͤ͘͞ (Design) 

o ˽͔͙ͪ͊͘͡ (Transitions) 

o ˢ͙ͤͣ͊ͼ͙͔͞ (Animations) 

o ˽͔͔ͦͪͭ͊ͥ͟ ͨ ͔͔ͪͤͭ͊͘ͼ͙͔͞ (Slide Show) 

o ˽͙ͪ͊͘͟ (Review) 

o ˽͔͎ͪ͡ ͔͒  (View) 

4. ́ͪ͊͊͟ ͫ  ͊ ͙͊ͭͣ͊͡ (Toolbar) 

o ͔͔ͤ͟ ͫ ͙͍͔͔ͪͤ͟ ͤ ͔͔͊ͪ͒͋ ͨ ͔ͦͪ͒ ͔͔ͫ͋ ͙ͣ͊ͯ͞ ͫ ͔͙ͭͪ͡ͼͯ ͟ ͔ͦ͞ ͫͯ͗͡ ͙͘  ͊ͦ ͍͔ͭ͊ͪ͊ͥ ͒ ͙ͦ͒͊ͭͤͻ 

ͦͨͼ͙͊͞  

o ͙͍͔͔͊ͫͤ͘͢ ͤ ͔͔͊ͪ͒͋ ͤ  ͔ͣ ͎ͦͯ ͫ ͔ ͔ͭͪͤͯͭͤͦ ͙ ͍ͪ͘΄͙͙ͭ  

o ͔͔ͤ͊ͪ͒͋ ͫ  ͭ ͙ͪ ͭ ;͔͊͟ ͨ ͙ͪ͊ͯͯ͘͟͞ ͒ ͔͊͢ ͤ ͔͔͊ͪ͒͋ 

¶ ͙͊ͪͭ͟ͼ͔ ͙  ͊ ͔͊ͭͤ͡ ͭ ͔ͪ͊͟ ͘ ͔͊͒ͤͦ͞ ͫ  ͔ͤ ͙͍͊͊ͯ͘͞ ͍ ͪͨͼ͊ (ribbon) 

5. ˽ͦ͊͢ ͘  ͊ͯ ͤͦͫ ͫ ͊͒ͪ͗͊͊͞ ς ͦ ͍͔͒ ͯ ͙͔ͨͫͯͣͦ͞ ͭ ͔ͫͭ͟, ͯ ͙ͤͦͫͣͦ ͦ ͔͋͊ͭ͟͞ 

6. ́;͊͊͟ ͯ ͔ͣͭ͊ͥ͊, ͣ ͔ͫͭͦ ͎ ͔͒ ͭ ͔͔͙ͪͨͪ ͟ ͯͪͫͦͪ 

7. ˽͙ͪ͊͘͟ ͣ ͙͙ͤ͊ͭͯͪ͊͞ 
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8. ˽͔ͦ͢ ͘  ͊͋ ͔͔́͡ ͔͟  

9. ͔́ͪ͊͟ ͘  ͊ͻ͙ͦͪͦͤͭ͊ͤͯ͘͡ ͙  ͍ ͔͙ͪͭ͊ͤͯ͟͡ ͤ ͍͙͎͊͊ͼ͙ͯ͞ (͙͊͘͟͡;͙) 

10. ˿ͭ͊ͭͯͫͤ͊ ͭͪ͊͊͟ ς ͙͔ͨͪ͊ͯ͘͟͞ ͔ͨͦ͒͊ͭ͟  ͔ͦͭͪͤͯͭͤͦͣ ͨͦͦ͗͊ͯ͡͞ ͭ;͔͊͟ ͔ͯͣͭ͊ͥ͊ ͤ ͊ͪ͊͒ͤͦ͞ 

͍ͨͦͪ΄͙͙ͤ ͙  ͫ ͔ͭ͊ͥ ͤ ͔͙͟ͻ ͨ ͔͙ͦͫ͋ͤͻ ͅ ͯͤ͟ͼ͙͊͞ Microsoft PowerPointa-  ͊ 

11. ͙̆ͦͪͦͤͭ͊ͤͦ͘͡ ͙  ͍ ͔͙ͪͭ͊ͤͦ͟͡ ͨ ͍͔ͦͪ͊ͤ͊ͥ 

 

˻˭˹ˢ̉ˢˤˢ˺˩ ́˩˴˿́ˢ 

͔͔̂ͣͭ͊ͥ (͎͒ͦ͒͊ͭͤͦ) ͔ͭͫͭ͊͟ ς ͙͔ͤͣͦ͟͟͡ ͔͍͙ͣ͡ ͙ͦͣ͟͟͡ ͙ͣ΄͊ ͯͤͯͭ͊ͪ ͔͍͙ͨͪ͒Ώ͔͎ͤͦ ͨͦ͊͢  ͙

͙ͯͨ΄͔ͣͦ ͭ ͔ͫͭ͟. 

ˮ͔ͣͤ͘ ͊ ͨ ͔ͦͫͭͦ͞ΐ͔͎ ͭ ͔ͫͭ͊͟ - ͦ ͤ͊͘;͙ͣͦ ͭ ͔ͫͭ͟ ͟ ͙ͦ͞ ͗ ͔͙ͣͦ͡ ͙ ͔ͣͤ͘ ͙͙ͭ ͙  ͯ ͔͔ͤͫͣͦ ͤ ͍͙ͦ ͭ ͔ͫͭ͟. 

˻ͤ͊͘;͍͔͊͊ͥ ͨ ͙͍͎ͪͦͦͤͦ͘͢ ͭ ͔ͫͭ͊͟: 

¶ ͙͙͔ͨͪͭͫͤͣͦ ͙  ͘ ͙͊͒ͪ͗ͣͦ ͡ ͔͍͙ ͔ͭ͊ͫͭͪ ͣ ͙΄͊ ͤ  ͊ͨ ͦ;͔ͭͯ͟ ͭ ͔ͫͭ͊͟ ͟ ͙ͦ͞ ͗ ͔͙ͣͦ͡ ͦ ͤ͊͘;͙͙ͭ, 

͔ͨͪΏ͔ͣͦ ͣ ͙΄͔ͣ ͒  ͦ͟ ͪ͊͊͞ ͙  ͦ ͙ͭͨͯͫͭͣͦ ͡ ͔͍͙ ͭ ͔͊ͫͭͪ 

¶ ͍͙ͨͦͫͭ͊ͣͦ ͭ ;͊ͯ͟ ͯ ͔ͣͭ͊ͥ͊ ͤ  ͊ͣ ͔ͫͭͦ ͨ ͦ;͔ͭ͊͟ ͦ ͤ͊͘;͍͊͊ͥ͊, ͨ ͙͙͔ͪͭͫͤͣͦ ͭ ͔͊ͫͭͪ {ƘƛŦǘ όͤ͊ 

͙ͭ͊ͫͭ͊ͭͯͪύ ͨ  ͊͟ ͙͔ͤͣͦ͟͡ ͔͍͙ͣ͡ ͙ͦͣ͟͟͡ ͣ ͙΄͊ ͤ  ͊ͣ ͔ͫͭͯ ͗ ͔͔͎ͤͦ͢ ͘ ͍͊ͪ΄͔ͭ͊͟ ͦ ͤ͊͘;͍͊͊ͥ͊ 

˨͍͔ͦ͒͊͊ͥ ͋ ͔͔́͡ ͙͟ (notes): ͨ ͔ͦ͢ ͨ ͍͔ͦΐ͍͊͊ͣͦ ͨ ͙͔ͦ͒͊ͥͣ͘ ͎ ͔͎ͦͪͥ ͪ ͯ͋͊. 

 

̂˸˹˻ˬˢˤˢ˺˩ ́˩˴˿́ˢ ̂˹̂́ˢ˾ ˨˻˴̂˸˩˹́ˢ  ˮˮ˭˸˩̓̂ ˻́ˤ˻˾˩˹ˮ̆ ˨˻˴̂˸˩˹ˢ́ˢ 

˴͙ͦͨͪ͊͞ / ͔ͤ͊ͨ͡ ͙ (Copy / Paste): 

1. ͦͤ͊͘;͙ͣͦ ͭ ͔ͫͭ͟ ͟ ͙ͦ͞ ͗ ͔͙ͣͦ͡ ͟ ͙͙ͦͨͪ͊ͭ 

2. ͙ͦͨͪ͊ͣͦ͟ ͦ ͤ͊͘;͔͙ͤ ͒ ͔ͦ ͭ ͔ͫͭ͊͟ ͨ ͦͣͦΐͯ ͊ ͊ͭ͊͡ ˴ ͙ͦͨͪ͊͞ (Copy)  (Ctrl + C) 

3. ͍͙ͨͦͫͭ͊ͣͦ ͭ ;͊ͯ͟ ͯ ͔ͣͭ͊ͥ͊ ͤ  ͊ͣ ͔ͫͭͦ ͎ ͔͒ ͗ ͔͙ͣͦ͡ ͫ ͔͙͙ͣͫͭͭ ͭ ͔ͫͭ͟ 

4. ͔͊ͨ͘͡ ͙ͣͦ ͔ͭͫͭ͟ ͤ ͊ͭ ͔ͦͣͫͭͦ ͨͦͣͦΐͯ ͔͎͒ͤͦ͞ ͦ ͒͊͊ͭ͊͡ ˻ͨͼ͙͔͞ ͔͡ ͔ͨͥ͊͢ (Paste Options) 

 (Ctrl + V) 

 

˴͙͔ͦͨͪ͊ͥ ͨ ͦͣͦΐͯ ͣ ͔͔ͭͦ͒ αͯͻ͍͙͊ͭ, ͨ ͔͍ͪͯͼ͙, ͨ ͙ͯͫͭά (drag and drop) 

1. ͦͤ͊͘;͙ͣͦ ͭ ͔ͫͭ͟ ͟ ͙ͦ͞ ͗ ͔͙ͣͦ͡ ͟ ͙͙ͦͨͪ͊ͭ 

2. ͤ ͊ ͦͤ͊͘;͔ͤͦͣ ͔ͭͫͭͯ͟ ͙͙͔ͨͪͭͫͤͣͦ  ͙ ͙͊͒ͪ͗ͣͦ͘ ͔͍͙͡ ͔ͭ͊ͫͭͪ ͙ͣ΄Σ͊ ͊ ͙͊ͭͣ͘ 

͙͙͔ͨͪͭͫͤͣͦ ͙  ͘ ͙͊͒ͪ͗ͣͦ ͭ ͔͊ͫͭͪ Ctrl όͤ͊ ͙ͭ͊ͫͭ͊ͭͯͪύ 

3. ͍ͯ;͔ͣͦ ͨ ͙͍ͦ͊͊͘͟; ͣ ͙΄͊ 

4. ͙ͦͭͨͯͫͭͣͦ ͭ ͔͊ͫͭͪ ͣ ͙΄͊ ͙  ͨ ͦͭͦͣ ͭ ͔͊ͫͭͪ Ctrl. ́ ͔ͫͭ͟ ͞ ͔ ͤ ͔͊ͨ͡ ͔ͤ͢ ͤ  ͊ͤ ͍ͦͯ ͨ ͙ͦ͘ͼ͙ͯ͞. 

 

ˮ͔ͫͼ ͙/ ͔ͤ͊ͨ͡ ͙ (Cut /  Paste): 

1. ͦͤ͊͘;͙ͣͦ ͭ ͔ͫͭ͟ ͟ ͙ͦ͞ ͗ ͔͙ͣͦ͡ ͨ ͔͔͙͙ͪͣͫͭͭ 

2. ͙͔͔ͪ͗ͣͦ͘ ͦ ͤ͊͘;͔͙ͤ ͒ ͔ͦ ͭ ͔ͫͭ͊͟ ͨ ͦͣͦΐͯ ͊ ͊ͭ͊͡ ˮ ͔ͫͼ͙ (Cut)  (Ctrl +X) 

3. ͍͙ͨͦͫͭ͊ͣͦ ͭ ;͊ͯ͟ ͯ ͔ͣͭ͊ͥ͊ ͤ  ͊ͣ ͔ͫͭͦ ͎ ͔͒ ͗ ͔͙ͣͦ͡ ͫ ͔͙͙ͣͫͭͭ ͭ ͔ͫͭ͟ 

4. ͔ͤ͊ͨ͡ ͙ͣͦ ͭ ͔ͫͭ͟ ͤ  ͊ͭ  ͦͣ ͔ͫͭͦ ͨ ͦͣͦΐͯ ͞ ͔͎͒ͤͦ ͦ  ͒͊ ͊ͭ͊͡ ˻ ͨͼ͙͔͞ ͡ ͔͔ͨͥ͊͢ (Paste Options)

  (Ctrl + V) 

 

˽͔͔ͪͣ́ ͔ͭ͊ͥ ͨͦͣͦΐͯ ͔͔ͣͭͦ͒ αͯ ͻ͍͙͊ͭ, ͨͪ ͔͍ͯͼ͙, ͙ͨͯͫͭά ͙ͫͭͦ ͔͞ ͊ͦ͟  ͙͙͔ͦͨͪ͊ͥ͟, ͙͊͡ ͔͋͘ ͔ͭ͊ͫͭͪ͊ 

Ctrl. 
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ˣ˾ˮ˿ˢ˺˩ ́˩˴˿́ˢ 

¶ ͍ͫͦͦ͡ ͨ  ͦͫ ͍ͦͦ͡: Delete - ͒ ͔ͫͤͦ ͦ  ͒͟ ͯͪͫͦͪ͊, BackSpace - ͡ ͔͍ͦ ͦ  ͒͟ ͯͪͫͦͪ͊ 

¶ ͙͋ͪ͗ ͤ ͊;͙ͤ - ͦ ͤ͊͘;͙ͣͦ ͗ ͔͔͙ͤ͢ ͒ ͔ͦ ͭ ͔ͫͭ͊͟ ͙  ͨ ͙͙͔ͪͭͫͤͣͦ ͭ ͔͊ͫͭͪ Delete 

ˣ͙͔ͪͫ͊ͥ ͔͎͒ͤͦ͞ ͙͙͡ ͍͙΄͔ ͍ͫ͊͒ͦ͊͡͞: ͦͤ͊͘;͙ͣͦ ͔͒͊ͤ͞ ͙͙͡ ͍͙΄͔ ͍ͫ͊͒ͦ͊͡͞ (ͨͦͣͦΐͯ ͔ͭ͊ͫͭͪ͊ Shift 

͊ͦ͟ ͫ ͯ ͔͒͊ͤ͞ ͙͊͘ ͎͎͒ͪͯͦ, ͊  Ctrl ͊ ͦ͟ ͤ ͙ͫͯ) ͙   ͨ ͙͙͔ͪͭͫͤͣͦ ͭ ͔͊ͫͭͪ Delete. 

˽͙ͦͤ΄͍͔ͭ͊͊ͥ ͙ ͔ͣͤ͘ ͊ (Undo) ͙  ͨ ͙ͦͤ΄͍͔ͭ͊͊ͥ ͨ ͙ͦͤ΄͍ͭ͊͊ͥ͊ ͙ ͔ͣͤ͘ ͊ (Redo) 

˽͙ͦͤ΄͙ͭ (Undo)     ˽͍͙ͦͤͦ (Redo)  

˽͙͙ͪͭͫͦͣ͟ ͤ ͔͙͊ͫͭͪ͡ͼͯ ͔ͨͦͪ͒ ͊͊ͭ͊͡ ͍ͦͭ͊ͪ͊ ͫ ͔ͨ͊͒͊ͯ͞ΐ͙ ͔͙ͣͤ  ͙ͫͫͭͦͣ͡ ͍͙ͫͻ ͙ͪ͊͒ͥ ͔ͦ͟͞ ͫͣͦ 

͙͍͔͙͘͡. 

 

͍͔̂ ͨ͟ ͍ͪͦ ͦ ͤ͊͘;͙ͣͦ ͭ ͔ͫͭ͟ ͨ  ͊ͦ ͔͔͒͊͋ͪͣͦ ͗ ͔͔͙ͤ͢ ͊ ͊ͭ͡. 

 

 

˸˩˹ˮ: ˨ˢ́˻́˩˴ˢ (FILE) 

˹͊ ͔ͣ ͙ͤjy ˨ ͔͊ͭͦͭ͊͟ / File (ͫ ͡Φ 2.) ͫ ͔ ͔ͤ͊͊͘͡ ͔͔ͫ͒͡ΐ͔ ͔͊͊ͭ͟͡ ͙ ͔ͦͣ͊ͤ͒͟Υ 

 
˿͡Φ 2. ˸ ͔͙ͤ: ˨ ͔͊ͭͦͭ͊͟ (File) 

 

ˢ͊ͭ͡ ˿ ͊;͍ͯ͊͞ (Save)  (͔ͨͪ;͙ͼ͊ ͤ  ͊ͭ ͙͊ͫͭ͊ͭͯͪ Ctrl + S) 

¶ ˿͊;͍ͯ͊͞ ͯ  (Save in) ς ͯ  ͟ ͦͦ͞͞ ΐ͔ ͔ͫ  ͒ ͔͊ͭͦͭͼ͙ ͔͒͊ͭͦͭ͊͟ ͫ ͊;͍ͯ͊ͭ ͙

¶ ˮͣ ͔͒ ͔͔͊ͭͦͭ͟ (File name) ς ͯ ͙ͨ΄͔ͣͦ ͤ ͙͍͊͘ ͒ ͔͔͊ͭͦͭ͟ 

¶ ˿͊;͍ͯ͊͞ ͟ ͊ͦ ͭ ͙ͨ (Save as type) ς ͨ ͎ͪͦͪ͊ͣ ͯ  ͟ ͔ͦͣ͞ ;͍ͯ͊ͣͦ ͒ ͔ͦͯͣͤͭ͟  

˽͍͔͔ͪ͊ͥ͢ ͤ ͍͔ͦ ͨ ͔͔ͪͤͭ͊͘ͼ͙͔͞: New > Blank presentation > Create (͔ͨͪ;͙ͼ͊ Ctrl + N) 

˻͊͟͡΄͊ͤͦ ͞ ͔ ͨ ͍͔͔ͪ͊ͥ͢ ͤ ͍͎ͦͦ ͒ ͔ͦͯͣͤͭ͊͟ ͯ ͔ͨͦͭͪ͋ͦͣ ́ ͊͋ͦͤ͊͡ (template) ς ͔ ͔͙ͫͭͤ͊͘͟͞ .potx 

˻͍͔ͭ͊ͪ͊ͥ ͔ͨͦͫͭͦ͞ΐ͔͎ ͔͒ͦͯͣͤͭ͊͟  - ͊͊ͭ͡ Open (͍͔ͦͭ͊ͪ͊ͥ ͍͙΄͔ ͔͒ͦͯͣͤ͊ͭ͊͟: ͔͙ͭ͊ͫͭͪ Ctrl ͙͙͡ 

Shift) 



ITdesk.info ς ͨ ͔ͪͦ͊͟͞T ͪ ͊;͔ͯͤ͊ͪͫ͟ ͔-͔͒ͯ͊͟ͼ͙͔͞ ͫ ͊ ͙ͫͦ͋ͦ͒ͤͣ͡ ͙ͨͪͫTͯͨͦͣ 

ITdesk.info is licensed under a Creative Commons Attribution-  

Noncommercial-No Derivative Works 3.0 Croatia License.  4/1 1 

͔̊ͭ͊ͣͨ͊ͥ (Print): 

¶ Printer ς ͋ ͙ͪ͊ͣ  ͦ́ ͭ͊ͣͨ͊; 

¶ Copies ς ͋ ͪͦ͞ ͨ ͙͔ͪͣͪ͊͊͟ ͒ ͔ͦͯͣͤͭ͊͟ 

¶ Range ς ͪ ͊ͫͨͦͤ: 

o All ς ͫ ͍͔ 

o Current Slide ς ͭ ͔͙ͪͤͯͭͤ ͫ ͊͒͡͞ 

o Custom Range ς ͦ ͙͒͊͋ͪ ͫ ͙ͭͪ͊ͤͼ͊ 

¶ Collated ς ́ ͭ͊ͣͨ͊ ͫ  ͔ͼ͔ ͊͡ ͨ ͔͔ͪͤͭ͊͘ͼ͙͊͞ ͦ  ͒ͨ ͦ;͔ͭ͊͟ ͒  ͦ͟ ͪ͊͊͞, ͊  ͘ ͙͊ͭͣ ͨ ͔ͪͣ͊ ͘ ͊͒͊ͭͦ  ͣ

͋ͪͦͯ͞ ͨ ͙͔ͪͣͪ͊͊͟, Uncollated ς ́ ͭ͊ͣͨ͊ ͫ  ͔ͨ ͍͙ͪ ͫ ͊͒͡͞ ͨ ͔ͪͣ͊ ͘ ͊͒͊ͭͦ  ͣ͋ ͪͦͯ͞ ͨ ͙͔ͪͣͪ͊͊͟, 

͙͊ͭͣ͘ ͒ ͎͙ͪͯ ͙ ͭ͒. 

¶ ΄ͭ͊ ͫ  ͔́ ͭ͊ͣͨ͊: Full Page Slides, Outline, Notes Page, ͞ ͔͒͊ͤ ͫ ͊͒͡͞, ͒ ͍͊ ͫ ͊͒͊͡͞ ͨ  ͦ

͙ͫͭͪ͊ͤͼ͙,... 

¶ ΄͔ͭ͊ͣͨ͊ͥ:  ͯ  ͋ ͙ͦ͞ (color), ͤ ͙͊ͤͫ͊ͣ͊͞ ͫ ͙͍͔ (grayscale), ;͙ͫͭͦ ͼͪͤͦ-͔͋ ͦ͡ (pure black and 

white) 

 

˨͔ ͔͔ͥ͢ (Share) ς ͤ ͍͔ͦ ͣ ͎ͦͯΐ͙ͤͦͫͭ ͟ ͔ͦ͞ ͦ ͊͟͡΄͍͊͊ͯ͞ ͒ ͔͔͔ͥ͢ ͒ ͔ͦͯͣͤ͊ͭ͊͟: 

¶ ˽͔ͪͦͣͤ ͙ ͭ ͙ͨ ͒ ͔͔͊ͭͦͭ͟ (Change File Type) ς ;͍ͯ͊ͣͦ ͒ ͔͊ͭͦͭͯ͟ ͯ  ͒ ͎ͪͯͦͣ ͨ ͎ͪͦͪ͊ͣͯ 

¶ ˹͍͙͊ͨͪ͊ ͒ ͔ͦͯͣͤͭ͟ ͯ ͺͦͪͣ͊ͭͯ ˽˨/̅X˽ ˿(Create PDF/XPS Document) ς ͫ ͙͔ͤͣ͊ͥ ͒ ͔͔͊ͭͦͭ͟ 

 ͯͅ ͙͙ͫͪ͊ͤͦͣ͟ ͅ ͦͪͣ͊ͭͯ, ͤ  ͔ͣ ͔ͦ͗ ͋ ͙͙ͭ ͡ ͎͊͊ͤͦ ͨ ͔͔ͪͦͣͥͤ 

 

˸͎ͦͯΐ͙ͤͦͫͭ (Options)  

¶ ͙͊ͪͭ͟ͼ͊ αDŜƴŜǊŀƭά  ͫ ͙͊͒ͪ͗ ͨ ͔ͦ͢ ͘  ͊ͯ ͤͦͫ ͟ ͙͙ͦͪͫͤ;͎ͦ͟ ͙ ͔ͣͤ͊ 

¶ ͙͊ͪͭ͟ͼ͊ ˿ ͊;͍ͯ͊͞ ό{ŀǾŜύ > ͨ ͦ͊͢ ͘  ͊α!ǳǘƻwŜŎƻǾŜǊ file ƭƻŎŀǘƛƻƴά ŀƴŘ α5ŜŦŀǳƭǘ file ƭƻŎŀǘƛƻƴά 

 

 

˴ˢ˾́ˮ̇ˢ: ˽˻̉˩́ˢ  ˴(HOME) 

˹͊ ͊͟ ͙ͪͭͼ͙ ˽ͦ;͔ͭ͊ ͟(Home) (ͫ͡ Φ 3.) ͫ ͔ ͔ͤ͊͊͘͡ ͔͔ͫ͒͡ΐ͔ ͔͊͊ͭ͟͡ ͙ ͔ͦͣ͊ͤ͒͟Υ 

 
˿͡Φ 3. ˴ ͙͊ͪͭͼ͊: ˽ ͦ;͔ͭ͊ ͟(Home) 

˹͍͙ͦ ͫ ͊͒͡͞ (New Slide) (͙͙͡ Ctrl + a ͤ͊ ͙ͭ͊ͫͭ͊ͭͯͪ) 

¶ Enter ͤ  ͊ͭ ͙͊ͫͭ͊ͭͯͪ (ͣͦͪ͊ͣͦ ͫ  ͔ͤ ͙͙͊͊ͭ͘͡ ͯ  ͨ ͙ͪ͊ͯ͘͟ ͫ ͍͊͒ͦ͊͡͞) 

 

ˮ͎͔͒͘͡ ͫ ͍͊͒ͦ͊͡͞ (Layout)  

Title slide ς ͤ ͍͙͊ͫͦͤ͡ ͫ ͊͒͡͞ Title and content ς ͤ ͍͊ͫͦ͡ ͙  ͫ ͊͒ͪ͗͊͞     Two content ς ͒ ͍͊ ͨͦ͊͢ ͘  ͊ͫ ͊͒ͪ͗͊͞ 
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ˤͪͫͭ͊ ͫ ͍ͦ͊͡ (font): Times New Roman, Verdana, Arial, Calibri ͙ ͭ͒. 

ˤ͔͙͡;͙ͤ͊ ͫ ͍ͦ͊͡ (Font Size) ς ͨ ͊͒͊ͯ͞ΐ͙ ͣ ͔͙ͤ    

 

 

˻͙͍͔͋ͦ͊ͥ͟͡ ͭ ͔ͫͭ͊͟     

˸͊ͫͤ͊ ͍ͫͦ͊͡ (Bold) 

- Ctrl + B 

 ˴ ͙͍ͯͪ͘ (Italic)  

  - Ctrl + I 

˽͍ͦ͒͊͡;͔͔ͥ (Underline)  

- Ctrl + U ς ͨ ͔ͪ;͙ͼ͊ ͤ ͊ ͙ͭ͊ͫͭ͊ͭͯͪ 

 

˿͔ ͤ͊͟ (Shadow)  

 

˽͔ͪͼ͙ͪͭ͊ͤ ͭ ͔ͫͭ͟ (Strikethrough): ͤ ͔͍͊͊͟͟ ͭ ͔ͫͭ͟  

 

˸͊͊͡ ͫ ͍ͦ͊͡ ͨ ͔͍͙͙ͪͭͦͪͭ ͯ  ͍ ͔͙͊͟͡ ͙ ͙͡ ͦ ͋ͪͤͯͭͦ:    

- ʕ ˩˶ˮ˴ˢ ˿ ˶˻ˤˢ (UPPERCASE)   - ͣ ͊͊͡ ͫ ͍ͦ͊͡ (lowercase) 

 

ˣ͔ͦͥ͞  ͔ͭ ͔ͫͭ͊͟ ͪ ͙͊͘͡;͙͙ͭͣ ͋ ͦ͊ͣ͊͞: ͊ ͊ͭ͡ Font Color  

 

˥ͪ͊ͺ͙;͔͟ ͙  ͤ ͔͙ͯͣͪ;͔͟ ͡ ͙͔ͫͭ: 

˥ͪ͊ͺ͙;͔͟ ͡ ͙͔ͫͭ (Bullets)   ˹͔͙ͯͣͪ;͔͟ ͡ ͙͔ͫͭ (Numbering)  

¶ ͍͔ͤͦ ͦ ͤ͊͘;͔͔ͤ ͫ ͍͔ͭ͊͟ ς Enter ͤ  ͊ͭ ͙͊ͫͭ͊ͭͯͪ, ͨ ͔ͪͫͭ͊ͤ͊͟ ͦ ͤ͊͘;͍͊͊ͥ͊ ς ͒ ͍͊ ͨ ͯͭ͊ Enter 

 

 

˽͍͔ͦͪ͊ͤ͊ͥ ͭ ͔ͫͭ͊͟     

¶ ͔͍ͦ͡ ͨ ͍͍͔ͦͪ͊ͤ͊͊ͥ (Align Left),  

¶ ͍͔ͨͦͪ͊ͤ͊ͥ ͨ ͦͫ ͔͙͙ͪ͒ͤ (Center),  

¶ ͔͒ͫͤͦ ͍͍͔ͨͦͪ͊ͤ͊͊ͥ (Align Right),  

¶ ͦ͋ͦͫͭͪ͊ͤͦ ͨ ͍͔ͦͪ͊ͤ͊ͥ (Justify). 
 

 

˽ͦͨͯͤ͊ ͙͊͟͡ >   - ͦ ͍ͭ͊ͪ͊ ͨ ͔͊ͭͯ͡ ͋ ͦ͊͞  

˴ͦͤͭͯͪ͊ ͡ ͙͊͟ >   - ͦ ͍ͭ͊ͪ͊ ͨ ͔͊ͭͯ͡ ͋ ͦ͊͞, ͙ ͋ͦͪ͘ ͍ ͔ͪͫͭ ͙  ͒ ͔͙͔͋ͤ͢ ͡ ͙͙͔ͤ͞ 

˩ͺ͔͙ͭ͟ ͡ ͙͟a >   - ͨͦͤͯΏ͔͙ͤ ͔ͺ͔͙ͭ͟: ͙͔͙ͭͪͦ͒ͣͤͦͤ͊ͤͦͫͭ͘͡, ͔ͫ ͤ͊͟, ͦ͒ͪ͊͘,  

      ͪ ͦͭ͊ͼ͙͊͞, ͙ ͭ͒. 

 

˻͙͋͡ͼ͙ ό{ƘŀǇŜǎύ   ς ͤ͊ͦͤ͟ ͙ͦ͒͊͋ͪ͊ ͙ͦ͋͊͟͡ ͤ ͊ ͫ͊͒͡͞ ͎ ͊ ͙ͯͤͦͫͣͦ ͔ͣͭͦ͒ͦͣ αͯ ͻ͍͙͊ͭ, 

ͨͪ ͔͍ͯͼ͙Σ ͙ͨͯͫͭάΣ ;͙͔ͣ ͣ  ͯ͊ ͙ͯͭͦͣ͊ͭͫ͟ ͒ ͔ͺ͙͙ͤ΄͔ͣ  ͍ͦ ͔͙͡;͙ͤͯ ͙  ͨ ͦͦ͗͊͡͞ ͤ  ͊ͫ ͊͒ͯ͡͞ 

 

͔͙̂ͪ͒ (Arrange) ς ͔ͪ͊ͣ͘΄ͭ͊ ͔͔͔͔ͣͤͭ͡ ͙͔ͫͨͪ͒ (Bring Forward) ͙͙͡ ͙͊͘ (Send to Back) ͎͙͒ͪͯͻ 

͔͔͔ͣͤ͊ͭ͊͡  

 

͔͔́ͪ͊͗ͥ ͦ ͔͒ͪΏ͔͔ͤ ͪ ͔;͙ ͙ ͙͡ ͅ ͔ͪ͊͘     

¶ ˹͊Ώ͙ (Find), ͯ ͙ͨ΄͔ͣͦ ͅ ͪ͊ͯ͘, ˽ ͪͦͤ͊Ώ͙ ͫ ͔͔͒͡ΐ͔ (Find Next) 
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˭͔͊ͣͤ ͊ ͦ ͔͒ͪΏ͔͔ͤ ͪ ͔;͙: 

¶ Find What ς ͟ ͦͯ͞ ͪ ͔; ͭ ͙ͪ͊͗ͣͦ;  

¶ Replace With ς ;͙͔ͣ ͗ ͔͙ͣͦ͡ ͘ ͔͊ͣͤ ͙͙ͭ. 

˴͙͔ͦͨͪ͊ͥ ͦ ͙͍͋ͦ͊ͥ͊͟͡ ͒ ͔͊͡ ͭ ͔ͫͭ͊͟ ͤ  ͊͒ ͎͙ͪͯ - ͊ ͊ͭ͡ Format Painter  

˽ͦͣͦΐ ͯ  MS PowerPoint-  ͯς s ͊ͭ͡ Help  , F1 ͤ  ͊ͭ ͙͊ͫͭ͊ͭͯͪ 

 

˨ͦ͟ ͔ͫ ͙ͤ͊͊ͣͦ͘͡ ͯͤͯͭ͊ͪ ͨͦ͊͢ ͘ ͊ͯͤͦͫ ͫ͊͒ͪ͗͊͊͞ ͤ ͊ͫ͊͒ͯ͡͞ ͔ͣͦ͗ͣͦ ͍͙͙ͦͭͦͪͭ ͙͊ͪͭ͟ͼͯ ˻͙͋ͯ͟͡͞ 

(Format) (ͫ͡ Φ 4.)  ͟ ͙ͦ͞ ͫ ͙͊͒ͪ͗ ͣ ͎͔ͤͦ ͦ  ͒ͯ ͍ͨͪ͊ͦ ͦ ͙͙ͨͫ͊ͤͻ ͊ ͊ͭ͊͡: 

 
˿͡Φ 4. ˴ ͙͊ͪͭͼa ˻ ͙͋ͯ͟͡͞ όCƻǊƳŀǘύ 

 

 

˴ˢ˾́ˮ̇ˢ: ̂˸˩́ˢ˺˩ (INSERT) 

˹͊ ͙͊ͪͭ͟ͼ͙ ͔͔̂ͣͭ͊ͥ όLƴǎŜǊǘύ (ͫ͡Φ 5.) ͫ ͔ ͔ͤ͊͊͘͡ ͔͔ͫ͒͡ΐ͔ ͔͊͊ͭ͟͡ ͙ ͔ͦͣ͊ͤ͒͟Υ 

 

˿͡Φ 5. ˴ ͙͊ͪͭͼ͊: ̂ ͔͔ͣͭ͊ͥ όLƴǎŜǊǘύ 

͔́͊͋͡ ͔  

¶ ͔͔ͦ͒͊͋ͪͣͦ ͊ ͊ͭ͡ ͘  ͊ͯ ͔͔ͣͭ͊ͥ ͭ ͔͔͊͋͡ ͙ : 

o ͙ͣ΄͔ͣ ͨ ͔͙ͪ͊ͣͦ͘͡ ͨ ͔ͪͦ͟ ͟ ͦͼ͙͟ͼ͊, ;͙͔ͣ ͦ ͔͒ͪΏ͔ͯͣͦ͞ ͋ ͪͦ͞ ͟ ͦͦͤ͊͡ ͙  ͪ ͔͍͒ͦ͊, ͙ ͙͡ 

o ͔͔ͦ͒͊͋ͪͣͦ ͦ ͨͼ͙ͯ͞ ̂ ͔͙ͣͭͤ ͭ ͔͊͋͡ ͯ(Insert Table) ͙  ͯ ͙ͨ΄͔ͣͦ ͋ ͔͍͔ͪͦ͞  

*͔͔ͯͣͭ͊ͥ ͔ͭ͊͋͡ ͔͎ͦͣͦͯΐ͔ͤͦ ͔͞  ͙;͙ͣ ͔͔ͯͣͭͤͣͦ ͍͙ͤͦ ͫ͊͒͡͞  ͙͔͔ͦ͒͊͋ͪͣͦ ͙͋ͦ͡ ͙ͦ͟͞ ͙͎͔͒͘͡ 

ͫ ͊ͫ ͔͊͒ͪ͗͊ͣ͞* 

¶ ͔ͨͪͦͣͤ͊ ͨ ͦͦ͗͊͊͡͞ ͭ ;͔͊͟ ͯ ͔ͣͭ͊ͥ͊: ͭ ͔͊ͫͭͪ TAB, ͭ ͔͙͊ͫͭͪ ͫ  ͊ͫ ͔͙ͭͪ͡ͼ͊ͣ͊ ͤ  ͊ͭ ͙͊ͫͭ͊ͭͯͪ, 

͔͍͙ͣ͡ ͙ͦͣ͟͟͡ ͣ ͙΄͊ ͯ  ͗ ͔͔ͤͯ͢ ΐ͔͙ͯ͡͞ 

¶ ͔ͯͪΏ͙͍͔͊ͥ ͭ ͔͔͊͋͡: Table Tools > ̂ ͍͙͙ͦͪ͟ (Borders) > ˿ ͔ͤ;͔͔ͥ ό{ƘŀŘƛƴƎύ  

¶ ͤ͊ͤ͊͒ͤͦ͟ ͯ ͔͔ͣͭ͊ͥ ͪ ͔͒͊ ͙ ͙͡ ͟ ͔ͦͦͤ͡: 

o ͭ;͊ͯ͟ ͯ ͔ͣͭ͊ͥ͊ ͫ ͔͙ͣͫͭͣͦ ͯ  ΐ͔͙ͯ͡͞ ͎ ͔͒ ͗ ͔͙ͣͦ͡ ͯ ͔͙ͣͭͤͯͭ ͪ ͔͒ ͙ ͙͡ ͟ ͦͦͤͯ͡, ͟ ͙͔ͤͣͦ͟͡ 

͔͙͒ͫͤͣ ͙ͦͣ͟͟͡ ͙ͣ΄͊ ͨ  ͙͊  ͋͘ ͎ͪͦ͘ ͣ ͔͙ͤ͊͞ ͦ ͔͔͒͊͋ͪͣͦ:  

Å ͔͙̂ͣͭͤ > ͪ ͔͒ ͙ ͤ͊͒͘ (Insert > Row  Above) ͙ ͙͡ ͙ ͫͨͦ͒ (Below),  ͙ ͙͡ 

Å ͔͙̂ͣͭͤ > ͟ ͦͦͤ͊͡ ͡ ͔͍ͦ (Insert > Column Left) ͙ ͙͡ ͒ ͔ͫͤͦ (Right) 

¶ ͙͔͋ͪͫ͊ͥ ͔ͪ͒͊ ͙͙͡ ͔ͦͦͤ͟͡ ς ͦͤ͊͘;͙ͣͦ ͔ͪ͒ ͙͙͡ ͦͦͤͯ͟͡, ͍͔ͨͦͦͣͦ͘ ͙͋ͪ͘ ͔͙ͣͤ  ͙

͙͔͔͊͋ͪͣͦ͘ ͦ ͨͼ͙ͯ͞ ˻ ͙͋ͪ΄͙ ͟ ͔ͦͦͤ͡ (Delete Columns) ͙ ͙͡ ˻ ͙͋ͪ΄͙ ͪ ͔͍͔͒ͦ (Delete Rows) 
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˿͙͔͟͡   

¶ *͔͔ͯͣͭ͊ͥ ͞ ͔ ͦ ͎ͣͦͯΐ͔ͤͦ ͙  ;͙ͣ ͯ ͔͔ͣͭͤͣͦ ͤ ͍͙ͦ ͫ ͊͒͡͞ ͙  ͦ ͔͔͒͊͋ͪͣͦ ͋ ͙ͦ͡ ͟ ͙ͦ͞ ͙ ͎͔͒͘͡ ͫ  ͊

͔ͫ͊͒ͪ͗͊ͣ͞* 

¶ ˿͙ͯ͟͡ ͦͤ͊͘;͍͊͊ͣͦ ͔͍͙ͣ͡ ͙ͦͣ͟͟͡ ͣ ͙΄͊ ͤ  ͊͗ ͔͔͙ͤ͢ ͦ ͔͋͊ͭ͟͞, ͤ ͊ͦͤ͟ ;͔͎͊ ͦ ͔͋͊ͭ͟͞ ͤ  ͊ͦ ͍͙ͪͯ͟ 

͙͔͒ͦ͋͞ ͟ ͍͙͊͒ͪ͊ͭΐ͔ 

¶ ͔ͨͦ͒΄͍͔͊͊ͥ ͍ ͔͙͡;͙͔ͤ ͦ ͔͋ͭ͊͟͞: 

o ͪͯ;ͤͦ: ͦ ͤ͊͘;͙ͣͦ ͦ ͔͋͊ͭ͟͞Σ ͊ ͙͊ͭͣ͘ ͣ ͔ͭͦ͒ͦͣ αͯ ͻ͍͙͊ͭ, ͨ ͍ͦͯͼ͙, ͨ ͙ͯͫͭά (drag and drop) 

͔ͨͦͣͪ ͊ͣͦ  ͔ͤ ͔͟ ͦ  ͒ ͭ ;͊͊͊͟ ͤ  ͊ͦ ͍͙ͪͯ͟ ͦ ͔͋ͭ͊͟͞ 

o ͙ͯͨͫͦͣ ͍ ͔͙ͪ͒ͤͦͫͭ: ͒ ͔͙ͫͤ ͟ ͙͟͡ ͤ  ͊ͦ ͔͋͊ͭ͟͞ > ˻ ͙͋ͯ͟͡͞ ͫ ͙ͯ͟͡ (Format Picture) > ͟ ͙͊ͪͭͼ͊ 

ˤ͔͙͡;͙ͤ͊ (Size) > ͯ  ͨ ͦ͊͢ ͞ ͔ ͨ ͔ͦͭͪ͋ͤͦ ͯ ͔͙ͤͭ ͍ ͔͙ͪ͒ͤͦͫͭ ͘  ͍͊ ͙͙ͫͤͯ (Height) ͙  ́ ͙͙ͪͤͯ 

(Width) 

¶ ͒ͦ͟ ƧŜ ͙ͫ͟͡ ͊ͤ  ͊ͫ ͊͒ͯ͡͞ ͦ ͤ͊͘;͔ͤ͊ ͔ͣͦ͗ͣͦ ͦ ͍͙͙ͭͦͪͭ ͟ ͙͊ͪͭͼͯ ˻ ͙͋ͯ͟͡͞ (Format) ͟ ͦ͊͞ ͫ ͙͊͒ͪ͗ 

͔͔ͤ͟ ͒ ͎͔ͪͯ ͣ ͎ͦͯΐ͙ͤͦͫͭ ͦ ͙͍͋ͦ͊ͥ͊͟͡: 

         - ͊ ͊ͭ͡ ͘  ͙͊ ͍͔ͫͨͪ͊͟ ͟ ͦͤͭͪ͊ͫͭ͊, ͫ ͍͔͙͔ͭͤ͡, ͙ ͦ͘΄͔ͭͪͥ͊ 

        - ͨ ͔ͪͦͣͤ ͊ ͋ ͦ͊͞ ͫ ͙͔͟͡ ͟ ͊ͦ͟ ͋  ͙͋ ͔ͦ͢ ͦ ͎͍͒ͦ͊ͪ͊͊͡ ͦ ͫͭ͊ͦͣ͡ ͫ ͊͒ͪ͗͊ͯ͞ 

        - ͊ ͊ͭ͡ ͘ ͊ ͙͔͔ͣͤ͘ ͟ ͊ͦ͟ ͋  ͙ͫ ͙͊͟͡ ͒ ͔͍ͦ͊͊͡͡ ͟ ͊ͦ ͼ͔ͪͭ͗ ͙ ͙͡ ͤ ͙͊ͫ͊ͤ͊͟͡ 

 

 

- ͊͊ͭ͡ ͘ ͊ͯͤͦͫ ͨͦ͊͢ ͘ ͔͊ͭͫͭ͟, ͤ͊ͦͤ͟ ͙ͦ͒͊͋ͪ͊ ͊͊ͭ͊͡ ͔ͣͭͦ͒ͦͣ αͯ ͻ͍͙͊ͭ, ͨͪ ͔͍ͯͼ͙, ͙ͨͯͫͭά 

(drag and drop) ͦ ͔͒ͪΏ͔ͯͣͦ͞ ͣ ͯ ͨͦ ͦ͗͊͡͞ ͙  ͍ ͔͙͡;͙ͤͯ ͤ  ͊ͫ ͊͒ͯ͡͞ 

 

˭͎͍͔͊͊͢͡ ͙  ͨ ͔ͦ͒ͤͦ͗͞ (Header and Footer)  

¶ ͔ͯͪΏ͙͍͔͊ͥ: ͟ ͙͔ͤͣͦ͟͡ ͔͍͙ͣ͡ ͙ͦͣ͟͟͡ ͣ ͙΄͊ ͯ  ͨ ͪͦͫͭͦͪ ͘ ͎͍͊͊͊͢͡ ͙ ͙͡ ͨ ͦ͒ͤͦ͗͊͞, ͙ ͙͡: 

͔͙͒ͫͤ ͟ ͙͟͡: ͯ ͔͙ͪ͒ ͭ ͔ͫͭ͟ (Edit text) 

 

        - ͯ ͔͔ͣͭ͊ͥ ͒ ͊ͭͯͣ͊ ͙  ͍ ͔͔ͪͣͤ͊ (date and time) 

        - ͯ ͔͔ͣͭ͊ͥ ͋ ͪͦ͊͞ ͫ ͊͒͊͡͞ (slide number) 

 

͔͔̂ͣͭ͊ͥ ͫ ͙ͣ͋ͦ͊͡    : ϵ   ϻ   ϭ  қ  J  ґ  "  H  Y  ̂   »  Ï  Ĝ  ͙ ͭ͒. 

 

˥ͪ͊ͺ͙͙ͦͤ͟  

¶  * ͔͔ͯͣͭ͊ͥ ͞ ͔ ͦ ͎ͣͦͯΐ͔ͤͦ ͙  ;͙ͣ ͯ ͔͔ͣͭͤͣͦ ͤ ͍͙ͦ ͫ ͊͒͡͞ ͭ  ͔ͦ ͔͔͒͊͋ͪͣͦ ͋ ͙ͦ͡ ͟ ͙ͦ͞ ͙ ͎͔͒͘͡ ͫ  ͊

͔ͫ͊͒ͪ͗͊ͣ͞*    

¶ ͙͊ͯͭͦͣ͊ͭͫ͟ ͫ  ͔ͦ ͍ͭ͊ͪ͊ ͭ ͔͊͋͡ ͊͘ ͊ ͯͤͦͫ ͨͦ͒͊ͭ͊͊͟  ͯMicrosoft Excel-  ͯ 

¶ ͘ ͊͒ ͍͔ͦ͒͊͊ͥ ͔ ͺ͔͊ͭ͊͟: ͭ ͙͔͙ͪͦ͒ͣͤͦͤ͊ͤ͊͘͡ ͙ͫͨͯͤ͊ ͋ ͦͦͣ͞, ͪ ͦͭ͊ͼ͙͊͞, ͫ ͔ͤ͟,͔ ͙ ͭ͒. - 

͍͙͒ͦͫͭͪͯ͟ ͡ ͔͍͙ ͙͟͟͡ ͙ͣ΄͔ͣ ͤ  ͎͊ ͪ͊ͺ͙ͦͤ͟ ͙ ͙͡ ͒ ͔͙ͫͤ ͙͟͟͡ ͣ ͙΄͔ͣ ͤ  ͎͊ ͪ͊ͺ͙ͦͤ͟ (͙͍ͨͦ͘ 

͎͋ͪͦ͘ ͣ ͔͙ͤ͊͞) > ˻ ͙͍͔͋ͦ͊ͥ͟͡ ͨ ͦ͒ͪͯ;͊͞ ͎ ͪ͊ͺ͙ͦͤ͊͟ (Format Chart Area)  

¶ ͔ͨͪͦͣͤ͊ ͍ ͔ͪͫͭ ͎ ͪ͊ͺ͙ͦͤ͊͟ ς ͒ ͔͙ͫͤ ͙͟͟͡ ͣ ͙΄͔ͣ ͤ  ͎͊ ͪ͊ͺ͙ͦͤ͟ (͙͍ͨͦ͘ ͋ ͎ͪͦ͘ ͣ ͔͙ͤ͊͞) > 

Change Chart Type > ͦ ͔͔͒͊͋ͪͣͦ ͍ ͪͫͭͯ 
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˻͎͙ͪ͊ͤ͊͘ͼ͙ͦͤ ͙͒ ͙͎͙͊ͪ͊ͣ͞Σ αSmartArtά  

¶ *͔͔ͯͣͭ͊ͥ ͞ ͔ ͦ ͎ͣͦͯΐ͔ͤͦ ͙  ;͙ͣ ͯ ͔͔ͣͭͤͣͦ ͤ ͍͙ͦ ͫ ͊͒͡͞ ͭ  ͔ͦ ͔͔͒͊͋ͪͣͦ ͋ ͙ͦ͡ ͟ ͙ͦ͞ ͙ ͎͔͒͘͡ ͫ  ͊

͔ͫ͊͒ͪ͗͊ͣ͞* 

¶ ͔ͣͦ͗ͣͦ ͨ ͔͔͙ͪͣ́ͭ͊ͭ ͨ ͦ͊͢ ͟ ͊ͦ͟ ͋ ͙ͫͣͦ ͯ ͔͙͙ͪ͒͡ ͫ ͭͪͯͭͯͪͯ͟: ͡ ͔͍͙ ͙͟͟͡ ͣ ͙΄͔ͣ ͤ  ͊ͦ ͍͙ͪ͟ > 

αͯ ͻ͍͙͊ͭ, ͨ ͔͍ͪͯͼ͙, ͨ ͙ͯͫͭά (drag and drop) ͤ  ͊͗ ͔͔ͤͦ͢ ͣ ͔ͫͭͦ 

¶ ͔ͣͦ͗ͣͦ ͒ ͍͙ͦ͒͊͊ͭ ͦ ͍͙͔ͪ͟ ͘  ͊ͯ ͤͦͫ ͫ ͊͒ͪ͗͊͊͞: ͦ ͤ͊͘;͙ͣͦ ͦ ͍͙ͪ͟ ͟ ͔ͦͣ͞ ͗ ͔͙ͣͦ͡ ͒ ͙ͦ͒͊ͭ ͤ ͍͙ͦ 

͍͙ͦͪ͟, ͒ ͔͙ͫͤͣ ͙ͦͣ͟͟͡ ͣ ͙΄͊ ͨ ͍͔ͦͦͣͦ͘ ͋ ͙ͪ͘ ͣ ͔͙ͤ > Add {ƘŀǇŜΣ ͊ ͙͊ͭͣ͘ ͔͔ͦ͒͊͋ͪͣͦ 

͙ͫͨͦ͒ (below) ͙ ͙͡ ͙ ͤ͊͒͘ (above)  

¶ ͙͔͋ͪͫ͊ͥ: ͦ ͤ͊͘;͙ͣͦ ͦ ͔͋͊ͭ͟͞ ͙  ͨ ͙͙͔ͪͭͫͤͣͦ ͭ ͔͊ͫͭͪ Delete 

 

 

˴ˢ˾́ˮ̇ˢ: ˨ˮ˭ˢ˳˹ (DESIGN) 

˹͊ ͙͊ͪͭ͟ͼ͙ ˨͙͊ͤ͘͞ ό5ŜǎƛƎƴύ (ͫ͡Φ 6.) ͫ ͔ ͔ͤ͊͊͘͡ ͔͔ͫ͒͡ΐ͔ ͔͊͊ͭ͟͡ ͙ ͔ͦͣ͊ͤ͒͟Υ 

 

˿͡Φ 6. ˴ ͙͊ͪͭͼ͊: ˨ ͙͊ͤ͘͞ ό5ŜǎƛƎƴύ 

˽͍͔ͦͫͭ͊͊ͥͣ͢ ͙ͣ΄͊ ͙ͤ͊͒͘ ͔͔͙ͨͪ͒ͦ͗ͤ͡ͻ ͔ͭͣ͊ ͙͒ͦ͋͊ͣͦ͞ ͔͔͎͔ͨͪͭͨͪ͒͡ ͭ ͔͔͔ͭͣ, ͔͔͗ͤͯ͢ ͔ͭͣͯ 

͙͔ͨͪͣͥ ͔ͯͣͦ͞ ͡ ͔͍͙ͣ ͙ͦͣ͟͟͡ ͣ ͙΄͊ ͤ  ͊ͥ  ͯ

 - ͊ ͙͊ͭ͡ ͘  ͊ͨ ͔ͪͦͣͤͯ ͋ ͦ͊͞, ͅ ͦͤͭ͊ ͙  ͔ ͺ͔͊ͭ͊͟ ͯ ͤͯͭ͊ͪ ͦ ͔͒͊͋ͪ͊ͤ ͭ ͔͔ͣ 

˻͙͔ͪͤͭ͊͞ͼ͙͊͞ ͫ ͊͒͊͡͞ (Slide Orientation) 

¶ Portrait (͍͔͙ͪͭ͊ͤͦ͟͡)  

¶ Landscape (ͻ͙ͦͪͦͤͭ͊ͤͦ͘͡)   

 

 

˴ˢ˾́ˮ̇ˢ: ˽ ;˾˶ ˢ˭ˮ όTRANSITIONS) 

˹͊ ͙͊ͪͭ͟ͼ͙ ˽ͪŞ͙͊͘͡ ό¢Ǌŀƴǎƛǘƛƻƴǎύ (ͫ͡Φ 7.) ͫ ͔ ͔ͤ͊͊͘͡ ͔͔ͫ͒͡ΐ͔ ͔͊͊ͭ͟͡ ͙ ͔ͦͣ͊ͤ͒͟Υ 

 

˿͡Φ 7. ˴ ͙͊ͪͭͼ͊: ˽ ͪŞ͙͊͘͡ ό¢Ǌŀƴǎƛǘƛƻƴǎύ 

 

¶ ͘ ͊͒ ͍͔ͦ͒͊͊ͥ ͍ ͙͔͎ͯͤͦ͘͡ ͙ ͙͡ ͘ ͍ͯ;͎ͤͦ (sound) ͔ ͺ͔ͭ͊͟ ͘  ͊ͨ ͔ͪ͊͘͡ ͙ ͔ͣ͘Ώͯ ͫ ͍͊͒ͦ͊͡͞  
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¶ ͦͨͼ͙͔͞ ͘  ͙͊ ͔ͣͤ͘ ͯ ͫ ͍͊͒ͦ͊͡͞: 

o ͤ ͊͟ ͙ͭ͊͟͡ ͔ͥ ͣ ͙΄͔ͣ / On Mouse Click   

o ͙͙͡ ͯ ͔͔ͤͫͣͦ ͍ ͔͔ͪͣ  

¶ ͊͊ͭ͡ ͘  ͊ͦ ͔͒ͪΏ͙͍͔͊ͥ ͭ ͪ͊͊ͥ͊͞ ͙ ͔ͣͤ͘ ͔  

¶ ͔ͨͪͦͣͤ͊ ΐ ͔͋ ͙͙ͭ ͨ ͙͔ͪͣͥ ͔ͤ͊ ͫ ͊ͣͦ ͤ  ͊ͫ ͊͒͡͞ ͤ  ͊͟ ͔ͦͣ͞ ͫ  ͔ͭ ͔ͪͤͯͭͤͦ ͤ ͙͊͊ͣͦ͘͡, ͦ ͙ͫͣ ͊ ͦ͟ ͤ  ͔

͔͙ͯͨͦͭͪ͋ͣͦ ͊ ͊ͭ͡  - α˽ ͙͔ͪͣͤ ͙ ͤ  ͊ͫ ͍ά͔ ͫ͡ ͍͔͊͒ͦ͞ 

 

˴ˢ˾́ˮ̇ˢ: ˢ˹ˮ˸ˢ̇ˮ˳˩ (ANIMATIONS) 

˹͊ ͙͊ͪͭ͟ͼ͙ ˢ͙ͤͣ͊ͼ͙͔͞ ό!ƴƛƳŀǘƛƻƴǎ) (ͫ͡Φ 8.) ͫ ͔ ͔ͤ͊͊͘͡ ͔͔ͫ͒͡ΐ͔ ͔͊͊ͭ͟͡ ͙ ͔ͦͣ͊ͤ͒͟Υ 

 
˿͡Φ 8. ˴ ͙͊ͪͭͼ͊: s ͙ͤͣ͊ͼ͙͔͞ ό!ƴƛƳŀǘƛƻƴǎ) 

¶ ͘ ͊͊ ͙͙͔ͤͣͪ͊ͥ ͨ ͍͙͍ͦ͊͊ͥ͊͢͞, ͙ ͊͊͘͘͡ ͙  ͨ ͔ͯͭ͊ͥ ͟ ͔ͪͭ͊ͥ͊ ͦ ͔͋͊ͭ͊͟͞ ͤ  ͊ͫ ͊͒ͯ͡͞ 

¶ ͦͤ͊͘;͙ͣͦ ͦ ͔͋͊ͭ͟͞ ͤ  ͊ͫ ͊͒ͯ͡͞ ͨ  ͊ͦ ͔͔͒͊͋ͪͣͦ ͤ ͔ͯ͟ ͦ  ͒͊ ͙ͤͣ͊ͼ͙͊͞ 

¶  - ͨ ͍͙͍͔ͦ͊͊ͥ͢͞ ͦ ͤ͊͟ ͫ  ͙ ͙͙ͫͭ͊ͤͣ͘͡ ͊ ͙ͤͣ͊ͼ͙͊ͣ͊͞ 

 

 

˴ˢ˾́ˮ̇ˢ: ˽˻˴˾˩́ˢ˺˩ ˽˾˩˭˩˹́ˢ̇ˮ˳˩ (SLIDE SHOW) 

˹͊ ͙͊ͪͭ͟ͼ͙ ˽͔͔ͦͪͭ͊ͥ͟ ͔͔ͨͪͤͭ͊͘ͼ͙͔͞ ό{ƭƛŘŜ {Ƙƻǿύ (ͫ͡Φ 9.) ͫ ͔ ͔ͤ͊͊͘͡ ͔͔ͫ͒͡ΐ͔ ͔͊͊ͭ͟͡ ͙ ͔ͦͣ͊ͤ͒͟Υ 

 
˿͡Φ 9. ˴ ͙͊ͪͭͼ͊: ˽ ͔͔ͦͪͭ͊ͥ͟ ͔͔ͨͪͤͭ͊͘ͼ͙͔͞ ό{ƭƛŘŜ {Ƙƻǿ) 

¶ From Beginning ς ͨ ͔͔ͦͪͭ͊ͥ͟ ͨ ͔͔ͪͤͭ͊͘ͼ͙͔͞ ͦ  ͒ͨ ͦ;͔ͭ͊͟ (͙͙͡ ͭ ͔͊ͫͭͪ ̅ 5 ͤ  ͊ͭ ͙͊ͫͭ͊ͭͯͪ) 

¶ From Current Slide ς ͯ ͙ͦͦ͟͟͡ ͤ  ͔͗ ͔͙ͣͦ͡ ͟ ͔͙ͪͤͯͭ ͦ  ͒ͨ ͍͎ͪͦ ͫ ͊͒͊͡͞, ͟ ͙͔ͤͣͦ͟͡ ͤ  ͊ͫ ͊͒͡͞ ͦ  ͒

͔͎ͦ͟͞ ͗ ͔͙ͣͦ͡ ͟ ͔͙ͪͤͯͭ (͙͙͡ ͭ ͔͙͊ͫͭͪ Shift ͙  F5 ͤ  ͊ͭ ͙͊ͫͭ͊ͭͯͪ) 

¶ Broadcast Slide Show ς ͞ ͔͒ͤ͊ ͦ  ͒ͤ ͍͙ͦͻ ͣ ͎ͦͯΐ͙ͤͦͫͭ MS PowerPoint-  ͊2010: ͊ ͙ͨ͊͟͡ͼ͙͊͞ 

΄͔͊͢ ͡ ͙ͤ͟ ͯ ͔͙͒͊ͤͣ͢ ͟ ͙͙ͦͪͫͤͼ͙ͣ͊ ͭ  ͔ͦ ͙ͤ ͣ ͎ͦͯ ͨ ͎͔͙ͦ͒͊ͭ͡ ͤ ͊΄ͯ ͨ ͔͔ͪͤͭ͊͘ͼ͙ͯ͞ ͨ ͔ͪͦ͟ 

͍͎ͫͦ ͔͎͔ͨͪ͒͊͡;͊ ͙͔͔ͤͭͪͤͭ ͊ 

¶ Custom Slide Show ς ͨ ͍͔ͦ͊ͯ͢͞͞ ͫ  ͔ͦ ͍͙ͪ͟ ͨ ͦͣͦΐͯ ͟ ͔͎ͦ͞ ͦ ͔͙͒ͪ͒ͣͦ ͤ ͍͙ͦ ͪ ͔͔͒ͦͫ͡ ͒ͫ ͍͊͒ͦ͊͡͞ 

¶ Hide Slide ς ͊ ͊ͭ͡ ͟ ͙ͦͣ͞ ͫ ͙͍͊ͪ͊ͣͦ͟ ͦ ͤ͊͘;͔͙ͤ ͫ ͊͒͡͞ ͭ ͦͦͣ͟ ͨ ͔ͦͪͭ͊ͥ͊͟ ͨ ͔͔ͪͤͭ͊͘ͼ͙͔͞ (slide 

show) 

¶ ͔͙͒ͫͤ ͙͟͟͡ ͣ ͙΄͔ͣ ͘  ͍͊ ͔͔ͪͣ ͨ ͔͔ͪͤͭ͊͘ͼ͙͔͞ ͨ ͦ͊͊͘͟ΐ ͔ͤ ͊ͣ ͪ ͙͍͔͊ͫͨͦͦ͗͡ ͨ ͔ͪ;͙ͼ ͔͘  ͊

͍͙͎ͤ͊͊ͼ͙ͯ͞: ͨ ͔ͪͭͻ͙ͦ͒ͤ ͫ ͊͒͡͞ (Previous), ͫ ͔͔͒͡ΐ͙ (Next), ͙ ͙͒ ͤ  ͊(Go ¢ƻύΣ ͙ͭ͒... 


