
 

 



��� ���� ��� ���� Microsoft Powerpoint 

��	 
	��	��
�� 
��� �	�� “��� ���� Microsoft Powerpoint” �� � �����। 
��� �	�
�� 
���
�� ��� ��
� ���
�� http://techtunes.com.bd/chain-tunes/lets-learn-microsoft-powerpoint/ 

�
�। 

***Part 1 

***��
  Microsoft powerpoint open �!�।��
��  � window ��
�। 

 

***"����
� ��
�� �#
� create a new presentation � click �!�।����� 
$ window ��
� ��
� 

black presentation � click �!�। 



 



 

***�����,���
� ���%& '�
�� layout ���
�।scroll bar �� ��
�� �#
� �	�
� ��(�।����, other 

layouts )��� �� ��  ���� � double click �!�।��
��  � ���	 window �*
� $�
�। 



 

***��  ����+ click to add title option ���
�।���
� subject �� title ���
� ,
�।click to add text 

� �-� �
� ���%& ��  ���
� ,
�।�� "�
� , double click to add clip art � double click �
� ���%& 

art clip select ��
� ,
�। 



 

***��� � �� ���	 slide �����। click to add title � click �
� techtunes ���*�।�����, click to 

add text � �-� �
� A very good web site, Every one is student, Every one is teacher, All of 

tuners are brother ����।�����, double click to add clip art � double click �
� ���	 click art 

select ���।�����, file � �.
+ save � �-� �
� /��� �	 
�% ���। 



 



 

***� �� ��0 ���	 slide add ���।�� 12 ��
� insert � �.
+ new slide e click �!�। 



 

***���	 ��*� slide open ,
�।�����, scroll bar �� ��
�� �#
� �	�
� ��(�।����, other layouts 

)��� �� second ���� � double click �!�। 



 

***
���
� title � good movie ���*�।�����,add text � �.
+ Cop out, Alice in the wonderland, 

Karate kid ���*�।���	 art clip add �!�।�����,file � �.
+ save � �-� �!�। 



 

***� �� ��0 ���	 slide add ���।�� 12 ��
� insert � �.
+ new slide e click �!�। ���	 

��*� slide open ,
�।�����, scroll bar �� ��
�� �#
� �	�
� ��(�।����, other layouts )��� �� 

��  ���� � double click �!�। 



 

***
���
� title � techtunes ���*�।�����,add text � �.
+ Teaching, Learning, everything 

���*�।���	 art clip add �!�।�����,file � �.
+ save � �-� �!�। 



 

***���� � �� slide �	 show ���।�1& ��
� slide show � �.
+ view show 
� �-� �!�।��/
� 

��  slide �	 show ,
�।��� �*
�� screen 1*
� 
#�� 1�
�।����  ��� �-� �!�।�
�� slide �	 
#�� 
$�
�। 



 

 

 

 

***PART 2 

***��
  Microsoft powerpoint open �!�।����� menu 
�
� file � �.
+ open � click 

�!�।�����,�
.��#� powerpoint �� 
$ slide ����
+�3��  �� ,��
� click �
� open ���। 



 



 

***�����,
$ window �	 ��
� ��
� view 
� �.
+ slide sorter � click �!�।�����,
$ window 

��
� ��
� ��  �	
� double click �!�। 



 



 

***�����,techtunes 
��� text box �	 �-� �
� ��
�4 �!�।menu 
�
� slide show ,
� custom 

animation select �!�। 



 

***�����,"����
� 
$ �5 ��
� ��
� add effect ��	� � click �!�।��
� 
$ 
 6 ��
� ��
� 

entrance � �-� �!�।����� 
$ �5 ��
� ��
� fly in � �-� �!�। 



 

***����� 
$ �5 ��
� ��
� start ,
� with previous  ,direction � from-bottom left ,speed fast 

��
�4 �!�। 



 

***����� mouse symbol �, title1 box � click �
� effect options � �-� �!�। 



 

***�����,���	 dial-up �5 ��
�।
���� ,
� sound ,
� camera selest �!�।�����,animate text 

� by letter ��
�4 �!�।�����, ok ��
�4 �!�। 



 

***����,7+ text box  �
� a very good web site �� ���
� �-� �!�।�����, �����,"����
� 
$ 

�5 ��
� ��
� add effect ��	� � click �!�।��
� 
$ 
 6 ��
� ��
� entrance � �-� 

�!�।����� 
$ �5 ��
� ��
� fly in � �-� �!�। 



 

***����� 
$ �5 ��
� ��
� start ,
� after previous  ,direction � from bottom ,speed fast ��
�4 

�!�। 



 

***����� mouse symbol �, title2 box � click �
� effect options � �-� �!�। 



 

***�����,���	 dial-up �5 ��
�।
���� ,
� sound ,
� arrow selest �!�।�����,animate text 

� all at once ��
�4 �!�।�����, ok ��
�4 �!�। 



 

***���� � �� clip art ��
+ ��1 ���। 

***����� 
$ �5 ��
� ��
� start ,
� after previous  ,direction � from bottom ,speed fast ��
�4 

�!�। 



 

***����� mouse symbol �, 8+ box � click �
� effect options � �-� �!�। 

 

�����,���	 dial-up �5 ��
�।
���� ,
� sound ,
� arrow selest �!�। �����, ok ��
�4 �!�। 



 

***����� file � �.
+ save � �-� �!�।�����, play ��	� � �-� �
� 
#�*�,��9 �� ����
+
3�। 



 

***����� ��  slide �	 ����
�� 
�:।����,��� ��+
  ���� 7 �	 slide ����
+ 
/�*�। 

    

***PART 3 

 

    

***��
  Microsoft powerpoint �*�*�। �����, 
 6 
�
� file � �.
+ open � click �!�। �����, 

powerpoint �� file �	 double click �
� open �!�। 



 

***�����,
 6 
�
� view 
� �.
+ notes page � click �!�। 



 

***�����,
#�
��,
$ window ��
� ��
� ��
�� �#
� note 
���� �5 ��
�।��
� click �
� ���*� 

techtunes is best web address I ever watch. 



 

***�����,file � �.
+ save �-� �!�।���� 
 6 
�
� slide show 
� �.
+ view show 
� �-� 

�!�।��� slide �	 show ,
� , ��; note �	 
#�� $�
� ��।nate 
#��� 12  ��� �� right click �
� 


���
� screen � �.
+ speaker notes � �-� �!�।���, note �� �#���� ,
�। 



 

***��� ���� ���� �
�� ���
+। 

***�
.� /��� �	 0
�� �!�।�����,
 6 
�
� view 
� �.
+ master � �.
+ slide master � �-� 

�!�।�����,��
��  � screen ��
�। 



 



 

***�����,��
�� �#
� drawing 	*���
�� autoshape � �-� �
� stars and banners � �.
+ 7+ ���
�� 


�: icon � �-� �!�। �����, �
.� 
�1 �	 ��
�।
���
� mouse �� left ��	� ����� �-� ��
� 

logo �	 �
� ��
�। 



 



 

***�����, keyboard �� spacebar (��
�
+ �<� ��	�) ����� ��� �#�।����� 
��*� tech. 



 

***�����,
 6 
�
� view 
� �.
+ normal � �-� �!�। 



 

***�����, file � �.
+ save � click �!�। 



 

 

 

***PART 4 

 

***Powerpoint open �
� file � �.
+ open � �-� ���।�����,�
.� �#� �� ����
�� powerpoint 

�� /��� �	 double click �
� 0
�� �!�। 



 

***�����, 
 6 
�
� format � �.
+ slide design � �-� �!�। 



 

***����� 
#�
�� "����
� ���%& '�
�� design �
3। 



 

***�����,design �
��
� �-� ��
� ��(�।�� design �
�� 
#�*�। 



 

***�����,file � �.
+ save � �-� �!�। 



 

***�����, slide show 
� �.
+ view show 
� �-� �!�।�� 
#�*� ���� �� ����
+
3�। 



 

 

 

***PART 5 

 

���#� ='* primary 
�
%� ��
+ .
�:�� �
��3।��� ��� � �� �
> �
> professional 
�
%� � 

�
�� ���। 

***�
.�  � Microsoft powerpoint open �!�।�����, 
 6 
�
� file � �.
+ open �-� 

�!�।�����,save ��� file �	 "�� �-� �
� open �!�। 



 

***�����,
 6 
�
� format � �.
+ background � �-� �!�। 



 

***�����,��
�� �#
� arrow mark �� ���
� �-� �!�। 



 

**�����,fill effects � �-� �!�। 



 

***�����, colours � �.
+ one colours � �-� �!�। 



 

***�����, colour 1 �� ���
� ��
3� �#
� arrow mark � �-� �!�।�����, more colours � �-� 

�!�। 



 

***�����,
$
��� ���	 colour ��
�4 �
� ok �-� �!�। 



 

***�����, dark-light �� ����	 "�
�-��
  ��
+ colour .�� ,���� ��� $�+।��, shading style � 

���%& shade 
�
� 
$
��� shade ��
�4 korun. �����, ok �-� �!�। 



 

***�����।
$ window ��
� apply �-� �!�।apply �-� ��
� ='* ��  
�1 � �	� apply ,
�।�� 

apply to all � �#
� �� 
�1 � apply ,
�। 



 

***��� 
#
�� 
� � �?� 
#��
@। 



 

***�����, file � �.
+ save � �-� �!�। 



 

 

 

***PART 6 

 

***�
.�  � Microsoft powerpoint open �!�।�����, 
 6 
�
� file � �.
+ open �-� 

�!�।�����,save ��� file �	 "�� �-� �
� open �!�। 



 

***�����,
 6 
�
� format � �.
+ background � �-� �!�। 



 

***�����,��
�� �#
� arrow mark �� ���
� �-� �!�। 



 

***�����,fill effects � �-� �!�। 



 

***�����, picture � �-� �!�। 



 

***�����,select picture � �-� �!�।picture ��
�4 ,
� ok �-� �!�। 



 



 

***�����।
$ window ��
� apply �-� �!�।apply �-� ��
� ='* ��  
�1 � �	� apply ,
�।�� 

apply to all � �#
� �� 
�1 � apply ,
�। 



 

***�����,file � �.
+ save � �-� �!�। 



 

***���� ��� �
��	* ����।�
.�  � format � �.
+ background � �.
+ fill effects � �-� 

���।��
��  � 
�1 ��
�। 



 

***�����, pattern � �-� ���। 



 

***�����, ��
�� �#
� background colour � �.
+ 
$
��� colour ��
�4 �!�। 



 

***�����,ok �-� �!�। 



 

***�����,apply ��, apply all �-� �!�।�����,file � �.
+ save � �-� �!�। 



 



 

 

***PART 7 

 

***��
  Microsoft powerpoint open �!�।�����, 
 6 
�
� insert � �.
+ picture � �.
+ wordart 

� �-� �!�। 



 

***�����, wordart gallery 
�
� 
$
��� ���	
� �-� �
� ok ���*�। 



 

***�����, text � techtunes ��
� ok ���*�। 



 

***�����, �� 
���	�
� drag(
	
�) �
� ��
� "�
� ��
+ ���*�। 



 

***�����, techtunes 
����	
� ����� �-� �
� 
 6 
�
� slide show 
� �.
+ custom animation � 

�-� �!�। 



 

***�����। add effect � �.
+ entrance � �.
+ swivel � �-� �!�। 



 

***�����, techtunes �� ��
�� ��
�� �#
� arrow 
� �-� �
� effect options � �-� �!�। 



 

***�����, 
���� 
�
� 
$
��� sound add �
� ok �-� �!�। 



 

***�����, autoshapes � �.
+ stars and banners � �.
+ 16 point star � �-� �!�। �����, ��
� 

��
   ��� �� ���	 ��
� icon �	 �
� ��
�। 



 

***�����, star �	 ��
�4 ���� )�A�+ fill colour � �.
+ more fill  colors � �-� �!�। 



 

***�����, standard � �.
+ 
$
��
�� ,�B� colour ��
�4 �
� ok ���*�। 



 

***�����, add effect � �.
+ entrance � �.
+ more effect  � �-� �!�। �����,  basic � �.
+ 

flash once � �-� �!�। 



 



 

***�����, start � after previous ��� speed � very fast ��
�4 ���।�
@ ,
� sound effect 
$�. 

��
� ��
��। 



 

***�����,star �	 ��
�4 ���� )�>�+ (ctrl+c) , �����, (ctrl+v) ���*�।
#�
��, �
���	 star create 

,
�। �%�
�, CD-7E �	 star ����
� ,
�। 



 

***�����, oval � �-� ���। �����, star ����� mouse �� left click ��
� ���	 oval ��
�। 



 



 

***�����, fill colour � �.
+ ��
F 
#��
�� ���
+ colour  ��
�4 �!�। 



 



 



 



 

***�����, effect �#
� ���
� ��
F 
#��
�� ���
+ effect 
$�. �!�। 



 



 

***�����, oval  �	 drag (
	
�) �
� ��  star �� ���
� 
�
� �#
� ,
�। 



 

***�����, file � �.
+ save � �-� �
� 
$
��� ��
  
�% �!�। 



 

***Slide show 
� �-� ��
� 
#�� $�
� star �	 move ��
3।���, 
�
: ���	 ��� G, star �	
� 
�
+ 


/
�
3। 

����
#� ��
3 �	���	  %�� ����  ��  ����� ����   �� � �#
��। 

���� %�� ���
��। 

 


