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ÕóÚÅùÔæòÂêÔñîòÚß÷ÈÜäñëÈÅ° (A) 
 

 1.  âöèõÚòã 
 2.  ĂÞ§ÿäöãÚäú 
 3.  âù¬ÈâòÚĂÚÂóäØČóÈóÚ 
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ÁòãÞôáÞ¯Â¬íÄçòá  ÈñÔãùÛāÚÚÂ¬íÄçòá  

āåðÁòãÕÁāÕ«ÇêĄåÔ¯  Ê«çâ×čòăë¬êĄåÔ¯áõ

ÄçòáêçâÇòá āåðÙ«òêÙăÈâôĈÇÂöĉÙ   

 
 

ëÙ«çâ×õĈ  
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ÅČóËöĈĀÉÈ  ĂìÚòÂÿäöãÚÿæøîÂÅČóÖîÛØöć×úÂØöćëùÕÿßöãÈÅČóÖîÛÿÕöãè ĀæñØČóÿÅäøćîÈìâóãÂóÂÛóØ (X)  æÈĂÚ
ÂäñÕóêÅČóÖîÛ 

 
1. ìóÂÖîÈÂóäßõâß°ÃîÅèóâÖîÈÿæøîÂÜù§âĂÚÃîĂÕ 
Â.  

 
Ã.  

 
Å. 
 
È. 

 
2. ìóÂÖîÈÂóäÿßõćâ/æÕ ÃÚóÕÖòèîòÂêäÖîÈÿæøîÂÜù§âĂÚÃîĂÕ 

 
Â. 

 
Ã. 
 
Å. 
 

 È. 
 
 
 

āÚÚ×ÔêíÚÁ«íÙĀãõâÙ 
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3. ÃîĂÕÅøîìÚóØöćÃîÈÜù§â    
Â. ÉòÕÃÚóÕÖòèîòÂêä 
Ã. ÉòÕÖòèîòÂêäĀÛÛìÚó ÖòèÿîöãÈ ĀæñÃöÕÿëÚĂÖ 
Å. ÿÜæöćãÚÖòèßõâß°ÿæĆÂ/ßõâß°ĂìÎ¬ 
È. ÉòÕäúÜĀÛÛÖòèîòÂêä 

 
ÉóÂáóßĂìÖîÛÅČó×óâÃî 4-5 
 
 
 
 
 
 

4. ÉóÂäúÜáóßìâóãÿæÃ                ìâóã×÷ÈÂóäØČóÈóÚæòÂêÔñĂÕ 
Â. ĂìÃîâúæÉòÕÿÖĆâÛääØòÕ 
Ã. ĂìÃîâúæÉòÕÂ÷ćÈÂæóÈ 
Å.   ĂìÃîâúæ×úÂÉòÕËõÕÃèó 

È.   ĂìÃîâúæ×úÂÉòÕËõÕÌóã 

 
5. ÉóÂäúÜáóßìâóãÿæÃ              ìâóã×÷ÈÂóäØČóÈóÚæòÂêÔñĂÕ 
Â.  ĂìÃîâúæÉòÕÿÖĆâÛääØòÕ 
Ã.  ĂìÃîâúæÉòÕÂ÷ćÈÂæóÈ 
Å.   ĂìÃîâúæ×úÂÉòÕËõÕÃèó 

È.   ĂìÃîâúæ×úÂÉòÕËõÕÌóã 
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 6. Âæù¬âÅČóëòćÈîòÂêäéõæÜ«  îãú¬ĂÚĀØĆÛĂÕ 
Â.  ĀØĆÛìÚóĀäÂ (Home) 
Ã.  ĀØĆÛĀØäÂ (Insert) 
Å.  ĀØĆÛîîÂĀÛÛ (Design) 
È.  ĀØĆÛâùââîÈ (View) 

 
 
 
 
 
 
 
 

 7.  ÉóÂäúÜáóßëîÕÅæîÈÂòÛÂóäØČóÈóÚÖóâÃîĂÕ 
Â. ĀØäÂëâÂóä 
Ã. ĀØäÂÃîÅõÕÿìĆÚ 
Å. ĀØäÂëòÎæòÂêÔ° 
È. ĀØäÂäúÜä¬óÈ 

 
 

 8.                                 ÉóÂáóßëîÕÅæîÈÂòÛÂóäØČóÈóÚÖóâÃîĂÕ   
Â. ËùÕäúÜĀÛÛëăæÕ°ëČóÿäĆÉäúÜ 
Ã. äúÜĀÛÛÂæ¬îÈÃîÅèóâ 
Å. ëăÖæ°ÃîÈîòÂêäéõæÜ« 
È. ÂóäÿÜæöćãÚëöÖòèîòÂêä 

 9. ÃîĂÕÅøîèõÙöÂóäÖÂĀÖ¬ÈëăæÕ°ÕèãËùÕäúÜĀÛÛ 
Â. ÅæõÂĀØĆÛăàæ° (File) > ÅæõÂÿæøîÂËùÕäúÜĀÛÛ 
Ã. ÅæõÂĀØĆÛìÚóĀäÂ (Home) > ÅæõÂÿæøîÂËùÕäúÜĀÛÛ 
Å. ÅæõÂĀØäÂ (Insert) > ÅæõÂÿæøîÂËùÕäúÜĀÛÛ 
È. ÅæõÂĀØĆÛîîÂĀÛÛ (Design) > ÅæõÂÿæøîÂËùÕäúÜĀÛÛ 
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 10. ÃîĂÕăâ¬ĂË¬ÅèóâëČóÅòÎÃîÈÂóäÉòÕèóÈÃîÅèóâĂÚÂóäëäóÈÈóÚÚČóÿëÚî 
Â.  ØČóĂìÈóÚÚČóÿëÚîâöÅèóâÿÜ»ÚäñÿÛöãÛ 
Ã.  ØČóĂìÈóÚÚČóÿëÚîÈóÚăÕÈ¬óãÃ÷ĈÚ 
Å.  ØČóĂìÚČóÿëÚîÈóÚăÕâóÂÃ÷ĈÚ 
È. ØČóĂìâöÅèóâÚ¬óëÚĂÉ  
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Âóäßõâß°ÃîÅèóâÛÚëăæÕ° 
 
 Âóäßõâß°ÃîÅèóâæÈÛÚëăæÕ°ÚòĈÚëóâóä×ØČóăÕ  2 èõÙö  Åøî Âóäßõâß°Ý¬óÚÿÅóāÅäÈëăæÕ° (Slide  Layout)  
ĀæñÂóäßõâß°Ý¬óÚÂæ¬îÈÃîÅèóâ (Text Box)  
 
èõÙöØöć 1   Âóäßõâß°Ý¬óÚÿÅóāÅäÈëăæÕ° (Slide  Layout)   

1.  ÅæõÂĂÚÂäîÛÃîÅèóâÛÚÿÅóāÅäÈëăæÕ° 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

ăÚÄçòáãù¬×õĈ  1 

ÁòãÞôáÞ¯Â¬íÄçòáÚÙêĄåÔ¯āåðÁòãāÁ¬ĄÂÂ¬íÄçòá 
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2. ßõâß°ÃîÅèóâØöćÖîÈÂóä   
 
 
 
 

 
 
 
 
 
 
 
èõÙöØöć 2   Âóäßõâß°Ý¬óÚÂæ¬îÈÃîÅèóâ (Text Box)  
 1. ÅæõÂĀØĆÛĀØäÂ (Insert)  

2. ÅæõÂÜù§âÂæ¬îÈÃîÅèóâ (Text Box)  
3. ÅæõÂÿâóë°ÛÚëăæÕ° 1 ÅäòĈÈ  

 
 
 
 
 
 
 
 
 
 2. ÅæõÂÿâóë°ÛÚëăæÕ° 1 ÅäòĈÈ >ßõâß°ÃîÅèóâÖîÈÂóä 
 
 

2 1 

3 
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4. ßõâß°ÃîÅèóâØöćÖîÈÂóä 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 ÂóäÂČóìÚÕäúÜĀÛÛÖòèîòÂêäĂìëèãÈóâ ÿÜ»ÚÂóäÿßõćâÅèóâÚ¬óëÚĂÉĂìÂòÛÈóÚÚČóÿëÚîăÕ ÕèãÂóäĂË
ÿÅäøćîÈâøîĂÚÂæù¬âÅČóëòćÈĀÛÛîòÂêä  (Font) Øöćîãú¬ĂÚĀØĆÛìÚóĀäÂ (Home)  
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ÂóäÂČóìÚÕäúÜĀÛÛÖòèîòÂêä 

ĀÛÛîòÂêä ÃÚóÕÖòèîòÂêä 
ÿßõćâ/æÕÃÚóÕÖòèîòÂêä 

æóÈÂóäÉòÕäúÜĀÛÛÖòèîòÂêä 

æóÈÂóäÉòÕäúÜĀÛÛÖòèîòÂêä 

ÿÜæöćãÚÖòèßõâß°ÿæĆÂ/ßõâß°ĂìÎ¬ ÂČóìÚÕäñãñì¬óÈäñìè¬óÈîòÂêä 

ÖòèîòÂêä/ìÚó/
ÿîöãÈ/ÃöÕÿëÚĂÖ/
ÿßõćâÿÈó/ÃöÕÿëÚ
ØòÛ 


