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1. Creation of Presentation °—,
. W R
LibreOffice Impress me Presen’ca’cion banana bahut

aasaon hai.
Tska use information ko slides ke Jchroug.h

visuo.llg dikhane ke Liye hota. hau.
Presentation wizard se aap easilg start kar

sokte hain.
r LibreOffice Impress = {0 Xj
LibreOffice ;

Impress Start a New Presentation
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[E Open File J ﬁ
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(© Recent Files
@ Templates

Create:

[E‘j Writer Document
[E] Calc Spreadsheet
@ Impress Presentation
@ Draw Drawing
Math Formula

@ Base Database [ Open Existing File... | + ]

Blank Presentation Presentation Wizard

Templates
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2. Creating o Presentation Using a Template i
% Templates pre-designed layouts hote hain.
% File = New — Templates select karein."

# TIsse aapko veady-made designs aur
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i Ckea’cinj a. Blank Presentation

Aﬂar aap apni desijn khud banana chahte

hain toh Blank Presentation select karein.
File - New —> Presentation — Cancel Wizard.

Isse aaPko ek khali slide milti hai.

Blank Slide (Example)
=1E][X]




5.P Group of Institute

— IT Tools & Network Basics

._ww

R Umt 5

%) Inserhng & Edchng Text on Slades

e Placeholder par click karke S

0 Shdes me {:ext insert karne ke

Ltye Text Box tool ka use karein.

w lext Box Tool-

S R e S e
| Click to add text %

‘aap type kar sakte hain. o ik i

r

 Text format _awah, Ko Liye
Formaffmj Toolbar ka use karein.

Formatizmg Toolbar (Altgnment)
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Align Align Align Justify Allgn Ahgn Align

| Left  Center Righf Top Middle  Bottom

Note :-  Achhe presentation ke liye text ko

saaf, sankshipt aur sahi alignment ke
saath rakhein. *
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5. Inserting and Deleting Slides

* Nayi slide add karne ke liye
Slide = New Slide (Ctrl+M).

+=|

e Delete karne ke lige slide par
righ’c click karein aur

‘Delete Slide’ select karein.

X:y
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1 & Saving a Presentation

B e i cave kavne ke
A A T Save (Ctrl+S).

* Impress files ka default
~ extension ‘.odp’ hota hai.

% Save As se aap PDF ya
~ PPTX format me bhi save
kar sakte hain.
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7% Manipulo.tin3 Slides

Slides ko rearrange karne ke lige
‘Slide  Sorter View’ ka use karein.
Aap slides ko dra3 karke unka
order badal sakte hain, duplicate

kar sakte hain yo. hide kar
sakte hain.

Slide Sorter View HE EHE
“ANES
@ o
3 4
e E =
=g | ]
5 6 i 8




S P Gwoup 01C Ins’cn’cu’ce P -

H T TOOIS & Ne’cwork Basms

8 Inser’cma Table -' o

Da’ca ko rows aur columns me

—dikhane ke liﬂe Table insert karein.

Tnsert —> Table select karein aur

number of rows /columns choose karein.

S.No. Name Subject Marks
Amit Maths 85

2 Neha Science 90
3 Rohan Enﬁlish 78
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2 9. Adding Pictures =

® Slides ko attractive banane ke liye
images add karein.

® Tnsert = Image select karein aur
apne computer se photo choose karein.

® Aap photo ko resize bhi
kar sakte hain.
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10. Inserting Other Objects

* Impress me aap Shapes, Charts,
auy Audio/Video bhi insert kax
sakte hain.

” Drawing Toolbay se aap Cixcles,
Rectangles awy Arvrows draw kar

sakte hain.

Shapes (a@fﬁ?ﬁ ) O

Arvows (dR)

Charts (31C)

Audio / Video
(sfifsar / difgan)




