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. Ctrl+ A = (Select all) Active Slide 3 q3 objects Pl Select Pt o ToIT

Ctrl + B = (Bold) Select &Y gU text I Bold a1 & faw

Ctrl + C or Ctrl + Insert = (Copy) Select X gU text, object 3R slide &l Copy
e & v

Ctrl + D = (Duplicate) Tl Jiissiere IT slide 3iCerehe el & foIT (FeTSs
FI TIT Tl & [T, ATTRT TIH Tgel Teh Tolles Udad W [Feleh dhiar
gram)

Ctrl + E = (Center) Text &I e H ¢llel & IGLY

Ctrl + F = (Find) {81 2req &1 (Find) @i & foIT

Ctrl + G = (Group) Selected objects T aqa FT & foT

Ctrl + Shift + G = (Ungroup) Group objects &I ungroup Hel & oIl

Ctrl + H = (Replace) fordlT ersg @l Replace ¥l & T

. Ctrl + I = (Italic) Text &l Italic et & G4

. Ctrl + J = (Justified) Text I STECHS Il & oI

. Ctrl + K = (Hyperlink) Insert hyperlink W St & foiw

. Ctrl + L = (Left align) Text Fl left H o7 & o0

. Ctrl + M = (New Slide) New Slide insert 1 GLY

. Ctrl + N = (New) New Presentation document create e & ol

. Ctrl + O = (Open) f&Y 3413}\?5 presentation @l @iclel & foIT

. Ctrl + P = (Pen tool) Slideshow & HHI Pen tool FT SEAHTT oA Y
. Ctrl + Q = (Save and Close) Presentation &I Save 3R Close ¥l & foIT

. Ctrl + R = (Right Align) Text @I right H ¢l & foIT

. Ctrl + S = (Save) Presentation 3l ﬁTﬁ?—lﬁ FA & AT

. Ctrl + T = (Font dialog box) ¢&&C AT 3iTsaiere I select T & &G Font dialog

box F&RIT &t & forw

Ctrl + U = (Underline) Text @I underline a1 & foIT

Ctrl + V or Shift + Insert = (Paste) Copy/Cut &Y gU text, object AT slide I IFC
A & foT

Ctrl + W or Ctrl + F4 = (Close) 3i19aT JSieT Hl 8¢ Hled o [T

Ctrl + X = (Cut) Text, object IT slide T cut el & ToIT

Ctrl + Y = (Redo) Redo et & ToIw

Ctrl + Z = (Undo) Undo &% & faw Tecttiking.in
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Ctrl + Alt + V = (Paste Special) Paste Special dialog box 39T el & foIT

Ctrl + F2 = (Print preview) Print preview ¢@e & foIT

Ctrl + F1 = Ribbon &I show IT hide &l & oI

Ctrl + Tab = 3\19sT presentations H & E‘,:\':Iﬂ' W el & folw

Ctrl + Up/Down Arrow = Presentation H{ Teh slide I AT =i1d o Silel & ToIT,
9T 3 Shortcut l SEAATS el & TGgel IR slide thumbnail T TFelen
YT BT

Ctrl + Shift + Up/Down Arrow = Presentation 2T LB AT 3T H slide ™ SiTet
& foIT, 9T 3 Shortcut S SEAATAT FlA A Ggel HI IR slide thumbnail T
fFolar aT gram|

MS PowerPoint & iﬁs YTH Shortcut Keys -

Home = 9gcll slide 9T I & foIT

End = 3d & slide I o1 & foIT

Delete = Select Y §'Ef text, object AT slide T fSellc et & foT

Page Down = Next slide ¥ 11 & foIT

Page Up = Previous slide 49X STa1 & foIw

N or Page Down = Slideshow & THT next slide GX ST o foT

P or Page Up = Slideshow o HHI previous slide I IATel & fow

B = Slideshow & GRTeT ThIeT &I &l TT H dgelal & AT, Slideshow # arad
o & T T & "B" & 9& ¥l gl

Esc = Slideshow &I end et & foIT

Tab = Slide T next object I SATeT forT

Shift + Tab = Slide 9 previous object T STel & ToIT

Alt + F2 or F12 = (Save as) Save as dialog box &I 309 &l & foIT

F1 = (Help) Help pane 3197 &l & T

Alt+Q="HgT T3 foh J& AT & T ¢ kg & fow =der & &
fow

F5 = Presentation bl NEXIGH d play el & faw

Shift + F5 = Presentation &I current slide & play el & T

F7 = Spellings check ¥l & fow

Alt or F10 = Key tips &l on IT off il & foIT

Alt + F = File tab Manu &I 319eT &l & foIT T@&#I%/hj/h
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Alt + H = Home tab TX ST & foIT

Alt + N = Insert tab 9X STl & foIT

Alt + G = Design tab 9X ST & ToIT
Alt + K = Transitions tab @ 3=t & foIT
Alt + A = Animations tab T ST & foIT
Alt + S = Slideshow tab T ST & foIw
Alt + R = Review tab 9¥ SIle7 & foIT
Alt + W = View tab TV el & folT

Alt + X = Add - ins tab IX STl & foIw
Alt +Y = Help tab W 3«1 & faw
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