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Presentation Application

CLO3
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[deaching -

The student will be able to; .

Identify Spreadsheet
Packages

Explam the importance of
the Spreadsheet application

in data management,

Explain related concepts
and terminologies in the
Spreadsheet.

Identify features in the
Spreadsheet appllcauun
window.

Create and save a
Workbook.

Construct and insert simple

formulae and functions.

Format the worksheet using

formatting tools.

Printing a worksheet,

Spreadsheet Fack.agea .. Excel
Importance of Spreadsheit applwauon in
Data Management, Related

Concepts and Terminologies (e.g., cell(s),

| rows, columns, worksheet, workbook)
f

Features in the Spreadsheet Window Tool

Bars: formatting bar, standard bar, formulae |

bar

- Types of Data and Their Uses (e.g.,

number, date, text, currency), Creating and
Saving a Warkboak. Constructing and
[nserting

e lﬁnmiqg Approach

Classroom Lectures,
Lab and Hands-on

Practice
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. PowerPoint Presentation (*ISHRPIGH Tgi)
¢.>. Introduction tn presentation software (CUGCE= 7Eb e ARbY)

Presentation Software fl?
Presentation Software TET G897 G el ‘IT FIZFHEAAE O, 4FN I eIH FEASnA

T I G TR 0O @ S et o | @f AR GUE, B, ffve, wfbe
&I WA I (TSN (SFRe TITe oF |

Presentation Software-<3 Baigae
Microsoft PowerPoint : W41 Tl @ e TI5e TEo eI
Google Slides C | AR, R R A
Apple Keynote WE 8 RS GRS &
Prezi ) | i @ fowrm ceteTHTE w

Presentation Software-49 G999 (Fq

. Fricem e @ e e

« T8 FATCED failbe

o (IS @ SR

o AR 6 SFE TG

o TR 8 “Ae7 et
Presentation Software-< &yt Cafies

. T3 tefi @ AreAr

. 5%, 2R, e ¢ wite Tmis v
@ees 8 f qraE
-3 FEEISt (e TEoSUIE). |
CE{TSTBHT (AT '8 T2W i

« T3 GHWAT (PDF, fofos Twifi)
Presentation Software-9 Jf4f

L

-

+ OUITE LG 8 TFEAON Sergre Tl I

o (HTOIHE ALATIT 4t AT F2% T/

o TIRCCT WG Gibe! UL ARG T

o SREAT @9ty aifie YIgEla Pher FA0e A
» TN @ & 61
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e

¢.R. Importance of the Presentation Application

Presentation Application (GIN=: Microsolt PowerPoint, Google Slides, Keynote) &0 A%+ *-EFFﬁt'

HETGWIR, AT T S, Y= qF (U6 6f2, GG, ﬁmﬂmﬁwwmrwﬁawmm
40 T |

Presentation Application-gq GFy

-R

fosgaiE @HIEAT (Visual Communication):
wite wUTE 2, BT, GRIE @ fSfbew ey Hewreitd age Fal 4 |

TGN THAFAT (Attractive Presentation):
GHB, B9, UG ¢ ATS e T A TCACAT 40 A4 a0 |

T ' &t (Education & Training):
fapsaar 10T RIS SorgrT 0T 21T |
A3 FT ¢ e FTaeng aage o |

. IS CF (Business Use):

fRrers, s I, AITHBL, BT '@ W%WWWWJ? |

e gert Jeaet (Decision Making): :
A1, 516 @ (6 T=9ET A0 (wol Rudwed ey =7, mwﬁwﬁWWW|

. TRE WAL 8 EReEIT (Easy Editing & Updating):

BT “f3qS FAET H¥S Presentation STHTED aT T |

. Tef&ier c=aifde (Digital Sharing):

-2, WﬂmWWWWW|

¢.9. Principles for Designing Presentatmns

GFe ST Presentation tofa ware Wy oy g oy «I, 9 fewes, %ﬂTﬁT (Design
Principles) (I 551CeT ©f L WISHAH, @A @ 4T |

& RSt (Key Principles):

o

Simplicity (F#1S! I&H ANT):
Slide &TAITE ST (M Bt <t &fF (vl 41ea = |
f6fG Slide @S fG ToT Il 92+ A |

Consistency (MWW}
aPZ F6, 98, FISCE @ YlaeCe AL T4 |
AT 5/ «fGra B |
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©. Readability (FFREI):

TG T TIRT I (PR o+ = 28pt, GHET & > 20pt) |
% R e (Sans-serif (BT Arial, Calibri) <<= 99 |

8. Visual Balance (f6a @ it %52%):
(BBT ST PP Bf, BIG, ST 92T 37 |
warmﬁ»’frwﬁr@ «fST BT |

‘1' 5-: mpany

Financial Info

Thas i 2 2amiple texd. tmeerl yoet devircd b bere
T¥a8 i@ samiple tet. This i o SEMEYE 161, Engery
wour desired tewt Mete.

F1.7TM

warleeslze

@ Fiacenaider
@ Placcholder

£ Placehoidar

AR LTED QRITNERE IR FERARLATE

&. Use of Color (06T JIH): |
TEH] ARETELS 517 9089 (56 TILT o9 |
ARG IT EARI =it srege wwt 9y |

Y. Minimal Text (3% GHD):
#iffs =130 Yo *BeTT Bullet Point SIRHIE T |
off *iaieie = oy vefire T o |

q. Engaging Visuals (Wio€fy fegater):
515, G, B9 .8 ST TaER w0 A6~ T |

b. Anim‘atim;;nd Transition Wﬁf TIRHA):
Animation/Transition 92T 4 &L Y9 % qeTsIee °F =29 |
ey CAICAIT AT Ao GazT o |

®. Audience Focus (7*(% (@4qF):
ESTRa T4 € TG SFAEl A6 AENS |

So. Practice and Flow (5651 @ yafaiféeet):
Corgreera e Gfaara et 7 |

FIRCEH TN (AW ST Wee! (A 7w
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i Wil

?ﬁﬁﬁmmm
. Presentation Software 7
7. s uftha 4, 1% (SR AFOETR
5T, (P20 NI S . STFT Jiew
2. Ao e aold s iR b= sv e
¥F. Microsoft PowerPoint o, qNAH G
st &9 (aRi o, T
0, CETHCHH Cofre (BT’ e f Fwive woe?
. ot ag o <, feenas Iwa =
of. W% (Lo A q. T18% ' ¢
8. (ATNCE YIZEE TSI S Towi T .
-, Y e o, T TS
st, fomte =3 ¥, &% A0S #ieT A
T b, 0 2, e, W 8. Y|
¥, =#JF 734 (Fill in the blanks) :
3. Presentation %mwmmwmwﬁm—w W’ﬁiﬂﬁw
Bergreie T & ... Eﬁﬁ@mwmwm Tow: 3t o
3. Presentation Applicatiun memm ............ W woe ol WWWWI

Bww : o catiart (27, o, v o f#fde)
. 45 I Presentation tof TS M T BT &=FH | (T, aﬁﬁ?"ﬁwwmm
8. mmmwwm .......... - Www@fﬁm
Taw « oy AR
e. Prmmuuuhﬁmwmmﬂwwwﬂwﬁwwﬁ T oot v
.................... TAZT FE A | TFH : WS- FRIT FAGD

o

of. Matching (feme) :
wN-A (AfEeE) T9-B (T
5. Simplicity T, W (BE0; T ATTDGTA Fefrgwng (T 0"
3. Consistency 3, FEEIIT; qC T 9L @ A% 0 fsw |
@, Readability o, GFE T5, T8, (FANGE 8 FRACE 97T |
8. Visual Balance q, (GHT A e v, 56 I 41F IRTT |
¢, Minimal Text ®, FEETS! qEiT A 2l SiEte u & IRl |

BEaNEl : 58, 3, 9, BT, ¢—F
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Y, wiowmefErs e :
S, CRTETTOT TR0 SWIR A7
2, fb (T AHESHITET AT e |
0, IR SR RUSRCEHT PP ST = et |
B. SETISATS G CATSCB* HHO G A1 @0 |
¢, et ¢ FETRRT CETaT e O (I TSI TIRS Zh?

B, H‘{ﬁﬂ“ﬂ'ﬂ‘
b, (P (I ARG (RISTTH (SlA00 TIHS 7
" Y, (CAUSTGH TRO T ey cafiBratE et |
o, STSTH* DS FAT B Ay
8. G ST (ATETHTT Sy FowiRe Sfewrea w0 @ (@ e wrwr At Boer

b. m—wﬁﬂgﬂ. ‘ :

>, e ol R #IT weE e “fefeneT e afetan et Sege e o
arey {8t PowerPoint JIRT F TR COF T, @I G, 278 51 cd T9em
W
e QWWWWWWW 9% THOGIIER Caf8r Fe™ Sogrme
ST TR

3 3 @l fibea Rawa Bl SErEeE 6 Google Slides JTRIT 1 A1 | Lo
IS PRSI I FACAT R 9T AL CFf el 2Lt |
%ﬂmmmmwmﬂmﬁﬁﬁﬁﬂ cifie-aa oo @b @

o. AW 93 EARAIET T PowerPoint FI8E IR | o7 efel® TEwe = ®iF T A
& ammmm@nﬁ%wwmmmawmv

' T ey
5. THIZEEE TT T SN (TECEH FEPCHE ITT T TYT @ mwﬁmw
T |

R, CHTECEH HEOSHIER TIHS Fwiate ¢ AT (Fid SISITT FZEF ©f @0l |

o, WWWWWWWEWWWWW FET |
8. (CTETH T, O15, 41F @ Wbe/fefbe 3% vaia ey T el |

@. Wmmmmwmﬂmwmﬁw%ﬂ?
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@.8. Fﬁnﬁficaﬁon of Commonly Used Features of

Presentation (CETSTBHT A4S I3Qw (IRIEy BRreda)

Slide T «Ff6 Presentation-<7 o1 *B1 @I BB, &, aiifFr, 5, BfXe Topfer Atem

Gﬂtﬁﬁ‘fﬂ (@9 Microsoft PuwerPuinﬂ Rfeg wfE weomme 3@, o gsfh
g & FF B CSI0T | TS RIS J95® WRRrat G2 431 A
Terminologies'jn Presentation
Terminnlog\y Mehning (=)
Slide | Presentation-4% &S BT I PB4 |
Slide Layout _ =13te &P, B, 515 Tenifha Reutt | :
Theme Presentation-«3 & iR s, 35 @ fbwizs
Transition AT BT (AT S TI%0E NeAT AOITIET |
Animation SIBTGH (SOCEd BHG AR Aolbl et TS |
Placeholder QR G, B T FRET A W R A S |
Template e 03 Presentation TEeNEH, AT 4<% I 20E TG
Presentation AT 1% | e
Notes Pane Presenter-<I7 T RTAT (1B, T AT (AATS A A |
Handouts =1%e &% w16, 1 aifeitr yry Read 39t A
Master Slide S[Tal Presentation-<7 f&esy/>512e faaei gﬁrﬂ?ﬁv |.
.8. Slide (T1%0)

AIeE | 4% Slide T Al Presentation 2o &7 |

Slide-4% taf¥8y:

Sl Slide Aruere b W= 4ielt (Main Idea) B=1EMT S0 |
Slide-4 Title (FITAIIT) @ Content (REawRg) AT |

Slide &I T S (Sequentially) AT AT |

Slide-« (BB Ters fbm, 516, ffte, wnfeem g Far 37|
Slide F=USZ, (AT, 0T (=T, T, FIGT a7 FATAGL F4T T |

Slide-I% 499 (Types of Slides):

Title Slide — Presentation-99 SF(S ﬂmfﬁmm (AT & |
" Content Slide — 377 &, (%D, T, 515 evHtwa & |
Comparison Slide — Bt f4ow vt +a9 &7y |
Picture/Chart Slide — 94 & 31 515’ epriisa &7 |

Closing Slide — &7Piega, ¥/, etsiies Loy oy |
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Slide-4q TGS (Uses): |

o B — Sty wedier egem |

o T — TG, “Afawe T My W o |

o SR — W & (BB 1P HIFILT QAT |

® (ETSUTA (T SCIGAT T efrararas oy Rf cofi

¢.8.] Slide Layout in Presentation

Slide Layout T 6 ZRUSH T4 CHIT WA G5, Prcaiw, &R, 518, Gfee Teonifir aree
ol 4 difae s (arrangement)|
e @ Slide-4¥ Design Strutture |

Slide Layout-«3 (e

&f$f5 Layout-a Placeholder €It, GG GG A1 B T T |

@F% Presentation-) SIS 4507 Layout T2 %4 T |

Slide Layout ARRET 30 T30 FMB5 SBIAHFCNE TG TS ST 27 |
«ft I 6T TG @ (ArF Tgueid Tengy Fare @t

PowerPoint-9 &5f® Slide Layout-4¥ 43+:

Slide Layout FIZA (Uses)
Title Slide Presentation -4 S2FC@ FLFIT @ FGIE5T TS |
Title and Content Az + el =, 515, fefe Zenif |
‘Section Header Bl Wﬂ:ﬂ?{,‘ﬁ@ﬂ F T T | .
Two Content; | stirerfEr it ﬁ‘RT ordiTe (GHF, &R, T) |
Comparison vt e gerl 419 &= (Side by Side) |
Title Only T | oy P AT ot |
Blank Slide e <ifer, s e & .|
Picture with Caption B + FeEe Gb
Content with Caption FET + (&5 AT |

Slide Layout JIZEE 41 (PowerPoint):

S, (T Zf3E Layout #He~ w1 evamew @i Freg |
2. Ribbon (2TF — Home Tab — Layout ¢ f& |

o, ABFE Layout forfem |
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@.8.9 Transition in Presentation

Transition XA IF FRE (WF 7 bt PR et i e e O e T G 1)
Presentation-(F HFEAT @ (AW ST (ST |
Transition-«3 ¢3f*3y:
o ST T30eq &= WAV Tragsition (6 T4 TF |
* Transition-4% #if® (Speed) @ FIHPI (Duration) fEae =i 717 |
e I Transition-49 AT Sound Effect G T T |
e Transition F4Fee WPq TG 4T AT &y TI5© 2 |
Transition-As &[T (Types of Transitions):

Category | Examples Tfey
Subtle (5@1) - | Fade, Wipe, Push T @ FFP TS
Exciting (SF<IT) Gallery, Flip, Origami @ ey K & a0F3
Dynamic Content | Pan, Ferris Wheel, Conveyor | $#[(361¢ CI3qiNeed a1/

‘Transition TIZET 419 (PowerPoint):
* (¥ TI&(T Transition fte w16 &A% B=Td |
Ribbon (ATF — Transitions Tab |
At Transition BTETE |
Effect Options (4% = 31 35139 AREe &1 AT |
Duration fee if& (s1awr) et |
5180 Apply to All fwe 19 =18T® €& Transition |

Transition-99 SF%:
e Presentation-(F SFEAT T (SITA |
o CffSitng TCAGER 403 T |
o fafeq Renns Qe =0 @RITS AEEy 39069 |
* ST (Smoothly) FIEE AfFeT Fare AT FA |

¢.8.8, Theme in Preseqtatinn

Theme Z@@ 995 "fﬁef‘flﬁ@ (predefined) ﬁs‘ﬁﬁﬂ G, Tt~ Presentation-4¥ ¥ (colors), T
(fonts), F1ef®E (background styles), BT (effects) G- Slide Layouts-a¥ FTTH FC |
afb qJ9ZT FAE Presentation HIFEAT @7 (e fCwi3 At T |
Theme-43 (IFET:
e Presentation-¢ IHE Mg '© FHF ANEGAT (Consistency) TST FICY |
o 4F9IF Theme ST FALET 2TAT Presentation ATE FBIELE FGITAT T |
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o Theme ARIET T TIXTTH T FARRES mwwquﬁﬂww|
e Theme-9 Color Scheme, Font Style, Background Style, Effects Wﬁi GFICY YITF |

Theme-&45 TH W (Elements of a Theme):

Theme Colors — (5, RS, ifEr, BIhe &y e e |

Theme Fonts — RTAIRT @ FBToT Gy AW T 51%e |

Theme Effects — ¢%, 515 31 2jif¥rem oy *miwer, o Tenf e 3w |
' Background Styles — F13T6q & (O fEwas |

Theme TIVET FRY (Importance):

¢ Professional Look (W |

e Time Saving — I[4414 AN $4CS & 1 |

e Consistency - 719 H130¢ o3 739 U3 <GS |

e Easy Customization- 3T0eaCS! 98 1 5 o6~ el 417 |

Theme LT 41* (PowerPoint):
" e Ribbon (¥ — Design Tab @ T |
¢ Themes Gallery (473 204 Theme T3 2 |
o TS Variants & 6T 78 3t 6 FROT86 T4 |

@.8.@ Animation in Presentation
Animation T FI20EH (A ¥ (GG, TR, BI6 AF U7 WIS (] SN BepAre 30FT |
e, Transition (TG TI8@ ST 799 27, G Ammatmn?{ﬂ T2 TIB0ET FALWED |
¢ Animation-a% (If8r:
o 5F5 I o qta Avar S, (ST AN, LA WFI FS]F FATAT A |
fefb SaTesa e+ e Animation TIFS 2F |
s Animation-4% ¥ (Order) '8 WY (Timing) e et I |
o CISTTAR STACAT ST S B U9 & |
Animation-4¥ 43+ (Types of Animations in PowerPoint):

Animation Group Examples | JR__
Entrance (&2) Appear, Fade, Fly In, Zoom SUEE SO F130C WP
Emphasis (S ¢77aT) Spin, Grow/Shrink, Pulse Wiﬁ e
Exit (&EF) - Disappear, Fade Out, Fly Out SRS FSId TG T TR
Motion Paths (Af&=12) Lines, Arc, Circle, Custdm Path | wrred e = WOoW T

Animation JIYCAT 4*1 (PowerPoint):
5. (T3 (GEB/SEs Animﬁunmmﬁ%ﬁmﬁw |
2. Ribbon (4(% — Animations Tab |
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CETETT ST sy
©. #RLWE Animation Effect 45 |
8. Animation Pane T8 &% (Order) formart <=t |
¢. Timing ¢/ Start, Duration '@ Delay = 32T |

Animation- g% ¥¥FP:
o U BAER iR AT = |
o TN SRR AT GTT GiTst Qiver ST QiteTTrR T 9o T 9w |
o GFPI LIS B ST F21 T |
o oo LIET FEEreitd (@RI 78T |

¢.8.% Placeholder in Presentation

Placeholder AT WSl ©ji=€ (dashed) WISIAT 99, Al Slide Layout-@ ST (ATHS (AT AT |
43 T (5B, B, 516, (G, e 9t o=p $B5 I 917 |

Placeholder-4F (Jf%B5:
o Slide-4 FTET GIFT oy FFE SR Fof 36 )
Placeholder-& (535 FeTe o TRETOTT Layout-4F e Srpaid T=wis 27 |
4F% Slide-4 GFIRF Placeholder TS T (T FIGAAIT + F7C5%) |
o &6 Presentation-4% f&{&T € Theme-4F Ay AmeEy=f 4T |
o Placeholder-(F 79, Resize 91 Delete T4 I |
Placeholder-&¥ 9+ (Types of Placeholders):
3. Text Placeholder — TN a7 =60 fordd &=y |
3. Content Placeholder — &%, B, (Bf3mr, *nitwiy, fifar <oiitata & |
®. Picture Placeholder — 8 &% 75 a7 oy |
8. Chart/Table Placeholder — Bi5 It (531 4% o919 &0 |

Placeholder TITAT SFP:
e Preseniation-& SU6% IPEIT AT FLY F |
o S PO CF TR0 G (IR FHONG 00 L ) |
o fEEH&LTa AMET (Consistency) IS Y |
o G 0L T4 '8 CNRITAISITT O G#E#e Sl ¥ |

¢.8.9. Template in Presentation
Template T GF6 ﬁ%‘éﬁ%‘ (pre-designed) Slide Design A Format, (T4 Theme,
Background, Fonts, Colors, Layouts, Placeholder Ee7if# S0 (4732 (16 F41 A1 |
aft L 0T TG Presentation YT FE 8 AFHATOIL (9F F41 AN |
Template-4¥ taf¥By:
o 07 (ATF Cofd FA Design Structure 1T |
o «T% W8 Color Scheme, Font Style, Effects 72T it |
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9y BT @ (AANTEMF S R'Fﬂﬂf

o &ff6fs Slide-99 A7 Placeholder (Title, Content, Picture e7if¥) eRg® AT |
* Presentation-¥d Consistency JS¥ AT |

* Template FFENIZS (Custom Template) FT 7 |

Template-&3 ¥39 (Types of Templates):
* Built-in Templates — PowerPoint-& ST (T3 (wHT T |
e Custom Templates — TITPIA! FI0eE ATST T TAITS AT |
* Downloaded Templates — EBIADG (ALF B Fal 17 |

Template TR FfA4:
o WY CE (Quick Prestatiﬂn]l
o fEud T @ Wiy = |
e 7 Slide-9 92 339 Format '@ Style TEH 41T |
o g FIRAFAAT S IR |
® Professional CERETC%“TCF{ I T A |

Template TILER 4 (PowerPoint):
>. 'SUF PowerPoimt | =~
File — New | o
Template Gallery (T% tﬂ‘ﬁﬁs“ Template 75 |
Create-4 3% T30 Template SHAMAT Slide (97 24,1
o1Re fves GEn, B} e @TWWWWW|

B B 0

Templats [@ +, [m-mumnmm +ler o tnreplale _ H:|| Apex
[ instalied Themes )

=ida >

rEE

Br i P |

4 1 i
'Illll"-
cu O ;
Dt Tpuend . Janel
cvaiind L E
I ‘
“ |mamamm M
i =
LA
b sulitis Hahur

el TLNH o S
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COTTTTT % SR | 359

¢.8.t. Notes Pane (GT5 (73+)

Notes Pane I (5% (137 A (LTS ACGWIE | (@I Microsoft PowerPoint-« {6
wmﬂmﬁﬁm“ﬁmwﬁmﬁfﬁmwﬁsﬁ@—wﬁwm T Z130E ewfe o
CIl

o it &fSit TRres Mes A e GHT 37 3 e |

e GG T (AIBSTe Wit Ee e 2

o OO (ETEOEIE YIF 7 FEE A S G0 TIgq© = |
BT AR STy

o CRTOFGTILE IO #THC W ATE AZRIST A |

o TIBTT A P WSHTE ST A [T G I |

o (G AZ FISHICs &S TaiF H=4 |

o GO BAIFM Presenter View-9 (G (ATY 520w CAgHA <41 |

RIB AT T T Tl

-8 W%WNM&&PW&@?‘I

3, ot Pt @i5 Jr B fovar

©, TS ZF T PR I FACAGe, ARTET 740 |

8. (ATSCG* PESICE Presenter View TIZT T 5 04T |
T Ry

o &ffslb TETET G TFMT (TG A2 AT |
o G T CDGTET TSRO Te 7 Sy <10 |
o A (ETETHNT TS T @ F72& FF (SN0 |

€.8.5. Handouts (ZCHE5%)

Handouts 3 ZJENICEH AT (STSTHTAA &% Fa1 S04, 7 TR 7iE I @S ol 2o,
T el ey Ry awe SprEe A @i [e oA |

o (ATSTHHTA TEeatea e It #<f wref 25 war o |

o OETE TAFE O (SR T, ATE SR TSGR At T SU T A0S A |

o GIEHGE AYFE e It PDF e Zrd ot a1 29

o W& 97 PR Trrgittle Raaey wo AT SRy 9 |
CTETBHIToE ST (+II0 CTAIR R4t A |
(STETE* T O] SRS @RI RLACE HFF T |
cEteter Sergremia e qiqdll e (IR |
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vy @ QT e b wmrf

Qrewiess csffe o

o (2TETO* TFOSTIE File — Print —+ Handouts 457 =41 |

o i T3 Tl ZI%T O BN QR (3, R, 9, 8, L T, b T1ET) |
o STATEIH FGHZ Notes Pages BIHAE gieses (ofa e |

o &% 91 PDF Rra e <4 |

Print [ S
Printer
Meome: gy Microsoft Print to PO |v| |_Eropertias
Status: Tdle
Fing Frintar...
Typi: Microsaft Print Ta PDF IE
Where: PORTPROMPT:
Comment: [CFrint to fle
Print range Coples
®al (O current slide Dsalmn thar of coples:
«. " Custom Showe: | '
Enter slide numbers and/or slide ranges. Fnrmmpla-.
13,512
[+ coliate
Print what: ~_ Handouts
RO T T ] stdospo oy [115] HiE
Order: (@ Horizontal () vartical
= g ® EE
Cdscale to fit paper i Jerint hidden slides
FFrame siides [THigh gquaitty
T_IPrint comments aind Ink markup ,
[ ] [ conen

™ Rew

mewm@ﬁﬁﬁﬁwm
o aff coTaTBTTE P @ spmeerficesA e wwgert |
o TITC AT 8 ReicE Toig oga 90a @ 1 9o 4 GF 1T 186 G I |

.8.50. Master Slide (TG T12E)

Master Slide (TFB1 T12@) T (ATSTH*T FFOGATE | (AT PowerPoint-« «3f5 Ry =i%e
Tt 7l RUerbte fEees e RepeT Fmad a0 |
o @it @I o a1 Gueb TRE, A (ATHCHATT F9 TIR0eT G AT e, @l
T, AT a3 e G dad o6 |

» wmﬂmmwﬁﬁﬁmmww|

TP1 Fi&ves Brem

a & & @

AT RTETO*N G0 YigifEFer Ty A |
g A — efel TiFe et oea fwids 37 dmem @2 |

FIE0eq VRAIS®, (@O, Foid, @, 799 GFIAT AT = T |
(ETETCB*Td STe=Ae g fAfee ¥ |
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e
5. View —» Slide Master =45 |
% WA SErw AR (UiwiEs, 95, @, @uh/geE) |
v, AfqSaerE 7 F1Are THfFTST T % |
8. g TR (M AT YBTH I TSI e 7 |
™ R
o PO FIRE AT CETSTCOHTme 3o BWCT |
o ff T T TS FIBG YIAiEFel © SremaeT g 6 4T |
o STYH IR STHBT BT Sy Gfb Yag o |
e
¥, 7% Bt ey et '
5. TIRTE F ATE?
¥, 9y GHG < oy e
o, vy wfte v, G35, B, Rfvs, 57
3}, FAT GG I BRI sAfeive SRR ATy
%, Emphasis. 9. Exit
5. Motion Path 9. Enfrance
©, "Slide Master" &% I& 97 |
F, (Gueelb tefd 4. fefe carsf =2
sf, SpifeTTE e v, frefem ami <=
8. Tarsw et g fuwisrm oy oS ey
%, Animation ¥, Transition
%, Theme ¥, Template
T 1 5. T 2, 0. T 8. 9|
<, *FET <@ (Fill in the blanks) :
% cﬂmw@@mmmﬁmcﬂijﬁwm, R, 515 a1 ffte e a4 |
GFEF ......oviene, TG ATAT Presentation (O 24 |
e Shde
WWWWWNWWWWW@ .................... 1
%@ : Transition
o, (ATETDTH FIRTSH (oA (BT, ﬁmmww%@wmﬁww ..... 1
&7 : Animation

8. ALl (PTeCoea fEwgs, @rrmr T, W@mmmﬁmwwﬁt@
PACRTa |2 S |
THT : Master Slide (ﬂfﬁﬁ wﬁ@)

@. CATETCBHIT 275 it 9%, 1 v 1 QToITae (Rt 2 A1 Sl IR0 faRy] o S 3
(A FITS #HIG, ST T & ..o iererennns [
T : Handouts (FIEwfE5)
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B | SO s ArEr e p s

st. Matching (Feae) : :
[ oA (o) B (T e |
LS. Slide T, 4% T1IC (A0 O TS AT A O 7 I T
2. Slide Lavout 4, =308 Ty ”ﬁﬁ‘{ﬁ@ﬁﬂm (T (GHD, BT, B, (Bfm oA |
| '©. Tramsition A, 3l ZieTeR I 0 T BB, W, o7, BfYe e anw
8. Animation ' HWWWWWW mvﬁ:‘@wm

o A |

@. Master Slide & tﬂﬁwmﬁmﬁmﬁml

T S—, Q—ﬁf 0—F, 8, ¢—Y

o, Wi o -
Slide F? ;
. Presentation-47 &f& ’Iﬁ‘lﬁ‘ ?ﬁl’tﬂ?
. Slide Layout %1?
. Transition ®?

. Theme SI?

. Animation :ﬂ?f"‘
Placeholder %’f?
Template 07

. Motes Pane %[?
bo. Handouts $1?
33. Master Slide %?

&, ﬂ?ﬁ@gj‘ﬂ' 5
5. Slide TFACE T @RIR? G 7 T Lafe{Ey S B2
2. Slide Layout FI®IT Z12E TEHiE % A2
@, Slide Transition 9 92 T Farew @A |
8. Animation €% &7 FyAZE Ft F? -
@. Design Theme T3 Tl a4t ¥ Fi7
. WFGE Z13E (Master Slide) T/3ZS TR 1 Trog 7

5. ztfmtﬁﬁaﬂ : |
s, fafeq @7 Slide (Fieatam, faey, wemnErs, =fH/57, W}WWW{T‘H
2. Slide Layout-4% 4= @ 9% eifera] 4t @& |
@, Transition-49 BTy 8 %S I+ @ifesity @t |
8
@

'e.r_q',n@mmép}-*

. Animation &7 4= & FrErow A SRS T 96T )
. Theme TR 44 @ Toraifast Satzadsg 2t 3@t |
(G CP1BA, FIENEEH 8 AFEME (4w 499e ¢ oFy Rpvsid e |

o
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¢.¢. Window: Toolbars (B30%!: FFRIEMZ) o

B19I9 (Toolbar) ZCT CETETH*H A1 SFUINT TH3SWE SIS AT G616 J2, AT fafog
WESA/AGT AT q AW Fior FFo TomeT ML T | [eE MREEE MG Grns = fg
mmﬁamwwml

[ Standard Toolbar (BITSG Bea)

4TS A '8 L FIZ© TS ATF |
@T: New (T8 FI8a (47=0), Open (W (41E), Save (FeF®H), Print (ﬁl“‘i) Copy, Cut,
Paste 2o7if | |
Formatting Toolbar (Tﬂt‘ﬂﬁ{m} '

(GHT T SACHIT I, Mg, IBITE RS SO TR TF |

(%=: Font, Font Size, Buld, Italic, Underline, Text Color, Alignment (Left, Right, Center),
Bullets & Numbering Wﬁ I

Drawing Toolbar (G2 B=raiw) .
fifexy wif® (Shapes), #12, €14 (Arrows), T ©fE (Fill Color) I J8H AT &) JJ<2® 24 |

Slide Toolbar (Z12% G#™7)
(TECHT T64T Slide Layout, Design, Transition, Animation 371 Ferawe &= I9ge 770 |
T o T

AT ST IR Foor € qﬁﬂT‘qﬁW|
QTSI BAEG 4T S SUICHT AT T |
LTS Ce A FRE AZ0S FIo FA0S O |

¢.¢.>. PowerPoint Standard Toolbar (3571%1¢ GoRia)

Microsoft PowerPoint-@ Standard Toolbar -(FBielE §=a®) == @6 §oaE, @S s
R TEs ARt FACGTEAT *BF6 AT ATF | aft TS SAGNT (Presentation) (ST FIT
B Fe Sl T e 64 2 |

PowerPoint Standard Toolbar-43 A I/FAETR
o New — G (T (ST F4T |
» Open — FeHAFS (SUSCG FI2 (AT |
o Save — (TSTCOT 7ews Tl |
e Print — =13C I GIEHACE &6 w4 |
. Prmt Preview — T8 T2 weer fAFSE ¢l |

' Fiemus
i

File - Ecit - Wiews * I H Format - Taals = Tfﬂﬂ‘ii!iﬁﬂi * Animation = Shige Skhaw. - LI A }
1 udB 3@ @AY R . @B 0 O @I e
e B LU OB e M A, : Ao E 'y

Toolbats
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. Spell(‘hmk—}?ﬁﬁ'{ﬁﬁfﬁﬂﬂ :

e Cut — E1/9T09F @6 74T |

o Copy — EI/s@uers i 321 | :

e Paste — ST/ Fa1 BT 31 S=wes AT |

e Undo — (=¥ S1wfb afem oo

» Redo — e T3 Fiwit w9 fefica wiaT |

. hsenHyperEmkﬂCﬁ?ﬁﬁTWﬁE‘{@ﬁﬂ
e Tables and Charts — (B3 31 5IF st =4t |

o Slide Show —» TR (ATECOT BN |~

. %omﬂf@ﬁf@mﬂl.

s PowerPoint-9 wmwﬁwt@ﬁ WEWWWI :

o T, (255, IO, TG, ﬁﬁt@rﬁaﬂwwwww|
o TONCH/TRE BT T ARE | - o
mwwﬁﬁmwl

E.¢.Q. Furmattmg Toolbar (wmmﬁﬂﬁﬁ)

Formatting Toolbar Z# Microsoft PowerPoint < LRI wifis SifEaIe W tﬁlﬁ i
RICT 14 (Text) €< SHRUSCEA (Object) Wi, 76, S6i%e Ty e Fam ey =0

A U | mﬁwmmﬁuﬁWWWle

PowerPoint Formatting Toolbar-&9 wm
e Font Style (%6 513% FHTET) ‘
« Font Size (FTH7 WA AfFqe)
s Bold (7 =%=1)
o Italic (fsd% =)
s Underline (SISTeTE F4)
e Font Color (14 8 #Zéw)
o Highlight (1215 2/3AZ5 care 2411)

.

g . = l[ﬂ Text Direction -
Calibri (Headings) ~ (44« | A' = |3 o[tz
‘ L__J Align Text ~
B I U e & M- pa- [l J ‘E e “ B - | §7)Convert to SmartArt
Font 4 ,'i Paragraph

o Align Left (Irafare Fraees=e)
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(RITETBT SFH T d

e Center Align (IR FoeRe)

e Align Right (Sf#e sesaa)

Justify (FRMIE AT FASHF)

Bullets (Jt=16 & 71)

Numbering (729 TF F41)

Increase Indent (FATEG QLA

Decrease Indent (0T 1)

Line Spacing (F11&7 =i #ifaqe)

Background/Fill Color (ITI=TES f (GHB I0H e (s 1) |
Formatting Toolbar-&9 &y

o (YT I SICEILF STHANY S LS Fal W |

o GHBAFT, WIR 8 T ARIET I TogpawT T AG IR |
o G '@ TR TR T OUCF OIS SAZH el T |
o ZTIE0E (A=W T (Professional Look) W6 7 |

L] * = L] -

€.¢.\9. Drawing Toolbar (G%% §=i®)

Drawing Toolbar Xl Microsoft PowerPoint (I Word/Exgel)-«¥ @b R G, (T
i3t W1l (Shapes), #E, ©IF (Arrows); GIHF I, T '@ WYY H2 TAME I& Fa9 &0
*Be A6 AT | GfF I T @TSTHHAE e foapym o SFEo T4 T |

Drawing Toolbar-&% A IG=/FAICTIZ

« 'Lines (#1127 S1%Y)

o« Amows (87 fow i)

* Rectangle (WESC#a Siel)

e Oval/ Circle (38 3f femista sii=t)

 AutoShapes (RfSq @-ctor o= S, T, W}
» Text Box (G35 75 CﬂTﬂ-‘ﬁlT)

-\\.DDDI*‘ |:[—| @{ {‘}%ShapeFtll |
iﬁ_[__l_,l::}{yﬁ:v LZ shape Outline ~ |
BT TAVE B I S Arringe S?ylllécsk' &' Shape Effects
1 Drawing F

* WordArt (ﬁramﬁ ferar tofar <21
* Fill Color (=4 (&&7 e =416 F41)
* Line Color (#2717 78 ~f3e)
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233 SR g AT eyfes b o
. Matching (Ror@ae) :
FT-A (ARt FA-B (04T -
5. Standard Toolbar (FBISIE | F. ZRE FFS S5 S T9WT T S0 @ AAES TH|
e -
2, Fm;'matting Toolbar | o, cerdt A S<TEgd Sield, B0, q6, IBISH, BI3ES0, A’
(Faraibe Te) I AR RS o TES o |
. Drawing Toolbar (B3, W.meﬂﬁﬁﬂﬁm,mww
geai) TS AveEl T, (s A it e ew 2
8. Slide Toolbar (18T FeEE) | 9. TR0 @ TAES Ardiee SIS *THG 67 <TF | n
¢. ST | €. AT WIS, AL, T, 38, GEoA, T, BT T,
. SRS (TR A HACRY Corega e “H18ia vy 495 )
TEAEA : >, 3, 98, 8T, ¢
V. Wieonfwe o
s. BERE A

3. FoIETS BRI gie TS (oI |
0, FECALR FERTE aft TS @ |
8. §3% THRICEE ufb TS (=0l |
¢. =2 BEaEa gt S @t |

®, HefEg o -

3. TBITSIG DA GFIN FE(e 4l T =17

3, FANGE, BT T 2

©. B2 TR (W F0E 4TS 7
8. (I REAIE SRIC A A S 2
¢. TEAE LIRS ToT A4 Fir

5. 3T et -

5. BTISTE Gerai B G F vy WA A |

2. FCIGR GERAIGE S et 34 F@ 1

. B2, Goa1d I F0A (@1 A0 DG S AH? TArzaerg ik FE |

8. Z13T BoRIER &3P AT T |

€. (IR BETRICA FIRICAy T S e AN @R (I aft ey

Y. (I BERIT 9% S0 SEUHIET S 8 Te ARG = qhwy T Whe |
9, (TETHHT iy RoRe O TRES Ffa Rt T 3T )

Visit Our Website: all.talukdaracademy.com.bd


https://all.talukdaracademy.com.bd
https://all.talukdaracademy.com.bd
https://all.talukdaracademy.com.bd

Visit Our Website: all.talukdaracademy.com.bd

- . T Tl ek TR Q'Q.ﬂ

¢, Slide Creatmg (’"ﬁ@ E@ﬁ) o

Slide 317 b
st:dtwmawawwmm mwcﬁaﬁ‘ of%, aiferg, fefee, wfee g7

W%ﬂmmwwmwmrr,

Slide 0fdq ermeiTel - B
o TULE TIE G THRASI %ﬂw w0
o TR RramRE o -
o QISITH NN 40 ATY ; | .
o e feERaTice g Ty Wﬂrﬁr -
Slide TSf F17 @ .
i. Presentation Software (4G : C“Fw' Microsoft PowerPomt, Google Slides Z®1ifr

i TG GBI Cof 37 T T WA CAeat -

iii. WA Slide QT Fa:
<. Home ¥ Insert 5713 fiica i Slide I FF-F7
¥, AgHACS! Layout fom~ T l’ﬁﬁﬁf Title Slide, Title and Content, Two Content

i) |
iv. Shdetﬂﬁwaaﬁmﬂ @aﬁ‘mcﬂﬁﬁr&‘ww
v, ®f9, 55 i fefes @ 3 Insert B9 (A0F AT GAMN I@ 4

vi. Slide @7 Laynui @ Design 467 % [ ARATGT AffgeT T
vii. Slide '@tﬁfﬂﬁﬂ?mw W‘WWWW CIEEEEE T
viii. Slide Show I (RTSCH CT4A: Presantatmn il U E "T’ﬁ C\‘EIWC%"W BTl ST Slide Show

B 4 |
Slide Layout-&% 437 | | L

Layout T},.rpe | 1 T
| Titte stide | et oA e IR @ s
Title and Comient | P a2 G a1 e T
Section Header - : S ﬁnamm W |
[ Two Cn:-nteﬁt I. 'F | LE3 WW sfraitsiife opicaTsr W=y
Comparison . 3 S Wﬂb‘ﬁ:ﬁ |
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228 BT @ it egfes b ot

Slide Design '8 Formatting 57
. T Q AfASE T JYTFT
e iR A4 TS weT ST T AT
T 9 [IRCS AT A
TR ¢ SIS TIRT T O R FA G
TG A O AN (T TS TS 2F
AT @ G ereTret TIEw o9 (Sfefie 77)

-

A cuico

¥, WoEfiee oy :
5. Slide F?
3. Slide Layout ¥1?
®. Slide Show JI?

¥, TRfFE &Y
S. Microsoft PowerPoint-4] & Slide SISITT (TS F401?
3. Slide @ I (P TAMIT A 1 A2
®. Slide Show FeitT AT =7

o, gre/elfemre o -
S, @ ETETTTE E Slide CoRE 4T R et

. W@Pﬁ

Slide Layout 97 fafeq wae @3 Sitia Tag® it a1 |

Slide Design €% 74q S ¥ R (477 T THhe?

Slide Show (NITET ¥FFg 7

b TwrEgel Pt (T T 27 @ GHE G Slide @ G Gl |

e AV
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(eTeBe iR 23¢

¢.4. Slide Editing
Slide Editing F510% Z120% it Regw (v « G35, 2, fofbe, b, ayeeits, fewizd ge@)
ITT 8 TAGATENT 0 (I |
37 Slide Editing 2T}
o OUF TEWIEW 7 ALY G0
o T @ AT oo B T &
o fEwI2T @ T Se Fa1 &
o SEATHIERIT AT Y08 T O
o CITSITHT T (LTSS HRIE S8 ST @ (145 T4 & |
Slide Editing-% wg=Tf SIermg
¥. (OO T (Text Editing)
= (5B B2, TP, Co15, FBT, T SRR
=> 6 5139, RGN @ SR ARG
= 0I5 '@ T forsh 9giT |
4 W e R T
= Bf¥ *fFadw, e ¢ f-siferm =
= &4 08B (Crop), (T (Rotate)
— i S oo G a1 ¢ WP et |
5. Layout *if#qéq
=> Slide Layout #RRS« H( ST 487 ST NAFHE, [UiT W16 Far
— Title and Content, Two Content, Comparis{}n i‘@mﬁ? -SG5 qE/T |
¥, Theme 8 Background #3399
= T6EE 511 (AT TG Theme 57
— Background “RI$ I Gergrem w4y At
—> Custom background — (Z319: Gradient Fill, Picture Fill
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23 Sy 8 Caiear eyl b it

S,
Prasantation? - Microsaft Pml"ﬂ

Home Ingert

0 ity
fage  shida
Selup  Orientetion = |

Prge Selup

43 Format fackground..
3 | Besat SEda Background

®. Slide-9% M7 (Arrangement)
=> Slide ST PrFIce siffada
= Slide GIEtaE, T© 9 BEG
= Section (f T aplPrR 41 |

?. Object Formatting _ _
=> Shape, SmartArt, Text Box, Chart &gfea F14, qC/%, BT (Shadow) W3R W=
|
= Alignment ' Position 5% %4 |

Slide Editing-<7 a4 (Tools)
S } I
Home Tab GG, Fr5, TlP-c=5 Tonfi
Insert Tab g T (Text box, Shape, Chart) I&
Design Tab Theme '8 Slide Size 5w
Transitions Tab FAEIACE T WFTRET AfTes
Animations Tab CoAmiautETS SHifEm g
Slide Sorter View - | TG TG I 04 TR0 TS S A |

Visit Our Website: all.talukdaracademy.com.bd


https://all.talukdaracademy.com.bd
https://all.talukdaracademy.com.bd
https://all.talukdaracademy.com.bd

Visit Our Website: all.talukdaracademy.com.bd

(RTEITG I SO 229

bk il

%, W5 Twafb et et

>, FAT Slide FHRAR WEH7
F, HreToT fBRHT =t <, (BB B3+ @ ge #fiadw
o, e Zu5e Al . sy 2

R, Ross =Rt G Fiveia e a7
¥, T 1% ARTET <. -5
o, fefes i <=t g, IEI0 g
BEaEr e b, Wy 2, T

4. g =3 (Fill in the blanks) :
3. Slide Editing J10 F3re d1et Ragwg @ GHG, wR, ffs, 5, awi®s, ik et
3. Slide Editing-<a 4TS I @ IR 157 3F 99 & ..o T | TG : GG oA
o, B S50 A IR &7 (AT .......... veveeese T 0 T | ©SH : Crop / Rotate
8. Slide-9% BRI RS, BfETss, Yo 31 ol i FeT T T oo |
%Eﬂ'=ﬁfﬂm(ﬁﬂangement)
¢. TECET YT TIFEEDT AfTeT e TAvmetite ST @ i wer 99ee Faa 2E=

of. wfSoTefird o : b
>. Slide Editing 97
3, Design Tab <9 Bft ¥ &0 |
©. TRTET T4y SRCID A waE G e |
. wefire ey
>. Slide-9 (BB TS TS (A BT TIHS eIl 237
2. Slide Layout “fSa&tm Soi i
©, Slide TH® < FIT TH?
8. Slide-9 % Crop I I FSITT FaT T?

&, giet/eiferrTEe o

3. Slide Editing-<¥ ffeg qrt It FT |

b, I ey -

3. Slide Background €3¢ Theme “ER$T oty ot |

2, ‘Slide RFUPT (arrangement) #ERASETR eratemiTeT @ AGR AT FAT |
0. €5 BARAPIE (Tdhe FeNT GT TIRTE (GG @ R T T LW |
8. Slide Editing-<3 T3 Bt FI Ty cawter AiTe =
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il Uy 8 QT ey b et
&b, Slide Enhancing (S13% S§w It G4I4)
Slide Enhancing 7

Slide Enhancing T0E G35 (&TSTETAR "ﬁmmw wiae S, (e «e FEw g

o feFs @ oft e fewise, R, wﬁwmﬂﬁs@mﬁﬁfrrﬁmwmaﬁ
TS TS FA GO A |

Slide Enhancing (3 W"ﬁ?

o ISR TCHAITEAT 40T AMTS AT 0

o O] IO @ HBEIT @RITE AT

. W-CW@WWW

. mﬁaﬁam(ﬁwﬁamﬂﬂ%m@m

Slide Enhancing=q SmIFZ

5. Theme s Color Scheme

. CRTETBHNER O TS R @ e
« T 0T TR (2310 @i T TwE FA Tow)
o 0B IAGD 1% A I (BT ST = |

%, W0 ¢ (BHD BidA
o TEEEIT T (G: Calibri, Arial, Segoe UT) 29717 |
« Headline '@ Bodz Text-ad S 7518
« Bullet points TIZT T w7 Ty
¥, SmartArt '8 Shape IIGT
o S, T G ZTRIRF @RITS SmartArt
. ﬁﬁjﬁftﬁlﬁﬂiﬁlﬁm Shape TIZA
Image '8 Icons
o TEaaEs A P m%as mﬁﬁw
o &gy 3 coF fou T TiEe Ge o
¢ 2 Crop, Shadow, Border 2@jifasr Tteey Siwoaiger <4f |

[iIMnm-mumpmgnnm - 'o x
£FI£ Edit Niew Toods Help Type 0 question far help -

B Search. m@h{ o X g %cupmmru
T e s

Cohcﬂan List

& & Offica Callections
I 'rfﬂ.lgmmw:
Anlmals
| TSk
| lfl—ﬁmn-ﬂlupus
o~ Backgraunds

@i@

I

I ¢ 13 Charemier Callection
| b £ Communication
I

i

I

S TTLVLY I ¥
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