Êîìïüþòåðèéí õýðýãëýý                                                                                                         Power Point

PowerPoint

PowerPoint ïðîãðàìì õàíãàìæèéí òóñëàìæòàé äàðààõ ç¿éë¿¿äèéã õèéõ áîëîìæòîé.

· Òàíèëöóóëãà, èëòãýë, ëåêö, ÿðèàíû ¿ç¿¿ëýí òàíèóëàõ ìàòåðèàë áýëòãýõ, òýäãýýðèéã òóíãàëàã õàëüñ(overhead), áè÷ãèéí öààñ, 35 ìì-èéí ñëàéäàä áóóëãàõ áîëîí êîìïüþòåðèéí äýëãýö äýýð ãàðãàõ

· Äýýðõè ìàòåðèàëòàé õîëáîãäñîí òýìäýãëýë õèé, èëòãýëèéí åðºíõèé äèçàéí ãàðãàõ

· PowerPoint ïðîãðàìì õàíãàìæèéí àæèëëàãààòàé òàíèëöóóëàõ

· Microsoft Word áîëîí Microsoft Exel ïðîãðàìì õàíãàìæèéí ìýäëýãýý àøèãëàõ

· Microsoft Word, Microsoft Exel ïðîãðàìì õàíãàìæèéã àøèãëàí áýëòãýñýí ìàòåðèàëààð ¿ç¿¿ëýí òàíèóëàõ ìàòåðèàë áýëòãýõ çýðýã áîëíî. 

PowerPoint ïðîãðàììûã à÷ààëàõäàà Start/Program/Powerpoint. PowerPoint ïðîãðàìì õàíãàìæèéã àæèëëóóëàõàä áàéãóóëàõ ¿ç¿¿¿ëýíãèéí çàãâàðûã ñîíãîíî. ¯¿íä:

1. AutoContent wizard- Áýëýí àãóóëãàò çàãâàð- òîäîðõîé ñýäâèéí äàãóó ¿ç¿¿ëýíãèéí åðºíõèé äèçàéíûã ãàðãàñíà çàãâàð

2. Template- Ìàÿãò- ñëàéäûí áýëýí ìàÿãò 

3. Blank presentation- Õîîñîí ¿ç¿¿ëýí- ñëàéäûí ýëåìåíòèéí çàãâàð

4. Open an existing presentation- Áýëòãýñýí ¿ç¿¿äýíã íýýõ- õýðýãëýã÷èéí áýëãýñýí ¿ç¿¿ëýíã òóñ òóñ íýýíý.

AutoContent wizard- Áýëýí àãóóëãàò çàãâàð- ºãºãäñºí ñýäâèéí äàãóó ¿ç¿¿ëýí áýëòãýõ çàãâàð íü äàðààõ 6 øàòààñ á¿ðäýíý.


[image: image1.png]The AutoContent Wizard gets you started by
providing ideas and an organizaton for your
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1. Start- ¯ç¿¿ëýí áàéãóóëàõ äàðààëëûã õàðóóëñàí ñõåì ãàðíà. 

2. Presentation type- ¯ç¿¿ëýíãèéí òºðëèéã ñýäýâ÷ëýí íýãòãýñýí äàðààõ òîâ÷ëóóðóóä ãàðàõ áà õîëáîãäîõ òîâ÷ëóóðûã äàðàí òýäãýýðýýñ ñîíãîíî.

· All- ¯ç¿¿ëýíãèéí á¿õ òºðëèéí æàãñààëò

· General- Òºëâºëºãºº, òàéëàí çýðýã íèéòëýã ñýäâýýð

· Corporate- Õàìòûí àæèëëàãààíû òóõàé áè÷èõ ¿ç¿¿ëýíã¿¿ä

· Project- Òºñëèéí òàëààðõ ¿ç¿¿ëýíã¿¿ä

· Operations/HR- ¯éë àæèëëàãààíû òóõàé ¿ç¿¿ëýíã¿¿ä

· Sales/Marketing- Õóäàëäàà, çàõ çýýë, áèñíåñèéí õîëáîîòîé ¿ç¿¿ëýíã¿¿ä

· Personal- Õóâü õ¿íèé ìýäýýëýë á¿õèé ¿ç¿¿ëýíã¿¿ä

· Carnegie Coach- Õàìò îëíû ìýäýýëýë á¿õèé ¿ç¿¿ëýíã¿¿ä 

3. Output options- ¯ð ä¿í:

· Presentations, informal meeting, handouts- Èëòãýë òàâèõ, ãàðûí àâëàãà áýëòãýõýä àøèãëàõ

· Internet, kiosk- Èíòåðíåò, êèîñêîä àøèãëàõ

4. Presentation style- ¯ç¿¿ëýíãýý äîîðõ ìàòåðèàëóóä äýýð áýëòãýæ 

áîëíî.

· On-screen presentation- Êîìïüþòåðèéí äýëãýö äýýð ãàðãàõ

· Blank and white overheads- òóíãàëàã õàëüñàí äýýð õàð öàãààí ºíãººð

· Color overheads- ªíãºò òóíãàëàã õàëüñàí äýýð

· 35 mm slides- 35 ìì-èéí ñëàéä áýëòãýõ

5. Presentation title- ¯ç¿¿ëýíä îðóóëàõ íýìýëò ìýäýý

· Presentation title- ¯ç¿¿ëýíãèéí íýð

· Your name- íýð

· Additional information- Íýìýëò ìýäýý

6. Finish- Òºãñãºë

Template- ¯¿íèéã ñîíãîõîä ñëàéäûí òºðºë á¿ðèéí çàãâàð ãàðàõ áà ò¿¿íýýñ ñîíãîíî. Ìºí ñëàéäûí á¿òöèéí çàãâàðûã ñîíãîíî.
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Blank presentation- ¯¿íèéã ñîíãîõîä ñëàéäûí á¿òöèéí çàãâàðóóä ãàðàõ áà ò¿¿íýýñ ñîíãîíî.

Ñëàéä áýëòãýõ:                                                                                                                                                                                                                                                                                                                                                                                                                                                                         

· Ñëàéäûí ãàð÷èã áîëîí òåêñò îðóóëàõäàà õ¿ðýýí äîòîð êóðñîð áàéãàà ãàçàð îðóóëæ ºãíº.

· Òåêñòèéã ôîðìàòëàõäàà Format/Font îðæ òîõèðóóëàãóóäûã õèéíý. 

· Òåêñòèéã òýìäýãò áîëîí òîîãîîð äóãààðëàõäàà Format/Bullet îðíî.

· Òåêñò á¿õèé ä¿ðñèéí òîõèðóóëãûã õ¿ðýýí äýýð íü  òîâøèí ºíãºíººñ Mire Color-ûã ñîíãîõîä:

a) Colors and line- Òåêñò á¿õèé ä¿ðñèéí ºíãº,  õ¿ðýýã òîõèðóóëíà.

· Standart- 
· Custom- Õýñãýýñ ºíãº ãàðãàæ àâ÷ áîëíî.

· Semitransparent- Õàãàñ òóíãàëàã 

          Fill Effects- sûã ñîíãîõîä:

· Gradient- Øàòàëñàí ºíãº ãàðãàõ

· Horizontal- Õýâòýý

· Vertical- Áîñîî

· Diagonal up- Ç¿¿í òèéø íàëóó

· Diagonal down- Áàðóóí òèéø íàëóó

· From corner- Áóëàíãààñ

· From center- Òºâººñ

· Texture- Ñîíãîñîí ä¿ðñýíä äýâñãýð îðóóëíà.

· Pattern- õýý îðóóëæ ºãíº.

· Picture- Çóðàã îðóóëæ ºãíº.

· Ñëàéäûí ºíãèéã ººð÷ëºõäºº Format/Slide Color Scheme îðîõîä:

· Standart- Ýíäýýñ ñëàéäûí ºíãèéã ñîíãîíî.

· Custom õýñýãò ºíãºº íýìæ îðóóëíà.

· Master ñëàéä áà ò¿¿íèéã çàñâàðëàõ: Ìàñòåð ñëàéä ãýäýã íü ñëàéäûí ãàð÷èã áîëîí òåêñòèéí çàãâàð á¿õèé ñëàéä áºãººä ¿ç¿¿ëýíãèéí ñëàéä á¿ðä óã çàãâàð àøèãëàãäàíà. Ìàñòåð ñëàéäàíä çàñìâàð õèéõ íü ñëàéäàíä çàñâàð õèéõäýý àäèëõàí áàéäàã. View/Master-ò Slide Master, Handout Master, Note Master ãýñýí 3 òºðºë áàéäàã. 

Îáúåêòòîé àæèëëàõ: Ä¿ðñèéã çóðàõäàà Drawing êîìàíäûí õýðýãñëèéã   


àøèãëàíà.

· Draw/Group- Ãðóïïëýõ

· Draw/Ungroup- Çàäëàõ

· Draw/Align or Distribute- Çýðýãö¿¿ëýõ áà òàðààõ

· Draw/Order- Äàðààëóóëàõ

Ñëàéäàä îáüåêò (çóðàã, ãðàôèê, ñõåì, õ¿ñíýãò) îðóóëàõ, òýäãýýðò çàñâàð õèéõ:

· Çóðàã ãðàôèê îðóóëàõ, çàñâàðëàõ íü Word, Exel- òýé àäèëõàí. Õ¿ñíýãòèéã    îðóóëàõäàà Insert/Picture/ Microsoft Word Tables êîìàíäûã ºãíº.

· Ñõåì îðóóëàõäàà Insert/Picture/Organization Chart êîìàíä ºãºõ áà õàðèëöàõ öîíõíîîñ òîâ÷ëóóðò çóðâàñûí òóñëàìæòàé ñõåìýý áàéãóóëíà. Õàðèëöàõ öîíõíóóäàä ºãºãäëºº îðóóëíà. Ñõåìèéí õàéðöàãûã ººð÷ëºõäºº Boxes öýñíýýñ õýëáýð, ºíãº, õ¿ðýýíèé øóãàì çýðãèéã ººð÷èë æîëíî. Ìºí õîëáîñîí øóãàìûã ººð÷ëºõäºº Line öýñíèé êîìàíäóóäààñ ñîíãîíî. 

¯ç¿¿ëýíä õºäºëãººí îðóóëàõ:

Áýëòãýñýí ¿ç¿¿ëýíã êîìïüþòåðèéí äýëãýö àøèãëàí ãàðãàõàä ñëàéäàí äýýðõ ýëåìåíò òóñ á¿ðä õºäºëãººí îðóóëæ áîëíî. Äýëãýöýíä ãàðàõ ýëåìåíòèéí äàðààëëûã òîãòîîí õóãàöààã íü òîäîðõîéëîí ºãºõ áîëîìæòîé. 

¯ç¿¿ëýíãèéí ñëàéäûã õºäºëãººíòýé ãàðãàõ òîõèðóóëãà õèéõ:

Slide Show öýñíèé Slide Transition êîìàíäûã ºã÷ äàðààõ òîõèðóóëàãóóäûã ºãíº.

Effect

· Slow-Óäààí
· Medium- äóíä çýðýã
· Fast –õóðäàí
Advance- Ñëàéä õîîðîíäûí øèëæèëòèéã òîäîðõîéëîõ

· On mouse click-Õóëãàíû òîâøèëòîîð

· Automatically after …. Seconds- Çààñàí õóãàöààíû äàðàà

Sound- Ñëàéäûã òîäîðõîé äóó àâèàíû õàìò ãàðãàõ òîõèîëäîëä ñîíãîíî.

Ñëàéä, òåêñò, îáüåêòèéã õºäºëãººíòýé ãàðãàõ òîõèðóóëãûã õèéõ:

Slide Show öýñíèé Custom Animation êîàìíäûã ºãºõºä:

Timing õàâòàñíû Start object without animation õýñãýýñ òåêñò áóþó îáüåêòûã ñîíîãîíî.Start animation õýñãýýñ Animate-ã ñîíãîõîä ñîíãîñîí òåêñòèéí íýð  Animation order õýñýãò øèëæèíý.

· On mouse click-Õóëãàíû ç¿¿í òîâ÷èéã äàðæ õºäºëíº.

· Automatically after …. Seconds- Çààñàí õóãàöààíû äàðàà àâòîìàòààð õºäºëíº.

Effect õàâòàñíààñ:

Effect animation and sound-Õºäºëãººí äóó àâèàíû òºðëèéã ñîíãîíî.

Introduce text- Òåêñòèéí õºëãººíèéã òîõèðóóëàõ

· All at once- Ñîíãîñîí òåêñòèéã á¿õýëä íü õºäºëãººíä îðóóëíà.

· By word- ¯ã ¿ãýýð íü òàñëàí õºäºëãººíä îðóóëíà.

· By letter -¯ñýã ¿ñãýýð íü òàñëàí õºäºëãººíä îðóóëíà. 

· Gruoped by level paragraphs- Òåêñòèéã ïàðàãðàôèéí òºâøíººð ñàëãàí õºäºëãººíä îðóóëíà. 

· In reverse order- Òåêñòèéã òºãñºãëººñ íü ýõëýí ãàðãàíà.

· Animate attached shape- Òåêñòèéí õàìò áàéãàà ä¿ðñèéã õºäºëãººíä îðóóëíà. 

Ãðàôèêèéí á¿ðäëèéã õºäºëãººíòýé áîëãîõ òîõèðóóëãûã õèéõ:

Slide Show öýñíèé Custom Animation êîàìíäûã ºãºí Chart Effects õýñýãò òîõèðóóëãóóäûã ºãíº.

File
1.  New- Øèíýýð áàðèìò ¿¿ñãýõ.

2. Open- Ôàéëóóäûã íýýõ. 
3. Close- Íýýëòòýé áàéãàà ôàéëûã õààõ.

4. Save- Áàðèìòûã õàäãàõ. 
5. Save As- Ôàéëûí íýðèéã ººð÷èëæ õàäãàõ.

6. Save As HTML- HTML ôàéë áîëãîí õàäãàëàõ

7. Pack and Go – Òóõàéí ôàéëòàé õîëáîîòîé á¿õèé ë  ìýäýýëëèéã áàãöëàí õàäãàëàõ

8. Print- Õýâëýíý.
9. Slide Setup- Ñëàéäûí õýìæýýã òîõèðóóëíà.

10. Send to- ªºð ïðàãðàììûí ôàéë áîëãîí ººð÷ëºõ

11. Propeties- Ôàéëûí òóõàé ìýäýýëëèéã õàðíà.

12. Exit- PowerPoint ïðîãðàììààñ ãàðàõ
Edit 
1. Undo- Õàìãèéí ñ¿¿ëèéí ¿éëäëèéã  áóöààíà.

2. Redo-  Õèéñýí ¿éëäëèéã äàâòàíà.

3. Cut - Òýìäýãëýñýí ìýäýýëëèéã õàé÷èëíà.

4. Copy-  Ñîíãîæ àâñàí ìýäýýëëèéã õóóëíà.

5. Paste- Õóóëñàí, çººñºí ìýäýýëëèéã çººæ òàâüíà.

6. Paste Special- Çàâñàðûí ñàíàõ îéä õàäãàëñàí ìýäýýëëèéã êóðñîðûí áàéðëàëä ãàðãàæ òàâèõ.

7. Paste As Hyperlink- Êîìïüþòåðèéí ñàíàõ áàéãóóëàìæèä áàéãàà ìýäýýã õîëáîîñ áè÷èã áîëãîí îðóóëàõ

8. Clear- Ñîíãîñîí ìýäýýëëèéã óñòãàíà.

9. Select All- Á¿ãäèéã íü èäýâõæ¿¿ëíý.

10. Duplicate- Ñîíãîñîí ç¿éëèéã õóâèëàõ

11. Delete Slide- Ñëàéä óñòãàõ

12. Find- Õàéõ.

13. Replace- Ñîëèõ.

14. Go To Propeties - Êóðñîðûã ñîíãîñîí õýñýãð¿¿ øèëæ¿¿ëýõ.

15. Links- Õîëáîõ.  

16. Object- Îáüåêòòîé àæèëëàõ.

Veiw
1. Slides- Ñëàéäûí ãîðèìä øèëæèõ
2. Outline- Á¿òöèéí ãîðèìä øèëæèõ 
3. Slide Sorter- Ñëàéäûí ýðýìáèéí ãîðèìä øèëæèõ

4. Notes Pages- Èëòãýã÷èéí òýìäýãëýëèéí ãîðèìä øèëæèõ

5. Slide show- ¯ç¿¿ëýíã êîìïüþòåðèéí äýëãýö àøèãëàí ãàðãàõ

6. Master- Ìàñòåð ñëàéäûí ãîðèìä øèëæèõ

7. Black and White- Õàð öàãààíààð õàðàõ

8. Slide miniature- Ñëàéäûã æèæèãð¿¿ëæ õàðàõ

9. Speaker Notes- Èëòãýã÷èéí òýìäýãëýë õèéõ 

10. Toolbars- Êîìàíäûí õýðýãñëèéí ìºðèéã äýëãýöýíä õàðóóëàõ.

11. Ruler- Õóâààðèéí øóãàìûã äýëãýöýíä õàðóóëàõ.

12. Guides- ×èãë¿¿ëýã÷ øóãàìûã äýëãýöíýý ãàðãàõ ýñýõèéã òîõèðóóëàõ

13. Header and Footer-Ñëàéäàíä õºë òîëãîéí áè÷èãëýë õèéõ

14. Zoom- Õóâèéã ººð÷ëºõ. 

15. Comments- Òàéëáàð áè÷ãèéã ãàðãàõ ýñýõèéã òîõèðóóëàõ.

Insert:

1. New Slide- Øèíý ñëàéä íýìýõ

2. Duplicate Slide- Ñëàéäûã á¿õýëä íü õóâèëàõ

3. Slide Number- Ñëàéäûí äóãààðûã îðóóëàõ

4. Date and time- Öàã õóãóöàà îîðóóëíà.

5. Tab- Çàé àâàõ 

6. Symbol- Òýìäýãò îðóóëàõ.

7. Comment- Òàéëáàð îðóóëàõ.

8. Slides from File- Ôàéëààñ ñëàéäàä îðóóëàõ

9. Slides from Outline- ªºð ïðîãðàìì õàíãàìæèéí òóñëàìæòàé áàéãóóëñàí òåêñò îðóóëàõ

10. Picture- Çóðàã îðóóëàõ.
11. Textbox- Õ¿ðýýòýé òåêñò îðóóëíà.

12. Movies and Sound- Õºäºëãººí, äóó àâèà îðóóëàõ 

13.  Object- Îáüåêò îðóóëàõ
14. Chart- Ãðàôèê îðóóëàõ
15.   Hyperlink- ¯ã ºã¿¿ëáýðèéã ººð ôàéë áóþó ìýäýýëýëòýé õîëáîõ. 
Format:

1.  Font- ¯ñãèéí õýëáýð òîõèðóóëàõ. 
2.  Bullets and Numbering-   Òåêñòèéã òîî, òýìäýãòýýð äóãààðëàíà
      3.  Alignment- Áàéðëàë

      4.  Line Spacing- Ìºðèéí õîîðîíäîõ çàé

5. Change Case- Òîì æèæèã ¿ñãèéí ãîðèì

6. Replace Fonts- ¯ñãèéí ñàíã ººð÷ëºõ 

7. Slide Layout- Øèíý ñëàéäûí çàãâàð

8. Slide Color Scheme – Ñëàéäûí ýëåìåíò¿¿äèéí ºíãº.

9. Background- Ñëàéäûí äýâñãýð ºíãº

10. Apply Design- Ñëàéäûí äýâñãýðèéí ìàÿãò

11. Colors and lines- ªíãº áà øóãàìûí õýëáýð

12. Autoshape- ßíç á¿ðèéí õýëáýðèéí ä¿ðñ

Tools
1. Spelling – Ä¿ðìèéí àëäààã øàëãàõ.
2. Style Checker- Òåêñòèéí á¿òöèéí øàëøàëò õèéõ
3. Language- Õýë ñîíãîõ.
4. AutoCorrect-  Àëäààã àâòîìàòààð çàñàõûã òîõèðóóëàõ
5. Look Up Reference- ªºð õàäãàëóóð äýýðõ ëàâëàõ ìýäýýëëèéã ãàðãàõ
6. AutoClipArt- Çóðàã îðóóëàõ
7. PowerPoint Central- PowerPoint- èéí òóõàé ìýäýýëëèéã èíòåðíåòýýñ õàðàõ
8. Presentation Conference- Êîìïüþòåðèéí ñ¿ëæýýíèé ãîðèìä ñëàéä ¿ç¿¿ëýõ
9. Meeting Minder- Ñëàéä ¿ç¿¿ëýõ ÿâöàä ñëàéäûí òàéëáàð õóóäñàíä ïðîòîêîë òýìäýãëýë õºòëºõ
10. Expand Slide- Íýã ñëàéäûí ìýäýýëëèéã õýä õýäýí ñëàéä áîëãîí ºðãºòãºõ
11. Add-Ins- Õýðýãëýã÷èéí êîìàíä áîëîí ¿éëäë¿¿äèéã íýìæ PowerPoint ïðîãðàììûí áîëîìæèéã ºðãºòãºõ õàâñðàëò ïðàãðàììûã àæèëëóóëàõ 
12. Options- Ïðîãðàììûí òîõèðóóëãà õèéõ. 
13. Customize- Òîâ÷ëóóðò çóðâàñûí òîõèðóóëãà õèéõ. 
Slide Show

1. View Show- Êîìïüþòåðèéí äýëãýö àøèãëàí ñëàéä ãàðãàõ
2. Rehearse Timing- Ñëàéä ãàðãàõ õóãàöààã òîõèðóóëàõ
3. Record Narration- Äóó àâèà áè÷èõ
4. Set Up Show- Ñëàéä ãàðãàõ àæèëëàãààã òîõèðóóëàõ 
5. View On Two Screens- Õî¸ð êîìïüþòåðèéí äýëãýöíýý çýðýã ãàðãàíà.

6. Action Button- ¯éëäýë ã¿éöýòãýõ òîâ÷ëóóð ñëàéäàä îðóóëàõ
7. Action Settings- ¯éëäëèéí òîõèðóóëãûã õèéõ
8. Preset Animation- Ñëàéäûí ýëåìåíò¿¿äèéí õºäºëãººíèé òîõèðóóëãûã ºãºãäñºí æàãñààëòààñ ñîíãîõ
9. Custom Animation – Ñëàéäûí ýëåìåíò¿¿äèéí õºäºëãººíèé òîõèðóóëãûã õèéõ

10. Animation Preview- Ñëàéäûí á¿ðëèéí õºäºëãººíèéã õàðàõ

11. Slide Transition- Ñëàéäûã á¿õýëä íü õºäºëãºõ
12. Hide Slide- Ñëàéäûã äàëäëàõ
13. Custom Shows- Õýðýãëýã÷èéí òîõèðóóëñíààð ñëàéäóóäûã ãàðãàõ

Window

1. New Window- Øèíý öîíõ ¿¿ñãýíý.
2. Arrange All- Öîíõíóóäûã çýðýãö¿¿ëýí õàðàõ.
3. Fit to Page- Öîíõíû õýìæýýã õóóäñàíä òîõèðóóëàõ
4. Cascade- Õýä õýäýí öîíõûã äàðààëóóëàí áàéðëóóëàõ
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