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PowerPoint 2007
Fillimi

Hapja e programit:

START - All Programs - Microsoft Office— Microsoft Office Power Point 2007

Duke u nisur me PowerPoint 2007 ju do té vini re se ka karakteristika shumé té ngjashme me
versionet e méparshme. Ju gjithashtu do té véreni se ka shumé karakteristika té regga gé ju do té jeté né
giendjeti shfrytézoni.

Katre karakteristika gé ju duhet té& mbani mend si ju punoni né PowerPoint 2007:

Butonin e Micr osoft Office, toolbar Quick Access, dhe Shiriti.

Funksionimi i karakteristikave té kétyre do té eksplorohen plotésisht mé poshté.

L'!:r % d - 5 = Presentationd - Micraialt PowerPoint - =
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J = . .:llsa ﬂa D : fﬁl’ﬂnﬂ - d . -
Fagt Slide & e—— - amas g ...... — Hede Baciground Graphes
Setup Orientation = — - * |8 Effes - : A !
Page Setup Themes Background

PITCHBOOK

Click to add notes I
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Prezantimet
Njé prezantim éshté njé pérmbledhje e té dhénave dhe informatave gé do té publikohet né njé audiencé
té vecanté. Njé prezantim PowerPoint éshté njé koleksion i slajdeve elektronike gé mund té jené me
tekst, fotografi, grafiké, zéra, dhe video.

Ky koleksion mund té projektohet automatikisht ose mund té kontrollohet nga njé prezantues.

4l

Microsoft Office Button

Oa b 9 - O
Button Microsoft Office kryen shumé prej funksioneve gg¢ %sm ——
jané té vendosura né menyné File e versioneve mé té vjetra té .
PowerPoint. Ky buton ju lgjon té krijoni njé prezantim té ri, Hap |:| EI A
njé prezantim ekzistues pér té rugitur dhe pér té shpétuar, pérté | Pace Slide mmmmmn ||| ==

shtypura (printuar), etj.
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Shiriti
Shiriti i éshté paneli né pjesén e sipérme té dokumentit. Ai ka shtaté skeda:

Home, Insert, Design, Animime, Slide Show, Rivew dhe View.
Doy ™9-O 7 srentation Kiicrosolt PowerP ok §

=y

Hame Insert Detign Animation: Slede Show P v Winkw Developes Add.Ing Acrabat
| Layout = — al 2 Find
. = s Y T )
" o) Reset - - . Replace =
Fatte MHew B ¥ i Uil 8 AV An Shapes AfTange
. Slide~ 3 Delete . - 2 Selea=

Cipboard = Slides Paragrapt Drawing Editing (;d
0 skedé éshté i ndaré né grupe. Grupet jané koleksione logjike e karakteristika té projektuar pér té
kryer funksionin gé ju do té shfrytézoni né zhvillimin apo redaktimin e Slajdeve tuaja né PowerPoint.

Karakteristikat gé pérdoren zakonisht jané shfagur né shirit. Pér té paré avantazhe pérparési shtesé
brenda secilit grup, kliko shigjetén né kéndin e djathté poshté té secilit grup.

ign Animations Slide Show Review View Developer A
—— @ e =l
Calibri (Body)  ~ |10 = |A" A7 ||%85]| |3= = i= -||EE ===
B 7 Uas 8 M- pa-||A - == =E=|2E- -
Font —_— Paragraph ]

Home: Clipboard, Slides, Font, paragrafi, Vizatim (Drawing), dhe Editing.

Insert: Tabelave (Tables), ilustrimeve, lidhjet (Links), tekst, dhe Media Clips

Design: Page Setup, Tema, Sfondet (Background)

Animime Paraparje (Preview), Animacione, Kalimi e kétij Slajdi (Transition to Then Slide)
Slide Show: Start Slide Show, Set Up, Monitors

Review: korrigjimet (Proofing), Komentet (Comments), Mbrojtjet (Protect)

View: Presantation View, Show / Hide, zoom, Windows, Macros

QUiCk ACCGSSTOOIbar : EE%/I H g - I:lustumile Quick Access Toolbar |
Quick Access Toolbar (Shiriti i veprimeve té shpgjta) ™" = ™
éshté njé toolbar i pérshtatshém gé pérmban komandat gé “j =N Clpe.n
ju mund té déshironi ti pérdorni shpesh. Ju mund t¢ ... — & 71 save
vendosni Quick Access Toolbar mé lart ose mé poshté né A E O
shirit. Pér t& ndryshuar vendndodhjen e Quick Access Peeee ™ = ek prnt
Toolbar, klikoni mbi shigjetén né fund & toolbar dhekliko Stides (Quines | 0"
Show .... Ribbon. | o
Spelling
Ju gjithashtu mund té shtoni Komanda né shiritin e Quick :: ::dd;
Access Toolbar. Klick me te djathtén mbi ¢do komand né Giidte Shew Fram Beginning
Button Office apo shirit dhe klikoni Add to Quick Access
Toolbar dhe njé shkurtore e késaj komande do té shtohet |~ Hore commants..
né Quick Access Toolbar. f:” Be':h t:_‘;:"hh'm

Mini Toolbar H9-0 s

Njé karakteristiké e re né Office 2007 éshté Toolbar
Mini. Kjo éshté njé toolbar lundrues gé snfaget kur ju = Layout - S
zgjidhni tekst ose klikoni me t& djathtén mbi tekst. Ajo | | | o, (@i o C A CIB]E
tregon mjetet e pérbashkéta té formatimit, tétillas Bold, » 5 a6
Italics, fonts, font size dhe ngjyrafont &tj.

Presentationd - Mic

Hame Insert Design Animations Slide Show Review

Add to Quick Access Toolbar

iwrd & Slides Customize Quick Access Toolbar..,

| cutline Show Quick Access Toolbar Below the Ribbon

ﬁ‘ Minimize the Ribbaon
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NaVIgatlon - Home Imsert

Lévizjanépér slajde mund té realizohet pérmes menusé Navigation Slide né =
B siea . . 809 (8, q . 50 R e ~ , =i Reset

anén e majté té ekranit. Gjithashtu, njé skicé duket prej materialeve gé jané P F | siige~ »dDeet

Clipboard "« Slides

vendos né prezantimin. Kétu mund té klikoni Slide ose Outline. [ Siides. Outine —=

|
Viewsdajdin ‘ - h
Prezantimi mund té shihet né njé shuméllojshméri té& ményrave. Né skedén =
View, Grupi Presentation Views ju lgjon pér té paré slgjdet si ndarés Normal,
Slide Sorter, Notes Page, Slide Show, Slide Master, Handout Master, dhe Notes
Master.

-
Home Insert Design Animations Slide Show Review View
== | \ Fuilar ) 1
2 EERsENE ] 3
- Gridlines
Mormall Shde Motes Slide Slide Handout Motes ; Ioom Fitle
Sorter Fage Show | Master Master Master f Window
Presentation Views ShowHide Zoom
Customize Power Point

PowerPoint 2007 ofron njé& gamé té gjeré opsionesh pérshtatshém gé ju lgjon
té béni PowerPoint-in t& punojné mé miré pér ju. Pér té hyré né kéto opsione té
pérshtatshém: P = O pret

. Klikoni butonin Office &
« Kliko Options Power Point. Vo | o

_' 1 Political Science Presentation.pptx =

\.- Qpen 2 Philasophy Presentation.ppt =

POPUIar — 3 English Prasentation.pptx =
Kéto karakteristika ju ljojné t€ personalizoni mjedisin tugj t€ | J . & Mmoo =
punés me mini toolbar, ngjyra e skemés, té personalizoni i -

emrin tug té pérdoruesit dhe ju lgojné pér té hyré né funksion H,‘ ' frahlk:,:m::m -
Live Preview. Tipari Live Preview ju lgon parapamje té . =~
rezultatet né zbatimin té projektimit dhe ndryshimin e ™~ F e B
formatimit pa e aplikuar até. ] pupsee >

PowerPaint Options El El [l Send ¥

& Powerpoint Photo Album.pptx =

-

. 5

! P =
Rrpoieg 3 Change the most popular options in PowerPaint.
Proating Publish  *
Save Top options for working with PowerPoint _—
Advancsd [#] show Mini Toalbar on selection "
Enable Live Preview | Slose

Customize

[ show

veloper tab in the Ribbon

Add-Ins

_' t] PowerPaint Optjons | | X Egit PowerPoint
Trust Center

Cola : u
o ScreenTip style: | Show feature descriptions in SoreenTips ~ a
Resources LeenTip ot = PowerPoint Options R

Personalize your copy of Microsoft Office

Papular age | 3
e \_)‘ 5 Change how PowerPoint corrects and formats your text.
User name: | Jennifer Sparrow Praging
Initials: is Save AutoCorrect options

Choose the languages you want to use with Microsoft Otfice: | Language Settings... i
Advanced Change how PowerPoint corrects and formats text as you type: AutoComect Options...

FustemiEs When correcting spelling in Microsoft Office programs.

N [#] Ignore words in LUPPERCASE
Trust Center Ignore words that contsin numbers
o — Ignore Internet and file addresses
Pr OOfI ng Resaures Flag repeated viords
o . « ag . ] Entorcs accented uppercase in French
Ky funkson ju legon té personaizosh £ Supges rom i tonaey on

vetékorrigjimin e tekstit tugj. Ju mund té rregulloni e E—
cilésimet né autokorrigjim dhe té injoroni opsione té w”,..,m.m s
caktuara apo gabime né njé dokument pémes

Fj al Oré Cugom. ] wse coptestual spalling

[ Hide zpetiing errars

Gancel
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Save

Ky funksion ju lg on té personalizosh manualisht
Si rezervohet prezantimi jugj. Ju mund té
specifikoni se sa shpesh déshironi rezervimin
automatik dhe pér té diktuar se ku ju doni té
rezervoni prezantimin.

PowerPoint Options ?IX

. e : - i
Populsr {:| Advanced options for working with PowerPoint.

Frocfing
Save Editing options

| Advanced | [¥] when selecting, automatically select entire yord
[#] atlow test to be dragged and dropped
Customize 2

Magimum number of undos: |20 =
Add-ns

Cut, copy, and paste
Trust Center

[#] use smart cut and paste
[#] show Paste Options buttons

Resources

Display

Show this number of Becent Documents: |3
[#] show all windows in the Taskbar

[#] show shorteut keys in ScreenTips

&) Show yertical ruler

Open all documents using this view | The view saved in the file ~
Slide Show

[#] show mgnu on right mouse dick

[¥] show popup toolbar

[¥] Prompt ta keep ink annotations when exiting

[#] End with black slide -
< ¥

Costumize

Customize (regullime) ju lgon té shtoni tipare té
Quick Access Toolbar. Nése nuk jané mjetet gé ju
jeni duke pérdorur shpesh, ju mund ti shtoni kéto té

Quick Access Toolbar.

PowerPoint Options

Popular
Proafing

| save
Advanced
Customize
Adddns
Trust Center

Resources

Advanced

Bx)

H Customize how documents are saved,

Save presentations
Save files in this format: | PowerPoint Presentation “
[#] Save autoRecover information every |10 S| minutes

Defautt file location: C\Documents and Settings'jsparrow’ My Documents

Offline editing opticns for document management sarver files

Save checked-out files ta: (L
'(:) The server drafts focation on this computer
O The web senver

Seryer drafts location: | &\ Doouments and Settings'jsparrow’ My Documents 5S¢

Preserve fidelity when sharing this presentation: i) Presentationd

[[] Embed tonts in the file

Concel

Ky funksion ju lgjon te specifikoni opsionet pér
pérpunim, kopjimi, pasting, shtypje dhe pércaktime
té tjera té pérgjithshme.

PowerPaint Options

Popular
Frasfing
Save

Advanced

Add-dns
Trust Center

Resources
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LChoste commands from: Customize Quick Aeeass Taslbar: |

Popular Commands v For all documents (@efault] w
<Separtorr -~ i seve

y Adtion ) undo

Ok Bring Forward U Redo

€3, Bring to Frant

Custom Animation...
Draw Table

Drave Verticsl Test 8ox
2| Duplicate Selected Slides
§ Email

‘A Format Background...

Bl &+

B, Format Shape

B Group

B, Insert Hypedink

il Insert Picture from File

T Layout »
) New ~

[ shew Quick Aecess Toolbar below the Ribban
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Prezantimi
Prezantimi ri
Ju mund té filloni njé prezantim té ri nga njé model bosh, njé template, prezantime ekzistuese, ose
ieglfoeGesr bl
Pér té krijuar njé prezantim té ri nga njé model bosh: st ||| B recem
« Kliko butonin e Microsoft Office ] 1
« Kliko New it
« Kliko Blank Prezantation R s Temoas
—. (|l
; a0 o Aa v
New Presentation i Create ancel
a Pé té krijuar njé prezantim té ri nga njé
template:
e Kliko butonin e Microsoft Office
o Kliko New
e Kliko Instaled Templates ose
Shfletoni népé Templates Microsoft
Office Online
! I « Kliko template g€ ju zgjidhni

Templates

Pér té krijuar njé prezantim té€ ri nga njé prezantim
ekzistues:
« Kliko butonin e Microsoft Office
« Kliko New
« Kliko New from existing..
« Hapni folderin dhe klikoni paragitjen

Blank and recent ‘
Installed Templates
Installed Themes

My templates...

Mew from existing... 1

Microsoft Office Online

A

=

Blank and recent

p

Blank

Presentation

e Recently Used Templates
Hame Insent Design Animations Slide Show
_I :.ll:-,-ou!" e
| T =g e
Oriel
G
Pér té krijuar njé prezantim té ri nga njé skedar Wordi:
« Kliko New Slide né skedén Home
« Kliko Slides from Outline _
« Hapni folderin dhe klikoni dokumentin Word gé pérmban skicén la ——
3 Duplicate Selected Slides
JZ) Shides from Outline... 4—

= Reuse Slides..

Faqge |5



PowerPoint 2007 Punoi Mentor Kusho | Fier 2012

Ruajtja e njé prezantimi

Kur ju doni té ruani njé prezantim, ju keni dy zgjedhje: Save ose Save As.

Pér té rugjtur njé dokument:
e Kliko butonin e Microsoft Office
e Kliko Save

Ju mund té kené nevojé té pérdorni funksionin Save As kur keni
nevojé pér té rugtur njé prezantim me njé emér tjetér ose pér té
rugjtur até pér versionet e méparshme té PowerPoint. Mos harroni se
versionet mé té vjetra té PowerPoint nuk do té jené né gjendje pér té
hapur prezantimin e PowerPoint 2007. Nése ju ruani até si njé
format PowerPoint 97-2003 atéheré ky prezantim do té hapet edhe
né versionet e méparshme té PowerPoint.

Pér té pérdorur funksionin Save As:
Kliko butonin e Microsoft Office
Klikoni Save As
Shkruani emrin pér prezantimin

Shtimi i Slajdeve

T

_@:H

B save (Ctri-S)

~
/ Qpen

o

Print

L@
-]

¢l

Qpen

Save

Save ds | ¥

Print »

Prepare  *

Send  »

& N@ZTC

Publish  *

Né dritaren Save As Tip, zgjidhni Power Point 97-2003 Prezantation

Kadisa zgjedhje kur ju déshironi té shtoni njé Slajd té ri pér prezantimin:

Office Themes (Tema Zyre), Duplicate Selected Slide (kopjim i
zgjedhur), ose Reuse Slides (ripérdorimin e Slajdeve).

Pér té krijuar njé dgd té ri nga Themes Office:

Sgdit t&

o Zgjidhni slgidin Prapa kujt ju doni té shtoni menjéherénjé slgjd téri

o Kilikoni butonin New Slide mbi skedén Home
o Kliko duke zgjedhur slajdin géi pérshtatet materialit tuaj

Pér té krijuar njé lgjd si njé kopje e njé slgdi né prezantim:
o Zgjidhni slgidin gé do té merrni pér té kopjuar

o Klikoni butonin New Slide mbi skedén Home

o Kliko Duplicate Slides zgjedhura

Pér té krijuar njé slgjd té ri nga njé tjetér prezantim: one [N
o Zgjidhni dlgidin Prapa kujt ju doni té shtoni -
menjéheré njé slajd té ri ]
« Klikoni butonin New Slide mbi skedé Home o
« Kliko Reuse Slides '
« Kliko Browse
 Kliko Browse File

 Gjeni dlide show dhe klikoni né slgidin gé doni té B

L & i sl
Importoni | i |
Two Content Comparison Title Only
-
Blank  Contentwith  Pdurewith
Caption Caption
ected Slides
line.
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Recent Documents

1 Political Science Presentation. pptx
Philosaphy Presentation.pptx
English Presentation.pptx

Mathematics Presentation.pptx

& Marketing Pitch.pptx

2
El
g
5 Widascreen Powerpaint pptx
7 Biology Quiz.pptx

8

Powerpoint Photo Album.pptx

IO T T O T A T T

9 Introducing PowerPaint 2007.pphe

&

i® 0 P

-
T
“‘\ ! Other Formats

Save a copy of the document

PowerPoint Presentation

Save the presentation in the default file
format.

PowerPoint Show

Save as a presentation that always opens in
Slide Show view.

PowerPoint 97-2003 Presentation

Save a copy of the presentation that is fully
compatible with PawerPoint 97-2003.

7. Adabe PDF

PDF or XPS

Publish a copy of the presentation as a PDF
or %P5 file,

Open the Save As dialog box to select from
all possible file types.
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Themes (Temat)

Temat jané design templates gé mund té aplikohen né téré prezantimin dhe gé Igon géndrueshméri
né té gjithé prezantimin. Pér té shtuar njé temé pér njé prezantim:

nsent Design mnimations
1
S\a Aa Fa
oam om mEEms [

Slide Show Review Viewr Ceveloper Add-Ins Acrobat
j = B cotors -
“E.H Aa E i Lil F{In“ ‘

o KIliko né skedén Design
o Zgjidhni njé nga temat gé shfaget ose kliko butonin Albumet

Pér té aplikuar ngjyraté reja pér njé temé:
« KIliko te shigjeta e drgjtuar poshté te dritarja Colors
o Zgjidhni njé grup ngjyra ose kliko Create New Theme Colors

Atrobat

| - (Belcoton o} M i

Built-In
A EEEENED
OO eE.
L miwis) [ ]
E NEEEED

Office
Grayscale
Apex
Aspedt

EONDEEEE Cwvic

N EEEEEE
N EEEEEE
B EEEEDE
BOWEOO00
e EEECEE
Cmer ST
B OEEEEN
B EEECEE
CRT T Tl

B = Faw
B EDCEEE
N EOEEEE
B EEEEEE
Ll ST
 EEEEEE

N EEEEEE

Concourse
Equity
Flow
Faundry
Median
Metro
Madule
Opulent
Qnel
Qrigin
Paper
Salstice
Technic
Trek
Urban

TITL-E—’ Create Mew Theme Colors..,

Pér té ndryshuar stilin e sfondit té njé temé
e Kilikoni butonin Styles Sfondi mbi butonin Design

F‘ n Colors © [@ Background Styles '

..

{Ej Farmat Background...

“ | Reset Slide Backgrounc

Fage |7



PowerPoint 2007 Punoi Mentor Kusho | Fier 2012

Duke punuar me Permbajtje

Shkruani Text

Pér té futur tekst:

e Zgjidhni dajdin ku ju doni tekstin

o Kliko nénjékuti pér té shtuar tekstin

Pér té shtuar njé kuti teksti:
e Zgjidhni slajdin ku ju doni té vendosni kuti teksti

° Ne g(ajer] I n%rt kl | ko TeXt BOX Insert De:l-}n- Animations Shide Show Review Wiew Developer Ad
o Klikoni mbi slgjidin dhe terhig kursorin pér té ©F & v 2 g@ <o A @ 4 8
C_I:f :I:\-:lto Shapes Smartirt Chart | iseseeeeli 'Ee:- e S ;::.::.e |

zgjeruar kutiné e tekstit
e  Shkruani tekstin

S 1

Pér té pérzgjedhur tekstin: o

____________________ o————-
ThIS is the text to highlight
Copy dhe Paste ‘ N9 0
Té kopjoni dhe ngjisni té dhénat: §y _
o« Zgjidhni pjesen géju déshironi t& kopjoni £ "ore TS
e NEClipboard Group té skedés Home, kliko Copy 3 =) = = Layout -

Zgjidhni vendin ku do té donit té kopjohej teksti ' past = EgReset
Né Clipboard Group té skedés Home, kliko Paste ' “h"'ﬂf' Az

Clipboard ™ slides

Cut dhe Paste \Dg H9-0 ¢
Pér té preré dhe ngjitur té dhéna: 7 Home | mset  Desi
e Zgjidhni pjesén gé ju déshironi té kopjohet . & ¥ ‘j =) Layout ~
e NEéClipboard Group té skedés Home, kliko Cut . t - B Reset
«  Zgjidhni vendin ku ju do té donte té kopje té t& dhénave (= ‘hh;e . s Delete
e NeEclipboard Group té skedés Home, kliko Paste Clipboard Slides
Pér té undo ribg apo veprimet tuagja mé té fundit: / ,
« NéQuick Access Toolbar Home . I
e Kliko Undo ose Redo =] % 5 Layout ~

j Ee J = Racet

Spell Check (sigurohuni gé drejtshkrimi i gjuhés né té cilén po shkruani té jeté instaluar)
Pér té kontrolluar drejtshkrimin né njé prezantl m:

o Kliko nétrarin Review 0o H[92-0 )+ Presentationl - Micro
. . . . 2
* Klikoni butonin Spelllng -/I Hame Insert Design Animations Slide Show Review
5
- S a (}
vl Ll % B P
Spelling Research Thesaurus Translate Language Show MNew Dele
la Comment Comment
Proofing Comments
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Formatimi i Tekstit

Calibri Flo -[a«|= =2 - TJ,
) L. . i . e A Theme Fonts = = -: Shape
Ndryshimi i tipit té shkrimit dhe madhésisg sé shkronjave % caior (Headmgs)Emwh e
Pér té ndryshuar font e shkrimit: i Calior (Boc)
a . - . an o . - .. o Recently Used Fonts
c Klikoni shigjetén né krah té emrit te foteve dhe zgjidhni /" " "
ne font. All Fonts FIOK ITH TISETLY PACKED TEXT J
e Mosharroni seju mund té kini parapamje té fontit té ri pa | ¢ At Cedon b e —
Klikuar mbi te por sapo musi té jeté pozicionuar mbi njérin prej gl:?";“":“p”&fp -
. ODE LraTam ol o
emrave té fonteve. } Adobe Garamond Pro Bold
B hgency B
T ALGERIAN

Pér té ndryshuar madhésiné e shkrimit: _ - _ ,
« Kliko shigjetén tjetér pér madhésing e gérmave dhe zgjedhin @7 Anmetens “’Q;“’ _
madhésiné e duhur, ose CalitrmBep—e |11~ [ A° 47|25

« Kliko butonat zmadhim apo zvogélim téfont size. |A" a”|| (B 7 U e ® - as|[A |

(F]

Font Styles and Effects L
Stilet e shkronjave jané opsione formatimi paracaktuara gé jané
pérdorur pér té theksuar tekstin. Ato pérfshijné Bold, Italic, Underline.  Calibri Bodyi - 11~ | A" a7 || %)
Pér té shtuar kéto né tekst: B I U abs 8 M- Aa-|[A -
e Zgjidhni tekstin dhe klikoni Font Styles té pérfshira né grupin =
Font té skedés Home ose
e Zgjidhni tekstin dhe klik shigjetén djathtas poshté seksionit font pér té shfaqur mjetet e
shkronjave

Fant ]

Calibri (Body] < (10 - |A° A7||®%]|[i= - = -|| 2= =]
Ndryshoji ngjyrén Text [B{Z U e & M- aa-|[Al-] [=[= = 5=
Pér té ndryshuar ngjyrén e tekstit: — heme Colors
o Zgjidhni tekstin dhe klikoni butonin Colors H EEEEEEEN

pérfshiré né Grupin Font, ose

o zgjidh tekstin dhe klik shigjetén djathtas poshté
seksionit font dhe zgjidhni mjetin e ngjyrave.

e Zgjidhni ngjyrén duke klikuar shigjeten poshté
prané butonit té ngjyrave pér font.

Standard Colors
HE EEEEN

Recent Colars

WordArt w4 More Colors.,
WordArt jané stile gé mund té aplikohen né tekst pér té krijuar njé efekt vizual.

Pér ‘te apl | kuar Art Word iew View Developer Add-Ins Acrobat Format

Zgjidhni tekstin A B T; ) QW) &5 d

e Klikoni butonin Insert Bo & Footer o aTime Nomber e e

e Klikoni butonin WordArt

e Zgjidhni WordArt A A A A

Pér té modifikuar stilet e WordArt ! | P

. Zgjidhni WordArtin A A A A A

e Klikoni butonin Format i cili shfaget né momentin kur ne
zgiedhim WordArtin

e Klikoni butonin WordArt Fill, butonin WordArt Outline,
ose butonin Text Effects

PowerPoint Drawing Tools A A A A
W Developer Add-Ins Acrobat Farmat a =
« A - | TiBring to Front

A A A & - || By sendto Back ~

o "_LLL} Selection Pane
NordArt Styles ] Arran

Faqge |9
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Ndryshimi shtrirjes (Aligment) s& paragr afit

Shtrirja paragrafi ju lgjon pér té vendosur se si ju déshironi tekstin té shfaget. Pér ndryshimin e
shtrirjes:

e Kliko né skedarin Home

e Zgjidhni butonin e duhur pér té shtrirjen grupin pérkatés.

a) Align Left: teksti éshté njé linjé me diferencé té tug té majté

b) Qendra: Teksti &shtéi pérgendruar brenda kufijve tug

¢ VendoseDjathtas: aligns tekst me diferencé té djathté

d) Justifikuar: alignstekst t& marzheve té dy majté dhe té djathté.

i

it~
;_:Jv
=

&z
h ]

111
4
-
Il
1

mr

£=||1=-

[

BT
2

i Ko
o

= =

o
L=

Largoj Paragrafét

Pér té larguar paragrafét, ju mund té veproni si mé poshté:

e Kliko Largoj butonat pér té kontrolluar porosit.

e Kliko butonin Indent heré pas’here pér té rritur madhésiné e
déshiruar té largésisé. =

111
4
T
11
4
"l
¥
"
-«
111
4
—
=
=
4

Dregtimi Tekst

Pér té ndryshuar drejtimin e tekstit:

e Zgjidhni tekstin

e Klikoni butonin Drejtimi Tekst (Text Direction) né skedén
Home seksioni paragraph

o Kliko zgjedhjen e drgjtimit té& déshiruar

Shtimi i pérmbajtjeve (Content)

Ridimensiono textbox

Pér té ndryshuar njé textbox:
e Klikoni mbi textbox

o KIliko né cepat e kutisé dhe terhiq kursorin né madhésiné e déshiruar

Listat e Pikézuara dhe Numéruar (Bulleted and Numbered Lists)
Listat e shénjuare kané pikézime, listat € numéruara kané numra, dhe listat e shkurtra kané numra
apo shkronja né varési té organizimit té listés.

Pér té shtuar njé listim té tekstit ekzistues: e — *

e Zgjidhni tekstin gé ju déshironi té béni njélisté T B

«  Kliko butonin Bulleted and Numbered Lists ===EE -
Faragraph ]

Pér té krijuar njélistétére:
e Vendos kursorin ku ju doni té kini listim né dokumentin.
e Kliko butonin Bulleted ose Number ed

o Filloni té shkruani — ||1&-~
et | 5 25
Listat e shkallézuara (Nested Lists) = = === QJT
Njé listé e shkallézuar éshté lista me disa nivele té tekstit. =T
Pér té krijuar njé listé té shkallézuar: ELEL -

e Krijo listén tug) s mésipér
« Kliko butonin Rritja ose Ulja e lar gésisé (Increase or Decrease Indent)

Faqge | 10
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Formatimi i Listatve

Imazhi i pikézimit dhe formati numéave mund té ndryshohet duke
pérdorur boksin dialogues Bullets or Numbering.
Zgjidhni té teré listén pér té ndryshuar té gjitha pikézimet ose numrat,
ose Vendos kursorin né njé linjé né kuadér té listés pér té ndryshuar njé
pikézim té vetém.
Kliko te shigjeta prané Bullets apo Numbering dhe té zgjidhni njé
model pikézimi apo numérimi.

Shtimi Video

(= ;E,He__,ﬁ__ lu ’_l_‘P H I

Nane ‘

. a
- a
- a
= '
> v
> s

Video clips mund té shtohet pér njé prezantim. Pé& té shtuar njé
videoklip:

i=  Bullets and Numbering...

o Kilikoni butonin Movie mbi skedén Insert
e Zgjidhni Moviefrom File apo Movie from Clip Organizer
Insert Design Animations Slide Show Rt e View Develaper Add-In: Acrobal Format
B2 Q@ A D 4 3O E &P
Cip Fhoto Shapes Smarart Chant Hyperink Action Text Header ‘Wordart Date Slhide Symbaol Object I'IJ.'I n
At Album - = x & Footer = & Time Number
Mustral n3 Lk Text B3 Movie from Eile...
N | Kiovie from Clip Organizer...
Pér té redaktuar opsionet video:
e Kliko pamjen e VideKlipit
e Kliko né skedén For mat
Cn d - Pidture Ta - =
- Homy Bt Cresign Anirptont Sisde Show R v Wiy Creweloper agd-dri acrah P ey
] = A — — = - r  Prtore Shace = || Tyt Front = [ - ot 113
] K ol el el ol ol el oo =8 B =
g ¥ oyt 5| ) Pictare Bte ke o -0
e Zgjidh formetimin e déshiruar

Shtimi Audio
Audio clips mund té shtohet pér njé prezantim. Pér té shtuar njé audio clip:

o Kilikoni butonin Audio mbi skedén Insert
e Zgjidhni Sound from File, Sound from Clip Organizer, Play CD Audio Track 0Se Record Sound
Hame Imsent Design Anamaticns Slide Show Revew Wit Cieveloper add.Ins Arrabat Format
3 1N k | il
o) B4 & (Y B ul QH-:JJJJA 5 Qu & &
Picture  Clig Photo Shapes Smadart Chat Hypedink Adion Text  Headsr ‘Worddrt Date Slide Symbol Object Mavie [Sound
At Album = Box & Foolel = & Time Mumber x =
Hustrations T MEEDIE | Sound from File
(oumnes, x|

Sound from Clip Crganizer...
Flay S0 Ao Trac..,

Bacgrd Saund

Pér té redaktuar opsionet e audio:

e Klikoikonén audio
e Kliko né skedén For mat

Tl 2 - &
]

Home Insert Design Animations Slide Show Rewiew

WViewr Developer Add-Ins Acrabat
i ) - . T = [ =
n.‘.* Hide During Show By Play Sound: | Automatically 5%
> ol = = SH3 T =
Preview || Slide Shaw Loop Until Stopped g Max Sound File Size (KB): 100 =1||| Sring ko Sendto Selsction  ARgn
volume ~ Fromt= Bac .
Sound Options Arrange
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Grafika
Shtimi i Fotove _
Pér té shtuar njé foto: o
e Klikoni butonin Insert Dy
«  Klikoni butonin Foto iy
e Shfleto njéfoto ngadoget tuga s

Insert Picture

« Klikoemrin efoto e
o Klikoinsert
o Pértélévizur foton, click mbi té dhe terhige até

te vendit ku ju e doni até

Shtimi i Clip Art

Design Animations Slide

23 Sample Pctures

Show

Home | Insert sigr
RS @
Cip apes SmartArt Chart act

[Ee 15 o] Sunse.pg

Fie pame:

Flesaf yDe: | pctures (e, o, 00; %, 10e; 117, *.10e;*.0ng;® g * by *.re * bma; *.f*. ofa ez v,

Ri

m

Water s, ipg

Time b
Test

-
Winkes.ipg

Add-l

eview Viewr Developer A
A 3 4 =
Ri-@ L5
Ted  Header WaordArt Daf
Box & Footer - & Time

Ao Acabat
P >
(] 2 &) &3 ¢
Side Symbol Object | Movie Sc
lumber -

v @-@ W@

v

Pér té shtuar Art Clip:
e Kilikoni butonin Insert
e Klikoni butonin Clip Art

o Kérkoni pér clip artin duke pérdorur search Clip Art né dialog box

e Kilikoclip art

e Pértélévizur clip artin, click mbi té dhe terhiqg até te vendit ku ju doni até

Hame Insert Design Animations Slide Show Review View Developer Add-ns Acrobat

ol (B (P = g @ Al dE0Q= &9

Picture | Clip | Photo Shapes Smartart Chart Art Text  Header WardArt Date Shide Object Mavie Sownd

At [Abum= = Box & Footar - & Time Numbsr
Niwstratians Liniks Tent

Redaktimi Piktura dheclip art

Media Clips

Clip Art:
Saarch For:
sehesl
Saarch in:
Selected cobections
Results shoukd be:
Al reecia file bypes

s

&

C=]

1

)

-

A
&

Kur ju té shtoni njé grafik né prezantim, njé skedé shtesé paragitet né shirit. Skeda Format ju lgjon

té formatoni fotot dhe grafikat. Kjo skedé ka katér grupe:

Adjust (Rregullo): kontrollon ndrigimin, kontrastin, fotot dhe ngjyrat
Picture Styles: Ju lgjon té vendosni njé kornizé né kufirin rreth fotos dhe shton efekte

Arrange: Kontrollon shtrirjes dhe rotullimin e fotove
Size: vendos madhésin e grafikés.
- Hame Ervjars Dadigr Animglisri Shde Show Bgvide Vi Diivpio gt Add-Ir

Brighd = B Comm
3 Brightness = LI Compress Pichaes

Recotare  ™u Beet B
g Recolo “ll Revet Ficture

Picture Syl
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= wdf Picbure ERfeds -

LT

L Picture Shape = | Ly Bring to ¥

v — — “— —
B Condrast - __I_'JZH'\-:-&’-:'-.'-: -‘ —1 ‘ d d d = B Pucture Border =
¢

%
By 5e
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g‘tl ml I nJ e for me VI Za.tl ml (Shape) Insert Design Animations Slide Show Review
Perteshtuarf(_)rme_: _ 2o el @ L
(] Kl | konl bUtonl n I n%rt C_f::l ‘?L‘Iﬂ‘lo‘ Shb‘D!S SmartArt Chart  Hyperlink Action
e Klikoni butonin Shapes Wust]pecently Usea Shapes I
- . e o . . x a\\CI:C‘;\—I_—LJ){}S
. Kl!ko fq_rmen géju zgjidhni Bl:~~¢)n
e KlikonéSajd || tines -
e Térhigkursorin pér té zgjeruar formén S —
CRheLbbEEE

Basic Shapes

HOAMIACOOOO®®

fHeGo0Dr Ly o0BE
OO@HE S { O

L0 L3

Block Arrows
CROOUTHEPRII

€ dvndDD » RN

Pé&r format forma:
e Kliko formeén

« Kliko né skeden For mat  eauaton shapes

o= 3 e

Da - - Presentationd - Microsoft PowerPoint Drawing Tools - = X
-"'J Home Insert Design Animateons Slide Show Faview Wiew Developer Add-Ins Acrobat Farmat
: (o8 | hape Fill - = A - TEningtoFront = |2 Align - e
1 ) t_ 1 LE / V e hape Qutling = A A = .i = J_IJ Sénd e EBak = ‘ 1 G
[ B .l’ FaE hape EMects = - ¥ ‘:_,Scl::lc' Pane S Rotate = || =3 z
sert Shapes Thape Skyles = Wordlat Styles . Afrange Tize

Shtimi SmartArt

SmartArt éshté njé tipar né Office 2007 gé ju lgjon té zgjidhni nga njé shuméllojshméri grafikash,
duke pérfshiré grafikét, listat, proceset dhe ciklet. Pér té shtuar SmartArt

o Kilikoni butonin Insert e

e Klikoni butonin SmartArt B _"'irs,f - 9”

e Kliko SmartArt gé ju zgjidhni

e Kliko SmartArt

Choose a SmartArt Graphic

P | List
« térhiq até né vendin e déshiruar né slgjd ose klik 22
OK —
Pér formatin e SmartArt: - o
« Kliko SmartArt ;:
e Kliko Design ose té ose skeden For mat =]
o Kliko SmartArt pér té shtuar tekstin dhe fotot.
Ciny ik -3 5 Presentationd - Micrasoft PowerPaint Smartart Took: -
Home Insert Design Amimations Shide Show Renew Wiew Dereloper Add-Ins Arrobak Desbgm Fomat

I add Bullet ¥+ Promote T \!'
- Srignttaleft | % s . lBE . — - . -
v . I Text Pane b4 H-‘: . o - . = | Gra :-"

Shape

Creste Garaphic Layouts SmartArk Shyes Reset
Shtin_]i [ njéAIbum_Fot_(_)_ o _ o _}, » “ W_-_ B 436G
Tipari Foto Album éshtéi ri né PowerPoint 2007 dhe ju lgjon té c_.,, °.:ﬂ° : ot Hadr wosint Die sia

DSTrATICN Links Ten

té krijojé njé album foto pér té ndaré fotot.
Pér té krijuar njé album foto:

e Kilikoni butonin Insert ——
« Klikoni butonin photo album mbi skedén I nsert = —
« Kliko New photo album —f M -
e Klikoni File/ Disk pér té shtuar foto té photo album -
Leviz fotot lart e poshté t& albumit duke klikuar né shigjetat ... au <
u /dow lart / poshté - & o
p/dow (lart / poshté) —

| el
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Tabdat

Ty
—-'/ Home Insert Desig

Tabelat pérdoren pér té shfagur té dhénané njé format tabele.. EEEE (== ol B2 [
Krljlml I njetabele Table Picture Clip  Photo 5h
Pér té krijuar njé tabel & - At Album ¥
« Vendos kursorin né fagen ku ju doni tabelétére s Jnsert Table
. Klikoni skedarin Insert | e
e Kilikoni butonin tabele né seksionin Table.
SR D N I O
Ju mund té krijoni njé tabelé né njé nga katér ményra: OO00O00000000
I O
o Shétit mbi kuadrate pér numrin e rreshtit dhe kolona %%%%%%%%%%
o KilikoInsert Table dhe shkruani numrin e rreshtave dhe kolonave
o Klikoni Table Draw, té krijojé tabelén tuaj duke klikuar né slide ENEEEEEEEE
o Kliko Excel Spreadshed dhe vendosni té dhénat j peen e
Shkruani dhénave né njé Tabelén 3 EacelSpreadehed

Vendi kursorin né gelizén ku ju déshironi pér té hyré né informacion. Filloni té shkruani.

Cell 1 Dat4

_]

Modifikimin e strukturésné Tabela dhe formatin e njé tabele

Pér té ndryshuar strukturén e njé tabele:

o Kilikoni tabelén dhe do té véreni se keni dy skeda té rgjané shiritat: Design dhe Layout. Kéto
kané té b&né me hartimin tabelés dhe fagogen e sqg.

Né skedén Design, ju mund té zgjidhni:

e Table Style Options

e TableStyles

e DrawBorders

ﬂ Og) il 2= )= Table Toal
- -
- Home Iniert " View

Pér té formatuar njé tabelé,
klikoni né Tabelé dhe pastg kliko skedén Layout né shirit. Kjo skedé L ayout ju lgjon té:
e View Gridlines dhe Select (nga seksioni Table)
e Shtim (insert) rreshtave dhe kolonave (nga seksioni Rows & Columns)
e Fshini (Delete), tabelén dhe rreshta ose kolona (nga seksioni Rows & Columns)
e Bashkojé (Marge) ose ndaj (SplitO geliza (nga seksioni Marge)
o Rritet dhe zvogélo madhésiné e gelizave (Cell Size)(nga seksioni Cell Size)
e Poziciono tekstin brenda gelizave (nga seksioni Aligment)

| DJ.: o0 7 Table Teols

s [E R M3 S8 e o s I} [

seve [Wian ] e | uen T Sl == T
Fut Tabelé nga Word ose Excel ‘,——--\\ d9-0 s
e Hapni dokumentin Word apo Excel ' '_*3;/' _
N Zgjldhnl Cha.rt Home Insert Dresis
« Kliko Copy né skedén Home = = =) tayout ~
«  Shko tek dokumenti Power Point ku ju doni té vendosni tabelén |~ 4 == TjRess
o Kliko né butonin Paste nga skeda Home |+ “FSige~ % Delete

Clipboard ™ Slides

Faqge | 14
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Listat
.-"Qg\-l Al =? - Presenta
Graflket (Chart) Ju |eJOJ ne te paraq@ n |nf0rmatd qe gJendm ne _03/) Home Insert Design Animations Slide Show
fletén e puné;s __né r_1jé format graﬁk._ PowerPoint ofron IIo_je (Rl TR A = I )
ndryshme grafikésh si: Column, Line, Pie, Bar, Area, Scatter ef]. Table || Picure Cip  Photo Shapes wchan Hyperlink
Pér té paré grafikét e mundshém Kliko né skedén Insert né shirit. | s ustations i
louie@ret ) ATI0w
Pér té krijuar njé grafik: % o | L VP e, 2, et o |
e Klikoni butonin Insert mbi shirit
e KilikollgjineChart (grfikut) gé doni pér té krijuar 2 e ||t - =
« Fut etédhénave dhe Etiketat uj i o8] 21 ) 08) 38| 3] s ]
£ 108] 0 a Jah] 48] ] ] ]
Editimi i té dhénave né chart (grafik) b} |
Pér té redaktuar té dnénat né chart: = =T
« Kliko négrafikune e SJJJ4Q¥
« Kiliko Edit data né skédén Design e
. Edito t& dhénat né spreadsheet (tabelén g shfaget) dle/e ===
ElEE2E S &S
Modifiko njé Grafik =i
Pasi té keni krijuar njé grafik, ju mund té béni disa gjéra pér
té modifikuar grafikun. ‘ T : =

Lévizjae grafikut:
Klikoni Chart dhe zvarrit até né njé vend tjetér

tété njgjtit sajd, ose

e Kopjoaténénjédad tjetér
e Zgjidhni vendin e déshiruar dhe klikoni Paste

.-'/ﬁg;\\l HO-0 -
b

Home

=¥ = Layout =
j 53 _’ g Reset

Paste MNew
] - N‘je. * Delete
Clipboard ™= Slides

Pér té ndryshuar madhésiné e grafikut:

&

Insert Desi

Kliko Chart

o Kiliko tek ndonjé nga goshe dhe térhige pér té ridimensionuar T

2l
Pér té modifikuar etiketat dhe tituj: 2] st
o K|Ik0 Chaft 1+ M Series 2
e Kliko nétrarin Layout 0+ o series3
o  Zgjidhni etiketén e duhur pér té ndryshuar ¥ b&c,b”‘ &

@ N (;S@

Mjetet e grafikut (Chart Tools)
Mjetet e Grafikut shfagen né shirit kur ju klikoni né tabelé. Mjetet jané té = sideshow  Review  view

vendosura né tre skeda: Design L ayout, dhe For mat.
Brenda skedés Design ju mund té kontrolloni té dhénat (Date) Ilgjin e
chart(Type), fagogen (layouts), stilet (Style).

-G = Presentatronl - Micrasoft PowerPomt

[ Chart Toals
=
Home Insert Design Animations Slide Shaw Review View Developer Add-Ins Acrobat Design Layout Format
_1 i]:l:! P—
w0 —a] ] = - e (- [N
- = i - - o & L =
Change  Save As Select  Edit i il A j '—h *' " ‘1
Data  Data 2 =

Chart Type Templats

Data Chart Layouts Chart Styles

Chart | Axis Legend Data Data
Title = | Titles - 5 Labels = Table -

Fage | 15

MNone
Do not display a chart Title l

Centered Overlay Title
Overlay centerad Title on
chart without resizing chart
Above Chart

Display Title at top of chart
area and resize chart

Maore Title Options...
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Brenda skedés Layout ju mund té kontrollojé futjen e fotografive (insertion of pictures), té
textbokseve (textboxes), format (shapes), etiketat (labels), sfondet (backgrounds), S dhe anaizén e té
dhénave. (data analysis)

O \ e - = Presentation] - Microsoft PowerPgint Chart Toals = B°X
-J"’ll Hame Insert Design Animations Shide Show Review Wiew Developer Addns Acrabat Design Layout Farmat L]
Chart Title - ur i ] P O
o o s 2 P (A1) J J fu J J | e |
Pictufe Shages Tt i Legend Dats  Data Axgy Gridling Chart  Chat 3.0
wr] Roeget to B B a1 = Labe sk - - vall = Flaas= Ratation
CLnent Selection Irsed Labels Axes Background
Brenda skedés For mat ju mund té pérshtateni ngjyrat (Fill Colors) dhe stilet e shkrimit (Word Styles).
r’_rr \ d L = Chart Teols
-“"fl Home Insert Diesign Animations Shide Show Rewiew View Developer Add-Ins Acrobat Design Lapout Format
Chart Area S8 Shape Fill » ) A b |2 align - 2z
M, Fasmat Selection . . shape Outlir _:.1‘-\. A - & - 1 13 I
£s Match Style - Shape Effects = aa f = = ‘:_I."_: ection Pane k '_'. b
Currént Selection Chape Shyles = WardAnt Styles = Anrange Cize
.. o . |_"\| ol 9~ = Preset
Ng.l It nj e gr afl k nga Excel | fy Home Insert Design Animations Slide She
« Hapni Excel 1 a} () [ et A
. . E E Reset
(] ZgJ Idhnl Chart | Pavste o N;;\v ,:'l‘D::te B 7 U sbe & &V~ A

o Kliko Copy mbi skedén Home cnpb-:ard i Slides Font
e Shko tek dokumentit PowerPoint ku ju doni grafikun e

vendosur
e KIliko né butonin Paste nga skada Home

Fage | 16
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Efektet mbi sajdin

Ndérimi i slajdeve (Transitions slide)

Transitions jané efektet gé zbatohen kur ju kaloni nga njé slgjdi né slgjdin e ardhshém.
Pér té vendosur tranzicion mbi slajdin:

e Zgjidhni slgjdin gé ju doni té vendosni tranzicion

o Kliko né skedén Animime (Animations)

e Zgjidhni animacionin e duhur ose klikoni kutiné e dialogut pér Transition

Animations Slide Show Review View Developer Add-Ins Acrobat
=JJ,. Transition Sound: | [Mo Sound] -
’ I I gﬂﬁ - —1 Transition Speed: | Fast e
Transition to This Slide
. . o . Lo BF Add-Ins Acrobat
Per te rr%u”uar tl’anZI cl Onl ne gajdlt L J_; Transition Sound: Breeze [=l *iﬁ-ﬁ-ﬂ - ide
e Shto tingull duke klikuar shigjeten prané Transition Sound - £ Transition Speedt | [No Sound]
«  Ndrysho shpejtésiné e tranzicionit duke klikuar shigjeten tjetér = wsayron | Bon Fevowssond
" an ansition to This Slide w
per Transition Speed Add-Ins Acrobat ;I::nj]b
i}, Transition Sound: Breeze - g:::a
_—fl_ Transition Speed: |Fast = Ca?h Register
" iglApply To AN Slow E:'c': :
sition to This Slide Medium Cain
Fast Crum Roll
Explosion
Pér té aplikuar kalimin nété gjitha dides:
e Kiliko butonin Apply To All mbi skedén Animations
Animations Slide Show Review View Developer Add-Ing Acrabat Format
— v Transition Sound: | [Mo S0wnd]
I -jj -jl ___.EA; x '_‘t'g Transition Speed: Fast x
| | J J ] = 33 iy To All if—
Pér té zgjedhur se sa duhet té géndroj njéslajd: Advance Slide
e Zgjidhni pér té Advance on Mouse Click, 0se 7| On Mouse Click

e  Automatically pas njé kohe té caktuar né sekonda Automatically After: |00:00

Slide Animation

Efektet Animation Slide jané efektet e paracaktuara té vecanta gé ju mund ti shtoni objekteve né
njé slajd. Pér té aplikuar njé efekt animacion:

e Zgjidhni njé objekt

e Kliko né skedén Animation né Shirit

e Kliko Custom Animation

e Kliko Add Effect

. Zg]ldhnl efektin e duhur

‘ Sedect an slement of the side, then
ik ok Efect “to ackf animation.
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Preview Animation |y 96
Pér parapamjen e animacioneve né njé slajd: 7 Home  msen  Design
o Kilikoni butonin Preview mbi skedén Animation | R} i stimate: o Animation ~

|| Preview | |53 custom Animation

o . Preview
Slide Show Options
Skeda Slide Show né shirit pérmban shumé opsione pér shfagjen e slgjdeve.
K éto opsione pérfshijné:
e Preview dide show from the beginning (ngafillimi)
e Preview dlide show from the current slide (nga slgjdi aktual)
e  Set up Slide Show
! Cq h9-0 Drawiin
- Home Inzert Design Animations Slide Show Review  View Developer  Add-Ins Atrobat Fan Animations | Slide Show Review
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Show type:

(®) presented by a speaker (ful screen)
O Browsed by an indwidual (window)

(O Browsed at a kiosk (Full screen)

Set Up Show Slide
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Animations Slide Show Review Vie

Regjistrimi i tregimit
Kur doni té regjistroni transmetimin e slgjdeve:
Klikoni butonin Record Narration

Set Up Hide
Slide Show Slide

(¥ Rehearse Timings
V| Use Rehearsed Timings
Set Up

L4 Record Narration
Klikoni Set Microphone Level pér té kontrolluar nivelin e = cromns
Disk use: 10 kbysecond

hyrjes audio
Kliko OK pér té regjistruar né transmetim

53650 MB fon C:1)
85044 minutes

Free disk space:
Max record time:
[ )

Tip
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[CLink narrations in:

recording quality uses more disk space, Large
performance.

Prova e kohés (Rehearse Timings)
Pérdorimi Rehearse Timings té provojmé kohén e dlgdit me

C:\.. \jsparrowiky Documents)

“i]. = WD Record Narration i———mge=res olution:

[=F Show Presentation On:

w Developer  Add-Ins

Use Presenter View
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Cancel

Set Microphane Level,.,

change Qualty...

Adjust quality settings ta achieve desired sound quality and disk usage. Higher

narrations should be linked For better

Browse. ..

audio.
Klikoni butonin Rehearse Timings

o  Praktikoni té folurit dhe avancimin e slgjdit si ju do bénit né prezantim
o Kur tékeni pérfunduar kété klikoni through the end of the slide
e Zgjidhni nése jeni apo jo pér té mbajtur kété kohé apo pér té rigjykuar

Animations Slide Show Review Wi
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Printimi

Krijo Shénimet Gjuhésor e (Create Speaker Notes)
Speaker Notes ju |lgjojné pér té krijoni shénime pér ¢do sajd.
Pér té shtuar Speaker Notes:
« Zgjidhni dagdin
« Klikoni View <,
« Kliko Note Pages
« Kliko Click to add Notes
« Shkruani njé Shénim pér até slajd

Printoni njé prezantim
Kashumé mundési pér printim té njé prezantim. Ato jané:
o Slides: Kéto jané dlgdet gé ju do té shihni nése ju jeni duke treguar prezantimin, njé slgjd pér
fade )
« Handouts (Fletushkat): 1, 2, 3, 4, 6 ose 9 pé& fage, ky [ ..
opsion lgjon té printohet mé shumé slides pér fage Name: [ Lemaropra Teizrs e
« Notes Page (Shénime Fage): Kjo pérfshin slides dhe | 7 isccpmarsirs

Where: IP_172.258.40.57

§]ér]i me GJ Uhé&)re Comment: [CIPrint to file
1 1 H A 1 A)- 2 o R R Print range Copies
. _Outl ine View (_Shl ko Pérshkruaj€): Kjo do té printojé | 7 N ot o
pérshkrimet e prezantimit L&
O slides: ﬂ
Enter_sllizde numbers andjor slide ranges. For example,
Pér té hyré né opsionet e printimit: . <ot

Print what: Handouts

o Kiliko butonin e Microsoft Office — o —. (S
L] Kl I ko Pr i nt Elhadnedsouts
Motes Pages

o NEékutinéedialogut Print, kliko shigjetén Print what uioe e Dlscde to i poer

«  Zgjidhni formatin dhe klikoni OK pér té printuar Hrhasty

Pér té pare se si do té printohet: oo ot o | e |
« Kliko butonin e Microsoft Office - :
e Vendi kursorin mbi Print

e Kliko Print Preview

e Pérté printuar nga Print Preview, klikoni Print e —
Pér té dalé Print Preview: E———
e Klikoni butonin Close Print previwe

Pak a e nj e p r ezant i m .-:3 Distribute the document to other people

Ka raste kur ju déshironi prezantimin si njé paketé me té gjitha - & Pockage for D

dosjet shtesé bashkangjitur. 7 open Tovaetthat <an ot burd toa B
Paketimi i njé prezantim pér CD: b e | smemmtossiseumn oomer
» Kiliko butonin e Microsoft Office Bl s » | GR) Comstimmsn o ot e
o Kiliko Publish (Publikimi) | e ™
° Kl | kO Package for CD (Pakete per CD) “I_“I” it ir;?:;:e‘l.:eme;::n‘;:tb!a“n\.l ntoa
o Shkl’uani nJe emer pel’ CD _" Prepare + | I Create Document Workspace

& % Create a new site for the presentation and
nchranize

» Kiliko Copy to €D (kopje né CD) ose S|

" i} Document Mansgement Server

; . m Send
Copy to Folder (Kopjo né Folder) _—
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Késhilla pé& Power Point 2007

K éshilla Disenjimi
. Slajdi duhet té jeté i njé dizenjimi té géndrueshme gjaté prezantimit
. Pérdorni grafiké dhe fotografi kur té jeté e mundur
. Hiq informacione té panevojshme dhe grafika
. Pérdorini sfonde né kontrast me ngjyrat e tekstit
. Mbani numrin e fonteve gé pérdoren né prezantimin né 3 madhési
. Mbani fonte konsistente gjaté prezantimit

K éshilla Prezantimi

e ldentifikoni té dhénat kritike pér prezantimin tugj

e Pérdorni jo mé shumé se 6 pika pér fage

o Pikat duhet té jené ide té shkurtra, jo fjali té plota (kéto duhet té jené pikat tuagja pér té cilat ju
do té flisni)

o Pértéfilluar dide show, Kliko Show Slide né skedén Presentation Views 0se né skedén View

e Pérdorni arrow keys pér té |évizur pérpara ose prapa né njé prezantim

e  Shtypni tastin Escape (Esc) pér t'i dhéné fund slide show

e Njémijet stilolaps éshté né dispozicion pér té térhequr né ekran me miun. Press CTRL + P ose
kliko butonin e djathte te mausit né ¢do kohé dhe njé dritare e shpejté me komanda do té shfaget.
Zgjidhni Pen dhe tregues (kursori) do té ndryshojé né njé stilolaps gé ju lgon béni shénime né ekran
duke pérdorur miun. Shtypni butonin e E pér té fshiré té gjitha shénimet e stilolapsit. Press CTRL + A
té caktivizuar funksion stilolaps dhe ktheje stilolaps pérséri né njé shigjeté.

e Nése ju déshironi té pérdorni stilolaps pér té nxjerré né njé ekran bosh gjaté njé prezantimi,
shtypni B ose tastin W, ose zgjidhni Screen/Black Screen prgj menusé sé shpejté dhe ekrani do té
kthehet i zi. Shtyp B apo W pérséri ose zgjidhni nga menuja e shpejté komandén Next pér t'u kthyer
né prezantimin kur ju té keni pérfunduar shénimet.

o  Pér téfshehur dhe butonin tregues nga ekrani shtypni tastin A.

e  Sigurohuni me parapamje siide show duke pérdorur njé projektor nése dikush do té pérdoré
gjaté prezantimit se fjalét ose grafiké té cilat jané té afért me buzét e ekranit mund t& mos duken nga
projektor.

Spell Check

sigurohuni gé drejtshkrimi i gjuhés né té cilén po shkruani té jeté instaluar
Pér té kontrolluar dregjtshkrimin gjaté njé prezantim:

o Kilikoni butonin Spelling né grupin Proofing mbi skedén Review
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Comment
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