Chapter : 5 (Libre Office Impress)
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File Menu

1. New (Ctrl+N)- 33 3T & gRI gH 5
Ui ¢ X BIgd a1 @l B Rd |

2.Open (Ctrl+0)- 39 3 & gRI g4 Ugd
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2. Close (Ctrl+W) 39 3T & gRT gH il
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6. Template (Open/Save Template)-39 3 & gRI gH feldl b
UITH H Ugd U &l §3 cHUNC Dl Wle 3Ydl §15 715 USic R
BI3d Dl T & Y H Ud B Bl B S g

7.Save (Ctrl+S)- 39 3T & GRI g4 15 715 Yol ¢XH BlIsd P 4
B DT BRI P g

8. Save As, Save All, Save Copy, (Ctrl+Shift+S)— 38 3T & gRI
&9 Ugd U Ud USIeRH WIgd &l 911 9UT A< dead 1 B Hd

el

9. Export, Export as a PDF— 53 W%Wﬁqm]ﬁpmﬂ
Brsd ®l [Hd 3T Wb, A 3ryal diosloutho Bisd A
dadD HolH &1 B Hd ¢

10. Preview in Web Browser — 4 W%Wﬁ%ﬂﬂﬂﬂ%ﬁ?
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11. Print Preview (Ctrl+Shift+0)- 3 3T & gRI gH &-15 15
Uol R &1 i (pTa- ¥ ugdl 3T oy ¢ &1 &1 ad & fb
hIgd U BIP BIRIS IR fhd UHR I |

12. Print (Ctrl+P)— 3% 3T & gRI 8H §-T3 15 Yoic [ Bl IR Bl
Herdl I i & &1 $1d Hd g

13. Printer Settings — 94 3T & gRIgH oy ot iR g U=
BT gl & 34 [U=eR &l YT B BT BRI B 6 |

14. Exit (Ctrl+Q) — 3 3T IR fadd® Hd al forsll 31y 38 Ui
d< gl odl gl

EDIT MENU
1. Undo (Ctrl+2)- 39 3T &I YR g9
Td HYd § o TTad! O gAY Yol e A

I3 TTedl g1 Skl 6 ol 39 YA: A9y d
B B B g

2. Redo (Ctrl+Y)- Ig 3T 3{g &I 3l

SIdre |

3. Cut (Ctrl+X) — 3 3T & gRIgH
UoiexH H Ridae [ T text dul

images Pl ®¢ ®HR BT B PId g

4. Copy (Ctrl+C) — 39 3T & gRI &H UoleRH H Ridde {63
text AT images &1 ®TUI B BT B Hd o

5. Paste (Ctrl+V)- 39 3T & gRI gH &¢ 3R HIUl fdhd T text qUT
images I 30! STTUDHATIR VI TR U B DI DI D 6|

6. Paste Special — 39 3T &1 YN §H dd ®d g old [hul 3=
R 4 59 RIUTE 3R ATThad G-l U 91 P14l dxd ¢ dl o
3T b GIRT BH 37U HTTIHAIR CFI T UMb o U
R BT B I o

7.Select All (Ctrl+A)- 33 3T IR faddd HXd gl BIgd H 13U
T AT U aR H ol Ricide gl o o




s. Duplicate (Shift+F3) — 39 3T IR fawid Hd gl Riclae g ™
YMitha’ g1 ¢aAC I glildbe DUl &+ oildl g |

9. Find (Ctrl+F) — 39 3T & gRI 84 Presentation H €134 [ T
QRIUG & I WA 9 YAl A3 Bl ga- Pl bR dd g

10. Find & Replace (Ctrl+H) — 39 3% & gRI &4 Presentation ﬁf@'
T 98 3fYdl diz- Pl [bdl 39 a5 HYdl dis- J dad- &l b
EIGE

11. Points/Glue Points (F8)- 39 3T & gRI &1 T8 Shape T}
Qge T 9ild & oS! Tl § 89 Ullthay &[4l 3 Shape H
gRafdd ® ¥d g

12. Hyperlink — 5 W%W@W—memﬁ
B3 Dl TP ol BIgd U ol &l B &d o

VIEW MENU

View &1 Hddd aldl & (4TS oAl dl 39 Menu H 84 §418 75
Presentation @ 4 views mode H change Y ¢ Gl %?ﬁ ST %

@I [HY View H Bﬂm Presentation [ UHR U ﬁ@% adl % |

1. Normal- g View default @?IT% 3fd g
VEethEa@Tﬁ set@ﬂ%%ﬂﬁma—rﬁf\_ﬂﬁ
dldl Presentation % view H 3)[ a?ﬁ %’ L
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2. Outline— 39 view TR faaid &d 8l gHN File
H 15 713 9T Presentation U 1Y G
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3. Notes- 5 view & gl gH Presentation H
¢?U ITJ Notes E@W%

4. Slide Shorter — 94 view U fada® da 3)[
File § &-T5 5 941 Slides Blc-8I¢c 9 H
Udh HIY Screen mﬁ@ééﬁaﬁél

5. Master Slide, Master Notes, Master Handout — 53 view &l
Master view Wﬁﬁ%mﬁﬂﬁ Slides @Iﬂaﬁﬁaqaﬁ@raga
I Formats i%‘ﬁ’?%ﬁ % o1 Formats Ui gH 3HTH[ Presentation &1
W% YUl Presentation H @1 Notes &I Hl ¢ Udbd %’l

6. Userlnterface—%ﬂW%WEﬂWa?maﬁm
TA9R Ud Rt ¢aeR 3fe of # <@ Yhd g |

7. Toolbars — 3 & & gRI §H 31U1 HTAUH AR dR| &I Gid
gPhd g |

8. Status Bar — 98 GHN YU H =Id &1 3R gl & 39 dR & gRIgH
IR B 1 ¥8 1 & 9R H 9dl 9ddl § ol gAR BIgd | fba
O quT fra a8 U T HIST &1 TN g1 38T § SIS |

9. Slide Pane — 33 A R fFad Hed é)f Left Hand side UX Udh bar
fears <l & Forw gUR wigd A &1 715 91 Presentation U T1Y
ﬁ@ﬁéﬁwﬁ%a{uﬁrgﬂé@mﬁ%aﬁm Pagemgﬂﬁfﬁ:{@
Presentation EFITQ@%I

10.View Tab Bar — 34 view UX fdde® %1 TR View Tab Bar ﬁ“@ﬁ{ o
Tl & 3R G1: fdddh - UR hidden &1 Sidl 6 |



11.Ruler— I8 BARI BI5d H U Scale &1 g 4TS <l g, 39 A
R UF &R [ddq® H IR g U4 gl 9ldl g 3R SER]T fddd de- )
gToy 341 STl g |

12. Grid and Helplines — 5 view TR [Fd®H P ﬁﬁ Presentation UX
Grid and Helplines @ SIIdl & Gﬁ'\”fl: fad® HX W hidden Bl 91

gl

13. Comments — 3 view R f[ddd B ?ﬁ Presentation OR {0 71
comments show & @iTd %I

14. Color/Grayscale — S view UX ESCACEG! 6? color presentation
Black & White, Grayscale A gfafda ﬁ SITdl %’I

15. Slide Transition — 39 option & gRI gH f¥cide @I 713 34dl G
Slide U2 WEU, Transition, Duration, On Mouse click
/Automatically after duration Slide effects apply X q&hd g

16. Animation — 54 option @I gkl gH Ryciae fou T Text 314dl Images
Wﬁﬁ@'ﬂﬁmimations, Duration SdIIG set B Y g |

17. Styles (F11), Gallery, Navigator (Ctrl+Shift+F5), Color Bar— 39
option ﬂ?ﬁlﬁ?ﬁfﬂﬁﬁﬂ_ﬁ’ Bars open E)PI SITdl % G?ITETEIEH
Functions @1 use HX Ydbd %’]




INSERT MENU

1. Image, Audio or Video, Chart, Table, Media,
Object & Shape— 3Y option & GRIGH 31 g4l
options @I 39 Presentation H apply #X
ghd gl

2. Photo Album — 94 option & GRI &H 3
Computer H store G4l Photos &I Ud E?f vlilp
collect @ Photo Album §-TH &1 BT Hd %
YT 39 R {8 §U Animations Effects @I &Y
Presentation @ Udd %’I

3. Text Box (F2) — 39 option 67 gRTeH Text Type Wﬁﬁﬁmﬂaxt
Box &1 1 B i g |

4. Comment (Ctrl+Alt+C)- 39 option & gRI gH [dde fdbu gy Text
TUT Graphics @ dR # Comments (f[d9R) feras &1 &1 #d o

5. Fontwork— 4% option Ms Word & Word Art option & g G|
hdl %ﬁﬂﬁ Text DI Style @fﬂﬂﬁﬁa@ﬁﬁkxt Formats ¢ gid %
[SiHe g4 (U4 gRI Type {HU Text W apply & Ydd g

6. Hyperlink (Ctrl+K)-3% option & gRI gH fdhdl other file 314dl
presentation &l 34l File 'oﬂeﬂ P B D %I




7. Special Character-dc dg word Eﬁﬁ% ﬁﬂ%%ﬂ Keyboard & HIOH
I 81 1 Jahd ol — v, > etc. 39D [T §H 39 option BT TN Hd
gl

8. Slide Number-5¥ option & GRIfile W Eﬁﬁ TIEE Tl Presentation
DI numberﬁﬁmaﬂﬁ%l

9. Fields— 1 T3 1te Y B! 30| SIed P Hdlldd SHE B Dl DY
G

10. Header and Fuoter—ﬁ?ﬂﬁ Addd Uol &P wﬁi%w dyrthex
&1 HAdd US &1 (= fgear SR ol $& Hi g 390 [eRd ¢d & d8
EHRI BTgd & Gl USil UR Ugd Sirdl & SR fabl + ueb ot 9 ger
R gl Ul ¥ g il g |

11. Form Control — 54 option & gRI &H web page H use Epl_:‘faﬁ:l
lcons &I presentation T insert R Gdhd %’I

Format MENU

1. Text, Character—

29 option & gRI gH Select fdbu 7@
Paragraph G| Formatting A BT D

B %‘ oY — Fonts, Font Style, Color

elc,
1. Line Spacing —

39 option & gRI gH Select fbu M@
Paragraph & €I Line Spacing AR

HI DT B B g




1. Align—

34 option & §RI §H Select fHT T
Paragraph @I Align &< @1 B &Rd &

oy - Left, Center, Right Align.

1. Lists, Bullets & Numbering-

<% option & gRI8Y Select fhU 1TU Paragraph UX Bullets &
Numbering &I T BT B P %I

2. Clear Direct Formatting (Ctrl+Shift+M)—

S¥option U IENEY HYd ol Paragraph UX ﬂTﬂ_sr ﬂé Formatting &¢ STl %’I

3. Paragraph-

Sdoption %WST{ Paragraph Eﬁl@f@ﬁﬁﬁﬂﬁﬁﬁ%l

4. Table, Image, Shapes-54 option & gRI ©H Table, Image,

Shape Wﬁ | Tl_ic Formatting M HTH I 6

5. Shadow-

39 option & §RT 8 Select [T 7T Text TR HI1 B BT Hd o

6. Interaction- 5 option d Gﬂt[fh_QF e @& interaction @ Hdhd %’
ot object 4l photo UX | S 31U U box create [HUT 3TH Next
text type faar Eﬂéﬁ d1¢ 3{YP! interaction option Y Wil
Ud action choose W?ﬂﬁlﬂ ST Go To Next Slide 5‘\@5 CICESIEED
3Ol presentation Pl Play Xl % 3R fh
3Y create U box UX click EFFIT% click Wﬁ_ﬁ 3T Next slide U¥
g S |

7.Name-Select fog 1J object &I AH$HU P D ﬁ'lﬂ
24 option dluse T GI]?IT%I

8. Description- Select G| TUobject HIRH ) foraq aiﬁﬂ
2% option ®l use foar G"—CH%|
o. Distribution-

39 option ¥ 31T object 3R images G| align ®¥ qbd
° horizontally G?R\;erticaliy |

13. Rotate Flip,Convert—
SYoption & gRI &H Select ﬁ?‘Q U Graphics @l Rotate,Flip,Convert 3 fa & BT BRI P %

14. Align, Arrange, Group—
SYoption & GRI &H Select ﬁm U Graphics @l Align,
Arrange Ayl algral g sHide shapes P select B Group P BT DY P %1



SLIDE MENU

1. New Slide (Ctrl+M)—

<X option UX click G fﬁ open

Wﬁﬁ[@ﬂg Slide Insert Bl
Sl g |

1. Duplicate Slide—

23 option UR click Hd Bl open
slide @1 duplicate copy d- SITcll %I

1. Insert slide from file— 34 option P ERIEd
Libre Office Writer a1 Ms Word H Type Text &I

Insert WW%I

2. Layout-

SHoption %WT&T{ Slideav_layoutﬂ?laaﬂelaﬂfﬂ{fﬁﬁ%l
3. Delete Slide-5Hoption 3R fdd® Hed ED[ Current Slide
Delete ﬁ Gﬂ?ﬂ%’l

4. Save/Set Background Image—
ooption & gRI gH Computer 1 store
image Bl Save dYUT Slide Background T Set X I o

5. Properties-

g¥option dI gRT gH Slide &l properties &l set B Bl ?ﬂ?fwal

6. Change Slide Master — 53 option I 319 Slide Master &l change
P FDhd g

7. New Master — 34 option I 39 Slide Master ®l Ud New Master
Slide &1 9 g




8. Delete Master — 5 option Y 319 Master Slide I Delete @R Hdd

e

9. Master Background — 5 option Y Master slide & Background E3|
show and hide &% Jdd %|

10. Master Object — 53 option I Master slide & Objects P show
and hide @Y Tdd g|

11. Master Elements — 54 option T Master slide @ Elements &1 gel
aﬁ?amﬂaﬁa Eﬂoptionaﬁuse W%WW%@I&W
View menu H S Master Slide TR click ®31| 3Td d1¢ 3T
Master Element UX click Al %]

12. Show/Hide Slide—
S¥option & gRI1gd fdhdl 1 Slides @1 Presentation T Show/Hide X Hdbd %’I

13. Rename Slide—

2Yoption @ gRI8H Slide & A & dad- DI BRI B ol

14. Jump to Last Edited Slide (Alt+Shift+F5)—
o¥option UR [EREEERG fﬁ Current Slide Last Edited
Slide dTd ¥ IR set gl SiIdl g

15. Move Slide (Start, End, Up, Down)-38option @& gRI §H Current
Slide &1 Starting ff, End f[, Up 4T Down H move B ddbd %’I

16. Navigate— 3% option T 1Y fbdt 4t slide O Navigate GG
BETE
19.Summary Slide =53 option I 314 Slides @I Summary d-l qhd

8§ Ol 31U 2 slides S5 & 39® &1 3TYH] 1 Slide B select TRAT &
3R R summary slide option UX click ®X GOl %’l

20. Expand Slide =53 option Y Summary Slide &l Expand ATy
W%ﬂ 99 Summary Slide @l Slide H expand g1 SITT|

21.Slide Transition =54 option Y 319 304 Slides X Transition T
Hohd g




SLIDE SHOW MENU

1. Start from First Slide (F5)—

gYoption UX ENEETG) fﬂ thigd 7 Gi-ﬂﬁr Tl_agﬂﬂ-ﬂ Slides 1 Presentation %?K@[ start B}l Gﬂ?ﬂ%

> Start from Current Slide (Shift+F5)— 3% option R fadd® &3 IR

BIgd H §15 715 94T Slides P Presentation Y& A 1 gl 34
Slides ¥ gIdl © 95l §HRI HER gidl o

3. Rehearse Timing— 34 option & W@ﬁ Slides @I Presentation §
T AT G B TSR gl o

4. Custom Slide Show— 34 option &I glXI §H Slides CARCIE|
HAYHATIR Customize B Gdbd g AU DI I Slide
Presentation H &9 Number O Present ﬁ g set hY Tbhd %I

5. Slide Show Settings— S option & GRI &H Slide
Show I Hd[RIT Settings P H JPbd g |

TOOLS MENU

1. Spelling and Grammar (F7)- IRIUTH
P GHY IS ds] & i 38 Arg 3Tl
ql e TTafcrar ey ardl & aur iS5 ast
& I UiF @1z 3f1dl ¢ a1 yifffesd
AT Fgdlil & 3 o] &l gH 39
3T & gRT gl PR YDhd 5|

2. Automatic Spell Checking {Shift +
F7}- Spelling Check P Show/Hide
S & [olU 39 option BT use [T STl

%I S§ Y option on Q_E:'HT% Gﬁqgﬂfﬁé
Ield spelling type PR o ¢ dl 39 text

& HId red line Gﬂ\_flﬁﬂ%’|




3. Thesaurus/Languages— 5 3w & R gH Word fﬁﬁﬂhﬂﬂ?ﬁ@
[ Ht Word @1 fd5dl 3/ Languages H ST ®R- &1 BRI did 6 |

4. Language— 94 3 b §RI 84 Document
Language P YT HR Gdhd & a4l 3D Language
Change Yl &R ¥dd g |

5. Color Replacer—
39 3T & GRI Shapes 3UdTl Text H @ Color @I Replace X ddhd g

6. Auto Correct- 39 3T & gRI §H URIUTH <T9U - U Ud 3Tt
HAIH AR T Bl U BR ¢d & 3R O 51 gH Dlg URUTD
T3 Hd § Ug AT I 30 319 Hal Dl Sl g

7. AutoText{Ctrl+F3}- 39 option ® A< Ugd § DS text save gld
E" folg select P page T insert fh a1 ST Gabdl % I

8.Redact--T1 §U document Pl LibreOffice Draw H @
SR edit B & (08 3 option P use BT ST 5 |

9.Auto Redact- 39 R gRI EFITEIEU, document P LibreOffice
Draw H @ WI[@R auto edit B %ﬁﬁ"ﬂl P %‘I

10. Media Player— 33 3TW & gRT 8H Presentation H Media
Player @[ use ®¥ Video DI I Ghd o |

11. Macros-54 option T maximum 255 Character &I Record &
document flaﬁﬂ U Run ST S Ybdl %’IText Pl Record &3 U
g Visual Basic, Python etc. H Record @ﬂ %’I

12 Extension Manager {Ctrl + Alt + E}- Document & Extension &I

Manage e & fou ¥ option @l use foar S %‘I

13. Customize- Menu, Toolbar Efﬂlia HICustomize B b ﬁ’lﬂﬁ
option ®T use [HAT I 5 |




14. Options {Alt + F12}-LibreOffice & User Data, Version Wﬁ( &l
Set d Reset XA & ﬁ’lﬂ%ﬂ option @] use ERIIG %I 24 options
4 3 libreoffice P interface change B Ghd © IR lﬁfh_:f
changes X avd % |

WINDOWS MENU

1. New Window— 5% M R faq®

Eﬂﬁ%ﬁ@ﬁ@%w]ndowsﬂﬁ%ﬂﬁ
EZEEEEICI

2. Close Window_ 93 EE IR o Hed ol w Eé windows §¢ gl
i

Shortcut Keys for Libre Office-Impress



Shortcut Key

1. Ctrl+N New

2. Ctrl+Shift+N Manage Templates

3. Ctrl+O Open

4. F2 Edit Text

5. Ctrl+S Save

6. Ctrl+Shift+S Save As

7. Ctrl+M New Slide

8. Shift+F3 Duplicate Object

0. Ctrl+Q Exit Libre Office

10. Ctrl+X Cut

11. Ctrl+C Copy

12. Ctrl+V Paste

13. Ctrl+Z Undo

14, Ctrl+Y Redo

15. Ctrl+H Find & Replace

16. Ctrl+Shift+Vv Paste Special

17. F4 Object Position & Size
18. F5 Start Slide Show

19. Shift+F5 Start From Current Slide
20. Ctrl+Shift+F5 Navigator




21. Ctrl+Shift+F8 Fit Text to Frame

22. Home Go to First Slide

23. End Go to Last Slide

24, Esc Stop Presentation

25. B Show Black Screen in Slide Show
26. W Show White Screen in Slide Show
27. Ctrl+Shift+G Group Selected Object

28. Alt+Ctrl+Shift+G Ungroup

29. Ctrl+Shift++ Bring to Front

30 Ctrl+PageUp Go to the Previous slide

31 Ctrl+PageDown Go to the Next Slide

32 Shift+Enter Line Break without paragraph change
33 Ctrl+A Select All

34 Shift+F5 Start From Current Slide

35 F5 Start From First Slide

36 Ctrl+Shift+R Rulers On/Off

37 F2 Text Box

38 F11 Style an Formatting

39 Home Jump to first Slide in the slide show
40 Esc End Presentation

41 Ctrl+B Select Text Bold







