42 u=gunrfoe & fa< Gus aesT 37
43  y=apdafee &g & gor
4.4 & WEI (Photo-Album) URSeRE fa< famrs gate 7
4.5 vongt BEt Unsens fan 35t s et o7
(46 UAseHs & Ae W 09 g9a7 )

4.1 A€ UEE (Introduction)

HrETaaRTee Ureaunfee UeHs® UascHs Frecend o | feT wrelaamee nifer me
(suite) =7 f&a wifow fiwT §| fom & s9ge arAfasr (Robert Gaskins) W3 3far »imfes
(Dennis Austin) & wHataT afuges Aree=md duUat Forethought Inc. HeT feaws 137 AT | 5
&= femer s Ue'ed (Presenter) & famwr wt

yrEaywTEe 5o Ot wis S93° ¥ Unaons arfedn Areeewe 7| foo g wo=
yIrEREt wiT Jewss feve @F fedaefaa mefes f s=@= & wifapur féer 7
d12 9F nded ©wd YSaHS 131 77 Adel J | y=aynifee {naacns Ae fegwet #F
a=arat § fews Aafas™ (large audience) a7 ugog=E et fEq =ubwr zdtar 7 few
yzT Jer grater T faostht It St agtt o5
4.1.1 uﬂz‘ma? J ? (What is Presentation?)

Uaens far fem & §99 3919 &5 Sonat FroHe Un gas ©f Yfafonr § | Tvsews =
Gvw 3In<Ele, ane, e, 99T, et »ife @ 295 a9 I femr- -TAZ § HHST 5%
AHEEWaT 55782 7 | mruaT yrs st § ygrerst gl mEl mint mrustit rerElst iR
metias fegaen, wﬁ%weﬁﬂﬁraﬁg‘wwﬁrmwnﬁ?wrfi&fﬁmﬁmﬁa
AT TUT ASTEET T Age it O% |
4.1.2 nefes &t 3 7 (What is Slide?)

fea mefeg Uasews & foa Ua der 7| feo 35 fushited (mm) =t fedw wuag
Aetfes =9ait It T nefes & ursgunrfée 99 soa-dh Wfanr 7 Aaer & g wt
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UHocHs 578 BEl dcon due of | miit Aeelst §'ua et gt € a2'en T8 5d Aew ot
fa= fa- $9me T9W (Textboxes), HUF (Shapes), FfEUnae (Clipart), T959m9¢ (WordArt),
9% (Tables), "3 AH@E W1ae (SmartArt) »rfe | ffw (meews v fda =7 fig 3 2u
ABTEIST § AdE T 0% |
4.2 y=aynpfee § fa2 Gus aga™ T ? (How to Open Powerpoint ?)
urggunrfee & et difant & Gus gt 7 rawr & | féFa fv u=awrfie &
Im ot 293 e % g9 Y Idta a7 fE S 9T 9%
€. START ¥eo S =93 5%
. RUN 997 & ¥e3 &%
¥. FAFEV (Deskiop) §UF Hge »melas (ICON) & =93 578
feust Fu-2y Sotfeat o s9oe ER Y9 T :
€. START ¥2% €t =95 5% usaunnfee Gus a957 :
i. Start ex @y afdg av |
ii.  All Programs 8 ug afga a9 |
iii. Microsoft Office ¥%z3 Fug afda ad|
iv.  Microsoft PowerPoint 2010 §°ug afde a5 |

[ Start ]—)[ All Programs ]—)[ Microsoft Office ]—)[ Microsoft PowerPoint 2!]’1[]]

». RUN T2 @ Hew 58 y=aynifiz Gus 957 :
i.  Window + R &tnwie € vow &8 75 (RUN) 577 Gus a9
ii. HET Powerpnt 2TETY & |
ii. OK 9e& Sy af8q ad #F amias 2 Enter s 2975 |

& Run =

g Type the name of a program, folder, document, or Internet
resource, and Windows will open it for you,

Open: | powerpnt v

| (0] 4 I| Cancel || Browsze... |

=T 4.1 veaypfee gergs gex Bt ax o=y :I
¥, Sngey Sug vae wElas (Icon) € 293 578 umaunrfee Gus '.P,_.
FIST: -
Fg Braey Qg ureatEe o e dge I gt @n ekl
& zuw afE aed ursaunfie § Gus dier 7 AeeT 3
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4.3 u=aynifee &8 € 3781 (Components of Powerpoint Window)

WTEHaHTEE UEaunTee 2010 GUs g95 3° gie Sraey §ug It e fdga fde fewe
wWEWT 25 sad vir=att | fow &3 f&a €0 aot 3791 599 »=dr 7 09 HelgdAee mifen
o fE% a5 wrS'T 75 | 399 9791 ©F foq Yy Wa= 9 7| ire &t fegst gar Augt
ArEgTat 9T st 7 fatfa few s ur=gunrfee & fuer wrs T FeT O

Quick Access Toolbar

File Tab / Tabs Title Bar
i i
.L T diw “ [ R ST —"—1 {' ]
ey -t M-ﬁ _|m A 1 S e e — R 1 L g
B o]+ e H% S OoE . M | i A
F“hhﬂﬂ‘[ a:‘ _-El_E;:"_ B0 g A EEERIW _-'"_'_,,'.',.,,.,. E'-L-t??:"_-“a;ff E':::'
..... & ) Sem [ Sy ]
[ H -~ m O IR TN ST T AR NN N TS T ] [T
V—EL_‘:I -
Ouﬂfnefslidm[lhs : __—Slide
Click to add title
B Click 1o 2dd subtitie o
.  Slide Pane:
|kt metes 3
TR r—r—— T L ETT YR
Sut{: Bar Motes Pane Ui}l Options

T 4.2 yreaw il B3 & Sy Sy amp
urEaynTee @ g HEgt Ay 7 usE J57 fegt aret 7 :

« ZrEtEE w9 (Title Bar) : feg u=oynrfie S S g 5 Quastae 0 | femae f&9
Aree=md €7 &1 (Microsoft Powerpoint) "3 HgeT Sus i3t 78 Umaeds ev &aH
feyet feer 7| for o © A9 U 135 925 : fHashirels (minimize), HaAMEE/
e T (maximize/restore) T T&H (close) 525 HgE gv 75 |

B9 0= Presentation3 - Microsoft PowerPoint = O %

«  afes waiw 25F9 (Quick Access Toolbar) : feT g&a9 Tetes o9 € 8 UH
Hae 9t T | for fE9 wimd Sadvt 7r a8t avisw Hge JEmT a5 |

» fass w3 29 (Ribbon and Tabs) ; fogs uregunpfie i85 ¢ Quad ui »3 odtes
g9 € 95T Hge 9T 7 | wEeuniEe S 8 AEF9s duW U I5- Home, Inser,
Design. Transitions, Animations, Slide Show, Review ™3 View 2¥ | 999 28 & F¥UZ
avEw © g ut (€9 Sfowr fapr de T 7 fous &9 feust fodhat o3, @aoee
el Home 29 fa9& & Clipboard, Slides, Font, Paragraph, Drawing "3 Editing 3§ U
&g Sfan famir 0

- ml et Omign  TmniBoni  Amvahone  Sfeihew  Beaw o View
X o !l.ml [freomeen: BN NO00 - B
e T
== oy + D e [agn e+ &1, ¢J}ﬁ| I% J‘EHME
i | O gm BOQ B b A EERIARE po i (400 ) hrm ) Stz et « dw
[ Fart : Pyspuah : 5| Eding
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n@zmrels /AsTesH 29 (Outline/Slides Tabs) : M@E‘E’ﬂ?ﬁ'[ﬂutlmﬂﬁﬁﬂw
{Uuﬂlnc}@‘wfé‘au-rmcﬂn gaAe H%ﬁﬁ?ﬁ"ﬂﬁ'ﬂ‘lf&ﬂ'?ﬁﬁ?ﬁ?ﬁg
de2H (selected contents) & FIaT (drag) FIE T€ ABTEIST T STHE & HE (move)
s f&g rorféa 99t 7 | Awfes (Slide) 29 At U9o2Rs € ASTESH & B¢
#9EBH (thumbnails) € Fu f&a yeefis aadt 7| few =€ mefest fEag mat
&% BEIAHE (navigation) 936 €f AgSI UT's daeT |

A&TEE U (Slide Pane) : ﬁﬂmmﬁmf-@vﬁ?m@a (current slide) &
TERTEET T | AT YS= AEd& "9 (vertical scroll bar) € 93 578 UdacHs it
79 AnTfess & O Faw v |

&2H U (Notes Pane) : foT Us werfes Us € 19 Age gof 7| fen UE & =93
neTfes ¢'en &% RYUZ &eF eV g95 S8t aiat At & |

Aeer 9 (Status Bar) : feT g79 yrmaunrfie feF € 3o ige 3t 7| fev g9
fapsm @ (Theme) »fe & TeR@er J |

Slide 10113 | “Office Theme® }Qﬁ English {India) | |.““' BT 3% @—U—'—@ EE S

fel@ nmumas (View Options) : foT »TUNSH AEeH 979 © A U Hoe §&i 0% |
few f&o fe@ weaw 89 I o5 favs™ & vee o7& »iFt Su- é‘uﬁﬂﬁﬁaw
AfE9 (switch) a9 Fae 77| few 4 fe@ sesw 75 : ov® =8 (Normal View),
AeTfes Argee fRT (Slide Sorter Vmw},ﬁfé’ﬁrfﬁ'@‘{ﬂﬁadmg\fmw}wwfﬂﬁw
fe€ (Slide Show View) | Ager g7 € fer t=9 f&9 g (Zoom) ninums <t iige gt
T | 9H 42T® ©F HET % WHT zoom-in ©f ¥9F° q9a ASTes dcen & 39 3 f=@
(closer look) &9 A T7 | gH 2w foa nerfegs 3 sfewr e 7 fang wHt zoom
in AT out FGE BEL e AT ¥ U'H 5 ASTes a9 Aae aF | ol « w3 - geaw ot
HEw 5% = 9 fesqe & =um af wem Aae Ot |

4.4 E2-mua Unsens fae fanrg g&te ? (How to Create Photo-Album Presentation?)
At UEgunfee e de—wi@ay Uasens =t 57 Aae o7 | u=awnfee Arg denm
o UAsens g2ge B A=l © Ae § feude g9 ©f iUs3 yv's ager J | §2 #WHan
U € Hee &8 it grElet &t fndens, 8ust & use-fe=afaz (rearrange) wia nimuatut
Fn=ter fde 2ame ou% g9 Aaw O | ¥& 9y <9 9w merfes §ue ffg ansie fouret
=i, ug Jae wHT aet SRSt § e Aefes §ug ariis gesT arde o7 37 wAt Aefeg-
B e (slide layout) & fe=nias goa fev & a9 Aave T7 | 82-wway go'8< S :

L.
1.

Insert 29 €9 afss a9 |
Images 3TV &5 Photo Album »mums e afda g¢ »i= feg New Photo Album
RS 83 afsa ad|
Blid9-0i-
n_ume Insert . Detign Transitions ﬂ.mm.ltl-nn-i
A EHE & B2

Table | Ficture Chip Saemmm,ﬂwh msm:mrwt Chart
- Art \Atbum =| |

Tables | Images 5 vahmoalbumm
Slides | Outline | I_l_:d Eritt Altsiam.,,

fE99 4.3: New Photo Album
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iii. dat fewE fd39 nigATd Photo Album STfestar gan feust 2=ar

Phioto Album 1 x

Album Content
Lrmert picture fram: Pictuipes in abum: Preien:

Mo preview i available for this
salection

| ALL pictures bladk and white:

EE s BN oy Gl

Album Layaut

Bicturs lxyauts (Tt to side [ | ﬁ‘w

Frame shape;  |Rectangie 158 ﬂ
Theme: | | léa—““ .

e ] [ cancel |

5% 4.4: Photo Album Sfesar vam

iv. File/Disk... ¥e& €y afga a7 | fon &% 7ot 939 & fouwe mamd Insert New
Pictures STfesTar 7aR awd W4l | 793 wigHe fore eetst fndae a9 |3r<tat
fAdae 995 3 9w Inzert 525 BUg afda g9a =ful Photo Album Ffesrar
gaq Sug i 7E |

{B] nzert Mew Pactures *
ko - il e This FC » Durnp i:l_'] » wullpui:m . w Szar:hwal'!'p;pm a
Organizs = v faldar E~ I @
& Downioads A byvonejphnon-2 11T 118078 140874 -
LR nsplagh
J'i Mursic i
=1 Plcties A ’ | L
B Videos 5_4" A ’ |
o WIRTD4EY) EQ m
= Data (¥) . :
1 caleb-wonds-323 casey-homer- H6 chrstopher-joify- chuttersnap-5352
Wb C0 Dwive (B 928-undpiinh 272R-unsplash SEEER2-unsplash B-ursplath
= Empty iF}
= Tatosiale {H:) = = -
- Muic ) | = QJ e
= Dump L3} = .y
l:ri-ﬂ:r-zinnrw o 1750 dalllp-Fassard-13 daria-sukho ko
= Durng ({13 - ~umsplazh S30%-ursplssh | ve-4R6-unsplash |
File name |*daria-sukhorkows 406-unsplash® “sieris-ar | | All Pictures ~

Tals = [Cmset [#] [ cance i}
fd= 4.5: Insert New Pictures Sfewar sy
Sh=tet ¥t Mans & AEas wds=yae &= (Important Tip) : 859 f'é'?ﬂﬂ?
IA<teT few faw <t In<le Guv a8 a9 W= feg Cul + A ghva e8| few 397
9% '8 HOE €BF9 Tt HaPHT SASIET ASae T Ar=aibdt | WY Shift + Click
o HeT a8 dusY &9 o mareht an=tet (adjacent images) & fifiare ad Fae

afuGea witw




gt | §857 29 U v ar-W&ar SATST (non-adjacent images) & HEH Sfda w3
Curl P B9@¥ 9% fA@ee 13 77 FaeT 7|

v. Photo Album FTe®Tar I'aH IAFT € §eHS (rotation) FFUT, TEIZEW W3 d<d'He
(brightness & contrast) FETY, IASTT & Bni8e § T8 (changing the layout)
T, Gust & yso-feenfag (rearrang) 77 92€F (remove) AT G wrumst
HoetT gg=rger J, fag’ fa »iar 939 few fewfeowr famr )| feost Afeam
(settings) fET WISt Fg93 MEWd ¥o8TE & #F €9 Create ¥es Sug afda aoar
SRSl § T2 WEuy UHsens @9 vrym av |

Adjust Rotation,
Rearrange or Brightness and
Phota Album Remove Pictures  Contrastof ;
Mo Conert of Albu Pictures in Album
Fraert pohre Bom: Fig L0 =¥ H Prisvig:
e/ 1
Iy Tyl Box L
[
Prhure Dpw-s_ ;
Select Pictune., oiwe l'
11
Layouts on the sa%

=
-

Slides \ 1 Hemoge ls_ L R
i
|E-:u.-'eu-rn-.--|; Fit oo side o I + .

Thame: Erowse,.,

Create | | Cancel

fiaT 4.6 22 Seawy Afeam
vi, TF @e-wead wet ffa o=t Sudt Uasews fawe & aran faw &9 ffa oetew
Ud W2 709 In=td 3¢ e Syudt astfes »iud w9 =4t |

FiEa-u= S T N—— I :.[
- omer g lewBos s Macws  Gele  Yes Wiy Regbomamg = "
& oty " B = oz R I:]IL i am | R
izt AL LEd o 2 e, £ e
A EREEE B lewiad L Pl T o i I8
bngie = g
13 o 1 ) (11

R e N T ,&:1.-;- i |

99 4.7: Z-wad UgS2s
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4.5 woHa wet {msens fan 397w @et & (How to Play Presentation for Audience)?

g= 7€ et Gwadwe fave § 99t & 3t ad feo <t faver u=ar fa it for & e
TaRdg’ wiar fae Un gga7 I | y=aypdTiee Ag 992 A9 254 (tools) Yo7s e I | AT
Jasens § feafews (smooth), 3793 (engaging) MF USHES (professional) s7g f&g Arat
AOTTE3T gae I5 | v g Araardl IR adte fa fa< »t wrust Uasens (esv 44 €
»Uls 97E] ATET @8 MBEH Ud&SHE) § Sara »idl U J9a7 J |

UEgynee TonaT BEl TSt UAsens § UBH (play) 998 ¥ U3 AW Joid Yers
gaer T | At mrust Uasens w7 I fewgw ufost rerfes 3° 7 Uasens ©F dger rarfes
3 UB (play) 99 AT I | g fuSed fAren &% 931 Haled-Ag1a (Monitor Screen) HF
U#id2d (Projector) @Y7 UHSEHS & U (play) 998 HIUT Av=erel 9at fe3t aret v :
4.5.1 ufgsl refes 5 Uasens § &= g3 a9 § 7 (How to Play Presentation from the
Very First Slide ?)
ufast refes 3 Uns2ns gy a9s &t 75 fBfpwt fes vt 2t e 3dtar =afaw arreer 3

=  Hdede atm F5 o9

A
e = - - . Y] t . ¥
«  Slide Show 29 €U afdT a9 — Start Slide Show TV f£5 From Beginning 525
SuT afea a7 |

B9 O Presantationd - Microsoft PowsrPoet - o x|
“ Home g Dhetbgni Trasn itinees - Slide Shawy l Ruaiew Wiew htro o & Shoryhauding -3 ﬂll

@ : L L=J @l @ [#] Py Marationa, &1 seaniutior: Une Current Resolusion =

i : ';ztim H e ] e Timngs 8 Srveres ire -

Erpadeast 17i] Ezheame
hglrlm] Cuttent Sige  Sade Show sam:sn:--| e B Timirgs Showe ) Snow sseais Contrals | [ Une Presenter View
a §lie how Lt Ui Manitar |

4.5.2 ¥igeT Aofes 3 Unsena & fas g9 awa™ 9 7 (How to Play Presentation from the

Current Slide?)

Hger Aees § Uasens 59 495 5 I fefimit fed a9t =t ffa gater =sfanr A raer &
*  Hgede d Shift + F5 ea &

A
*  FeeH g9 §uF Hge Slid Show view F2& G aEa a9 |
. |
R B e —C L
Slide Show View
#
*  Slide Show 29 §ug af8a & — Start Slide Show gy fE¥ From Current Slide 9%
Sug afEaT a9 |
=29 Pressatatian? - Micosaft PowserPoint = ‘0 X
n Hams e Tranibian MMIIIWI-__I__'H.II:‘-HHM | Hewiayw Wirw' Mitra P B Shanysaarding (=] a.:

ii EJ JM{ @J @ [7] ray sasraticns Bl Reoktion: | Use Cument Resoluson *
[3] use Timings £ Shaw Om -
From Fram rossemt  Custom Setllp  Hide | Rehearse Record Slide

Beginning Cusrend Sade  Sicie Show Side Show = | Side Show Side  Timings  Show= 131 Thiwe Madis Contreti | [ U Presenter View
hart e Show St Uiy Masdarn
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4.6 UAeeHs & e M3 de a9a" (Saving and Exiting Presentation)

farr Uwsens § gere T e €9d Adedt iyt S da Se e avsrUora st fy

wHt Ageg U= 3 Gwet faw < mi 283" o9 Aale | [962ns e 9696 3 97E A TeRd &
few@= 3 gope vt ureaunrfee & & g9 Aave o 3T fa 87 enier vy ivet <9 aat aret
79 & WEl 3T 77 A | 95T Wetaanee ureeunfez fEe (usens & Fe a9s wa §nd
g% 996 UGl Arearet feat art J-

i. URG2HS T A &987 (Saving Presentation File) : U=eunnfee &9 (asdns
TE® & A= g9 © g8 39id 95 | Al feast fes faw < fif'a 349ia &1 =93 aov
I UREeHS T8 W 99 AaY J7 | UGSeHs eT8l® e 996 © 9% W Jaid 96T
fez are 5 .

*  File 29 @7 afda g9 — Save Wuns I afEd a9 |

A"
*  Quick Access Toolbar §Ug A= 92% 3 afda a9 |

A
*  HEEEE & Cirl + S €9 |
Had HAl B! eEIS & HE g9 g0 J7 37 Save As FfesTar gan (€9 evelg e o™
2 J9 WT Save 52 Gum af¥a a9 | welganee yeaywfee 2010 feg
UA5CHS STEI% & .ppix HAHCHS 578 HE g7 ATer 7 |
i, uEaynnfEe §2 @@ (Closing PowerPoint) : Uauniee & oet Idifam’ 578
aﬁa*wnwalfawﬁf?aaﬁaﬁmmwuwrﬁzﬁwaﬂ?w
AT 7 | I&T UFaynez § 9% a95 € ¥ »TW Jatfat Aaut areardt faat aet
g
*  File ¥ 3 Ff8d 9 — Exit RS 3 Ff8a a9
A
«  2TEE® ¥9 € AA UH Hg© a8+ 525 (CROSS) 8w afsa a7 |
A
*  Alt+F4 Aeede gt € 293 &% Ureeunfee & e 99 |

O dYE BT JTsT

Lh = L b e

N

10.

HETaarTee UreaynTfae WiEtaenTee nifer §e (suite) ¥ fea mifow famr &

Ur=EgunEe 503 O #HTS 293 8T UASERS afedH Aigeend 7 |

Uasens fan fen § Tea 3dter &% eanat Arave U ses @t yfafor T

feer menfes Uasens o feg U der T

Ae@ SAgey GliT urawpnie o wrElars Hge T 3 8n €y suw afdT a9w

uregunee & Gus gta 7 AaeT

AETfes Us At Uaserns f€9 Hger merfes (current slide) & Samger T |

UrEgunTiee AT @enit ©f Unaens SS9 ®el IA=l9 © Ac & fflde 995 of AgsT

UeTs FaeT J |

aﬁﬁﬁ%ﬁmmwﬁs?maﬁﬁﬁmmﬁﬁmﬁ#
|

gﬂ?ﬁ'ﬂﬁﬁﬁwmﬁ‘mmaﬂmaﬂwsmmﬁe}mﬁ#
|

HElgaRee ureguniee 2010 &9 (Wacns TEI% ppix MaACHS &8 A= aist

et T
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11.

12.

ureaywtEe €9 Ussens eEl® & A< g5 B8 Ardcae o Cul + § ©F a3 &1t
H™ Age! 7 |
All + F4 grgzae gt of @93 yreaunnfie v 595 et g9t 7t 7

@%f@m)

HOURET YBS :
L &g {waens arfean Aee=ne 7|
8. urzgunrfEe (PowerPoint) w. =g (Word)
¥,  Wans (Excel) H. U (Paint)
1. fam fem & 999 3919 &% SR HOHE UR e =f Yfafenm 7|
g =g ﬂ:jl?l'Fl'u' (Word Processor) . ASTET (Slide)
g. UWs<Ha (Presentation) H. giiEs (Transition)
m ffg_ = Uasewms o ffgimder T
€. mufes (Slid (Shde) »f.  FFHE (Document)
¥. HiZ (Sheet) §. foost feg It a0t
V. At iasens €9 HgeT Asfed (current slide) & S9RTE T |
'@ “?F'@?E"‘Eﬂ?? U& (Outline Pane) . d&ceUs {Cnnt&nt Pane)
. fog® (Ribbon) H. F®TEF US (Slide Pane)

I ZHY y=aynrfee & fa= Gus adar|

. U=aunfee feT iuaens & A< (Save) 995 ©f Hdeae ot fai |

Il y=aynfee & 8¢ (Close) F96 ¥ Hacae amf {8 |

1Iv. ufost refes 3 “retfes v weTde 96 ©f Adede any f&y |

V. uEdwfee (€9 (Radns TEis ©f WaneHs (extension) f&H |

V1. RUN 591 &% Ur=gywrfez Gus a9 &t faua mee ot =93 aigt A=t 7 7

1. yr=aunfee (PowerPoint) &1 37

1. {A&<HS (Presentation) §ud &2 fad |

1. meeEs (Slide) Ft It T 7

V. urggunrfee &3 @ Jy gmar & & fay

V. W yregumrfee &9 vonat et Uosens & fa= us (play) ®gor

V1. urgaynrfee fS9 astfes Us (Slide Pane) = 827 U (Notes Pane) gt Frearat
feg|

gz Fegrem uyas

1. u=gynifee &3 € 3=t 3 Hy 99 @F S95= a9 |

1. 3t y=auynnfee S99 @2 #iea Udoens fa=' fawrg a9t ¢

1. =g ywrfee f&g Wz 3° Wiz 5 InSlet ©f Heo 78 2-wsey Unsens fanrmg
e |

I & »ee UAscHs oF AgTes—i 76 o7 |

Il JH&SHS §Mue 5T &8 A2 &7 |
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