Unit 4 Lesson 1 Introduction to PowerPoint
True/False
Indicate whether the sentence or statement is true or false.
____
1.
There are two views in PowerPoint that allow you to view a presentation.
____
2.
There are three panes in normal view: the slide pane, the notes pane, and Slide or Outline pane.
____
3.
The main topic of any slide is displayed in the title placeholder.
____
4.
Any text that follows the title and gives more detail about the title is called a descriptor.
____
5.
PowerPoint has two different modes for printing slides: Color or Pure Black and White.
____
6.
There are three steps in the AutoContent Wizard: presentation type, presentation style, and presentation options.
____
7.
The Bullets button allows you to quickly delete bullets from a list or quickly add bullets to a list.
____
8.
Slides are easily moved in Slide Sorter View by selecting a slide and dragging it between two other slides.
____
9.
PowerPoint uses the word hyperlink only to describe links to Web pages.
____
10.
Pictures, graphs, charts, and Clip Art are the only things that can have hyperlinks attached to them.
Multiple Choice
Identify the letter of the choice that best completes the statement or answers the question.
____
11.
Which of the following statements is (are) true?

	a.
	The status bar shows how long you have been working on a presentation, as well as today’s date.

	b.
	The status bar shows the number of the slide that is currently displayed in the slide pane and the total number of slides in the presentation.

	c.
	The status bar shows you today’s date and where the file is saved.

	d.
	None of the statements above are true.


____
12.
Which of the following is a true statement about scroll bars?

	a.
	Scroll bars allow you to scroll between different type of views: from normal to slide sorter, to slide show.

	b.
	Scroll bars allow you to zoom into and out of a slide.

	c.
	Scroll bars help you move vertically or horizontally in the pane.

	d.
	None of the above statements are true.


____
13.
Which button allows you to open a new presentation in PowerPoint?

	a.
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	c.
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	b.
	[image: image3.png]



	d.
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____
14.
Which button allows you to save your PowerPoint presentation?

	a.
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	c.
	[image: image6.png]




	b.
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	d.
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____
15.
Which button allows you to open an existing PowerPoint presentation?

	a.
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	c.
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	b.
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	d.
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____
16.
Which file extension does PowerPoint use to save a presentation?

	a.
	.ppt
	c.
	.xls

	b.
	.doc
	d.
	.txt


____
17.
In the Save As dialog box, you can create a new folder by pressing which button?

	a.
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	c.
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	b.
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	d.
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____
18.
Which of the following is the Rich Text Format file extension?

	a.
	.rtf
	c.
	.ppt

	b.
	.txt
	d.
	.xls


____
19.
Which of the following buttons is the Print button?

	a.
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	c.
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	b.
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	d.
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____
20.
Which statement is true?

	a.
	PowerPoint allows you to print individual slides, outlines, and notes.

	b.
	PowerPoint allows you to print individual slides, handouts, and notes.

	c.
	PowerPoint allows you to print individual slides, outlines, and handouts.

	d.
	PowerPoint allows you to print individual slides, outlines, notes, and handouts.


____
21.
Which of the following statement is true?

	a.
	AutoContent Wizard does not allow you to edit the presentation once you create it.

	b.
	AutoContent Wizard allows you to edit the presentation once you create it.

	c.
	AutoContent Wizard is only a method for printing the presentation.

	d.
	None of the statements above are true.


____
22.
Which button is the Undo button?

	a.
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	c.
	[image: image22.png]




	b.
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	d.
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____
23.
Which menu contains the option to duplicate a slide?

	a.
	File
	c.
	View

	b.
	Edit
	d.
	Insert


____
24.
In which view is it easiest to copy and paste a slide using a slide thumbnail?

	a.
	Slide View
	c.
	Outline View

	b.
	Slide Sorter View
	d.
	None of the above


____
25.
Which button allows you to quickly insert a hyperlink?

	a.
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	c.
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	b.
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	d.
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Completion
Complete each sentence or statement.

26.
The Outline tab shows the slides in __________________________ format.

27.
The __________________________ tab contains small-size view, called thumbnails, of all slides in the presentation.

28.
The __________________________ bars separate the left, slide, and notes panes in Normal view.

29.
To save a file with a different name, you need to click __________________________ on the Main Menu toolbar and choose Save As.

30.
You can create a new folder in the _________________________ dialog box.

31.
To print presentation’s slides, you need to click File on the Main Menu toolbar and choose __________________________.

32.
To duplicate a slide, you can select __________________________ on the Edit menu.

33.
To delete a slide, you can select __________________________ on the Edit menu.

34.
To add a hyperlink to text, you can select __________________________ on the Insert menu.

35.
To add a ScreenTip to a hyperlink, you can click Insert, Hyperlink, and then click the __________________________ button.
Matching
Match the file extension with the type of file it is.

	a.
	.ppt
	c.
	.xls

	b.
	.doc
	d.
	.rtf


____
36.
Microsoft Word Document
____
37.
Rich Text Format
____
38.
PowerPoint Presentation
____
39.
Microsoft Excel Spreadsheet
Match the button with the name for the button.

	a.
	Undo
	g.
	Italic

	b.
	Redo
	h.
	Underline

	c.
	Left-align
	i.
	Promote

	d.
	Right-align
	j.
	Demote

	e.
	Center-Align
	k.
	Shadow

	f.
	Bold
	l.
	Font


____
40.
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____
41.
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____
42.
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____
43.
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____
44.
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____
45.
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____
46.
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____
47.
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____
48.
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____
49.
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____
50.
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