Unit 4 Lesson 3 Enhancing a Presentation
True/False
Indicate whether the sentence or statement is true or false.
____
1.
When using Clip Art in a presentation, you need to consider whether it relates well to your presentation, adds appropriate visual appeal, and is large enough to be seen by your audience.
____
2.
Bit-mapped images are made from a series of small dots and may have a .bmp, .png, .jpg, or .gif file extension.
____
3.
You can only insert bit-mapped images in a placeholder.
____
4.
When copying from the Internet, you don’t have to worry about plagiarizing because copyright laws do not apply to the Internet.
____
5.
PowerPoint offers two types of charts for displaying information: the bar chart and pie chart.
____
6.
You can insert a chart by using a slide layout that contains a placeholder reserving space for a chart or by inserting the chart randomly into a slide.
____
7.
You can import tables from Word into PowerPoint.
____
8.
The Drawing toolbar allows you to draw and format objects, but not diagrams.
____
9.
In an organizational chart, the co-worker box is always to the right or left of the box in the same level.
____
10.
You can only use sound effects from the default sound files in PowerPoint.
____
11.
Once you format your Master slide how you want it to appear, anytime you insert a new slide that slide will have the same formatting as the Master slide (including fonts, background, bullets, footer, etc.)
____
12.
When you toggle between making changes in the Master slide and Normal view, you can see the changes made to slides in your presentation.
____
13.
In the Slide Sorter view, this picture [image: image1.png]


 at the bottom of a slide means there are animated text effects on that slide.
____
14.
You can customize a table by changing fonts, adding table borders and using fill colors.
____
15.
An Organization Chart is an example of OfficeArt.
Multiple Choice
Identify the letter of the choice that best completes the statement or answers the question.
____
16.
Which of the following slides has a content and title placeholder?

	a.
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	c.
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	b.
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	d.
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____
17.
If you find the perfect text or media file to enhance your presentation, what should you do?

	a.
	Contact the owner of the printed material, the CD, or the Web site.

	b.
	Secure written permission from the copyright owner.

	c.
	If you secure permission, include the appropriate credit line or footnote in your presentation so that you will legally acknowledge the copyright owner properly.

	d.
	All of the above.


____
18.
Which of the following is a true statement?

	a.
	If you are found guilty of copyright infringement, you can be sued.

	b.
	If you are found guilty of copyright infringement, you may be required to pay the owner’s legal fees.

	c.
	If you are found guilty of copyright infringement, you may be required to pay damages.

	d.
	All the above are true.


____
19.
Which button is the insert a chart button from the Standard toolbar?

	a.
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	c.
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	b.
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	d.
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____
20.
Which of the following charts match the datasheet?
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	a.
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	c.
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	b.
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	d.
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____
21.
A chart is changed four times. Write down the four types of charts used in order from left-up to right-down.
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	a.
	Column, Area, Line, Bar
	c.
	Line, Column, Bar, Area

	b.
	Bar, Column, Area, Line
	d.
	Column, Bar, Area, Line


____
22.
Which of the following statements is true when creating an organizational chart?

	a.
	Use consistent font (style, size, and color) to enhance readability for the entire audience.

	b.
	Choose an appropriate chart layout for the information to display.

	c.
	Clearly and accurately display the reporting relationships.

	d.
	All of the above statements are true.


____
23.
Which of the following buttons on the drawing toolbar fills objects with color?

	a.
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	c.
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	b.
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	d.
	[image: image22.png]





____
24.
Which of the following buttons allows you to insert an Organization Chart?

	a.
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	c.
	[image: image24.png]




	b.
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	d.
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____
25.
Which of the following buttons allows you to rename a Master slide?

	a.
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	c.
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	b.
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	d.
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Matching
	a.
	Alt+I, P, C
	g.
	Alt+I, V, N

	b.
	Alt+I, P, F
	h.
	Alt+I, V, F

	c.
	Alt+I, B
	i.
	Alt+V, M, S

	d.
	Alt+I, O
	j.
	Alt+V, M, S

	e.
	Alt+I, H
	k.
	Alt+D, T

	f.
	Alt+I, G
	l.
	Alt+D, C


____
26.
Insert Chart
____
27.
Insert Table
____
28.
Insert a Bit-Mapped Image
____
29.
Insert Object
____
30.
Insert Sound from File
____
31.
Insert Clip Art
____
32.
Insert Movie from File
____
33.
Create an Organization Chart
____
34.
View Master Slide
____
35.
Apply Slide Transition

