Unit 4 Lesson 4 Managing and Delivering a Presentation
True/False
Indicate whether the sentence or statement is true or false.
____
1.
When you change the mouse pointer to a “pen”, you can only draw straight lines from one point to another.
____
2.
You can use the “pen” only once per slide in Slide Show view.
____
3.
When you view a presentation on a different computer than the one you created the presentation on, you could have problems with fonts unless you use the embedded font feature in PowerPoint.
____
4.
When you “Pack and Go” a presentation, there are three files that will be saved.
____
5.
You cannot move a comment marker box on a slide because it has a preset position.
____
6.
The easiest way to go through reviewing comments in a presentation by another author is to use the Reviewing toolbar and review each one individually and then either accept it or reject it.
____
7.
The List tab shows a thumbnail image of how each slide would appear if you accepted the changes suggested by the reviewer.
____
8.
The Gallery tab presents the reviewer’s comments for each slide in list form.
____
9.
When you receive a reviewed document that you e-mailed to someone else, a Microsoft PowerPoint dialog box appears asking you if you want to save it as the same named file with the extension .cmt.
____
10.
The first step in publishing a presentation to the Web is to save is as a Web page and the second step is to save it on an intranet or Web server.
Multiple Choice
Identify the letter of the choice that best completes the statement or answers the question.
____
11.
Which of the following toolbars is the Rehearsal toolbar?

	a.
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____
12.
Which of the following statements is true?

	a.
	When you are in Normal view you see numbers on the lower left side of the slide that stands for the number of seconds each slide will display during the presentation.

	b.
	When you are in Slide Sorter view you see numbers on the lower left side of the slide that stands for the number of seconds each slide will display during the presentation.

	c.
	When you are in Slide Show view you see numbers on the lower left side of the slide that stands for the number of seconds each slide will display during the presentation.

	d.
	None of the statements are true.


____
13.
Which of the following thumbnails show that a slide is hidden?

	a.
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____
14.
Which of the following pictures is what the mouse pointer becomes when you set it to “pen”?

	a.
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	d.
	None of the above.


____
15.
Which of the following statements is true?

	a.
	Pack and Go is a feature in PowerPoint that allows the presentation to be shown on a different computer even if it does not have PowerPoint installed.

	b.
	Embedded fonts allow you to hide text in PowerPoint.

	c.
	When using the Pack and Go feature you want to make sure you don’t use embedded fonts.

	d.
	Both a and c


____
16.
What is (are) the file type(s) PowerPoint uses to “Pack and Go” a presentation?

	a.
	.ppt
	d.
	a and b

	b.
	.exe
	e.
	b and c

	c.
	.ppz


____
17.
Which of the following is the Reviewing toolbar?

	a.
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____
18.
Which button on the Reviewing toolbar allows you to unapply a comment?

	a.
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____
19.
When you publish a Web page, which of the following is true?

	a.
	The titles of all the slides appear in a frame on the left as an outline.

	b.
	A frame on the bottom of the Web page shows different options: expand or collapse outline, notes page, slide number out of how many slides, and two buttons for clicking to next or previous slide.

	c.
	On the bottom, there is another frame that shows the notes for each slide.

	d.
	The main frame shows one slide at a time.

	e.
	All of the above are true.


____
20.
What file type does a presentation have when you save it as a Web page?

	a.
	.ppw
	c.
	.html

	b.
	.ppt
	d.
	.hppt


Matching
Match the slide thumbnail with what it shows.

	a.
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____
21.
slide with transition set to automatically run
____
22.
slide with transition set to on-mouse click
____
23.
slide with no transition set
Assume you have a presentation completely finished and you are preparing to take it with you to a conference on a different computer than the one you created the presentation on.

Match the step description with the step you need to “Pack and Go” a presentation.

	a.
	Click File
	e.
	Click Options

	b.
	Check embed TrueType fonts box
	f.
	Click Ok

	c.
	Click Pack and Go
	g.
	Go through the Pack and Go Wizard

	d.
	Click Tools
	h.
	Click Finish


____
24.
Step One
____
25.
Step Two
____
26.
Step Three
____
27.
Step Four
____
28.
Step Five
____
29.
Step Six
____
30.
Step Seven
When analyzing a Multimedia Presentation, there are five things you need to focus on.  Match the topic with a description of what it means

	a.
	Focus on the purpose of your presentation

	b.
	Be consistent throughout your presentation

	c.
	Be simple

	d.
	Borrow only with permission and give credit where credit is due

	e.
	Use animations and transitions with care and consistency

	f.
	Include navigation tools

	g.
	Choose the most effective delivery methods

	h.
	Secure reviews from others

	i.
	Rehearse and revise the multimedia presentation


____
31.
Remember that less is more; clean, uncluttered slides are more interesting than slides that are so packed that they lose visual interest.
____
32.
Explore for the best media files (whether clip art, sound files, or full-motion video) to include in your multimedia presentation.  Always get permission to use copyrighted material, and provide source lines for borrowed material.
____
33.
Make sure that every slide element (from the slide title to each subtitle and each embedded media file) reinforces the purpose and helps the audience to remember the presentation content.
____
34.
Verify that animations and transitions truly help to achieve the professional look you want.  Use animations to highlight text or objects.  Use transitions to reveal information in the correct sequence and at the right time and to provide a smoother flow of information from one slide to the next.
____
35.
Use fonts, colors, graphics, special effects, design templates, animations, transitions, and so on, consistently.  Every design element for text and visuals should blend with the presentation content to engage the audience.
____
36.
Determine exactly where and how the presentation will be delivered and what equipment is needed.  Also consider whether to supplement a presentation with handouts, a pointer, transparencies, and so on.
____
37.
Ensure that you set just the right amount of display time for every slide element.  Confirm that the presentation achieves all that you desire, and remember that you want to appeal to (rather than overload) your audience’s senses.
____
38.
If your presentation is interactive, include appropriate navigation tools to guide the audience from one slide- object, or hyperlink to the next, and then back to the right place in the presentation.
____
39.
Ask others for constructive criticism so that you can create a custom-designed, successful multimedia experience for your audience.
Match the shortcut keys with the what it is a shortcut for.

	a.
	Alt+D, S
	g.
	Alt+V, T

	b.
	Alt+D, R
	h.
	Alt+I, M

	c.
	Alt+D, H
	i.
	Ctrl+S

	d.
	Alt+V, W, O, P
	j.
	Alt+D, O, S

	e.
	E
	k.
	Alt+F, G, S

	f.
	Alt+F, K
	l.
	Alt+F, G, P


____
40.
Erases pen during Slide Show
____
41.
Hide or Unhide a Slide
____
42.
Set Up Presentation for Delivery
____
43.
Reviewing toolbar
____
44.
Slide Show, Point Options, Pen
____
45.
Set and Rehearse Timings
____
46.
Insert a comment
____
47.
Schedule a Live Broadcast
____
48.
Package a presentation with Pack and Go option
____
49.
Publish a Web Page
____
50.
Save

