Unit 4 Powerpoint Review
True/False
Indicate whether the sentence or statement is true or false.
____
1.
Grayscale is the default mode for printing in PowerPoint; it represents the slide colors in shades of gray.
____
2.
There are three steps in the AutoContent Wizard: presentation type, presentation style, and presentation options.
____
3.
Slides are easily moved in Slide Sorter View by selecting a slide and dragging it between two other slides.
____
4.
PowerPoint uses the word hyperlink only to describe links to Web pages.
____
5.
Pictures, graphs, charts, and Clip Art are the only things that can have hyperlinks attached to them.
____
6.
Starting from scratch means you start from a blank presentation in PowerPoint.
____
7.
To change bullets, you have to click on Format and choose the Bullets and Outlining option.
____
8.
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.
____
9.
There is no way to insert Clip Art without using a content placeholder.
____
10.
When copying from the Internet, you don’t have to worry about plagiarizing because copyright laws do not apply to the Internet.
____
11.
PowerPoint offers two types of charts for displaying information: the bar chart and pie chart.
____
12.
You can customize a table by changing fonts, adding table borders and using fill colors.
____
13.
When you set up a review cycle, you allow the next person to edit your comments and allow them to make their own comments in a different color and then e-mail them back to you.
____
14.
The List tab shows a thumbnail image of how each slide would appear if you accepted the changes suggested by the reviewer.
____
15.
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.
Multiple Choice
Identify the letter of the choice that best completes the statement or answers the question.
____
16.
Which button allows you to open a new presentation in PowerPoint?

	a.
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	c.
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	b.
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	d.
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____
17.
Which button allows you to save your PowerPoint presentation?

	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 slides has a content and title placeholder?

	a.
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	c.
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	d.
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____
20.
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.


____
21.
Which of the following charts match the datasheet?
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	c.
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	d.
	[image: image17.png]





____
22.
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


____
23.
Which of the following buttons allows you to insert an Organization Chart?

	a.
	[image: image22.png]



	c.
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	b.
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	d.
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____
24.
What is the acronym for CAD?

	a.
	Computer-analysis design
	c.
	Computer-aided doctor

	b.
	Computer-aided design
	d.
	Career-analysis design


____
25.
Which of the following buttons allows you to insert a new Title Master?

	a.
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	c.
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	b.
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	d.
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Matching
Match the slide layout thumbnail with the names of the placeholders in it.

	a.
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	b.
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	c.
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	g.
	[image: image35.png]Click to add title






	d.
	[image: image36.png]Click to add title

5%

Double slckto 34 dagram or crgnizaton
anant





	h.
	[image: image37.png]Click to add title

[rrR——






____
26.
Title and 2 column bulleted text
____
27.
Title and Table
____
28.
Title and text
____
29.
Title and Organization Chart
____
30.
Title, text and Chart
____
31.
Title and sub-title placeholder
____
32.
Title and content placeholder
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


____
33.
Save as a Web Page
____
34.
Hide or Unhide a Slide
____
35.
Set Up Presentation for Delivery
____
36.
Reviewing toolbar
____
37.
Schedule a Live Broadcast
____
38.
Package a presentation with Pack and Go option
____
39.
Publish a Web Page
____
40.
Save

