PS Lesson 1 Working with Presentations
True/False
Indicate whether the sentence or statement is true or false.
____
1.
Once displayed, PowerPoint 2002 task panes can be minimized, but cannot be closed until the current presentation is closed.
____
2.
You can view your presentation slides in Outline view by clicking the Outline tab in the tabbed pane, but any changes to slide content must be made in the Slide window.
____
3.
Slide Sorter view shows your presentation slides in rows and columns and makes it easy to rearrange the slides by dragging them to a new location.
____
4.
When working in Slide Sorter view, the currently selected slide is larger than the other slides in the view.
____
5.
If you click the New Slide button to insert a new slide, the default layout for the slide is usually in the Title and Text layout, but you can change this if so desired.
____
6.
You can change the layout of a new slide before you add any text or content to it, but you cannot change the slide to a different layout type once you have added content.
____
7.
The Slide Layout task pane includes a category called Other Layouts that contains layouts for slides that include chart and table information.
____
8.
When you insert a new slide with text placeholders, to add text to the slide, just click on the message within the placeholder and then enter the text that you want to add to the slide.
____
9.
The PowerPoint 2002 Spelling dialog box has a button labeled Add that you can click to add a word to a list of commonly misspelled words that will be automatically fixed as you type the word the next time you spell it incorrectly.
____
10.
Once you select a slide transition, that same transition will automatically be used for every slide in the presentation.
Multiple Choice
Identify the letter of the choice that best completes the statement or answers the question.
____
11.
What can be viewed in the tabbed pane of the PowerPoint 2002 user interface?

	a.
	design formats that can be applied to the presentation

	b.
	outline of the presentation

	c.
	PowerPoint Toolbox with tools that you can use when creating slides

	d.
	list of recently opened presentations


____
12.
The area below the Slide pane in PowerPoint 2002, where you can enter comments to use when presenting your slide show, is called the ____ pane.

	a.
	Comments
	c.
	Notes

	b.
	Presenters
	d.
	Remarks


____
13.
If the PowerPoint "New Presentation" pane is not visible when you start PowerPoint, you can create a new blank presentation by clicking the Open button on the ____ toolbar.

	a.
	Standard
	c.
	SlideShow

	b.
	Formatting
	d.
	Presentation


____
14.
When you start PowerPoint 2002, a list of recently opened presentations is usually visible in the ____.

	a.
	Slide window
	c.
	New Presentation pane

	b.
	Tabbed pane
	d.
	Recent Files pane


____
15.
Which command on the PowerPoint 2002 File menu can be used to name and save a new presentation that has not yet been saved?

	a.
	Save New
	c.
	Save Show

	b.
	Save This
	d.
	Save As


____
16.
You can change the amount of time between automatic saves of recent changes in a PowerPoint 2002 presentation by accessing the Save tab of the Options dialog box, which is accessed from the ____ menu.

	a.
	Command
	c.
	Tools

	b.
	Edit
	d.
	Window


____
17.
Which is NOT one of the views that can be accessed by clicking a button in the lower-left area of the PowerPoint window when working on a PowerPoint 2002 presentation?

	a.
	Normal
	c.
	Slide Sorter

	b.
	Outline
	d.
	Slide Show


____
18.
Which is the default view that displays when you open a new or an existing presentation in PowerPoint 2002?

	a.
	Outline
	c.
	Slide Sorter

	b.
	Slide Show
	d.
	Normal


____
19.
Which PowerPoint 2002 view makes it easy to rearrange the order of the slides in your presentation?

	a.
	Slide Sorter
	c.
	Slide Show

	b.
	Thumbnail
	d.
	Slide Tray


____
20.
When working in a presentation with multiple slides, the number of the slide that you are currently working on is displayed where?

	a.
	Formatting toolbar
	c.
	Notes pane

	b.
	Standard toolbar
	d.
	status bar


____
21.
What is the term used to define a PowerPoint feature that can be applied to a presentation that contains pre-defined formats for slide layouts, bullet styles, and font formatting?

	a.
	design template
	c.
	auto format

	b.
	slide style
	d.
	design pattern


____
22.
Which PowerPoint menu contains an option to display the Slide Design pane if it is not already visible?

	a.
	Edit
	c.
	Tools

	b.
	Format
	d.
	Window


____
23.
Every time you add a new slide to your PowerPoint presentation, you must specify or select a slide ____.

	a.
	number
	c.
	layout

	b.
	color
	d.
	all of the above


____
24.
Which steps can you take to see the name of a particular slide layout shown in the PowerPoint Slide Layout pane? 

	a.
	Right-click on the layout, then choose the Name option from the pop-up menu.

	b.
	Select it by clicking it, and its name will appear in the status bar.

	c.
	Select it by clicking it, and its name will appear in the Formatting toolbar.

	d.
	Rest the mouse pointer over top of the layout until a ScreenTip appears with the slide name.


____
25.
Which steps can be used to select all of the text that has been typed in for a single bullet point on a slide?

	a.
	Drag the mouse I-beam pointer over all of the text for that point.

	b.
	Use the mouse and click the bullet for that point.

	c.
	Double-click any word in the bullet point.

	d.
	Both A and B

	e.
	A, B, and C


____
26.
You can change the layout of an existing slide by clicking the Format menu, then clicking the ____ option and choosing the new layout.

	a.
	New Layout
	c.
	Change Layout

	b.
	Slide Layout
	d.
	Modify Layout


____
27.
Which PowerPoint 2002 menu contains the Copy, Cut, and Paste commands that can be used to copy or move text from one slide to another slide?

	a.
	Edit
	c.
	Command

	b.
	Format
	d.
	Tools


____
28.
When you have added all slides and all content to your presentation, which keystroke can you use to quickly move to the first slide in the presentation so you can begin a spelling check for the entire presentation?

	a.
	Ctrl+1
	c.
	Alt + 1

	b.
	Ctrl + Home
	d.
	Alt + Home


____
29.
Which term is used to describe special effects that can be applied when PowerPoint changes from one slide to the next slide when running the slide show?

	a.
	change overs
	c.
	transitions

	b.
	slide steps
	d.
	segues


____
30.
When you have finished your slide show and want to preview it in Slide Show mode, which keyboard key can be used to halt the show at any time?

	a.
	Enter
	c.
	Home

	b.
	Tab
	d.
	Esc


