PS Lesson 2 Enhancing a Presenation
True/False
Indicate whether the sentence or statement is true or false.
____
1.
To make it easier to find presentations in the future, you should create a folder with a name describing the presentation purpose or title and then save the presentation in that folder instead of in the PowerPoint My Documents folder.
____
2.
If you wish to copy, move, or delete slides in your presentation, you must do that in Slide Sorter view.
____
3.
You can duplicate an existing slide by pressing and holding down the Ctrl key, then dragging the slide to a new location before releasing the key.
____
4.
To change the format of all text within a slide placeholder, first select the placeholder by clicking anywhere within the placeholder, then click the border of the placeholder to select the placeholder itself and all text within it.
____
5.
The alignment of text or bulleted lists is determined by the slide master for the slide layout you have chosen and cannot be changed unless the slide master itself is changed.
____
6.
PowerPoint allows you to use a graphic image as a bullet symbol, such as a piece of clip art, a company logo, or some other picture image.
____
7.
PowerPoint's Ruler is just like the one used in Microsoft Word, and it can be used to add a left or right indent to a list or line of text.
____
8.
Placeholders can be resized by selecting the placeholder and then dragging the sizing handles inward or outward.
____
9.
The Edit Color Scheme dialog box has a button labeled Preview that can be clicked to see how your color changes will look before actually applying them to your presentation.
____
10.
In a PowerPoint slide master set, there is a slide that controls the formatting options for the majority of the slides in the slide show, and another slide that controls the formatting for the title slide layout only.
Multiple Choice
Identify the letter of the choice that best completes the statement or answers the question.
____
11.
Which steps can you perform in PowerPoint 2002 to create a new presentation containing a single blank slide?

	a.
	Click the Blank Presentation link in the New Presentation task pane.

	b.
	Click the New button on the Standard toolbar.

	c.
	Double-click the mouse pointer in the Slide window.

	d.
	Both A and B

	e.
	A, B, and C


____
12.
When you save a presentation for the first time, which is the default folder location that will appear in the Save As dialog box?

	a.
	Your Presentations
	c.
	My Documents

	b.
	Presentations
	d.
	Favorites


____
13.
When in Slide Sorter view, which is the correct method to use when selecting multiple slides in a sequential group, such as slides 5 through 10?

	a.
	Select the first slide in the group, press and hold down the Ctrl key, and click on the last slide in the group.

	b.
	Select the first slide in the group, press and hold down the Shift key, and click on the last slide in the group.

	c.
	Select the first slide in the group, then double-click on the last slide in the group.

	d.
	Double-click any slide to open the Slide Selection dialog box, then enter the numbers of the first and last slides in the from and to text boxes.


____
14.
Which PowerPoint 2002 menu contains a Duplicate command that can be used to create a copy of an existing slide?

	a.
	Edit
	c.
	Insert

	b.
	Format
	d.
	Tools


____
15.
Which feature of PowerPoint 2002 can be used to copy the formatting from a word or block of text and apply the same formatting to a different area or text?

	a.
	Duplicate tool
	c.
	Copy and Paste

	b.
	Format Painter
	d.
	Text tool


____
16.
What does it mean to "justify text" on a PowerPoint slide?

	a.
	It means that you provide a footnote indicating the source of the statement so it can be verified.

	b.
	It means you have spell- and grammar- checked the text.

	c.
	It means that PowerPoint will add spacing between words to force the text to align against the left and right margins of the placeholder containing the text.

	d.
	None of the above


____
17.
You can change the format of a bulleted list by selecting the placeholder for the list, clicking the Format menu, and then selecting the ____ option to open a dialog box where you can make changes to the current style.

	a.
	Bullets and Numbering
	c.
	Edit Style

	b.
	Modify Placeholder
	d.
	Modify Style


____
18.
What would you use to change the indent and/or the outdent for a bulleted list?

	a.
	Ruler
	c.
	Text Style dialog box

	b.
	Bullets and Numbering dialog box
	d.
	Paragraph dialog box


____
19.
Which PowerPoint 2002 dialog box can you open to adjust the amount of spacing between lines or paragraphs in a title or a bulleted list?

	a.
	Text Style
	c.
	Edit Text

	b.
	Line Spacing
	d.
	Paragraph Style


____
20.
Which of the following is a PowerPoint 2002 feature that will automatically decrease the font size of text in a placeholder if the placeholder is not large enough to contain all of the text being typed?

	a.
	AutoFormat
	c.
	AutoFit

	b.
	AutoSize
	d.
	AutoFont


____
21.
You can limit the maximum number of different fonts that can be used in a presentation, and set minimum sizes for title and body font text on the Visual Clarity tab of the ____ dialog box.

	a.
	Presentation Style
	c.
	Preferences

	b.
	Text Style
	d.
	Style Options


____
22.
You can create your own color to use for a slide background or text object by clicking the ____ tab of the Colors dialog box.

	a.
	New Color
	c.
	Color Mixer

	b.
	Custom
	d.
	Color Wizard


____
23.
Which PowerPoint 2002 dialog box lists the eight elements that make up a color scheme and shows the currently assigned color for each element?

	a.
	Style Options
	c.
	Color Scheme Layout

	b.
	Edit Color Scheme
	d.
	None of the above


____
24.
Which tab of the Fill Effects dialog box would you use to create a background for the slide by blending two colors from one corner or side of a slide to the opposite corner or side of the slide?

	a.
	Texture
	c.
	Blend

	b.
	Pattern
	d.
	Gradient


____
25.
Which tab of the Fill Effects dialog box would you select to add a graphic image as the background for one or more slides?

	a.
	Pattern
	c.
	Picture

	b.
	Image
	d.
	Graphic


____
26.
What is the portion of a design template that contains the global formatting information for the template, such as font styles and sizes, bullet styles, etc.?

	a.
	slide master
	c.
	slide pattern

	b.
	slide library
	d.
	slide guide


____
27.
In regard to a PowerPoint placeholder, what is a handle?

	a.
	the name assigned to the placeholder style.

	b.
	a small black rod that extends from the placeholder when it is selected and is used to move the placeholder to a new location.

	c.
	the maximum number of text elements that can be placed inside the placeholder.

	d.
	small white circles that appear around the border of a placeholder when it is selected that are used to resize the placeholder.


____
28.
How many slides are in a slide master set?

	a.
	one
	c.
	four

	b.
	two
	d.
	one slide for each type of layout


____
29.
How many major placeholders are found on a slide master?

	a.
	one
	c.
	three

	b.
	two
	d.
	four


____
30.
Which area of a slide master is used to add information that will appear on all slides, such as some text phrase, date, or slide number?

	a.
	footer
	c.
	both A and B

	b.
	trailer
	d.
	none of the above


