PS Lesson 5 Creating Support Materials
True/False
Indicate whether the sentence or statement is true or false.
____
1.
PowerPoint allows you to create up to two notes pages per slide.
____
2.
You can resize the Notes pane beneath the slide window by dragging the border that separates that pane from the slide window.
____
3.
When you enter Notes Page view, you will see an image of the current slide with blank space below it for entering your notes.
____
4.
You can apply formatting such as color schemes or design templates to a notes page by using commands that appear on the Notes menu.
____
5.
The Print What menu on the Print Preview toolbar contains options to print headers and footers, print in color or grayscale, or to adjust the size of the notes to fit the paper.
____
6.
The Print dialog box allows you to select to print all notes pages, just the note page for the current slide, or notes pages for a range of slides.
____
7.
When you choose the 1-, 2-, or 3-slide layout for printing audience handouts, PowerPoint will print a thumbnail of the slide and also a lined area next to the slide for the audience to take notes.
____
8.
Headers and footers that you create or change on a handout master also affect the header and footer on your notes pages because they share header and footer info.
____
9.
When preparing a presentation for an overhead projector, sans serif fonts at a minimum size of 24 points generally work best.
____
10.
When creating a presentation for 35mm slides, you should usually avoid using design templates with a pattern background as they usually do not convert well to slide format.
____
11.
You let PowerPoint know that your presentation needs to be formatted for an overhead projector or for 35mm slides in the Print dialog box.
Multiple Choice
Identify the letter of the choice that best completes the statement or answers the question.
____
12.
How many notes pages can you create in PowerPoint for each slide in your presentation?

	a.
	one
	c.
	three

	b.
	two
	d.
	four


____
13.
What can be included in your notes in the Notes pane?

	a.
	text
	c.
	charts

	b.
	graphic objects
	d.
	all of the above


____
14.
If you publish your presentation to the Web, which statement is true concerning your notes?

	a.
	Everything in the Notes pane can also be published to the Web.

	b.
	Nothing in the Notes pane can be published to the Web.

	c.
	Text in the Notes pane can be published, but graphics objects cannot.

	d.
	Text and graphic images can be published, but charts and tables cannot.


____
15.
How can you add a graphic object or table to a Notes pane for a given slide?

	a.
	Click in the Notes pane, then click the icon for the type of object you want to insert in the Notes pane placeholder.

	b.
	Click in the Notes pane, then click the Insert menu and choose the option you need for the element to be inserted.

	c.
	Insert the element to the slide in the Slide pane, then drag it to the Notes pane.

	d.
	None of the above


____
16.
The Notes pane is handy when you only need to add a sentence or two about the current slide, but what should you do if you need to enter a large amount of text for a slide?

	a.
	There is nothing you can do. You must enter it all in the Notes pane.

	b.
	Resize the Notes pane to handle the extra text.

	c.
	Switch to Notes Page view, which will show a picture of the current slide and plenty of space below it to enter your notes.

	d.
	Create a hyperlink to a Word document in the Notes pane and enter the text in the Word file.


____
17.
Which statement is usually true about entering text in the Notes pane in Normal view?

	a.
	You cannot format the text. You must accept the default font and format settings.

	b.
	You can use the Formatting toolbar to format the text, but some of your formatting may not be visible while in Normal view.

	c.
	You can format text using the Formatting toolbar, and all changes will be visible in the Notes pane.

	d.
	You can format the text using the Formatting toolbar. No formatting will be visible at all in Normal view, but only when you print the notes or switch to Notes Page view.


____
18.
Which statement is true about Notes Page view?

	a.
	You can apply a design template or color scheme to the notes page, and it will not affect the slide itself.

	b.
	You cannot apply any kind of design template or color scheme in this view.

	c.
	You can apply a design template or color scheme to the notes page, and it will also be applied to the slide itself.

	d.
	You are not allowed to resize the slide image that appears in the Notes Page.


____
19.
What can you use to make global changes to your Notes pages?

	a.
	Notes Wizard
	c.
	Notes Master

	b.
	Create a Notes template
	d.
	None of the above


____
20.
Which PowerPoint menu contains the option to open the Notes Master?

	a.
	Edit
	c.
	Notes

	b.
	Format
	d.
	View


____
21.
In PowerPoint's Print Preview mode, what do you have to do to preview your notes pages?

	a.
	You must be in Notes Pages view when you click the Print Preview button.

	b.
	Click the Options menu, then click Notes Pages.

	c.
	Click the Notes Pages option on the Print What drop down list.

	d.
	Notes pages cannot be previewed in Print Preview mode.


____
22.
Which is an option on the Options drop-down menu in PowerPoint Print Preview mode?

	a.
	Header/Footer
	d.
	Both A and B

	b.
	Color/Grayscale
	e.
	A, B, and C

	c.
	Scale to Fit Paper


____
23.
What is a reason that you may want to print your notes in grayscale or black and white instead of in color?

	a.
	Printing in color uses a lot of expensive ink.

	b.
	Printing in color usually takes longer.

	c.
	You are the only person that will see the notes, so color does not matter.

	d.
	Both A and B

	e.
	A, B, and C


____
24.
How would you insert a comment on a PowerPoint slide?

	a.
	Click the Insert menu, then click Comment.

	b.
	Select the Comment tool from the Drawing toolbox.

	c.
	Click the Edit menu, then click Comment.

	d.
	Change the slide layout to Title, Text and Comment.


____
25.
How would you print a copy of only your notes pages in PowerPoint?

	a.
	Click the Print Notes option on the File menu.

	b.
	Click the Print option on the File menu, then select Notes Pages in the Print what list box.

	c.
	Click the Print Notes button on the Standard toolbar.

	d.
	None of the above


____
26.
When printing audience handouts, which slide layout includes a thumbnail of the slide and lines alongside the thumbnail for the audience to write notes?

	a.
	one-slide
	c.
	three-slide

	b.
	two-slide
	d.
	all slide layouts


____
27.
When printing audience handouts, what is the maximum number of thumbnail images that can appear on one page?

	a.
	four
	c.
	eight

	b.
	six
	d.
	nine


____
28.
What is the easiest way to format audience handouts in PowerPoint?

	a.
	Handout Wizard

	b.
	Handout Master

	c.
	Create a Handout template

	d.
	There is no way to format handouts other than the options in the Print dialog box.


____
29.
Which statement is true?

	a.
	Headers and footers that you create in Handout master view also affect the headers and footers on your notes pages.

	b.
	Headers and footers that you create in Handout master view also affect the headers and footers on your slide masters.

	c.
	Headers and footers that you create in Handout master view have no effect on any other pages or masters.

	d.
	Headers and footers that you create in Handout master view also affect all other master pages.


____
30.
Which option on the Options menu can you click in Print Preview mode to change how the slides are positioned on a multi-slide layout page?

	a.
	Slide Sequence
	c.
	Slide Order

	b.
	Printing Order
	d.
	Layout Order


____
31.
If you click the Outline tab in Normal view and see only the titles of the slides but not all slide text, what can you do to see all of the text in outline view?

	a.
	Click the Expand All button.
	c.
	Click the All Levels button.

	b.
	Click the Show Text button.
	d.
	Click the Show All button.


____
32.
Which statement is true when creating a presentation that will be viewed using an overhead projector?

	a.
	Use a dark background with light text.
	c.
	Use a light background with dark text.

	b.
	Use a dark background with dark text.
	d.
	Use a light background with light text.


____
33.
Which color scheme usually works very well when preparing a presentation to be presented using 35mm slides?

	a.
	Use a light yellow background with dark blue text.

	b.
	Use a dark red background with light green text.

	c.
	Use a light blue background with white text.

	d.
	Use a dark blue background with white text.


____
34.
If your company does not have a slide printer, how can you create 35mm slides from your PowerPoint presentation file?

	a.
	Take your presentation file to any film processing store.

	b.
	Take your presentation file to a service bureau to have them create the slides.

	c.
	Print your slide handouts and take pictures of them using slide film.

	d.
	Take copies of your slide handouts to your local film-processing store and have them converted to slides.


____
35.
Which option on the PowerPoint File menu can you select to export your presentation to Word where you can apply additional formatting to handouts and notes?

	a.
	Export to Word
	c.
	Convert to Word

	b.
	Export Presentation
	d.
	Send To
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