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POWER POINT

Create a presentation

» Create a new presentation, create a presentation based on a template, import Word document

outlines

Practical 1-Start Screen of Power Point
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Create a New Presentation without using template — for that you need to select blank presentation
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Create a new Presentation Using Template — you can select template as per your requirement
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Import Word Document Outline

Select Home tab then select slides from outline from thedropdown arrow and you will be able to create individual

slidesfrom word document.
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Create word document using levels option and save it. Then from power point select slide from outline

Insert outline window will open. Then select word document and create a presentation based on it.
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» Insert and format slides

» Insert specific slide layouts, duplicate existing slides, hide and unhide slides, delete slides,
apply a different slide layout; modify individual slide backgrounds, insert slide headers, footers,

and page numbers

Insert and Format Slides

Insert Specific Slide Layout — Select Insert tab then select New slide dropdown arrow and insert new slide as per your

selected slide layout.
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Duplicate existing Slides Select Insert menu then from new slide drop down select Duplicate selected slides
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Hide and Unhide Slides — Right click on the slide and then from the pop up window select Hide slide/unhide the slide
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Delete Slide — right click the slide which you want to delete then from popup window select delete slide option
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Apply different slide layout — You can change layout of any slide using two ways by right click or by using Home tab

Layout option from slides group
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Tip = short cut for Home tab is (Alt+H) and for Layout it is L
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Modify individual slide background

e Right Click the Slide and select Format background

e Select from solid fill, Pattern fill etc.

e You can select any picture as a background image.
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Insert Slide Header, Footers and Page Numbers

Select Insert menu then Header, FooterSub Menu, window will get open Select page number,

Header and Footer and apply to slides
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Short Cut Keys for Insert Menu is Alt +N and then by using Key H Header and Footer
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*  Modify slides, handouts, and notes

»  Change the slide master theme or background, modify slide master content, create a slide layout,

modify a slide layout, modify the handout master, modify the notes master
Modify Slides handouts and notes

e Change Slide Master theme or Background

e Select Design Menu (Alt+G) then select Theme(H) or Format a background (F) with theme of your

choice
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Modify Slide Master content

e Select View tab

e Select Slide master to create a new Slide master

e Master Slide will help to control the entire presentation like fonts, color, effects, background etc.
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Following is a typical Slide Master. You can see the placeholders for the slide title and body text.
Although none are visible in this example, the Master can also contain background colors and other
elements that are present on each slide. When you select a different theme in PowerPoint, it rearranges
the text on your slides and adds shapes to the background. This is because each theme has built-in slide

layouts and background graphics. You can edit these layouts with a feature called Slide Master view.

Using Slide Master view, you'll be able to customize your entire slide show.
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Tip 2Slide Master Viewincludes three objects that is shown at the bottom of each slide. The Date area, Footer area, and

Number area.
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Create a Slide Layout and Modify Slide Layout - Select home tab and then from layout select layout for

the slides as per your requirement.
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Modify handout Master

Select View tab (Alt+W). Then select Handout master (shortcut key H). Hand out master will help to make the
presentation as a printed handout. Hand out master will help to select Layout of handout, background, where the

header and footer will appear etc.
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Modify Notes Master

Notes master helps to customize presentation that how it will look in design, background, design, Layout etc.

when printed out with the notes.

Select View tab from ribbon (Alt+W) then Notes master from master views (short cut key K)

pract! - PowerPoint - & b4

Home Insert Review View Q Tell me what you wani to do... Sign in Q Share

l || Header V| Date As HColch' 3 Background Styles - E
z [V| Slide Image |v| Body =) | 4] Fonts - Hide Background Graphics
MNotes Page Slide JE 7] P N Themes £t Close
Orientation = Size~ | Footer 2t = Seks Master View
Page Setup Placeholders Edit Theme Background 1 Close ~
{ Heuder ; 122472048 |
CLICK TO EDIT MASTER TITLE STYLE
+ SHOOND LI S
£t Mastur tiet styles !
Second level E
Thire level :
Faaurth level H
Fifth level i
Frode: A i
Motes Master (% EH & B T -—1 + + 45% {4

*  Order and group slides

* Create sections, modify slide order, rename sections

Order and group slides = Create sections, rename sections

Section will help you to organize slides in to section

Right Click the slide for which you want to create section OR select Home tab and then from slides group select

section. Pop up window will appear select Add section, it will ask you to rename the section
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Tip =2 By using right click on the section you can also remove or rename it.
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Modify slide order — You can rearrange the slides using the slide sorter view as explained above.
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Change presentation options and views

» Change slide size, change views of a presentation, set file properties



Change presentation options and views

* Change slide size, change views of a presentation, set file properties

* Select Design Tab—> Select Slide size from customize option—> you can select any size like Standard,

wide Screen, Custom slide size

Presentation] - Powedaint

Hom: Insert Design Skide S Review k / el 3 L want to do Share
| Az a \G | - : A
----- | r - = = - — oL Shide Farrnnt

Size s Background

Tnemes vatiants

Luistom Slide Size...

Change slide size, change views of a
presentation, set file properties

- Select Design(Alt+G) tab =?Slide Size(S)=>You can select any size like
Standard, Wide Screen, Custom Slide Size

Sidedord [ engiish findia) =nNotes Wcomments: P[ES S5 BHOF - b + 78 B

Tip Short Cut Keys for Design tab is (Alt+G)-> After that press S to select slide size option
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Change Views of a presentation - Select View tab-> From the group on presentation views select any
view as required like Normal view, Slide sorter view, Outline view, Notes page or reading view. The below

snap is for Normal view - In Normal view edit presentation slide by slide

Prirt A or Part of Presentabion - PowePoint

Design Transitiors pirmations Shkde Show Feview
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1

Change Views of a presentation

Select View Tab -2 Then from presentation views you can select views
like Normal, Outline View, Slide Sorter, Notes Page, Reading View

Click to add notes

Shide Gof s [ Engiish (Indial = Nates, WMComments ([B] E5 [ = - 1 + 7= 0

The outline view is = You can add notes in Outline view. Outline view helps to edit and jump between all
slides and with the help of outline view. We can prepare entire presentation using paste from word file in

outline pane
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View | Somer Page View | Master Master Master | | Guilles Windowe | m Black and White | win o 58 Move SpL  indows -
Presertation Views PMaster Views Show ! Zoom Color/Grayscale Window Macros.
1 Print All or Part of Presentation
Fila tabalt+F) >Print®)
2 Print Notes pages
File{ali+ - Prnt(F)
1 Print handouts, print in colour. grayscale, or black and white

Rle{Alli+ Fi-»Prnt{R)

© et s gt o st e Change Views of a presentation
properties
Select View Tab = Then from presentation views you can select views

SRlERPRN L b AR e e R ot Sl ke like Normal, Qutline View, Slide Sorter, Notes Page, Reading View

Standarc, Wide Screen, Custom Slide Size
Jm |
Change Views of a presentation

Select View Tab -»Then from presentation wiews you can select views
Ik Morrmal, Gulline Wiew, Slide Sorter, Notas Fage, Reading View

Click to add notes

SlideSobs L  English (India) = hotes: WBcomments [[E0 55 M 5 -

Shortcut for view tab is Alt+W and for Normal view it is L and PO for outline view.

The Slide Sorter view
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To rearrange all slides in the presentation slide sorter view shows thumbnails of all slides in the presentation

£ n 5. Review
= Be | . o - Q = I Color 1 = Arange sl = =
=N EL } i | = - - || [
| | | (] ki S E i Grayscale jum| % Cascade -
Maommal Cutiine | Blide | Notes Reading  Shide Handout Mates - Zoom Fittn New = Switch | Macras
View |Sewter| Page View Master Master Master il Window | Black and White | windo < 100 00 Windows -
Fresentation Views Iaster Views Show | Zoom CalorGraysoake Window Macros -~
Shde Sortar View

See thurnbnad

Print handouts, print in colour,
grayscale, or black and white

Presentation

Print Motes pages

FhelA T ]

b sk | S

Change slide size, changs views of 2
presentation, s=t file properties

el D g0 P Bl e 3 it oy i
e, W S, Eutere T

Side5of3 [  Englich (Indiaj

Change Views of a presentation

D e e T R T
et Do Vo e e, Mt ugn B A B

P el

IS

+ 100 B4

Short cut for slide sorter view is I
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Set File Properties

Click File tab->Click info> Click Properties and then select Advanced Properties

Print Al or Part of Presentation - PowrePaint

Info

Print All or Part of Presentation
Fi o AZAM DATA « Powerpoirt = Practicals pawerpaint

Open file lncation

Protect Presentation

Control what types of cthanges people can make to this presentation,
Protect

Prewentation -

t-?_ Inspect Presentation
: Befors publishing this file, be suare that it contans:
e Document properties and author's name
Issues =
.. Manage Prasentation
2 Q @F Today, 14:00 (autorecovesy)
ﬁemdalﬁbn- B Today, 13:44 (autorecovery)

Sigh in T = o

Properties ©
— s e =
| See more document
properties
Titke Print All Slides
Tags
Categonies

Related Dates

Last Modified Today, 15:24
Created Vesterday, 13:13
Last Prinfed

Related Peopie
Authar

Last Maddied By

Related Documents
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Advanced

*

Protect

e
{ I-)
Check for
Issues =
Account
Feedback I
Dptiors a
7 M

Prewentation -

nage
Precentation -

Pro
Conty

Insg
Befor

Ma
Ll
W

Properties Custom option,
Info
Print All or Part of Presentation
Fi o AZAM DATA « Powerpoirt = Practicals pawerpaint
5 Upload | | 14 snwre | [ @ copypath | [ 2 pen il caion |
Print All or Part of Presertation Properties T M

General | Summory | Stabstos  Contents  Custom

Parme: | | At
Chiecked by |
ient | [
Diate complatad |
Deertment
Deslirafian
Discatan v|
Type: Text |
Nl | Turk m contant
Properties: | pama Ve Tyoe

I =

you can
Properties -
Size 424K
Slides 5
Hidden slides o
Titke Print All Slides
Tags Add & tag
Categonies Add a category
Related Dates
Last Modified Today, 1524
Created Vesterday, 13:13
Last Frinted
Related Peopie
Authar |l & |
b4 User
Atid an suthor
Last Modkfed By 7™

4 User

Related Documents

edit the File properties

Tip-—> File Properties are like File name, created date, Author name, keywords.

meta data.
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» Configure a presentation for print

» Print all or part of a presentation, print notes pages,; print handouts; print in color, grayscale,

or black and white
Configure presentation for Print—> Print all parts of the presentation

Select Print menu from File tab on the ribbon (Alt+F). From settings select Print All Slides

Presentation - PowePoint Signin T =

=1}
b1

Print

Copies |1

o/}

-]

rint

Printer

Test Delivery Prii

| :'% Readly: 2 desctim

g Print All or Part of
Frinice Bropentics Presentation

b R

Settings

=, PrinAllSides
— Pt entite gregentation
Slides.

|| Pt A SEdes
UE -1 print entire preventation
s

Primt Selection
Dnly print the selected shides
— 1 Frint Current Slide
=1 Only print the cumrent slide
= Custom Range

[, -
Entter specific sfides 1o print

4 [1 jaE3k 0% - —

+ (3]

Print Notes Pages -Select Print menu from File tab on the ribbon (Alt+F). From settings and from

print layout group select Notes pages
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Presenitation] - Poweraint Sigh in T = o b3
Print Layout
Fuli Fage Slides Plstes Pages Outline
Hanalensts f=]
1 Slide 2 Stides 3 Slides
4 Slices Horizontal & Shides Horizontal 9 Sides Horizontsl
4 3licles Vertical i Sdes Vertical 3 Slides Verticat Print Notes pages
Frm e
#  Scaleto Fit Paper
High Cauality
_.| vy 0
=1 Print shides with nates |
Account | = Collated
| (E| 123 123 133 i
Feedback .
__'| Portrait Orientation -
Dptians |
([ -
Edil. Header & Fooles
42 |of2 b 5% = —4 + |a]

Print handouts - Select Print menu from File tab on the ribbon (Alt+F).

From settings from Handout group select you can print one slide, two slides, three slides etc.

Presenitation] - Poweraint Sigh in T = o b3
Print Layout
Ful Fage Slides Nntupags Suiine
Handouts [}
1 Siide 2 Sides

Sliches Hlorizonkal & Sliles Horizontal 9 Sdes Horizortsl

— Print handouts, print in colour

o grayscale, or black and white

4 8lides Vertical & Shides Vertical % Slides Vertical

Ema Ficlanet e
#  Scaleto FitPaper
High Cuality
_.| Sy T
=1 Print shides with notes |
Account | = Collated
| (E| 123 123 133 i
Feedback .
__'| Portrait Orientation -
Dptianz !
. Calor E
Edil Header &l Fooles

43 of3 b 5% = —14 + |3

Print in colour, grayscale, or black and white - Select Print menu from File tab on the ribbon
(Alt+F). From settings select color slides you can select as color print, grayscale or black and white print

from the options provided.
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Print

- Copies K
(s} 1
=
Print
Printer ’
Test Delivery Printer 2016

Ready: 2 d

Settings

| L | t shdes with nates

Collsted

BE S v -

1
‘ =_'| Portrait Orientation -

‘. Calor --.:

=

- Grayscele

7 Eckand Whits

of3 ¥

Presentation] - Poweraint

Print handouts, print in colour
grayscale, or black and white
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» Configure and present a slide show

* Create custom slide shows, configure slide show options, rehearse slide show timing, present a

slide show by using Presenter View

Configure and present a Slide show - Create custom slide shows, configure slide show options,

rehearse slide show timing, present a slide show by using Presenter View

Print All ar Pact of Presentation - Poweoint

Diesign Transitiors Animations Review Wiew Help @ Tellme what you want to do

= e = i B g = = _ -

12 e 1 |:' [ 0 |_ [ Pl aatiane 157 Manitor, | Automatic
& P & = E i =5 ® e
F F Present Customn Slide SetUp  Hide | Rehearse Record Shde £ e Timings =i
e =T o o Use Precentar View

Beginning Cunent Slide  Online~  Show = SlideShow Side = Timings Show= 1<) Show Media Contrals
Start Siae Show setup Manitars ~

S Custom Shide Show At

i g

Show only
Thisis 1 g

e your
on, or tailor it for different

3
, Create a Custom Slide show
i Select Slide show tab on the ribbon, Select Custom Slide show option
from Start Slide Show option, Custom Slide show dialogue will appear,
e Select New from window
6
— | Click 1o add notes
ShdeTof 7 TR Engilsh (india) = totes 8 Comments By =5 B 7 - 1 + 7 B

Select Slide show tab on the ribbon, Select Custom Slide show option from Start Slide Show group, Custom

Slide show dialogue will appear, Select New from it, Define Custom show Dialogue will appear.

33



=] 11 Py Pratine 157 Maritor, | Automatic

£ &£ Ex = = C :
Fi F P nt Custam Shid Set Ly Hid Fehy R el Slid o S limings =
From ram rese am Shide P Hide earse Record Slide = R
Beginning Cunent Shide  Online~  Show = SideShow Side | Timings Shows D) Show Media Controls !

Start Shde Show setup Maonitars ~

|
2 |
Define Custarn Shauw ? * [Zm
Slids show name:  Custom Shaw 1| | “row | [ e
a4 Slicles in presentation Slides in custom shaw:
1 1. Print #41 o Fart of Presentation
|1 2. Print Mates pages .
[ = Print handouts, prnt In eolour, grayscale, T | a
D 4, Change slide size, change wiews of a pres| - '~ | | e S o W
5 |1 5. cnange views of a presentatinn fidd x|
) » [] & Create sectians, moddy shds arder, renam I i "
s s ] 7. Createn Cumtorm Sl shenw | |Custom Slide show option
show dialogue will appear,
| > dow
 TEST o || canes |
5 S s
i =
:
—/| Click to add notes
SidzTof 7 TE  Engiish India) = waores W Comments B =5 B o5 - | B +

In the Custom show dialogue give name to your slide show and select any option as per your requirement like

print all slide, create section, print notes pages, print handouts etc.
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Configure Slide show — Select Slide show tab and select Set up slide show option to configure show, after
clicking the Set Up Show dialogue will appear.

Frint All ar Past ol Presi - Powerfii m = a

View  Help @ Tellme what you want to do

c 3 EZ_' e A J Stk Tt 57 Monitor: | Automatic
"L Fi P rt Cush Sl SSTI Hid, Re: = P d‘s[d A S Finge il )
Foom e - am Shide p| Hide | Rehearse Record Side i A e e
Beginning CumentSide  Orfine= Show= | ShdeSkow Side = Timings Show= <) Show Media Contrals !
Start Shde Shoaw Setlip Manitars ~
= Sat Up Show
+ Defauit Sextion i

Set up advanced epticns for the
1 slide show, such as kiosk made.

Print All or Part of
3 Presentation
File tab(Alt+F) = Print(P)

Click 1o add notes

Slide 1ol & Enplish (ndia)

= wotes W Comments B 3= o5 - | + m i

In Set Up Show dialogue you will get options like show type, show options, show slides etc where you can

select options to present show with narration, show with speaker etc.

In the show options you can loop the show, show without narration, show without animation.

Insert Design Transitiors Animations Skide Show Review Wiew
= = mn B, r ] i = :
7 .| ZI = E: LA A B _| i 157 Maritor, | Automatic
= i Present. Custarm S SetUp  Hide | Rehearas Record Sid Al UseTirings =i .
From ram rese om Slide P Hide earse Record Shide G o] Uk et Videw
Beginning Curent Slide  Online~  Show - SlideShow Side = Timings Show= <) Show Media Contrals
Start Siide Show setuip Ianitors -~
7 e Set Up Show T s At
a Default Section
1 Show type Shaw slides
e ® oz
Ceem 77 = 1« |1
() Browsed at a kiask full sereen) T bl L
2 show etins ' =N CO|OUF,
v i [] Laap continueusty untit ‘Esc Aduance siides

] Show withiout parration

= F Manualty
Shew without animatian beo i
® Lsing timings, If present

7] Disable hardware graphics acceleration

: T Fen colar: &~ Multiple manitors

Stide $how moniton

. |7
&~
Lases puinter calor: | 23 e =

Resolution:

Use Current Az salution -
4 =

Bl se Presenter iew

cansel

5

Click 1o add notes

Side30f & Enplish (ndia)

= wotes W Comments B 3= o5 - | + m i
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Example for Browse by an Individual (window)

73]

Print handouts, print in colour,
grayscale, or black and white

File(Alt+F)=>Print(P)
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Rehearse slide show timings

Select Slide show tab on the ribbon then select rehearse timings option from the set-up group.

It will help you to set timing for the slide show. This option allows you to set time for each slide in the slide

show. Then you will be able to run show automatically.

Drawlng Toals
Design  Transitions  Animations:  EETEERSER eview  Miew Farmat @ Tellme what you want to do
= e = = K = = = _ -
el ‘| ” Ve 'JJ__ |:'| it 1T |_ ® _: fhy Mt 157 Monitor: | Automatic
= = = 2] o S ] Uise Timings
From From  fresert CustomSide | Setlp  Hide  Hehearss Record Side Do Medq'l onmole | Use Presenter View
Beginning Current Slide ~ Onfine=  Show = Slide Show Slide ' [Timings| Show= £l Show. iz Lontols
Start Shde Shaw setlip Manitars -~
el = Rehearse Timings =

s perfect. Start the
lidde s to fiqure aus
r esch slide.

4
ar5e your presentation, —-)
record how much i
=nd an each slide Ones
irmings nght, you can
g :
6
Select Slide show tab an the ribbon then select rehearse timings option
from the set up group.
7 It will help you to set timing for the slide show
i =
— | Click 1o add notes
ShdeBof& [ Engish (india) = totes 8 Comments B 3= o5 - 1 + 7% B
Recording - %

3 11 (02006 | | noo

Rehearse Timings

Select Slide show tab on the ribbon then select rehearse timings option
from the set up group.

It will help you to set timing for the slide show

Tip2Short cut for Slide show tab is (Alt+S) and T for rehearse timings
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Present a slide show by using Presenter View -On the Slide Show tab, in the Monitors group, select Use Presenter
View. Presenter view help to view Full screen slide view on one monitor and Speaker view on the other monitor with

preview of next slide with notes, timings etc.

Print All ar Pact of Presentation - Poweoint

Transitions  Animations [ EEEGE - Yiew  Help 0 Tellmewhat you want todo

5} = |'_‘— il 2 ] Play Marrations

EC . - =T ] I 157 Mo

& & & = & ] Use Timings

Fram Frem Presert Custorn Shde SetUp  Hide | Fehearss Record Shde = B s praconier Viei
Beginning Curent Slide  Online~  Show - SlideShow Side = Timings Show= 1<) Show Media Contrals

lide Shaw Setup Manitars n

Use Presenter View

£an use Alt-F
4 TEST g
6
Select Slide show tab on the ribbon then select rehearse timings option
from the set up group.
It will help you to set timing for the slide show
i} =
— | Click 1o add notes
Shide Bof & E  Engiish fIndia) = wores W Comments = o H OB - 1 + T O

Rehearse Timings

Select Side sthow e on dect rebmarae imings g

3
g fur the 2he show

Create a Custom Slide show

Select Slide show tab on the ribbon, Select Custom Slide show option

from Start Slide Show option, Custom Slide show dialogue will appear,
Select New from window
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Insert and format text

Insert text on a slide, apply formatting and styles to text, apply WordArt styles to text, format text in
multiple columns, create bulleted and numbered lists, insert hyperlinks

40

Insert text on slide

To insert text on the slide, select text box from insert menu and then select text box from text groupor you can
add from format tab’s insert shapes.
You need to drag text box on the desired area. This the way to add text where ever you want maybe it is slide or
any shape.



Ingert

1 | P + - 1 3
=l s T S Lo 5 gl | Hcesam Yy %] | T ] = = e e T QO [ ‘D o
New | Toble | Fictures Onfine Sereenshor Phato | Shapes SmatAt Chat | gy agins - | Lk Adtion | Comment | Hesder Wordtn Equstion Symbol | Vides Audia  Sereen
Slide - Pictures = Album= M B Foceer - -+ 1 Object - - '+ Recording
slides | Table images Wustrations it Links camments Tt Symbio Meia -

Draw a Text Box
Drawea test bos armywhere.

This is 2 gre
EEst B Size you e

when sdding bert to shepes and
ahjests

Sige3etd  T13 Enghish(Indis) = potes W8 Comments Bl 5= m o= - L ]

Tip Short cut keys for Insert tab is (Alt+N) and for Text box on it is X

Apply formatting and styles to text
Apply formatting style to text is done by right clicking on the text using bold, italics, underline, using different
fonts, font size, colour for the selected text etc.

To apply formatting we can use Home tab and its font group or by using right click on the selected text.



Eem -
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Exit Edie Text
Font...
Paragraph..
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7 Convert to SmartArt
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Format Test Effects.
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Format Shape .
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If you want to apply formatting using word art go toinsert tab then use word art from text group to add artistic
flair to your text.

After adding word art, it will automatically enable the format tab to give effects for word art like colour for word
art, adding shapes, filling colours as background

Practical 3 -

Insert
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ld kg @ B Y B I SBoansn

Mew Table Pictures Online Screenshot Photo Shapes Smartvt Chart ’My.ﬂdd-lns .

Slide~ = Picturas o Album - =
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23 Shape Fill = ‘ A TetFill - U Bring Forward = [& Align= £]ll2s

#bz | |- ¥ Shape Gutline = A A - A TetOuiine- | fSend Backward = o § =
% e 1343cm 1

= | b Shape Fffects = [ TetEffects~ | Gl Selection Pane "k Rotate~
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Word Art For Text
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e Formattext in multiple columns

To format text in multiple columns use option Add or Remove columns from Home tab’s paragraph

group.

It will help you to split the text in to one or more columns and also you can define the width and space

between the columns or use pre-set settings

B =] Btopout | oo come-[zn - & & | 4 i BN 1[5 l_ll'"l l:) 2 Shope il - 2 Find
P gy 7 Reset = L5 Align Test~ AL Lok n)- P quk L7 shape Dutline~ | #% Replace =
[E (=" - RS - - = [ i | -
= i | S Tsaene | D f MG e A T Convertosmartae= | |9 VO (¥ 5|8 Stytee » o ShapeBifects= | [ Select~
Clipboard -,. Siides Fant T  Paragiaph l Drawing Editing Py
Add or Remowe Cobumns -
x
1 | s | STt your tot inta two.or mare Format Shape 3
el Shaps Options  Text Options
Y £2n aha choose the width and =
2 spacing of your calumns, ar use ,é {-% @
one of the preset formats.
© Shadow
L] L1 i Reflection
3 To format text In mulliple columns use option Add or i
Remaove columns from Home tab's paragraph group. §
in o one or more columns . g boncs
widlh-and space between the ¥ 3-D Format
ngs b 3-D Rotation
L
z
e d
side4ora [ English (indi =Hotes Wcomments [[B 35 B =T - B + &% [

Tip =2 short cut key for is (Alt +H) and for text to columns it is J
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e Create bulleted and numbered lists.
To insert bulleted and numbered lists use Bullets option from Paragraph group on the Home tab.

You need to click on drop down arrow for different types of bullets or numbers. You can customise it and
also give size and colour.

A Find
&Replntc =
[ select=

B Copy = ) i BT
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e Insert hyperlink
Select the text which you want to make hyperlink. Select Insert menu and its Links group from that select Link option. It
will open a dialogue box’ insert hyperlink 'asking to select the file or image or website address which you want to link.

4
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Tip 2 Hyperlink is a links that points to a text or file by clicking or tapping. Short cut key for insert menu is (Alt
+N) and for link it is [
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Insert and format shapes and text boxes Insert or replace shapes

Insert text boxes, resize shapes and text boxes, format shapes and text boxes, apply styles to shapes and
text boxes

e Insert text boxes
You will get text box in the text group and shapes in the illustration group on insert tab
Drag the text box or shape at the desired area and do formatting to it using Format Tab or right click. After using
dropdown arrow of shapes, you will get many different types of shapes then select any one of your choice and

drag at the desired area.
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resize shapes and text boxes, format shapes and text boxes

After dragging the text box at the desired area, you will be able to resize it and format it using the selection
arrows. You will be able to see the Format Menu using which you can fill shape with different colours, make
outline, add texture etc.
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® apply styles to shapes and text boxes

Using quick style option from the Drawing group on the Home tab you will be able to add different styles. Each
style contains different colour combinations, lines and effects. The same you will get from Format menu, shape
styles group.
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Tip 2Short cut key for Home tab is (Alt+H) and Format is (Alt +JD)



Insert and format images
Insert images, resize and crop images, apply styles and effects

To insert any type of images like pictures, online pictures, Screen shots and images from photo Album we
have images group in insert tab. Select any type of images to insert at desired place.

Using Format menu, you will be able to format the image like picture style, picture border etc.

After clicking on insert picture it will ask you for the location of the picture by showing the dialogue box
‘insert picture’
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Tip = short cut key for the insert menu and pictures are (Alt + N) and P respectively



* resize and crop images
Resize and crop option is available by using right click on the image. From the Pop-upwindow, you will get

Size and position. This option which will give you to select the position coordinate like height, Width, Rotation,
Scale height and Scale Width

we=rPoent (Prod

B Xt : - - Cly ( P L2 Shape Fill = £ Find
o Es Copy - T 1 m"' q:‘k L7 Shape Dutline~ | #% Replace =
e i - A A= | = = nge Quick 5
TF S Romapainter | gige. SSeeson- | 00 M5 * % MU ML F TN ey @ ShapeEffeas= | [y Select-
cllpbqam ) Sndes _F_om Dramng_ Ed_itlng "~
Format Picture S
i P —
O O E
“ Sa
;| Change Picture Height 1905 o |
4 Wigth s |
Rotation o |
ek tn
Send to Back Senle Height o% :]
H ik, v
Eyperlink Scale Width 415 .|
Save as Fictuie., [+ Lock aspect ratio
F.? Il Eclit At Test,, N || Belative to original picture size
Sgeand Postion... X _
|| Szeand Postio || Best scale for slide show
i Farmat Picture .
" Hesalution
Mew Comment =
lew Commen: Onginal sie=
Height: 1005 ¢m Width: 2835 cm
Resset
* Position
Text Bax
At Text
z
e d
side 10010 [ Englishiindin)  Recovered = Hotes W Comments B = ¥ = - | + s [0

51



« apply styles and effects

To apply styles and effect to the selected image we have different ways one we can do it from Home tab -
quick style option or select image and then by using Format tab’s picture styles option or you can use the right
click option on the Picture and then by selecting styles.

S : ;
'“; IE EE = Compress Pictures - 3 e — L7 Picture Border= L Bring Forward =[5 Align = [} ([T p—
= ) h . 2 1.0 -
= . =" & Changs Picture = ot | el ggl E =l == QP Pictire Effects= | P Send Backward = 10 e S
Remove  Comedtions Color Aristic . N rr— = o | . = " Crop oy Widdth! 1205 em %
= = B~ T ] =
Background Effects = 1= Reset Pictura 7o Picture Layout plrSelection Pare Sk Rotate
i = Sl
Bdjust E E G g E il Artange Size al &
= 4 =t | =
_— - - x®
s [ Loy ey S Format Picture
— | A = =R e N0 B e
= — |
: F— e S, - Fl
— . ® bla fil
(1 alifill
(1 Gradient fill
1) Pictureor texture fill
» apply styles and effects - E" 'Er' HrEt
) Patbern fill
(1 Slide packgrourd fll
¥ Lhive
z
e d
side 10010 [ English(indin)  Recovered = Hates W Comments B = ¥ = - | + s [

Tip—>Short cut key for the Format tab and Picture styles are (Alt +JD) and K respectively
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e Order and group objects
e Order objects, align objects, group objects, display alignment tools

e Order objects

In PowerPoint we will be able to arrange objects in a specific order. when two or more objects overlap, we
need to arrange the objects because it will determine which objects are in the front or the back.

To change the order of objects by one level we need to select the objects and then by using the Format tab click
the Bring Forward or Send backword command. We can click the command multiple times to achieve the
desired level of ordering.

In the following slide we have an arrow which is overlapping our picture objects now to reorder

it we need to select the arrow and using format tab and from its arrange group we can bring it backword by one
level.
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ordered by one level
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In order to send the object back to all pictures we need to select the object and using send it back option from

the arrange group of the format tab we can send it back to all objects.

Original slide
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Result of send it back
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Tip = Short cut key for the format tab and the bring forward and bring backword are

(Alt +JD), AE, AF respectively.

® align objects
PowerPoint, gives us alighment guides and spacing guides that will appear as dashed lines and arrows around
the objects to help to align them. But for many different objects it is difficult to arrange it manually so we have
align option in the format menu .

Original slide of misalignment



56

& ¥t = Eapout- | = O l_d“ L Shape Fill= 2 Find
U Ea copy - £ Reset L LR &7 LF shope Dutine= | & Replce =
Paste New I =AY - Aa . == 2] (4 o o Mmange Quick - 9
= at Painter ide> Ojoection= ¥ ‘ et o Srrarthn T v = ape Effects = e Select=
¥ Format Pai Slida Secti it % RS Stylps = = Shape Eff [ sal
Clipboard ] Shdes Drawing T Editing ~

[l -

£3
H
12 eeeee—— T
side 170018 [ English(indin)  Recovered = Hates W Camments B = ¥ = - [ + 1 [

To align two or more objects, we need to select the objects which has to be align using Shift key and then by using
Format tab we can align to left, right, top, bottom, centre, or we can use align selected objects option

Align to bottom
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To align objects evenly When we want to arrange the objects in a row or column at equal distance from the
other then we can use the option distributing the objects horizontally or vertically
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e group objects
If we want to group the multiple object to one group then we can use the group option from the Format tab.
We want to group multiple objects into one object so that all objects can stay to together to move or resized.
When we group selected objects,there will be a single box with sizing handles around the entire group to show
that they are one group. You can now move or resize all of the objects at once.
We will be able to rotate all the pictures at once using group handler.
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Tip =2 If you want to edit or move one of the objects in the group, double-click to select the object. You can then
edit it or move it to the desired location.

To ungroup objects:

Select the object group you want to ungroup. From the Format tab, click the Group command, then
select Ungroup.
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e Display alignment tools

To display alignment tools in the power point we need to select the objects and then by using the format
tab we will be able to see all six alignment options.
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* Insert and format tables
* Create a table, insert and delete table rows and columns, apply table styles, import a table

e Create table

To create the table, we need to select the insert tab then from tables group add the table at the desired place and
select the no of rows and columns from the drop down.

For example, to add 3 rows and 3 columns we need to select the 3 rows and 3 columns
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® Insert and delete table rows and columns

After creating the table if want to add or delete the rows or columns we can add it by using the right click
option on the selected table

For inserting column or row
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To delete column or row
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Tip =2 To delete the specific row or column select that row or column and the delete it



® Apply table styles
To apply the table styles, we need to select the table then just like chart tools, table tools gets enabled then by

using the design tab from it we will be able to add the different styles to our table. As in the given snap-shot, we
will see the different styles. If we want to show header row, banded rows or total rows in the table just check

the option from the ‘tables styles option’.
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Tip = the short cut key for the design tab is (Alt+JT) and to apply styles is A

e Import a table
To import a table in the power point we need open excel select desired table and copy it.

Then come back to your slide and paste it by using keep source data option.
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The other way is to go in to the insert tab and using the OLE option that is object linking and embedding we can
create an icon of the excel sheet inside our slide.
Insert - Object

Then dialogue box will open asking to browse for the particular excel sheet. And it will display excel icon on the
slide.
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Insert and format charts

Create a chart, import a chart, change the Chart Type, add a legend to a chart, change the chart
style of a chart

* Create achart
Chart is for to make better presentations of data

For creation of the chart go to insert menu and by selecting charts from the illustration group you will be able to
insert the chart at the desired place. It will ask you for the chart type like column, Bar, area, Histogram, Waterfall
etc. After selection of the chart type it will ask you for the selection of the internal chart types.

E.g. In Bar chart you will get different bar chart types like Clustered bar, 100% Clustered bar,Stack bar, 3D Stack
bar
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Tip-—>Short cut for the insert menu and Charts are (Alt +N) and C respectively

e Import a chart
To insert any type of chart from in power point presentation for e.g. Excel workbook that has chart, copy the

chart, open the PowerPoint presentation that you want and select the desired slide to insert the chart into.

We have paste option in the Home tab, when you make changes in the excel sheet it gets reflected in the chart
automatically.
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When the underlying Excel data has been changed in the workbook, you can make those changes be reflected in
the chart that's appearing in your presentation

Select the chart.On the Chart Tools Design tab of the toolbar ribbon, in the Data group, select Refresh Data.
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To edit the chart data

Select the chart that you want to change. The Chart Tools tab appears in the ribbon. Under Chart Tools, on
the Design tab, in the Data group, click Edit Data. To edit data in PowerPoint, click Edit Data. This will open
a window from your spreadsheet.To edit data directly in Excel, click Edit Data in Excel. Make the changes you
want. They will be reflected in the chart in PowerPoint.
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Tip=> The Chart Tools tab appears only when a chart is selected, and the Design, Layout and Format tabs under it
provide different commands that relate only to the selected chart.

Tip 2If you want the chart to keep its look and appearance from the Excel file, select Keep Source Formatting & Link Data.

Tip 2If you want the chart to use the look and appearance of the PowerPoint presentation, select Use Destination Theme

& Link Data.

Change the Chart Type

To change the chart type, we need to select the chart as the chart tools appears only when the chart is selected,
select the design tab from the chart tools. You will get a change chart type in the type group, the pop-up window to
select different chart type will appear to select the desired type of chart from it.
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add a legend to a chart

To add a legend to a chart we need to select chart then from the chart tools select the design tab and from
Add chart elements drop down arrow or by selecting the Plus sign near the right corner of the chart you will
be able to add a legend to the chart.

We can customizethe charts by using the various chart elements. The legend is also a chart element and
typically it is a box or area that codes via colour or pattern all the series in a chart. You can the legends at
top, bottom, left, right etc.
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change the chart style of a chart

To change the style of the chart you need to select the chart and then using design tab from the chart tools we
need to select chart styles. This we can do with the other option that is using the plus sign near the chart it will
pop up the different chart styles.
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Insert and format SmartArt graphics
Create SmartArt graphics, convert lists to SmartArt graphics, add shapes to SmartArt graphics,

reorder shapes in SmartArt graphics, change the colour of SmartArt graphics

Create SmartArt graphics
To Visually communicate information, we use smart art. In smart art we use graphical list process diagrams, Venn

diagrams etc. Smart art is in the illustration group in Insert tab. In smart art we have different types of graphics like
list, process, cycles, pictures,pyramids or we can take online graphic images.
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Example of cyclic smart art to show decision making
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e convert lists to SmartArt graphics
To convert list or text to smart art we need to select the text then by using right click command we
select Convert to smart art from the pop-up menu
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e add shapes to SmartArt graphics
To add shape to the current graphics we need to right click the shape and need to select the Add

Shape—>Add shape After or Add Shape Before
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e reorder shapes in SmartArt graphics

In the SmartArt graphic, click the shape that you want to move or reorder.



73

To move multiple shapes, click the first shape, and then press and hold CTRL while you click the
additional shapes. Drag the shape to its new location.
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e change the colour of SmartArt graphics

To change the colour of the graphics we need to select the graphics and by using right click command change
the colour from the pop-up menu
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Insert and manage media

Practical 1

Power point allows you to insert videos in to slide show.

1. Video on my PC
2. Online video

Steps to Follow
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Click on Insert Menu

Click on Video

Select Video from My PC

Go to the video containing folder
Select video

Click on Insert Button

It provides two option to insert video into slide.
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As soon as Video get opened “Video Tools” Menu appeared which has Two sub menus in it.

1.
2.

Format Menu
Play back
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Same way we can insert video from internet.
Steps to Follow

Click on Insert Menu
Click on Video
Select online Video
Here you get two options
a. From YouTube
b. Video Embedded Code
Type name of video that you want to insert
Click on search icon
List of different videos related to your topic get open
Select Required video
Click on Insert Button
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As soon as we click on Insert Button video get download on your slide
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e Insert audio

Above Same way we can insert any audio in our power point presentation. Audio tools also appeared once you insert
audio from which we can trim audio.

Record audio option also available there.

Steps to follow

Click on insert menu

Click on Audio

Select option Record Audio

Record sound Dialog box gets opened

Click on red button which is for recording sound
Click on ok

oOU A wWN e

78



Lo

X

View

= - | : = I [ Date & Time )
= [ et ag-ims 5 | ol ; TE L) T‘:] ‘ i
7 i 5 I 1 = 2=l —] (=1 Slide Mumber T e 2 » o
(SR Table Fictures Ornline Screenshot Photo Shapes Smartfrt Chart T k tiop | Comment Tet  Header Worddrt Equation Video Screen
: Wy Addel-ins ok
Slide = - Pictures = Album~= - Box. Bifocter = Object - - Recording
Stides | Tables Images Dlustrations Ad-ns | Links Comments Text symbols W Audio on My PO
I I . .
Slidetofl [2 = pote: W Comments BN Bf B T - 1 +
| == | | Y 4 EdDaesTime T 0O
|j r! i I i = * “— _] ~ ? il E 2 T‘:] *D i
i v _ [ Shele Murmber LE
Naw Table e Smartfet Chart Il Link tiop | Comment Header Woiida _ Video Audio  Screen
Slide = - B Focter A objest = = Recoring
Stides | Tables Images Dlustrations Ad-ns | Links Comments Teet symbols Medla -~
Recoed Saund
e [Recoried saund.
Tatal sound fengthe 0
|L (] (o]
o
Slidetofl [2 = pote: W Comments BN Bf B T - L] + 7% H

79



o i | B |82 (x| T B Q Boearee ) gr ) | ] ) L)

o . 3 : [=]5hde Mumber o
Naw Table | Ficiure: L pec Smarthrt Chat - | g s tie Comment t  Header Word _ equation aymbel | Video Audio  Screen
Slide = - [ EFocter A objest = = Recoring
slides | Tables Images Dlustrations Addns | Links Comments Text | symbols Medla -
.
Slidetofl [2 = pote: W Comments BN Bf B T - L] + 7% H

Once audio get inserted we can format it as per our requirnment.
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* adjust media window size

By default, video get play in slide size window we can show it on full size.

Steps to Follow

1. Click on video
2. Go to playback menu
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3. Check mark “Play with full screen”
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Full Screen view

* set media timing options

When we insert any media files like audio or video, we can set start and end time for it. Power point provide you a
trim Audio/Video options for it.

* set the video start and stop time



Sometime we want to show the particular part of video in our presentation then We can trim video by setting start
and end time of video.

Steps to follow

Select video

Video tools menu gets appeared

From Playback sub menu click on the option Trim Video
Trim Video Dialog box get opened

Set start and end time

Click on Ok
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Set time according to your requirement and click on ok
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e Apply slide transitions

e Insert slide transitions

Transition is motion effect. It Occurs between two slides of presentation when slide show moving from one slide to
another.

There are number of slide transition available.
Steps to Follow

1. Select slide
2. Click on transition menu
3. Select transition

Tip: by default, transition is none.
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Some Transition have different options for motion of that transition.

Eg. Above “Random Bar” Transition have two motion options

1. Vertical
2. Horizontal

Steps to follow
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Animate slide content

Apply animations to text

Steps to Follow

1. Select Text area which you want to apply animation
2. Go to animation menu animation tab

3. Click on any animation effect from
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Apply animations to Object
Steps to follow
1. Select object

2. Click on Animation Menu

3. Select any animation as per your choice from animation tab.
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set animation effect options

animations have different motion effects we can apply.

Steps to follow
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1. Select Object
2. Click on Animation effect
3. Select any one listed effect
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types as follows:
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Transition in PowerPoint.p...
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e set animation paths

We can Set Motion Path to the animation which used to specify the animation direction of slide object with arrow.

Steps to follow

1. Select slide object
2. Click on animation tab
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Click on drop down of animation group
Click on motion path

Change motion path dialog box appeared
Select any motion path from list

Ok

3
4
5.
6
7
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» Set timing for transitions and animations

» Set transition effect duration, configure transition start and finish options, reorder animations
on a slide

» Set transition effect duration

For this we need to use the transition tab. Here we have multiple options like Subtle, Exciting, Dynamic
Content. The transition means giving special effects between the slides.

Like in subtle we have basic type of animation. E.g. Wipe will disappear previous slide and next slide will roll
over it.

Exciting will have more complex transition and dynamic transitions can help unify your slides and add a further
level of polish to your presentation.

Practical 4, ppx [Autosaved] - PowerPaint [Product Activation Failed)
Home Insert Design Animations Slide Show Review View Halp ;‘ Tell mewhat you want to do
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Sy f
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skt Switch Tip Gallery Cube Do Box Camb Toom Randorm %
" click the
- Dynamic Content
4 | ; Ep=r L «
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4 Pan Farri Wheel Conveyar Rozate Window O Fly Through
h
b et ek
z
¥
o - -
suge1at7 [ English (india)  Recovered = Notes W8 Comments = 2e [ o - ] + 7B fH

e configure transition start and finish options
To configure transition, we need to use Transition menu and its timings group. Select the slide that has the
transition that you want to modify.On the Transitions tab, in the Timing group, in the Duration box, type
the number of seconds that you want.
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¢ [Lask savert by user] - PowerPoint (Procuct Actvation Failed] Sign in =
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it Y ~ Fa r i i ; By =l ec 1
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b
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Tip=2 If you want all the slide show's transitions to use the same speed, click Apply to All.

e reorder animations on a slide

To reorder the animation, click the objects on the slides. On the animation tab select animation pane, it will
show you animated objects list. Select and move the desired object up and down in the list.
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saved by user] - PoweiPaint (Product Activation Failed) 5
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Tip—> The red line will appear to show you the new position.
*  Merge content from multiple presentations

» Insert slides from another presentation, compare two presentations, insert comments, review
comments

» Insert slides from another presentation

In power point we can use the slides from other presentation without opening the other presentation. We have
this option in the Home tab Click on insert new slide then choose option ReuseSlide. It will ask to choose
presentation from which we want to add slides, after that we get a list of slides to select to add to our current
presentation.
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Tip To keep the formatting of the original presentation, select the Keep source formatting check box before you add the
slide to the destination presentation.

e compare two presentations,

When we want to compare two presentations select the review menu and compare option from the compare
groups. The dialogue box will appear asking for the secondpresentationto compare with the current version of
presentation and allows us to merge.

[ Cherse Fils to Merge with Cumrent Presertation

T+ o Powerpoint » Practicals powerpoint -
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S Thiz PC N )
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File name: | Prachical | Al Powespoint Precermstions o . .
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- . )mpting you to save. ...

Another dialog box will appear.
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* insert comments
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To add a new comment, go to review menu and then from the comment group add a new comment.

comment sign will be seen at the left corner of the slide. We can add multiple comments to the slide.

Em -

ABC ek O 1
v |SH| L as A b— =
Spelling Thes s Check Srart | Translate Langusge | Mew  Delete Previous: Net | Aaveps Rejes Stat
Accessibility p - - Commert = Jall Inking Il
Practing ﬂ_sm!lﬁl“ﬂl_ Inssghts Liﬂﬂul_ﬂ! Comments Ink -~
g g
| | Comments L
| = | [
= ZlE
User A few seconds ago
an:h:uli
Reply..
User A few seconds sgo
PRACTICAL 3
*
¥
Sige1ct25 CF  Englishindial  Recovered = Notes: WMcomments [ 25 BE & - —)— + & B

The

Tip A comment is a note that can be added to a letter or word on a slide, or to a whole slide. If we want a review from

people and feedback on a presentation, we use comments.
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e review comments

To review comments, go to review menu and from comments group use show comments option. By
using comments pane or comments mark-up we can review the comments

Check
Accessibility a
Soessiniity | Insights language Comments ¢ Com

Translate Language
L - Comment ~

Y Sk Mrkm £ Comments - %

o [z
User 17 minutes aga

n Fractical 3

Reply..

User | minutes sgo

A
PRACTICAL 3 - b

Sigetct2s  CE  Englishilndial  Recovere d = Notes: WMcomments [ 25 BE & - —)— + & Bl

Tip Dreviewers can edit comments added by others s which changes the colour of the review comment thumbnail and
changes the initials to those of the current reviewer.

* Finalize presentations

» Protect a presentation, inspect a presentation, proof a presentation, preserve presentation content, export
presentations to other formats

* Protect a presentation

To Protect the presentation, we need to select thefile tab and from back stage view select the Protect
Presentation drop down option.

You will get options like Always Open Read Only,
Encrypt with password, Restrict Access, Add a digital signature, Mark as final etc.

Select the desired option as per the requirement.
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In each option we need to different settings as in encrypt with password option we need to set password

to encrypt our presentation.
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* inspect a presentation
To inspect any presentation,Click the File tab to go to Backstage view.

From the Info pane, click Check for Issues, then select Inspect Documentfrom the drop-down

Practicald - PowietPoint (Product & ctivation Failed] Signin 2 S
Practical 4
F= AZAM DATA = Poweipoint » Practicals powerpoint
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Last Modified By
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When we have certain personal information in the filefor example, information about the document's author.

So, to remove this type of information use Document Inspector and then share the document with others

After clicking on Insect Documents the Document Inspector will appear. Check or uncheck the boxes,

depending on the content you want to review, then click Inspect
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e proof a presentation

Proofing means to check for spellings, grammar and accuracy.

The proofing option is available in the File menu—> options.

After clicking it will give us a dialogue box giving us power point options like proofing, Add-ins, customize
ribbon etc.

We can do proofing manually using review menu.

After selecting proofing, we get below screen
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We have multiple options like Auto correct, ignore words in upper case, ignore words with numbers,
check spellings as you type etc.
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e preserve presentation content

To preserve a presentation content, we have an option in the file menuthat is ‘protecta presentation drop down

arrow’ and from that we can use the option like make it as read only document to prevent any type of editing.
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e export presentations to other formats

We can export our presentation to other formats like Video’s, PDF, Package for CD, other files types, Create

handouts etc.
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[

MULTIPLE CHOICE QUESTIONS
Section 1

. Which tab is not available on left panel when you open a presentation?
. Outline

. Slides

. Notes

D. All of above are available

. Which of the following statements is not true?

. You can type text directly into a PowerPoint slide but typing in text box is more convenient.
. From Insert menu choose Picture and then File to insert your images into slides.

. You can view a PowerPoint presentation in Normal, Slide Sorter or Slide Show view.

D. You can show or hide task pane from View >> Toolbars.

. To start Microsoft PowerPoint application

. Click on Start >> Programs >> All Programs >> Microsoft PowerPoint
. Hit Ctrl + R then type ppoint.exe and Enter

. Click Start >> Run then type PowerPoint then press Enter

. All of above

. Which of the following section does not exist in a slide layout?
. Titles

. Lists

. Charts

. Animations

. PowerPoint presentations are widely used as
. note outlines for teachers
. project presentations by students

. communication of planning
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D. All of above

6. controls all the main slide control tasks for your presentation.
A. Task Pane

B. Task Bar

C. Control Panel

D. None of above

7. Which of the following cannot be toggled from View >> Toolbars?
A. Control Toolbox

B. Slides

C. Revisions

D. Reviewing

8. Which of the following pane is not available in Task Pane?
A. Getting Started

B. Clip Art

C. Word Art

D. Search Results

9. Which of the following pane is NOT available in Task Pane?
A. Slide Design
B. Master Slide
C. Slide Layout

D. Slide Transition

10. A new presentation can be created from
A. Blank Presentation

B. From Existing Presentation

C. From Design Template

D. All of above
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11. In slide layout panel how many layouts are available for text layout by default?
A 4

B.7

C. 12

D. None of above

12. Which of the following statement is false?

A. If you choose to select from one of the pre-made slide layouts, you can change the positioning

B. If you choose to select from the pre-made slide layouts, you cannot delete the objects in the layout
C. Blank Slide is at the top of the ‘Content Layouts’ area in the Slide Layout panel

D. All of above are false statements

13. What lets you to create new presentation by selecting ready-made font color and graphics effects?
A. Presentation Template

B. Master Slide

C. Design Template

D. Animation Scheme

14. Which command will you use in PowerPoint if you need to change the color of different objects withoutchanging
content?

A. Design Template
B. Color Scheme
C. Font Color

D. Object Color

15. What PowerPoint feature will you use to apply motion effects to different objects of a slide?
A. Slide Transition

B. Slide Design

C. Animation Objects

D. Animation Scheme
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16. What feature will you use to apply motion effects in between a slide exits and another enters?
A. Slide Transition

B. Slide Design

C. Animation Objects

D. Animation Scheme

17. The difference between Slide Design and Auto Content Wizard is

A. Both are same

B. Auto Content Wizard is just the wizard version of Slide Design

C. Slide Design does not provide sample content but Auto Content Wizard provides sample content too!

D. Slide Design asks your choice in steps but Auto Content Wizard does not let you make choices

18. In which menu can you find features like Slide Design, Slide Layout etc.?
A. Insert Menu

B. Format Menu

C. Tools Menu

D. Slide Show Menu

19. Which menu provides you options like Animation Scheme, custom Animation, Slide Transition?
A. Insert Menu

B. Format Menu

C. Tools Menu

D. Slide Show Menu

20. How many steps are there between Start and Finish in AutoContent Wizard?
A.3
B.4
C.5

D.6
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21. Which short cut key inserts a new slide in current presentation?
A. Ctrl+N
B. Ctrl+M
C. Ctrl+S

D. All of above

22. What happens if you select first and second slide and then click on New Slide button on toolbar?
A. A new slide is inserted as first slide in presentation

B. A new slide is inserted as second slide in presentation

C. A new slide is inserted as third slide in presentation

D. None of above

23. Which of the following method can insert a new slide in current presentation?
A. Right click on the Slide panel and choose New Slide

B. From Insert menu choose New Slide

C. Click on New Slide button on toolbar

D. All of above

24. Which of the following is not a part of Slide Design
A. Design Template

B. Color Scheme

C. Animation Scheme

D. Slide Layout

25. What is the best way to create another copy of a slide?

A. Click the slide then press Ctrl+A and paste in new slide

B. From Insert Menu choose Duplicate Slide

C. Redo everything on a new slide that you had done on previous slide

D. None of above
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26. From which menu you can access Picture, Test Box, Chart etc?
A. File

B. Edit

C. Insert

D. View

27. If you want to insert some slides from other presentation into current one choose
A. From Insert menu choose Slides from Files

B. From Insert menu choose Slides from Presentation

C. From Insert menu choose Slides

D. None of above

28. What are the three options available in Insert >> Picture menu?
A. Clipart, Pictures, Shapes

B. Clipart, From File, Shapes

C. Clipart, From Files, AutoShapes

D. Clipart, Pictures, AutoShapes

29. To insert slide numbers

A. Insert a text box and select Insert >> Page Number

B. Insert a textbox and select Insert >> Number >>PageNumber
C. Choose Insert >> Slide Number

D. Insert a new text box and select Insert >> slide Number

30. In a PowerPoint presentation

A. Sound clips can be inserted but not movie clips
B. Movie clips can be inserted but not sound clips
C. Both cannot be inserted

D. Both can be inserted
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31. To insert a hyperlink in a slide

A. Choose Insert >> Hyperlink

B. Press Ctrl + K

C. Hyperlinks can’t be inserted in slides

D.botha &b

32. List Box and Text box

A. are some other than that in a list box the bullets are enabled

B. are different. List boxes are used to present lists and can’t be created with text boxes
C. Both of above

D. None of above

33. Which of the following statement is true

A. You can insert text boxes from drawing toolbar in PowerPoint

B. You cannot insert text boxes from drawing toolbar in PowerPoint

C. Text boxes are provides when you choose a layout and can’t be inserted afterwards

D. None of above

34. When you delete a text box object from a slide in PowerPoint Presentation
A. The object is deleted but text box and the text inside is left on the slide

B. The text box is deleted and the text is pasted on the slide

C. The text box and text both are deleted

D. None of above

35. Which of the following font effect is not available in PowerPoint Font dialog box?
A. Underline

B. Shadow

C. Emboss

D. Strikethrough

111



36. What happens if you edited an image inserted in PowerPoint
A. The original file that was inserted is not changed

B. The original file that was inserted is changed

C. The original file is changed when you save presentation

D. None of above

37. If you select Insert >> Picture >> From File
A. You can insert pictures and clipart

B. You can insert clipart only

C. you can insert pictures only

D. None of above

38. The effect applied to display when slides changes in slide show view is
A. Slide Animation

B. Custom Animation

C. Custom Transition

D. Slide Transition

39. To start slide show of a presentation

A. Hit F5 key

B. From Slide Show menu choose View Show option
C. From Slide Show menu choose Rehearse timing

D.BothA&B

40. Which file format can be added to a PowerPoint show?

A. .jpg
B. .gif
C. .wav

D. All of the above
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41. In Microsoft PowerPoint, two kinds of sound effects files that can be added to the presentation are
A. .wav files and .mid files

B. .wav files and .gif files

C. .wav files and .jpg files

D. .jpg files and .gif files

42. Material consisting of text and numbers is best presented as
A. A table slide

B. A bullet slide

C. A title slide

D. All of the above

43. What is a motion path?

A. A type of animation entrance effect
B. A method of advancing slides

C. A method of moving items on a slide

D. All of the above

44, What is a slide-title master pair?

A. The title area and text area of a specific slide

B. A slide master and title master merged into a single slide

C. A slide master and title master for a specific design template

D. All of above

45. Which of the following should you use if you want all the slides in the presentation to have the same 'look' ?
A. the slide layout option

B. add a slide option

C. outline view

D. a presentation design template

46. In the context of animations, what is a trigger?
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A. An action button that advances to the next slide
B. An item on the slide that performs an action when clicked
C. The name of a motion path

D. All of above

47. If you have a PowerPoint show you created and want to send using email to another teacher you can add theshow to
your email message as a (an)

A. Inclusion
B. Attachment
C. Reply

D. Forward

48. In order to edit a chart, you can
A. Triple click the chart object

B. Click and drag the chart object
C. Double click the chart object

D. Click the chart object

49. To exit the PowerPoint

A. click the application minimize button

B. click the document close button

C. double click the applications control menu icon

D. double click the document control menu icon

50. To preview a motion path effect using the custom animation task pane, you should
A. click the play button

B. click the show effect button

C. double click the motion path

D. all of above

114



51. You can create a new presentation by completing all of the following except
A. Clicking the new button on the standard toolbar

B. Clicking file, new

C. Clicking file open

D. Pressing ctrl + N

52. You can embed a MS-Organization Chart in a slide by
A. Clicking the object command on the edit menu
B. Clicking the object command on the edit menu

C. Clicking the insert new slide button the standard toolbar, then double click the organization chart button on the
formattingtoolbar

D. Clicking the MS-Organization Chart button on the standard toolbar

53. To select one hyperlink after another during a slide presentation, what do you press?
A.Tab

B. Ctrl + K

C.Ctrl+h

D. All of above

54. Special effects used to introduce slides in a presentation are called
A. effects

B. custom animations

C. transitions

D. present animations

55. You can edit an embedded organization chart object by

A. Clicking edit object

B. Double clicking the organization chart object

C. Right clicking the chart object, then clicking edit MS-Organization Chart object

D. B and C both
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56. What is the term used when you press and hold the left mouse key and more the mouse around the slide?
A. Highlighting

B. Dragging

C. Selecting

D. Moving

57. Which of the following toolbars provide different options in various master views?
A. Common tasks toolbar

B. Drawing toolbar

C. Formatting toolbar

D. Standard toolbar

58. How can you create a uniform appearance by adding a background image to all slides?
A. Create a template

B. Edit the slide master

C. Use the autocorrect wizard

D. All of the above

59. How do you create speaker note pages that show the slides, related notes, and your company logo on eachpage?
A. Edit the notes master and add your company logo

B. Edit the slide master and insert your company logo and notes pane

C. Edit the handout master to include your company logo and one slide per page with additional note space

D. All of the above

60. Which option on the custom animation task pane allows you to apply a preset or custom motion path?
A. Add effect

B. Emphasis

C. Animate now

D. All of the above

61. What is the term used when a clip art image changes the direction of faces?

A. Group
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B. Flip
C. Rotate

D. All of the above

62. The slide that is used to introduce a topic and set the tone for the presentation is called the
A. table slide
B. graph slide
C. bullet slide

D. title slide

63. Which of the following features should you use when typing in the notes text box?
A. Slide show

B. Insert

C. Slide maser

D. Zoom

64. Which option allows you to select line, curve, freeform or scribble tools?
A. Create effect

B. Insert motion path

C. Draw custom path

D. All of the above

65. Which of the following should be used when you want to add a slide to an existing presentation?
A. File, add a new slide

B. Insert, New slide

C. File Open

D. File, New

66. The size of the organization chart object

A. Is determined by the presentation design and cannot be changed
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B. Is determined by the presentation design but can be changed in PowerPoint
C. Is dependent on the amount of text within the organization chart

D.bandc

67. Which of the following is the default page setup orientation of slide in PowerPoint
A. Vertical

B. Landscape

C. Portrait

D. None of above

68. Want a PowerPoint photo album slide show to play continuously?
A. Use random slide transitions

B. Launch an online broadcast

C. Loop continuously

D. All of the above

69. What is defined by the handout master?

A. Slide formatting

B. Layout of audience handout notes

C. Handout content formatting for Microsoft word export

D. All of above

70. Which of the following tool enables you to add text to a slide without using the standard placeholders?
A. Text tool box

B. Line tool

C. Drawing tool

D. Auto shapes tool
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Section 1

-:Answer Key:-
1)C, 2)A, 3)C, 4)D, 5)D, 6)A,
7)B, 8)C, 9)B, 10)D,  11)A,  12)B,

13)C,  14)B, 15D, 16)A, 17)C,  18)B,
19)D, 20)A,  21)B, 22)C,  23)D,  24)D,
25)B,  26)C, 27)A, 28)C, 29)D, 30)D,
31)D, 32)A, 33)A, 34)C, 35D, 36)A,
37)C, 38)D, 39)D, 40)D, 41)A,  42)A,
43)C,  44)C,  45)D, 46)B,  47)B,  48)C,
49)C, 50)A, 51)C, 52)B, 53)A,  54)C,
55)D, 56)B, 57)A, 58)B, 59)A,  60)A,
61)C, 62)D, 63)D, 64)C, 65)B,  66)D,
67)B, 68)A, 69)B,  70)A
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Section 2

1. In notes master view, how do you modify the font size of text for all hte4 notes of a presentation?
A. Modify the slide design

B. Modify the notes master layout

C. Modify the text within the body placeholder

D. All of the above

2. Want your logo in the same position on every slide, automatically? Insert it on the
A. Handout master

B. Notes master

C. Slide master

D. All of the above

3. Which of the following views is the best view to use when setting transition effects for all slides in apresentation?
A. Slide sorter view

B. Notes pages view

C. Slide view

D. Outline view

4. Objects on the slide that hold text are called
A. Placeholders

B. Object holders

C. Auto layouts

D. Text holders

5. Which of the following provides a means of printing out feature notes with a miniature slide on a printed page?
A. Slide with animation

B. Outline view

C. Notes page

D. Audience handout

)]

. Which command brings you to the first slide in your presentation?
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B.

C.

D.

. Next slide button
. Page up
. Ctrl + Home

. Ctrl + End

. In normal view, how can you quickly change to handout master view?
. Click the outline tab and select handout master view

. Press the shift key and click the handout master view button

. On the view menu, click slide sorter, and click handouts

. All of above

. How can you quickly reinstate a deleted footer placeholder in master view?
. Create a new slide master

. Re-apply the footer placeholder

. Re-apply the slide layout

. All of the above

. Which of the following can you use to add times to the slides in a presentation?

. Slide show menu

Rehearse timings button
Slide transition button

All of the above

10. To select all of the boxes of an organization chart

A.

B.

C.

D.

Clicking and edit and select all
Right click the chart background and then click select all
Press and hold the SHIFT key and click each box

All of above

11. You can show the shortcut menu during the slide show by
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A. Clicking the shortcut button on the formatting toolbar
B. Right clicking the current slide
C. Clicking an icon on the current slide

D.Aand B

12. Auto clipart is a feature that

A. Automatically places clipart in your presentation

B. Scans your presentation for incorrect spelling in your words on each slide
C. Scans your presentation for incorrect spelling in Word Arts objects

D. All of above

13. To edit the text within the boxes of an organization chart, you
A. select the box and text, then make changes

B. select the box, then make the changes

C. highlight the text, them make the changes

D. A and B both

14. Which of the following allow you to select more than one slide in a presentation?
A. Alt + Click each slide

B. Shift + drag each slide

C. Shift + Click each slide

D. Ctrl + Click each slide

15. The view that displays the slides on a presentation as miniature representations of the slides is called
A. slide show

B. slide sorter view

C. notes page view

D. outline view

16. The PowerPoint view that displays only text (title and bullets) is
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A. Slide show
B. Slide sorter view
C. Notes page view

D. Outline view

17. In Microsoft PowerPoint the entry effect as one slide replaces another in a show is called a (an)
A. animation

B. slide transition

C. custom animation

D. preset animation

18. Which of the following presentation elements can you modify using the slide master?
A. Slide comments

B. Slide transitions

C. Speaker note font and color

D. All of above

19. Which of the following provides a printed copy of your presentation?
A. Outline

B. Speaker notes

C. Audience handouts

D. All of the above

20. Slide show options available to the presenter include all of the following except
A. Transitions command

B. Speaker notes command

C. Meeting reminder command

D. Navigation commands

21. Presentation designs regulate the formatting and layout for the slide and are commonly called
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A. Design plates
B. Templates
C. Placeholders

D. Blueprints

22. Which of the following bypasses the print dialog box when printing individual slides or an entire presentation?
A. File, print, preview

B. The print button

C. File, print

D.Ctrl+p

23. To add a header or footer to your handout, you can use
A. The title master

B. The slide master

C. The handout master

D. All of above

24. Which of the following will not advance the slides in a slide show view?
A. Esc key

B. The spacebar

C. The Enter key

D. The mouse button

25. What are lines, curve, freeform, and scribble?

A. Emphasis effects that can be applied to animations
B. Types of custom motion paths

C. Predefined entrance and exit effects

D. All of the above

26. Comments on a presentation can record who wrote them and when they were added. What's the automatic wayin
PowerPoint 20027
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A. Use online collaboration
B. Use comments
C. Use the notes page

D. All of the above

27. When using PowerPoint, to play a PowerPoint show for previewing the show, select
A. View, slide sorter

B. View, slide

C. View, slide show

D. View outline

28. In Microsoft PowerPoint in order to see all the slides on one screen use
A. view, slide sorter

B. view, slide

C. view, master

D. view, slide show

29. What's the best place to find animated images for your PowerPoint 2002 presentation?
A. Microsoft online

B. Word clipart

C. PowerPoint tools and ins

D. All of the above

30. What's the easy way to apply varied animations to test on slides
A. apply effects in the custom animation text pane

B. apply an animation scheme

C. customize bullets with animated clipart

D. all of above

31. Using a custom animation effect, how do you make text appear on a slide by letter
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A. Apply the animation scheme fade in one by one
B. Apply an entrance effect, and then set it to by letter in the effect option dialog box
C. Apply the fly in entrance to the text, and then set its speed to very slow

D. All of above

32. To exit the PowerPoint application, you should
A. Click the application minimize button

B. Click the document close button

C. Double click the application control menu icon

D. Double click the document control menu icon

33. You can create a new presentation by completing all of the following except:
A. Clicking the new button on the standard toolbar

B. Clicking file, new

C. Clicking file open

D. Pressing Ctrl + N

34. You have customized a design template in one presentation and you want to use it in another presentation.What the
best way to do this?

A. Use the browse feature in the slide design task pane to find the file that has your design template and apply it to
thecurrent file

B. Copy and paste the slide with the design template you want to include the new presentation; inserted slide will
inherit thedesign

C. Save the presentation that has the design template with a new name, and then use a new file to your presentation

D. All of the above

35. Which of the following options in the printer dialog box would you select to print slides 5 and 12 in apresentation?
A. Slides

B. Custom shows

C. Current slide

D. All

36. Which of the following toolbars provides different options in various master views?
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A. Common tasks toolbar
B. Drawing toolbar
C. Formatting toolbar

D. Standard toolbar

37. You can tell when an object is active because

A. The object is highlighted

B. Eight small sizing handles appear surrounding the text
C. A box frame appears surrounding the text

D.bandc

38. Which of the following is not an option when printing handouts?
A. Six slides per page

B. Five slides per page

C. Three slides per page

D. Two slides per page

39. What's the best way to design the layout for your slides?

A. Create layouts for slides, handouts and notes using the Master Layout dialog box in slide master view
B. For each new slide, select a layout from the Slide Layout task pane

C. Apply templates from the Slide Design task pane

D. None of above

40. Any and every command can be found on the
A. Drawing toolbar

B. Formatting toolbar

C. Standard toolbar

D. Menu bar

41. The slide that is used to introduce a topic and set the tone for the presentation is called the
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A. Table slide
B. Graph slide
C. Bullet slide

D. Title slide

42. How do you print your slides in a handout that includes lines for notes?
A. In the print dialog box, select handout and set the number of slides per page to 3

B. In the print dialog box, select handout and set the number of slides per page, then select the include comment
pageoption

C. In the print dialog box select note page instead of handout

D. All of above

43. Which of the following features should you use when typing in the notes text box?
A. Slide shows

B. Insert

C. Slide master

D. Zoom

44. Which of the following should e used when you want to add a slide to an existing presentation?
A. File, add a new slide

B. Insert, new slide

C. File, open

D. File, new

45, Which of the following is the default page setup orientation for notes pages, outlines and handouts?
A. Vertical

B. Landscape

C. Portrait

D. None of above

46. Which of the following is the default page setup orientation for slides in PowerPoint?
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A. Vertical
B. Landscape
C. Portrait

D. None of above

47. How can you get your photo album slide show to play continuously?
A. Use random slide transition

B. Launch an online broadcast

C. Loop continuously

D. All of above

48. What are symbols used to identify items in a list?
A. lcons

B. Markers

C. Bullets

D. Graphics

49. The toolbars that are displayed by default in the PowerPoint window includes
A. Menu bar, standard toolbar, formatting toolbar, drawing toolbar

B. Menu bar, standard toolbar, formatting toolbar, drawing toolbar, status bar

C. Standard toolbar, formatting toolbar, drawing toolbar, status bar

D. Menu bar, standard toolbar, status bar, drawing toolbar

50. Objects on the slide that hold text are called
A. Placeholders

B. Object holders

C. Auto layout

D. Text holders

51. You have got a bunch of digital holiday photo you want to put into a slide show. What the quickest method?
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A. Apply a multiple-picture layout to several slides, and use the clipart icon on the slides to import your picture
B. On the insert menu, point to the picture, click from file, and select your picture in a group for each slide
C. On the insert menu, point the picture and click new photo album

D. All of the above

52. How would you create the following diagram in PowerPoint

A. Use auto shapes and the drawing toolbar to create the diagram and design it

B. Open the diagram gallery from the drawing toolbar and choose this diagram type
C. Use the chart command on the insert menu to import the diagram

D. All of above

53. Which of the following provides a means of printing out features notes with a miniature slide on a printed page?
A. Slides with animation

B. Outline view

C. Notes page

D. Audience handout

54. Which command brings you to the first slide in your presentation?
A. Next slide button

B. Page up

C. Ctrl + home

D. Ctrl + end

55. You were giving your presentation, and you need to click a slide that's few slides back. How do you get there?

A. Press ESC to get back into a normal view; click the slide thumbnail in normal view; then click the resume slide
showbutton

B. Press backspace until your desired slide

C. Right click, point to go on the shortcut menu, point to by title, and click the slide you want to go to
D. All of above

56. Which of the following should you do to bring a bullet back to a previous level?

A. Press the shift + tab keys

B. Press the shift key
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C. Press the enter key

D. Press the tab key

57. Good design determines
A. Credibility

B. Readability

C. First impression

D. All of above

58. To make a selection of slides on our presentation, use a different design template from the other slides, what doyou
do?

A. Select the slides thumbnails in that section, and apply a different color scheme
B. Select the slide thumbnails in that section and apply a different design template

C. Select one of the slide in the section you want to change, customize the fonts and colors, and use the format painter
toolto apply those styles to the other slides in the section

D. All of above

59. Your presentation is ready to go, but you don't know if PowerPoint is installed on the computer, you will use
topresent with what's the safe way

A. Save your presentation as a web page
B. Set up your presentation to be ‘browse as a kiosk’
C. Use the Pack and Go wizard

D. All of the above

60. The view that displays the slides of a presentation as miniature representations of the slides is called
A. Slide show

B. Slide sorter view

C. Notes page view

D. Outline view

61. The power point view that displays only text (title and bullets) is:

A. Slide show

B. Slide sorter view
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C. Notes page view

D. Outline view

62. Which of the following provides a printed copy of your presentation?
A. Outlines

B. Speaker notes

C. Audience handouts

D. All of above

63. Presentation designs regulate the formatting and layout for the slide and are commonly called
A. Design templates

B. Templates

C. Placeholders

D. Blueprints

64. Which of the following should you use if you want all the slides in the presentation to have the same look?
A. The slid layout option

B. The add a slide option

C. Outline view

D. A presentation design template

65. Line spacing refers to

A. The space between the lines of text
B. The height of the line

C. The length of the line

D.AandC

66. Which of the following uses the spelling and grammar feature to indicate an incorrect spelling?
A. The incorrect word appears in all capital letters

B. The incorrect word has a wavy red line under it
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C. The incorrect word appears italicized

D. The incorrect word appears bold

67. Which of the following bypasses the print dialog box when printing individual slides or an entire presentation?
A. File, Print Preview

B. The print button

C. File, print

D.Ctrl+P

68. The handout master contains placeholders for all of the following except
A. Slide number

B. Title

C. Footer

D. Header

69. How do you add degrees of transparency to shapes such as arrows, so that the slide background shows
though?

A. Use #D style 4 button on the drawing toolbar

B. Use the Set Transparent Color button on the Picture toolbar

C. Use the Transparency slider in the Format AutoShapes dialog box

D. All of above

70. Material consisting of text and numbers is best presented as
A. A table slide

B. A bullet slide

C. A title slide

D. All of above

Section 2
-:Answer Key:-
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1)C, 2)C, 3)A, 4)A, 5)D, 6)C,
7)B, 8)B, 9)B, 10)D, 11)B,  12)D,
13)A,  14)c, 15)B, 16)D, 17)B,  18)B,
19)C,  20)A, 21)B,  22)B,  23)C,  24)A,
25)B, 26)C, 27)C, 28)A, 29)B, 30)B,
31)B, 32)C, 33)C, 34)A, 35)A,  36)A,
37)A, 38)B, 39)B,  40)D, 41)D, 42)A,
43)D, 44)B,  45)C,  46)B,  47)C,  48)C,
49)B, 50)A, 51)C, 52)B, 53)D,  54)C,
55)C,  56)A, 57)D, 58)B, 59)C,  60)B,
61)D, 62)C, 63)B, 64)D, 65)A,  66)B,
67)B, 68)B, 69)C, 70)A

Section 3

134



[E

A

. Which of the following displays when an image is selected?

. Add clip art only if it relates to your topic

. Be sure to place at least one clipart image per slide

. Resize the image so it takes up as much space as your text

.AandB

. The Microsoft clip gallery allows you to

. Add word art images to a slide

. Spell check your presentation

. Add clip art images to a slide or slides

. Add slides to a presentation

. Which command select all object at one time when selecting multiple objects to be deleted?

AL+ A

LCtrl+ A

. Shift + Enter

. Edit, Select All

. Auto clip art is a feature that

. automatically places clip art in your presentation

. scans your presentation for incorrect spelling of words on each slide

. scans your presentation for incorrect spelling in word art objects

. all of the above

. To select all the boxes of an organization chart

. Click edit, select all

. Right click the chart background click select all

. Press and hold the shift key and click each box

. All of the above

6. To adjust the width of table columns, you
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A. Click table menu. Column width, then make adjustments
B. Drag the vertical gridline between two columns
C. Drag the column markers on the table ruler bar

D.BandC

7. To add a new row to a table you would

A. click the insert rows command on the insert menu
B. press the enter key

C. click the insert rows button on the standard toolbar

D. none of the above

8. After moving a clip art image to a particular location on the slide, you can immediately reverse the action using
the

A. Click the not do move object command on the edit menu

B. Click on the undo button

C. Click on redo button

D. All of above

9. You can edit an embedded organization chart object by

A. Clicking the edit object

B. Double clicking the organization chart object

C. Right clicking the chart object, then clicking edit MS-Organization Chart object

D.BandC

10. You edit an embedded table object by

A. Clicking the edit sub command of the document object command on the edit menu
B. Double clicking the table object

C. Right clicking the table object, then clicking edit document on the edit menu

D. All of above

11. You can embed a Microsoft Word tale in a slide by

A. Clicking the insert new slide button on the standard toolbar, then double clicking table
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B. Clicking the insert Microsoft word table button on the formatting toolbar
C. Clicking the insert Microsoft word table button on the standard toolbar

D.Aand C

12. You can embed a organization chart in a slide by

A. Clicking the object command on the edit menu

B. Clicking the insert new slide button on the standard toolbar, then double clicking the organization chart auto layout
C. Clicking the ms organization chart button on the formatting toolbar

D. Clicking the ms organization chart button on the standard toolbar

13. You can add multiple subordinates to a position by

A. Clicking the subordinate button as you press and hold shift

B. Clicking the subordinate button each and every time you add a subordinate
C. Clicking the subordinate button as many times as the desired boxes

D. All of above

14. What is the name of the form used to input chart values?
A. Datasheet

B. Microsoft Excel

C. Microsoft graph

D. Auto form

15. Which of the following you must first complete in order to delete an object?
A. Double click the image

B. Select the image

C. Resize the image

D. Move the image to a new location

16. What is the term used to described the separation of a clip art object into different parts so that it becomes a
PowerPoint object?

A. Embedding
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B. Regrouping
C. Ungrouping

D. Grouping

17. The auto shapes tool provides you with
A. Fancy text to place on your slide

B. Commonly found shapes

C. Any shape you want to add on a slide

D. Clip art that is related to your presentation

18. Which of the following should be used when you want to add a slide to an existing presentation?
A. File, add a new slide

B. Insert, new slide

C. File, open

D. File, new

19. An organization has a president, vice president, managers and supervisors. On what level of an organizationchart are
the vice presidents

A. Fourth level
B. Third level
C. Second level

D. First level

20. Which of the following includes special effects that can be applied to drawing objects?
A. Gradient fills

B. Line color and style

C. Rotating

D. All of above

21. What is the term used when a clip art image changes the direction it faces?

A. Group

B. Flip
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C. Rotate
D.AandB

E.Band C

22. What is the term used when you press and hold the left mouse key and move the mouse around the slide?
A. Highlighting

B. Dragging

C. Selecting

D.BandC

23. The size of a table object

A. Is dependent on the amount of text within the table

B. Is determined by the presentation design but can be changed

C. Is determined by the presentation design and cannot be changed

D.Aand C

24. The size of an organization chart object

A. Is determined by the presentation design and cannot be changed

B. Is determined by the presentation design but can be changed in PowerPoint
C. Is dependent on the amount of text within the organization chart

D.BandC

25. Which of the following format options should be used to display dollars on an axis?
A. Normal

B. Percentage

C. Currency

D. Comma

26. To maintain the perspective (height and width ratio) of an object when resizing, you need to
A. Press and hold the shift key while dragging a corner sizing handle

B. Press and hold the alt + ctrl keys while dragging a middle handle
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C. Drag a corner sizing handle

D.AandC

27. Which of the following is/are true about rulers and guides?
A. Rulers and guides can be turned on or off

B. Rulers and guides print on the slide

C. Rulers and guides help place objects on the slide

D.Aand C

28. To edit the text within the boxes of an organization chart, you
A. Select the box and text, then make the changes

B. Select the box, then make the changes

C. Highlight the text, then make the changes

D. Highlight the text then make the change

29. Which of the following best describes serifs?

A. Serifs on characters help to differentiate between similar looking letters
B. Serifs fonts are best for viewing test at a distance

C. Serifs are fine cross strokes that appear at the bottom and top of a letter

D. Serif font are very simple in appearance

30. Which of the following options changes the fill color of an object back to the default color?
A. Template

B. Automatic

C. Patterns

D. Fill colors

31. Which of the following should you use to add shading to a drawing object on or an auto shape object?
A. Text box tool

B. Line tool
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C. Fill color

D.BandC

32. Which of the following tools enable you to add text to a slide without using the standard placeholders?
A. Text box tool

B. Line tool

C. Fill color

D. Auto shapes tool

33. Acell is defined as

A. The intersection of a column and a row
B. An input box

C. Arectangular marker

D. All of the above

34. Which of the following must be used with the mouse when you want to resize an image from the center andkeep it
proportioned?

A. The space bar
B. The alt key
C. The ctrl key

D. The shift key

35. Which of the following should be used with the mouse when you want to draw a perfect shape?
A. The spacebar

B. The alt key

C. The ctrl key

D. The shift key

36. What will happen if you release the mouse button before releasing the shift key when you draw a square?
A. The square will not be a perfect square

B. The square will not be at the center of the slide
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C. The square will be smaller

D. The square will be larger

37. On which part of the chart are the values entered in a data sheet displayed?
A. The title area

B. The legend

C. The y-axis

D. The x-axis

38. In order to edit a chart, you can
A. triple click the chart object

B. click and drag the chart object

C. double click the chart object

D. click the chart objects

39. When an image is selected, it displays which of the following?
A. Two corner handles

B. Six middle handles

C. Eight sizing handles

D. Six boxes

40. The maximum zoom percentage in Microsoft PowerPoint is
Al
B.2
C.4

D.5

41. PowerPoint 2000 has....... Number of views
A3
B.4

C.5
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D.6

42. Press animation effects allows you to

A. Add clip art images to your slides

B. Create a custom transition to the next slide
C. Show bullet items as they are discussed

D. None of above

43. Which of the following features allows you to view slides in a slide show without manually advancing eachslide?
A. Adding build effects

B. Setting slide times

C. Adding transitions

D. All of these

44, Animation schemes can be applied to...... in the presentation
A. All slides

B. Select slides

C. Current slide

D. All of the above

45. Which of the following feature allows you to select more than one slide in slide sorter view?
A. Alt + Click each slide

B. Shift + drag each slide

C. Shift + Click each slide

D. Ctrl + Click each slide

46. One thing the common tasks button allows you to do is
A. Apply a design template to a slide
B. Insert a new slide

C. Choose a new layout for a slide
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D. All of above

47. A file which contains readymade styles that can be used for a presentation is called
A. Auto style

B. Template

C. Wizard

D. Pre-formatting

48. Which key deletes text before, or the left of, the insertion point?
A. Backspace

B. Page up

C. Delete

D. Page down

49. Which of the following is not a transition effect?
A. Blinks diagonal

B. Dissolve

C. Fade through black

D. Blinds vertical

50. To create a PowerPoint presentation from a template

A. Click File, New, select the presentations tab and choose a template
B. Click File, New Template and choose a template

C. Import a presentation template from PowerPoint’s template wizard

D. Click Create Template from scratch, Now

51. To save a presentation you
A. click save on the windows start button
B. press Ctrl + F5

C. select File, Save from the menu
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D. click the saver button on the formatting toolbar

52. To change font size of a selected slide title, you?

A. Click the toolbars font dropdown arrow and choose the font you prefer
B. Click format, title and choose a font from the font tab

C. Click the toolbar’s increase font size button

D. Click title, new font, ok

53. To change font size of a selected slide title, you:

A. Click the toolbars Font dropdown arrow and choose the font you prefer
B. Click Format, Title and choose a font from the font tab

C. Click the toolbar’s Increase Font Size button

D. Click Title, New Font, OK

54. You can show the shortcut menu during the slide show by
A. Clicking the shortcut button in the formatting toolbar

B. Right clicking the current slide

C. Clicking an icon on the current slide

D.Aand B

55. To insert a new slide in the current presentation, we can choose
A.Ctrl+ M
B. Ctrl + N
C.Ctrl+0O

D. Ctrl +F

56. Microsoft PowerPoint is a
A. Database program
B. Spreadsheet program

C. Presentation program
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D. Word processing program

57. What is the name of the form used to input chart values?
A. Datasheet

B. Microsoft Excel

C. Microsoft graph

D. Auto form

58. Right clicking something in PowerPoint

A. Deletes the object

B. Selects the object

C. Opens a shortcut menu listing for the object

D. Nothing he right mouse button for operation

59. After choosing a predefine template, ....... option has to be chosen to change a background color
A. Design template

B. Color scheme

C. Animation scheme

D. Color effects

60. Ellipse Motion is a predefined ......
A. Design template

B. Color scheme

C. Animation scheme

D. None of these

61. Block arrows, stars and banners, and callouts are all examples of
A. Different types of children’s building blocks
B. Auto Shape categories

C. Clip art categories located in the Microsoft Clip Gallery
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D. More technical terms that | don’t understand

62. We can replace a font on all sides with another font using the...... option
A. Edit, Fonts

B. Tools, Fonts

C. Tools, Replace Fonts

D. Format, Replace Fonts

63. Special effects used to introduce slides in a presentation are called
A. Effects

B. Custom animations

C. Transitions

D. Preset animations

64. PowerPoint can display data from which of the following add-in software of MS-Office
A. Equation editor

B. Organization chart

C. Photo album

D. All of these

65. Which key on the keyboard can be used to view slide show
A.F1
B. F2
C.F5

D. F10

66. Which of the following fill effects can you use for the slide background?
A. Gradient
B. Texture

C. Picture
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D. All of the above

67. Which of the following statements is not true?

A. Holding down the Shift key while you draw an object creates perfect squares, circles and straight lines
B. The text in a text box can’t be formatted

C. The drawing toolbar contains tools for drawing shapes, lines, arrows, and more

D. Ctrl+S save the document

68. A chart can be put as a part of the presentation using
A. Insert -> Chart

B. Insert -> Pictures -> Chart

C. Edit -> Chart

D. View -> Chart

69. The arrangement of elements such as Title and Subtitle text, pictures, tables etis called
A. Layout

B. Presentation

C. Design

D. Scheme

70. Which of the following are types of sound files?
A. LOG files
B. DAT files
C. WAV files

D. DRYV files

Section 3
-:Answer Key:-
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1)D, 2)C, 3)D, 4)D, 5)D, 6)C,
7)D, 8)B, 9)D, 10)D, 11)D,  12)B,
13)D, 14)A, 15)B, 16)C, 17)B,  18)B,
19)C,  20)D, 21)E,  22)D,  23)B,  24)D,
25)C,  26)A, 27)D, 28)A, 29)C,  30)B,
31)D, 32)A, 33)A, 34)C, 35D, 36)A,
37)C,  38)C, 39)C, 40)C, 41)A,  42)C,
43)B,  44)D, 45)C,  46)D, 47)B,  48)A,
49)A, 50)A, 51)C,  52)C,  53)C,  54)B,
55)A,  56)C, 57)A, 58)C, 59)B,  60)C,
61)B, 62)D, 63)C, 64)D, 65)C,  66)D,
67)B, 68)A, 69)A,  70)C

Section 4

1. Which of the following can you use to add times to the slides in a presentation?
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A. Microsoft graph
B. Microsoft Table
C. Microsoft Excel

D. Microsoft Word

2. Which view in PowerPoint can be used to enter speaker comments?
A. Normal

B. Slide show

C. Slide sorter

D. Notes page view

3. The best way to insert a new slide in a presentation is to use the
A. Normal view

B. Special view

C. Slide show view

D. Slide sorter view

4. Which is the best view for getting your thoughts for a presentation out on the computer?
A. Outline view

B. Notes page view

C. Slide sorter view

D. Slide view

5. The boxes that are displayed to indicate that the text, pictures or objects are placed in it is called .......
A. Placeholder

B. Auto text

C. Text box

D. Word art

6. Which of the following is not a feature of PowerPoint?

A. Printing transparencies

B. Printing the speaker’s notes along with slide images
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C. Linking a slide transition with a laser pointer

D. Drawing with a pen

7. Which option can be used to create a new slide show with the current slides but presented in a different order
A. Rehearsal

B. Custom slider show

C. Slide show setup

D. Slide show view

8. Which of the following are actions you can assign to an action button or slide object?
A. Run a macro

B. Play a sound

C. Hyper link

D. All of above

9. Which option in PowerPoint allows to carry slides from one computer to another?
A. Save As

B. Save and Go

C. Pack and Go

D. Web and Go

10. One way to make a PowerPoint slide display animations is to:

A. Select the slide in normal view; and click Format, Animation

B. Click the PowerPoint window and move it around vigorously with the mouse for a manual animation effect
C. Select the slide in slide sorter view, right click and choose preset animations from the shortcut menu

D. PowerPoint does not have an animation feature

11. Which of the following is not a way to cut ext?

A. Select the text and press the delete button

B. Select the text and select Edit, Cut from the menu

C. Select the text and click the Cut button on the toolbar

D. Select the text and press Ctrl + X
151



12. Which types of fonts are best suitable for titles and headlines
A. serif fonts

B. sans serif fonts

C. text fonts

D. picture fonts

13. Which type of font is best suitable for large amount of text?
A. serif fonts

B. sans serif fonts

C. text fonts

D. picture fonts

14. To give a PowerPoint presentation to a large audience, you:

A. Set up your computer in a large auditorium, and click large, auditorium, OK

B. Click the slide you wish the audience to see in normal view, then click the next slide, and so on
C. Choose either view, slide show or slide show, view show

D. Slick slide show, OK

15. Which of the following can you use to add times to the slides in a presentation
A. Slice Show menu

B. Rehearse timing button

C. Slide transition button

D. All of the above

16. Which of the following is not one of PowerPoint's views?
A. Slide show view

B. Slide view

C. Presentation view

D. Outline view
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17. Which PowerPoint view works best for adding slide transitions?
A. Slide show view

B. Slide sorter view

C. Slide view

D. Notes view

18. Which of the following views is the best view to use when setting transition effects for all slides in apresentation
A. Slide sorter view

B. Notes page view

C. Slide view

D. Outline view

19. Which option can be used to set custom timings for slides in a presentation?
A. Slider Timings

B. Slider Timer

C. Rehearsal

D. Slide Show Setup

20. Which of the following will not advance the slides in a slide show view?
A. The esc key

B. The space bar

C. The enter key

D. The mouse button

21. To import text from a word document that uses headings into a PowerPoint presentation:
A. This cannot be done in PowerPoint

B. Click Insert, Slides from Outline

C. Click Import, Word Document Headings

D. Click File, New, Presentation from Word Headings
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22. Format painter

A. To paint pretty pictures on your slides

B. To copy formatting from one object or piece of text and then apply it elsewhere
C. To change the background color of your slides

D. To paint pretty pictures on background of slides

23. Slide show options available to the presenter include all of the following except
A. Transitions command

B. Speaker notes command

C. Meeting minder command

D. Navigation commands

24. Which of the following is an example for automatic text formatting
A. Underlining hyperlink

B. Adjusting extra space

C. Replacing two -‘s with an em hyphens

D. All of above

25. Which of the following is not a way to create a new presentation?
A. Using the Scan-In Slides feature

B. From scratch (create a blank presentation

C. Using a template

D. Using the auto content wizard

26. The quickest way to create a PowerPoint presentation is to use the
A. Word for windows templates

B. AutoCreation Wizard

C. AutoContent Wizard

D. Presentation Wizard
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27. Which of the following can you format using buttons on the formatting toolbar?
A. Your hard drive

B. Format painting

C. Font color

D. Underlining

28. Which tab is not available on left panel when you open a presentation?
A. Outline

B. Slides

C. Notes

D. All of above are available

29. Which of the following statements is not true?

A. You can type text directly into a PowerPoint slide but typing in text box is more convenient
B. From Insert menu choose Picture and then From File to insert your images into slides

C. You can display a PowerPoint presentation in Normal, Slide Sorter or Slide Show view

D. You can show or hide task pane from View >> Toolbars

30. To start Microsoft PowerPoint application

A. Click on Start >> Programs >> All Programs >> Microsoft PowerPoint
B. Hit Ctrl + R then type ppoint.exe and Enter

C. Click Start >> Run then type PowerPoint then press Enter

D. All of above

31. Which of the following section does not exist in a slide layout?
A. Titles

B. Lists

C. Charts

D. Animations
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32. PowerPoint presentations are widely used as
A. Note outlines for teachers

B. Project presentations by students

C. Communication of planning

D. All of above

33. controls all the main slide control tasks for your presentation.
A. Task Pane

B. Task Bar

C. Control Panel

D. None of above

34. Which of the following cannot be toggled from View >> Toolbars?
A. Control Toolbox

B. Slides

C. Revisions

D. Reviewing

35. Which of the following pane is not available in Task Pane?
A. Getting Started

B. Clip Art

C. Word Art

D. Search Results

36. Which of the following pane is NOT available in Task Pane?
A. Slide Design
B. Master Slide
C. Slide Layout

D. Slide Transition
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37. A new presentation can be created from
A. Blank Presentation

B. From Existing Presentation

C. From Design Template

D. All of above

38. In slide layout panel how many layouts are available for text layout by default?
A4

B.7

C.12

D. None of above

39. Which of the following statement is false?

A. If you choose to select from one of the pre-made slide layouts, you can change the positioning

B. If you choose to select from the pre-made slide layouts, you cannot delete the objects in the layout
C. Blank Slide is at the top of the ‘Content Layouts’ area in the Slide Layout panel

D. All of above are false statements

40. What lets you to create new presentation by selecting ready-made font color and graphics effects?
A. Presentation Template

B. Master Slide

C. Design Template

D. Animation Scheme

41. Which command will you use in PowerPoint if you need to change the color of different objects withoutchanging
content?

A. Design Template
B. Color Scheme
C. Font Color

D. Object Color
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42. What PowerPoint feature will you use to apply motion effects to different objects of a slide?
A. Slide Transition

B. Slide Design

C. Animation Objects

D. Animation Scheme

43. What feature will you use to apply motion effects in between a slide exits and another enters?
A. Slide Transition

B. Slide Design

C. Animation Objects

D. Animation Scheme

44. The selected design template can be applied
A. To current slide only

B. To all the slides

C. To all the new presentation you create

D. All of above

45. The difference between Slide Design and Auto Content Wizard is

A. Both are same

B. AutoContent Wizard is just the wizard version of Slide Design

C. Slide Design does not provide sample content but Auto Content Wizard provides sample content too!

D. Slide Design asks your choice in steps but Auto Content Wizard does not let you make choices

46. In which menu can you find features like Slide Design, Slide Layout etc.?
A. Insert Menu

B. Format Menu

C. Tools Menu

D. Slide Show Menu
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47. Which menu provides you options like Animation Scheme, custom Animation, Slide Transition?
A. Insert Menu

B. Format Menu

C. Tools Menu

D. Slide Show Menu

48. How many steps are there between Start and Finish in AutoContent Wizard?
A.3
B.4
C.5

D.6

49. Which short cut key inserts a new slide in current presentation?
A. Ctrl+N
B. Ctrl+M
C. Ctrl+S

D. All of above

50. What happens if you select first and second slide and then click on New Slide button on toolbar?
A. A new slide is inserted as first slide in presentation

B. A new slide is inserted as second slide in presentation

C. A new slide is inserted as third slide in presentation

D. None of above

51. Which of the following method can insert a new slide in current presentation?
A. Right click on the Slide panel and choose New Slide

B. From Insert menu choose New Slide

C. Click on New Slide button on toolbar

D. All of above
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52. Which of the following is not a part of Slide Design?
A. Design Template

B. Color Scheme

C. Animation Scheme

D. Slide Layout

53. What is the best way to create another copy of a slide?

A. Click the slide then press Ctrl+A and paste in new slide

B. From Insert Menu choose Duplicate Slide

C. Redo everything on a new slide that you had done on previous slide

D. None of above

54. From which menu you can access Picture, Test Box, Chart etc?
A. File

B. Edit

C. Insert

D. View

55. If you want to insert some slides from other presentation into current one choose
A. From Insert menu choose Slides from Files

B. From Insert menu choose Slides from Presentation

C. From Insert menu choose Slides

D. None of above

56. What are the three options available in Insert >> Picture menu?
A. Clipart, Pictures, Shapes

B. Clipart, From File, Shapes

C. Clipart, From Files, AutoShapes

D. Clipart, Pictures, AutoShapes
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57. To insert slide numbers

A. Insert a text box and select Insert >> Page Number

B. Insert a textbox and select Insert >> Number >>PageNumber
C. Choose Insert >> Slide Number

D. Insert a new text box and select Insert >> slide Number

58. In a PowerPoint presentation

A. Sound clips can be inserted but not movie clips
B. Movie clips can be inserted but not sound clips
C. Both cannot be inserted

D. Both can be inserted

59. To insert a hyperlink in a slide

A. Choose Insert >> Hyperlink

B. Press Ctrl + K

C. Hyperlinks can’t be inserted in slides

D.BothA&B

60. List Box and Text box

A. Are some other than that in a list box the bullets are enabled

B. Are different. List boxes are used to present lists and can’t be created with text boxes

C. Both of above

D. None of above

61. Which of the following statement is true?

A. You can insert text boxes from drawing toolbar in PowerPoint

B. You cannot insert text boxes from drawing toolbar in PowerPoint

C. Text boxes are provides when you choose a layout and can’t be inserted afterwards

D. None of above
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62. When you delete a text box object from a slide in PowerPoint Presentation
A. The object is deleted but text box and the text inside is left on the slide

B. The text box is deleted and the text is pasted on the slide

C. The text box and text both are deleted

D. None of above

63. Which of the following font effect is not available in PowerPoint Font dialog box?
A. Underline

B. Shadow

C. Emboss

D. Strikethrough

E. All of the above

64. What happens if you edited an image inserted in PowerPoint?
A. The original file that was inserted is not changed

B. The original file that was inserted is changed

C. The original file is changed when you save presentation

D. None of above

65. If you select Insert >> Picture >> From File
A. You can insert pictures and clipArts

B. You can insert clipArts only

C. You can insert pictures only

D. None of above

66. The effect applied to display when slides changes in slide show view is
A. Slide Animation

B. Custom Animation

C. Custom Transition

D. Slide Transition
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67. To start slide show of a presentation

A. Hit F5 key

B. From Slide Show menu choose View Show option
C. From Slide Show menu choose Rehearse timing

D.BothA&B

68. What is 'Motion Path' in PowerPoint?

A. A path to move items on a slide

B. A path where PowerPoint file saved

C. A path where PowerPoint Program installed

D. None of above

69. What is the shortcut key to start presentation from current slide?
A.F5

B. Alt + F5

C. Ctrl + F5

D. Shift + F5

70. What is to be use to add text in Slide?
A. Text Box

B. Note Box

C. Text Layer

D. Comment Box

Section 4

-:Answer Key:-
1)A, 2)D, 3)D, 4)A, 5)A, 6)C,
7)B, 8)D, 9)C, 10)C, 11)A,  12)B,
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13)A,  14)C, 15)B, 16)C,  17)B,  18)A,
19)C,  20)A,  21)B,  22)B,  23)A,  24)D,
25)A, 26)C, 27)D, 28)C, 29)A,  30)C,
31)D, 32)D, 33)A, 34)B, 35)C, 36)B,
37)D, 38)A, 39)B, 40)C, 41)B,  42)D,
43)A,  44)D, 45)C,  46)B,  47)D,  48)A,
49)B, 50)C, 51)D, 52)D, 53)B,  54)C,
55)A,  56)C, 57)D, 58)D, 59)D,  60)A,
61)A, 62)C, 63)E, 64)A, 65)C,  66)D,
67)D, 68)A, 69)D,  70)A

Section 5

1. Which of following are not PowerPoint views?
A. Page View

B. Print View

C. Normal View
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D. Outline View

2. What is the easiest way to place same graphic in same place in all slides
A. Place graphic in Notes Master

B. Place graphic in Slide Master

C. Place graphic in Handout Master

D. Place graphic manually in all slide

3. To add a Header/Footer in Handout
A. View -> Page Setup

B. View -> Header/Footer

C. View -> Handout Master

D. None of Above

4. Slide Transaction can be apply to
A. Current Slide

B. Selected Slides

C. All Slides

D. All of the above

5. What is defined by Handout Master?
A. Slide Formatting

B. Slide Transaction

C. Layout of Handout

D. Layout of Slide

6. Which of the following can be use as slide background?
A. Gradient

B. Texture

C. Picture

D. All of the Above
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7. Holding down the Shift key and rotate the image will rotate in increments of
A. 10 degrees
B. 15 degrees
C. 20 degrees

D. 25 degrees

8. PowerPoint Application allows you to produce
A. Animated Presentations

B. Paper Printouts of Slides

C. Notes for the Speaker

D. All of the above

9. What is the use of Notes in slides?

A. It will be displays at the time of Slide Presentation

v

. This is just Note about the slide

(@]

. This is just for printing purpose only

D. Notes cannot be inserted in Slides

10. Which of the following is correct regarding the Background of slides
A. Background color of slides can be change

B. Picture can be set as Slide Background

C. Texture can be set as Slide Background

D. All of the Above

11. How to change the order of Slides in Presentation?

A. On Slide Sorter View, click on the Soft Slides

B. On Slide Sorter View, click on the slide and drag to required position

C. On Slide Thumbnail view, click on the slide and drag to required position

D. Slides order cannot be changed once it created
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12. How to create additional Guide Lines?

A. by holding Ctrl key, click on existing Guide Line and drag

B. by holding Alt key, click on existing Guide Line and drag

C. by holding Ctrl + Alt key, click on existing Guide Line and drag

D. Additional Guide Lines cannot be created

13. How to insert Tables in Slide?

A. Insert Table from Insert menu

B. Click on Insert Table in content pane of blank slide
C.OptionA&B

D. Tables cannot be inserted in slides

14. What is the use of Researching Timings?

A. This option allows you to rearrange slides

B. This option allows you to set the time of animations

C. This option allows you to rehearsal of slide presentation

D. There is no such option in PowerPoint

15. How to show the same presentation continuously?
A. by enabling the option “Loop continuously until ‘Esc’”
B. by enabling the option “Repeat Presentation”

C. by enabling the option “Show same Presentation”

D. Presentation cannot be continue once it finished

16. What is Custom Shows in PowerPoint?

A. Use the only some parts of the monitor is called Custom Shows
B. The Presentation which can present only on particular date

C. Creating Presentations within a Presentation

D. There is no option of Custom Shows
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17. What is the use of 'Hide Slide' option?

A. to hide the selected slides during Presentation
B. to hide the selected slides during Editing

C. to hide the selected slides during Printing

D. to hide the selected slides during Deleting

18. What is the shortcut key for repeat the recent find?
A.CTRL+F4
B. SHIFT + F4
C.CTRL+F5

D. SHIFT + F5

19. Which is the Shortcut key to start a presentation from the beginning?
A.F5

B. ALT + F5

C.CTRL+F5

D. SHIFT + F5

20. Which is the shortcut key to jump to the first slide of the presentation?
A. Home

B. Alt + Home

C. Ctrl + Home

D. Shift + Home

21. To select more than one slide in the presentation
A. Just Click on slide

B. Ctrl + Click on slide

C. Alt + Click on slide

D. Shift + Click on slide
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22. To place something in the same position on every slide of presentation automatically, insert into
A. Slide master

B. Notes master

C. Handout master

D. None of the above

23. To edit an already inserted embedded organization chart object by
A. Double Click on the organization chart object
B. CTRL + Click on the organization chart object
C. SHIFT + Click on the organization chart object

D. None of the above

24. Shortcut key to insert a hyperlink in a slide
A. Ctrl+H

B. Ctrl + K

C. Hyperlinks can’t be inserted in slides

D. None of the above

25. To draw the Square box in the slide by selecting rectangle tool
A. Holding CTRL & Draw

B. Holding ALT & Draw

C. Holding SHIFT & Draw

D. All of the above

26. What is the maximum zoom percentage in Microsoft PowerPoint?
Al
B.2
C.3

D.4
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27. Microsoft PowerPoint can insert objects from the following add-ins?
A. Equation Editor

B. Organization Chart

C. Photo Album

D. All of these

28. Which type of template provides a design concept, fonts & color scheme for presentation?
A. Format

B. Design

C. Content

D. Normal

29. In Normal view, this tab displays the content of each slide.
A. Slides

B. View

C. Sort

D. Outline

30. Which is the menu to create a text box on a slide?
A. View -> Text Box
B. Tools -> Text Box
C. Insert -> Text Box

D. Format -> Text Box

31. Which is not the one of view options provided by PowerPoint to look at and modify presentation?
A. Slide Show

B. Format Slide

C. Slide Sorter

D. Normal
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32. In PowerPoint, when the mouse pointer appears as this it indicates that the Draw Table feature is on
A. Solid plus sign

B. Solid arrow

C. I-beam

D. Pencil

33. Which is the menu command to recolor a picture on a slide
A. Insert -> Picture -> Recolor

B. Tools -> Picture -> Recolor

C. Format -> Picture -> Recolor

D. Edit -> Picture -> Recolor

34. PowerPoint design templates are stored in a file with this extension.
A. .ptt
B. .pot

C. .ppt
D. .dtp

35. In Power Point, this is a container for text or graphics.
A. Slide master

B. Table

C. Placeholder

D. Text box

36. This is the menu command used to apply a design template in PowerPoint.
A. Tools -> Slide Design

B. Format -> Slide Design

C. Insert -> Slide Design

D. Insert -> Slide Design
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37. This task pane shows the design that is currently being used in a presentation.
A. Slide Show

B. Slide Style

C. Slide Design

D. Slide Format

38. The spelling dialog box can be involved by choosing spelling from menu.
A. Insert

B. File

C.Tools

D. View

39. Which key do you press to check spelling?
A.F3
B. F5
C.F7

D. F9

40. Which PowerPoint feature allows the user to create a simple presentation without having to spend too muchtime on
it?

A. AutoContent Wizard
B. Animation
C. Color Schemes

D. Chart Wizard

41. Which PowerPoint feature adds special effects to modify the appearance of the slides and the timing betweeneach
slide?

A. Color Schemes
B. Animation
C. Transition Settings

D. Handouts
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42. Slide sorter of PowerPoint is availableon ___ menu.
A. Insert

B. File

C. View

D. Edit

43. To print the PowerPoint presentation, press
A.Ctrl+T
B. Ctrl + E
C.Ctrl+S

D.Ctrl+P

44. What is a slide transition?

A. Overheads

B. Letters

C. A special effect used to introduce a slide in a slide show

D. The way one slide looks

45. What does 'apply design template' do?

A. Changes the content of the slide

B. Adds functionality to the slide

C. Changes the look of the slide without changing the content

D. None of the above

46. How can you stop a slide show?
A. Press the right arrow

B. Press Escape

C. Press the left arrow

D. Press the down arrow
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47. What do you do to start the slide show?
A. Click on Go

B. Turn on transition

C. Click on the Slide Show icon

D. All of the above

48. Slides can have

A. title, text, graphs

B. drawn objects, shapes
C. clipart, drawn art, visual

D. any of the above

49. A Chart can be put as a part of the presentation using
A. Insert -> Pictures —> Chart

B. Insert —> Chart

C. Edit —> Chart

D. View -> Chart

50. We can replace a font on all sides with another font using the option :
A. Edit —> Fonts

B. Tools —> Fonts

C. Tools -> Replace Fonts

D. Format -> Replace Fonts

51. Which key on the keyboard can be used to view Slide show?
A.F1
B. F2
C.F5

D. F10
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52. Which option in PowerPoint allows you to create a package of your presentation for showing to anothercomputer?
A. Save As

B. Save and Go

C. Pack and Go

D. Web and Go

53. Which view in Power Point can be used to enter Speaker Comments?
A. Normal

B. Slide Show

C. Slide Sorter

D. Notes Page view

54. Which option can be used to set custom timings for slides in a presentation?
A. Slider Timings

B. Slider Timer

C. Rehearsal

D. Slide Show Setup

55. Which option can be used to create a new slide show with the current slides but presented in a different order?
A. Rehearsal

B. Custom Slide show

C. Slide Show Setup

D. Slide Show View

56. Which of the following is an example for Automatic Text formatting?
A. Underlining Hyperlink

B. Adjusting extra space

C. Replacing two — s with a hyphen

D. All of the above
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57. Power Point can display data from which of the following add-in software of MS Office?
A. Equation Editor

B. Organization Chart

C. Photo Album

D. All of these

58. Power Point presentation is a collection of
A. Slides and Handouts

B. Speaker’s notes

C. Outlines

D. All of the above

59. How can the slide show be repeated continuously?
A. loop continuously until ‘Esc’

B. repeat continuously

C. loop more

D. none

60. From where can we set the timing for each object?
A. slide show, custom transition

B. Slide show, Slide transition

C. slide show, custom animation

D. view, slide sorter

61. The arrangement of elements such as Title and subtitle text, pictures, tables etc is called :
A. Layout

B. Presentation

C. Design

D. Scheme
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62. A File which contains readymade styles that can be used for a presentation is called :
A. AutoStyle

B. Template

C. Wizard

D. Pre formatting

63. After choosing a predefined template, which option has to be chosen to change the background color?
A. Design Template

B. Color Scheme

C. Animation Scheme

D. Color Effects

64. Ellipse Motion is a predefined
A. Design Template

B. Color Scheme

C. Animation Scheme

D. None of these

65. Animation Schemes can be applied to in the presentation.
A. All slides

B. Select slides

C. Current Slide

D. All of the above

66. To insert new slide in the current Presentation, we can choose:
A. Ctrl+M
B. Ctrl+N
C. Ctrl+O

D. Ctrl+F
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67. To open the existing presentation, press
A.Ctrl +L
B. Ctrl + N
C.Ctrl + A

D.Ctrl+ O

Section 5

-:Answer Key:-
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1)A, 2)B, 3)C, 4)D, 5)C, 6)D,
7)B, 8)D, 9)B, 10)D, 11)B,  12)A,
13)C,  14)B, 15)A, 16)C,  17)A,  18)B,
19)A,  20)C,  21)B, 22)A,  23)A,  24)B,
25)C, 26)D, 27)D, 28)B, 29)D, 30)C,
31)B, 32)D, 33)C, 34)B, 35)D, 36)B,
37)C,  38)C,  39)C, 40)A, 41)C,  42)C,
43)D, 44)C,  45)C,  46)B,  47)C,  48)D,
49)A, 50)D, 51)C, 52)C, 53)D,  54)C,
55)B, 56)D, 57)D, 58)D, 59)A,  60)C,
61)A, 62)B, 63)B, 64)C, 65D, 66)A,
67)D
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