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True/False	[        /   5  ]
Indicate whether the statement is true or false.
T	1.	Using too many fonts or too many different formats generally makes the text harder to read.
T	2.	As you enter text on slides, PowerPoint can automatically check and correct your spelling for you.
T	3.	You can use the mouse or the keyboard to select text.
F	4.	To change the font style or font size of text, you don’t have to select the text.
F	5.	To add text to a slide or to edit a slide, you must display the slide in slide sorter view.

Multiple Choice	[        /   10  ]
Identify the choice that best completes the statement or answers the question.
A	1.	Fonts are measured in ____.
	a.
	points
	c.
	centimeters

	b.
	pixels
	d.
	inches


A	2.	If you want to reverse a recent action in PowerPoint, use the ____ command.
	a.
	Undo
	c.
	Do Over

	b.
	Mistake
	d.
	Redo


B	3.	If you click the slide icon after the slide number in the Outline tab, you will select ____.
	a.
	any graphics on the slide
	c.
	the entire slide

	b.
	all the text on a slide
	d.
	the first word on the slide



C	4.	To make a global change or addition to all the slides in a presentation, you would change ____.
	a.
	every slide
	c.
	the Slide Master

	b.
	the Apply to Slide Show box
	d.
	a theme


C	5.	Documents created in PowerPoint are called ____.
	a.
	slidesheets
	c.
	presentations

	b.
	transparencies
	d.
	datashows


D	6.	____ view gives you an overall picture of your presentation by displaying your slides as thumbnails.
	a.
	Slide
	c.
	Normal

	b.
	Outline
	d.
	Slide Sorter



A	7.	In ____ view, the current slide fills the whole computer screen. You use this view when you present the show to your audience.
	a.
	Slide Show
	c.
	Slide Sorter

	b.
	Normal
	d.
	Slide


D	8.	To move to a different slide in Normal view, ____.
	a.
	click on a slide in the Outline pane
	c.
	use shortcut keys

	b.
	use the scroll bar
	d.
	all of the above


A	9.	You would use the ____ pane to add notes and information to help you with your presentation.
	a.
	Notes
	c.
	Outline

	b.
	Slide
	d.
	all of the above


B	10.	When your presentation includes more than once slide, ____ appear in the window so you can move through the presentation using the mouse.
	a.
	status bars
	c.
	slide levers

	b.
	scroll bars
	d.
	all of the above
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