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The following controls on the Indents and Spacing tab of the Paragraph dialog box have drop arrows:
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The following Groups appear on the View tab:
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Tasks:�
Completed:�
�
�
Before starting this exercise you MUST have completed all of the topics in the chapter Getting To Know PowerPoint. Write your answers to the following questions in the space provided on the next page…�
�
�
�
Start PowerPoint if it has not already been started�
(�
�
�
Open a blank presentation with a title slide�
(�
�
�
Display the View tab on the ribbon and, in the space provided on the next page, list the command Groups that appear on the tab. Minimise and then redisplay the ribbon�
(�
�
�
Display the Page Layout tab on the ribbon and open the Paragraph dialog box. In the space provided on the next page list all of the controls on the Indents and Spacing tab of the dialog box that have a drop arrow�
(�
�
�
Close the dialog box without saving any changes�
(�
�
�
Display the Shapes gallery on the Insert tab. In the space provided on the next page write the number of Lines, Flowchart and Action Buttons tools that are included in the gallery �
(�
�
�
Display the shortcut menu for a blank area of the slide. In the space provided on the next page list the two commands on the shortcut menu that are not available�
(�
�
�
Add the Bold tool to the Quick Access Toolbar, then remove it�
(�
�
�
Use the Office Button menu to exit Microsoft PowerPoint�
(�
�
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The following commands are not available on the shortcut menu:


�
�
�
�
�
�






How many tools are included in the following categories in the Shapes gallery on the Insert tab?


Lines�
�
Flowchart�
�
Action Buttons�
�






Files required for exercise:�
None�
�
Files/work created by student:�
Photocopied answer sheet from workbook�
�
Exercise Completed:�
(�
�















6








© Watsonia Publishing
Page 1
Practice Exercise

