Office 2007 – Operate a Presentation Package
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Chapter 1: Getting To Know PowerPoint

1. 
The Ribbon holds the command groups.

True or False

2. 
Which of the following are commonly found on the PowerPoint 2007 screen?

· Ribbon

(
· The file location of the current document

(
· Office button

(
3. 
The ribbon is a list of tools that appears below the slides.

True or False

4. 
Commands on the ribbon are organised into groups which appear on tabs.

True or False

5. 
The ribbon includes which of the following?

· a menu

(
· commands

(
· groups

(
6. 
While holding down the [Alt] key and pressing the letter of a tab on the ribbon,

· the tab commands will appear

(
· a pull-down menu will appear

(
· the mouse will become inactive

(
7. 
To access a command on the ribbon using the keyboard you don't need to hold down the [Alt] key while pressing the keytip letter.

True or False

8. 
To access the ribbon using the keyboard you hold down [Shift] and press the  letter of the desired tab.

True or False

9. 
You can minimise the ribbon by double-clicking on the Office button.

True or False

10. 
Which of the following actions can be used to minimise the ribbon?

· Double-click on the active tab

(
· Double-click on the Quick Access Toolbar

(
· Click on the View tab and select Hide Ribbon

(
11. 
Shortcut menus are accessed by pressing the right mouse button

True or False

12. 
Whenever you right-click anywhere in PowerPoint a shortcut menu will appear

True or False

13. 
The mini-toolbar will appear if you right-click on a tab on the ribbon.

True or False

14. 
Which of the following actions will display a shortcut menu?

· Clicking on an object

(
· Clicking on the Office button

(
· Right-clicking on a tab on the ribbon

(
15. 
Dialog boxes are displayed in the ribbon.

True or False

16. 
Which of the following may display a dialog box?

· A command button

(
· A dialog box launcher

(
· An option button

(
17. 
A dialog box may contain drop-down lists of options to select from.

True or False

18. 
Which of the following features of a dialog box displays additional pages of settings?

· Checkbox

(
· Text Box

(
· Tab

(
19. 
The Quick Access Toolbar appears by default at the bottom of the window.

True or False

20. 
By default, the Quick Access Toolbar displays which of the following tools?

· Open

(
· Save

(
· Undo

(
21. 
You can add tools to the Quick Access Toolbar.

True or False

22. 
You can display the Quick Access Toolbar below the slide.

True or False

23. 
Which of the following can be used to add a tool to the Quick Access Toolbar?

· Left-click on a tool

(
· Right-click on a tool

(
· The Customise Quick Access Toolbar tool

(
24. 
Which of the following commands appear on the Office button menu?

· Format

(
· New

(
· Publish

(
25. 
The Office button provides access to the file-related commands, such as Save and Publish.

True or False

26. 
Which of the following options would you find on the Save As submenu?

· PowerPoint Show

(
· Publish

(
· Print

(
27. 
The Office Button provides access to formatting commands.

True or False

28. 
The status bar indicates the name of the presentation.

True or False

29. 
Which of the following appear by default on the status bar?

· Slide Number

(
· Zoom Slider

(
· Help Button

(
30. 
You can customise the status bar by right-clicking on it to display a menu.

True or False

31. 
Which of the following can be displayed on the status bar?

· Slide Number

(
· Colour

(
· Language

(
32. 
The best way to exit PowerPoint is to switch off the computer.

True or False

33. 
Which of the following are appropriate for exiting PowerPoint?

· Switching off the computer

(
· Click on the Office Button and click on [Exit PowerPoint]

(
· Clicking on the close button at the top right of the window

(
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