Office 2007 – Operate a Presentation Package
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Chapter 2: Working With Presentations

1. 
You can open presentations from the Recent Documents pane on the Office Button menu.

True or False

2. 
You can use the Switch Windows command on the Review tab to switch between open presentations.

True or False

3. 
If you have many windows open, Vista:

· only opens as many buttons as the Task Bar can hold

(
· makes each Task Bar button smaller and smaller

(
· groups the windows by program in the Task Bar

(
4. 
The best view for getting an overall summary of the presentation is from:

· Normal view

(
· Slide Sorter view

(
· Slide Show view

(
5. 
Normal view is the best view for creating your presentation

True or False

6. 
Which of the following statements is INCORRECT?

· Click on Normal in the View tab to switch to Normal view

(
· View settings can be changed on the Slide Show tab

(
· Click on Slide Show on the status bar to start a slide show

(
7. 
View options can be found in the View tab on the ribbon

True or False

8. 
Pressing ALT + END takes you to the last slide of a presentation

True or False

9. 
Which of the following is NOT a way to move around a PowerPoint presentation?

· Click and drag the vertical scroll bar

(
· Clicking on the Next Presentation button

(
· Clicking of the Outline tab

(
10. 
The Zoom tool allows you to alter the magnification of the Slide pane only.

True or False

11. 
When altering the Zoom of the Slide pane, you can change its zoom to:

· Fit

(
· 143%

(
· 100%

(
12. 
Closing a presentation closes PowerPoint automatically.

True or False

13. 
What is the name of the pane from which you can open a recently visited presentation?

· Recent Documents pane

(
· Recent Presentations pane

(
· Recent Files pane

(
14. 
You can only open a recently-visited presentation via the Office button.

True or False
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