Office 2007 – Operate a Presentation Package
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Chapter 3: Creating A Presentation

1. 
Themes give a consistent look and feel to your presentations.

True or False

2. 
Which of the following are true?

· All presentations are based on a theme

(
· The default theme is Apex.

(
· A theme consists of only theme colours and theme fonts

(
3. 
The Outline Pane is an easy place to set out the structure of the main text for your presentations before you start adding objects such as charts, etc.

True or False

4. 
To create an indented bullet list  in the Outline pane you press:

· Enter

(
· Ctrl

(
· Tab

(
5. 
Which of the following is NOT a way of saving a presentation?

· Clicking on the Save tool

(
· Selecting Office > Save

(
· Turning off the power

(
6. 
A presentation does not need to be saved until it is completed

True or False

7. 
Once a presentation is created it cannot be changed

True or False

8. 
Which layout is best for a slide with a title and bulleted list?

· Title Slide

(
· Title and Content

(
· Header and Content

(
9. 
You can preview the slide showing by pressing:

· [F4]

(
· [F5]

(
· [F6]

(
10. 
If you click on the Slide Show tool in the status bar you will always preview the slide show from the beginning

True or False
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