Office 2007 – Operate a Presentation Package
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Chapter 5: Text Techniques

1. 
A serif font such as Times New Roman is much easier to read on a presentation

True or False

2. 
Which of the following are true regarding text techniques?

· Yellow font on a white background works well

(
· Avoid using all uppercase letters

(
· Keep bullets simple

(
3. 
You can add text directly to a slide by clicking in a placeholder and then typing the text

True or False

4. 
You will always need to reformat the text on the slides.

True or False

5. 
You should change the formatting only

· to improve the readability

(
· by altering the font colour and size

(
· to add emphasis to certain words

(
6. 
Which of the following are vertical alignment options?

· centre

(
· top

(
· bottom

(
7. 
The Paragraph tools are found in the Paragraph group on the Edit tab

True or False

8. 
To change the style of bullet character you need to click on the drop arrow for Bullet on the Home tab

True or False

9. 
The Numbering tool is found in which group on the ribbon?

· Bullets and Numbering 

(
· Paragraph

(
· Edit

(
10. 
You click on a word to select it using the mouse

True or False

11. 
You can edit slide text

· directly on the slide

(
· in the Outline tab

(
· in the Slides tab

(
12. 
The WordArt tool is found on the Insert tab on the ribbon

True or False

13. 
In which group on the ribbon will you find the WordArt tool?

· text

(
· slide

(
· illustrations

(
14. 
When a placeholder is selected its border appears with a dashed border

True or False

15. 
To delete a placeholder that contains text you must select the placeholder and then

· press [Del]

(
· press [Del] twice

(
· neither of the above

(
16. 
Which of the following are true?

· Clicking on the Undo arrow lets you undo multiple commands

(
· Clicking on the Redo tool reverses your last action

(
· The keyboard shortcut for Redo is [Ctrl]+[[Z]

(
17. 
You can reverse multiple commands simultaneously by clicking on the Undo tool in the QAT.

True or False
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