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True/False

\TF

The easiest way to add content to a presentation is to select a slide layout with appropriate placeholders for the desired content.

\A

T

\TF

Clicking a slanted-line selector box and pressing the delete key will delete text from the placeholder.

\A

F

\TF

You must apply a design template before you can apply a custom background color to all slides.

\A

F

\TF

When you are dealing with text, dragging the text container (placeholder, text box, or shape) to a new location is the only way to reposition text.

\A

T

\TF

 Rotating a text box will not rotate the text it contains.

\A

F

\TF

Placeholders do not have the same formatting options as text boxes and AutoShapes.

\A

F

\TF

The Find and Replace feature in PowerPoint allows you to search in a presentation for specific characters and replace them if necessary.

\A

T

\TF

You can increase and decrease text indentation using the Increase Indent and Decrease Indent buttons on the Standard toolbar.

\A

F

\TF

The AutoSpell Check can adjust common typos and capitalization inconsistencies.

\A

F

\TF

When a template is applied to a presentation, PowerPoint copies the slide master information from that template to the corresponding presentation masters.

\A

T

Multiple Choice

\MC

The menu command to add clip art or photographs into your presentation is:

A. Edit/Add Picture.

B. Insert/Picture.

C. Format/Picture.

D. Insert/Graphic.

\A

B

\MC

Text is always contained in each of the following except a:

A. frame.

B. shape.

C. placeholder.

D. text box.

\A

A

\MC

Which is not a character format?

A. Shadow

B. Point Size

C. Italic

D. Strikethrough

\A

D

\MC

Which of the following cannot be done using the Bullets and Numbering command found on the Format menu?

A.  Select a custom bullet color from the drop-down Color list.

B.  Select a picture to use as the bullet character.

C.  Change the character style of the bulleted text.

D.  Customize the bullet character by using a Wingding or other special font.

\A

C

\MC

This is not one of the default style rules when checking spelling and style.

A. Maximum number of text lines in a list item

B. Maximum number of line items in text

C. Consistent use of end punctuation like periods

D. Consistent capitalization in titles and body

\A

B

\MC

When you right-click on a word with a red wavy underline, you can do any of the following except:
A. select Delete from Dictionary.

B. select Add to Dictionary.

C. select the correct spelling from the list of suggestions.

D. select Ignore All.

\A

A

\MC

PowerPoint allows you to view all of the following masters except:

A. Slide.
B. Handout.
C. Outline.
D. Notes.
\A

C

\MC

The menu command to access the AutoCorrect dialog box is:

A. Edit/Auto Correct Options.

B. View/Auto Correct Options.

C. Format/Auto Correct Options.

D. Tools/AutoCorrect Options.

\A

D

\MC

Which tool contains entries to convert (c), (tm), and (r) automatically?

A. Replace as you type 

B. AutoCorrect

C. AutoText

D. Find and Replace

\A

B

\MC

This is a special file containing color, background, text, and bullet format characteristics.

A. AutoFormat

B. AutoStyle

C. Template

D. Tools

\A

C

