Chapter 12: Presentations
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1. Begin a Presentation
A. A(n)       is an image created in PowerPoint that is displayed on a screen as part of a presentation and can contain text, graphics, sound, video, and animation.

B. All text in PowerPoint presentations is entered in      .

C. When you open PowerPoint or click the New Slide button, the       task pane will appear.

D. Each time you click New Slide, the default layout style is      . 

2. Add Graphics to Presentations
A. The       toolbar allows you create symbols and shapes and add them to a slide.

B. To insert WordArt in a slide, click the Insert WordArt button on the       toolbar.

C. To insert an AutoShape in a slide, click the AutoShapes button on the       toolbar.

3. Add Animation to Presentations
A. To add animation to a slide, select the       menu and click      . 

B. To view the animation effects as they appear in the entire presentation, click the       button. 

C. True/False: Headers cannot be added to slides. Explain.

     .
4. Add Charts to Presentations 

A. To insert a chart into a presentation, in the Slide Layout Task Pane, first click on the       layout to insert a slide layout that includes a title and a chart. Then double-click on the picture of the chart, and enter data in the       that appears on the screen in a new window.

B. To save a version of a presentation as a new file, use the       command and rename the file.

5. Investigate Print Options for Presentations 

A. List four ways to print a PowerPoint presentation: 

     
     
     
     
B. The       printing option allows you to print up to nine slides on each page. 

C. The       printing option prints one slide on each sheet of paper, with each slide reduced to fit on half the page, leaving room for notes. 

D. In the       printing option, only the text on the slides is printed. 

6. Convert a Presentation Into a Web Page
A. Adding a hyperlink to a PowerPoint slide allows you to include       and      on a Web page created in PowerPoint. 

B. To convert a presentation into a Web page, select the       menu and choose      .
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