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Lesson 19
Designing the Presentation
Name: 		
Class: 		
Date: 		
Working with Slides
How can you move and copy text and objects?
[bookmark: Check1]|_|	A.	With the Cut, Copy, and Paste commands
[bookmark: Check2]|_|	B.	With right-drag and drop
[bookmark: Check3]|_|	C.	With drag and drop
[bookmark: Check4]|_|	D.	All of the above
Working with Outlines
In addition to adding text to a slide, you can use the Outline panel to _____.
|_|	A.	delete and add slides
|_|	B.	change the colors in slides
|_|	C.	change the fonts in slides
|_|	D.	change the slide template
In PowerPoint, the Outline panel is visible on the left side of the screen in Normal view; you can type in it to add text to a slide.
|_|	True
|_|	False
You can shrink (collapse) and expand the Outline panel according to how much slide detail you want to see in it.
|_|	True
|_|	False
Formatting Your Presentation
When you want to go beyond the use of placeholders, automatic bulleted lists, and preformatted color schemes, you can alter slide formatting via the _____.
|_|	A.	Font group on the Ribbon’s Home tab
|_|	B.	Character Spacing button 
|_|	C.	Change case button
|_|	D.	All of the above
Which of the following statements about line spacing is true?
|_|	A.	Line spacing refers to the amount of space between lines of text.
|_|	B.	Line spacing can be increased to improve readability.
|_|	C.	Line spacing cannot be altered on title slides.
|_|	D.	Both A and B	
If you want to change the color of the titles on all the slides in your presentation, the easiest way to do this is to first select the title _____ and then apply the change of color.
|_|	A.	slide
|_|	B.	line
|_|	C.	placeholder
|_|	D.	tab
What are these examples of: MONSTER, monster, Monster, MonSter?
|_|	A.	different fonts
|_|	B.	different text styles
|_|	C.	different character spacing
|_|	D.	different text cases
Using the Slide Sorter
In Slide Sorter view, each slide appears as a _____ image so that the entire presentation is visible.
|_|	A.	partial
|_|	B.	zoom
|_|	C.	thumbnail
|_|	D.	merged
In the Slide Sorter view, you can use drag and drop to change the order of slides.
|_|	True
|_|	False
Normal view is good for working with a small number of slides; Slide Sorter view is good for working with a large number of slides.
|_|	True
|_|	False
Printing Your Presentation
The Print Preview feature in PowerPoint lets you _____.
|_|	A.	determine the type of printed output; for example, speaker notes
|_|	B.	change the background slide colors
|_|	C.	reverse the order of the slides
|_|	D.	All of the above
If you put the Quick Print button on your Quick Launch toolbar, you can send your entire presentation to the printer with one press of a button. However, by doing this, you might _____.
|_|	A.	have to print the whole thing even after you remembered that you wanted to make a change
|_|	B.	waste toner or ink because you might have to print the whole thing again because you forgot to make a change
|_|	C.	pass up the opportunity to review your presentation
|_|	D.	All of the above
This printed presentation, with three slides and room to write notes at the right of them, is called _____ mode.
[image: 02-69]

|_|	A.	slides
|_|	B.	handout
|_|	C.	speaker notes
|_|	D.	plain
You can print slides on transparencies to be used in an overhead projector.
|_|	True
|_|	False
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