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MS POWERPOINT
Introduction to PowerPoint

ii Choose the correct answer.

1. MS PowerPointisa software. Ans: Presentation
2. Apresentationis a collection of : Ans: Slides

3. Thetitle barislocated atthe of the screen. Ans: Top

4. The contained the name ofthe openedfile.  Ans: Title bar

5. Commands that are used frequently are located in

Ans: Quick Access toolbar

ﬁ Say True or False.

1. Theribbon contains two parts. [True]

2. Status baris the vertical and horizontal guide. [False]
3. Youcanuse arulerto hold text, pictures and charts. [False]
4. The Ribbon contains all the slides. [False]
5. PowerPointis a part of Microsoft Visual Studio. [False]

ﬁ Match the following.

1. Presentation a. Empty RectangularArea

[
2. Titlebar [ b. Save, Undo, Redo
3. QuickAccess Toolbar [ c. Current Slide number
4. Statusbar [
5. Slide [

Ans: 1. D 2. E

ﬁ Answer the following questions.

1. Whatis a presentation?

]
]
]
] d. Collection of slides
] e.Atthe top of the screen
3.

B 4. C 5.-A

Ans: A presentation is a collection of slides, handouts, speaker's notes all in one file. Slides

represent the individual pages of the presentation.
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2. Write the steps to open PowerPoint.
Ans: Stepstoopen PowerPoint:
Step1: Click the Start button.
Step2: ClickAllapps.
Step 3: Clickon PowerPoint.

3. Howcanyousave a presentation?
Ans: To Save apresentation:
Step1: Clickon File menu.
Step2: Clickthe Save — Browse. The Save As dialog box appears.
Step 3: Typethefilename.
Step4: Clickthe Save button.

4. How canyou close a presentation?

Ans: Toclose a presentation, click on File — Close.

5. Write the steps to close PowerPoint.
Ans: Stepsto close PowerPoint:
Step1: ClickonFile menu.

Step2: Click Close.

MS POWERPOINT

Editing and Organizing Slides
ii Choose the correct answer.

EXERCISE-2

1. The command is used to cancel the last action. Ans: Undo

2. The key is used to undo an action. Ans: Ctrl+Z
3. The shortcutkey forcutis . Ans: Ctri+X
4. Todelete aword to the right of the cursor press . Ans: Ctrl+Del
5. Todelete a character to the right of the cursor press the key. Ans: Delete
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ﬁ Say True or False.

1.

2
3.
4
5

APowerPoint presentation can have only one slide. You cannotadd any slide toit. [False]

. Once aslideis added to a presentation it can't be deleted. [False]

You can quickly search for every occurrence of a specific word or phrase in PowerPoint. [True]

. Toselectablock of text drag the mouse on the status bar. [False]

. The selection in PowerPoint can't be extended. [False]

@ Match the following.

1. Cut [ ] a.Ctrl+H
2. Copy [ 1 b.Ctrl+ X
3. Paste [ ] c.Ctrl+Z
4. Undo [ ] d.Ctrl+V
5. Find&Replace [ ] e.Ctrl+C
Ans: 1. B 2. E 3.D 4. C 5.-A

w Answer the following questions.

1.

How can you add a new slide?

Ans: Toaddanewslide:

2.

Step1: Clickon New Slide drop-down list on the Home tab.
Step2: Choose alayoutfromthe gallery.

How can you delete aslide?

Ans: Todelete aslide, right-click on the slide in the Slides pane, then click Delete Slide.

3.
Ans:

What are the shortcut for cut, copy and paste?

Command Short cuts
Cut Ctrl + X
Copy Ctrl+ C
Paste Ctrl +V
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4. Upto how many items can the clipboard of PowerPoint contain?

Ans: The clipboard of PowerPoint can contain upto 24 items.

5. Whatis the shortcutto Find?

Ans: The shortcuttofindis Ctrl+F.

Choose the correct answer.

Applying Formatting Effects

MS POWERPOINT

1. Templates are saved in separate files with extension .Ans:.POTX

2. Weuse for making a list or a point wise report. Ans: Bullets

3. The feature raises the selected textabove the baseline.  Ans: Superscript
4. The feature lowers the selected text below the base line.  Ans: Subscript
5. The command allows use to easily change the case of text in the table.

ﬂ Say True or False.

1. The bold button is used to make bullets.

. The F6 key is used to start spell check.

. You can't modify templet's text and design.

2
3
4. Tomake underline text, the first step is to select the text.
5

. Spell check is used to check the spelling mistakes.

ﬁ Match the following.

1. Increasefontsize
2. Decreasefontsize
3. Superscript

4. Subscript

5. Change Case

Ans: 1. C 2.

[
[
[
[
[

wHHHHH

a. Shift+ F3

b. Ctrl +=

c. Ctrl + Shift + >
d. Ctrl + Shift + <
e. Ctrl + Shift + =

. E 4. B
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Ans: Change case

[False]
[False]
[False]
[True]
[True]

5. A



ﬁ Answer the following questions.

1. Howcanyouaddbullets in aslide?
Ans: ToAddbullets:
Step1: Selectthetext.
Step2: Clickthe bullet button onthe Home tab and select the desired bullet.

2. Write the steps to remove bullets and numberings.
Ans: Stepstoremove bullets and numbering:
Step1: Selectthe lines whose bullets and numbering has to be removed.

Step2: Clickthe Bullets or Numbering button in the Home tab.

3. Write the steps to bold a selected text.
Ans: Stepstobold aselected text:
Step1: Clickonthe Home tab.
Step2: Clickthe bold buttonin the Font group.

4. Write the steps to italicize a selected text.
Ans: Stepstoitalicize a selected text:
Step1: Clickonthe Home tab.
Step2: Clickthe Italic button in the Font group.

5. How canyouchange the color of a selected text?
Ans: Tochange the color of a selected text:
Step1: Onthe Home tab, click the arrow nextto Font Color.

Step2: Clickonacolorfrom the color pallet.

MS POWERPOINT
Drawing and Inserting Pictures

ii Choose the correct answer.

1. Whenyou selecta picture the tab appears onthe Ribbon. Ans: Picture

EXERCISE -4

2. Thepicture commandisinthe group. Ans: lllustration
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3. Thefirststep toresize a picture is . Ans: Selectthe picture

4. The Cropcommandisinthe tab. Ans: Format
5. Apicture can be moved from one place to another by . Ans: Dragging
E Say True or False.
1. Pictures can be inserted from the Ribbon. [True]
2. Thesidesizing handles change the picture size, but don't keep the same proportions. [True]
3. You can keep the picture to a specific size. [True]
4. Pictures from file cannot be cropped. [False]
5. The brightness of any picture can be changed atanytime. [True]

ﬂ Answer the following questions.

1. Howcanyouinserta picture from afile?
Ans: To insert a picture, click the Picture button in the Insert tab. Insert picture dialog box

appears. Locate and select the picture, then click Insert.

2. Howcanyouresize apicture?
Ans: To resize a picture, select the picture, Point on a sizing handle. The mouse pointer

changes into atwo headed arrow. Now click and drag diagonally.

3. Howcanyou move a picture?

Ans: We can move a picture by clicking and dragging the picture to the desired location.

4. Write the steps to compress a picture.

Ans: Stepstocompress apicture:
Step-1: Selectthe picture.
Step-2: Clickthe Compress Pictures command in the Format tab. Adialog box appears.
Step-3: Click the Options button to access the Compress pictures dialog box.
Step-4: Choose the Resolution.
Step-5: Change any of the default picture settings you wish.
Step-6: Thenclick OK.
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Word Art and Shapes
ii Choose the correct answer.

1. Stylized text with textures, shadows, outlines and etc. are made using

Ans: Word Art

2. The shapes command s in the tab. Ans: Insert

3.The tab contains “Send to back” command.  Ans: Format

4. Lines, arrows, callout, stars etcare . Ans: Shapes

5. The Text Outline command is in the group. Ans: Word Art Styles

ﬁ Say True or False.

1. Youcan change the color ofthe textina WordArt.  [True]

2. Youcan make a group of shapes. [True]
3. You canungroup a group of shapes. [True]
4. Ashape can befilled. [True]
5. Anexisting text can be converted to Word Art. [True]

ﬁ Answer the following questions.

1. Howcanyouinserta Word Art?
Ans: To insert a WordArt, click the WordArt button in the Insert tab. A gallery appears with
different WordArt styles. Select a style of your choice. You will get a word art text box on

the slide. Now replace the text of the text box with your text.



2. Howcanyoudelete aWordArt?

Ans: Todelete aWordArt, selectthe WordArt and press Del key in the keyboard.

3. Howcanyouinsertashape?
Ans: To insert a shape, click the Shape button in the Insert tab and select a shape. Your
mouse pointer becomes a plus symbol. Now click and drag diagonally to get your shape

onthe slide.

4. How canyouchange the style of ashape?
Ans: To change the style of the shape, select the shape and on the format tab, click the More

drop-down arrow in the Shapes Style group. Now select a style.

5. How canyou change the shape fill?
Ans: To change the shape fill, select the shape. On the Format tab, click the Shape Fill

command. Acolor palette appears. Now select a color.

6. How can you make agroup of shape?
Ans: To make a group of shapes, select the shapes. Then on the format tab, click the Group

button, a sub menu appears. Click on Group in the submenu.

7. Whatis Bringto Front?

Ans: Bringto Frontis acommand, it brings an object to the front of other all objects.

MS POWERPOINT

Working with Charts and Tables
ii Choose the correct answer.

EXERCISE -6

1. A is atool that can be used to represent data graphically. ~ Ans: Chart
2. Thechartbuttonisinthe group. Ans: lllustrations
3. Whenyouinsertachart new tabs are appear. Ans: Three

4. When you change any data in the data sheet the related chart

Ans: Updates automatically

5. The upper part of the chart that display the heading is . Ans: Title
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HI Sax True or False.

1. Thechartbuttonisinthe Home tab. [False]
2. Atfterinserting the chart the source data cannot be changed. [False]
3. Thechartcan be formatted atany time. [True]
4. Atableisagrid of cells arranged in rows and columns. [True]
5. Shading can be appliedto atable. [True]

ﬁ Match the following.

1. Chartdata [ ] a. Two

2. ChartTitle [ ] b. Designtab

3. ChartAxis [ ] c. Displays Heading

4. Table [ ] d. In Excel sheet

5. Table style [ ] e. Grid of cells

Ans: 1-D 2-C 3-A 4-E 5-B

w Answer the following questions.

1. Howcanyouinsertachartinaslide?
Ans: Toinserta chart, click the Chart button in the Insert tab. Insert chart dialog box appears.
Select a chart, then click Ok. Excel opens. Replace the data with your data. Then close

Excel.

2. Write the parts of a chart.

Ans: The parts of achart are: Source data, Title, Legend, and Axis.

3. Howcanyouinsertarowinatable?
Ans: Toinsert a row in a table, place the insertion point in the row where the new row to be

inserted. Then on the Layout tab, click Insert Below or Insert Above command.

4. Howcanyoudelete arow?
Ans: To delete a row, place the insertion point anywhere in the row. Then click the Delete

command in the Layout tab. Asubmenu appears. Click Delete Rows.

i
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5. Howcanyouinsertacolumninatable?

Ans: To insert a column in a table, place the insertion point in the column where the new

column to be inserted. Then on the Layout tab, click Insert Left or Insert Right command.

6. Howcanyoudelete acolumninatable?

Ans: To delete a column, place the insertion point anywhere in the column. Then click the

Delete command in the Layout tab. Asubmenu appears, click Delete Columns.

EXERCISE-7

MS POWERPOINT

Viewing and Printing Slides

ii Choose the correct answer.

1. The view normally appears on its own.

. The view shows all the slides in a smaller size.

. The view is used for audience for presentation.

. The

2
3
4. ThePrintoptionisavailable in the
5

ﬁ Say True or False.

1. Normal view contains two more options viz. Outline and Slides view.

key is used to view slide show.

The Office button contains the print option.

You can view the slides in gray scale in Print preview.

2.
3.
4. The Slide Sorter View allows you to work with the text.
5.

The Slide View shows one slide ata time.

ﬂ Answer the following questions.

1. Whatis normal view?

Ans: Normal

Ans: Slide sorter
Ans: Slide show
Ans: Office button
Ans: F5

[True]
[True]
[True]
[False]
[True]

Ans: Normalview is where you create and edit your slides. It contains two options: (1) Outline

view and (2) Slides view.
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2. Whatis slide sorter view?
Ans: This view show all the slides in the presentation in a smaller size. You can quickly look at

and recognize all the slides and sort them according to your needs.

3. Explainthe slide show view.

Ans: This viewfills the computer screen with a slide and is what the audience will see when they
view the presentation. The slide show view has an additional menu that allows you to
navigate through the slides, as well as other features you can use during a presentation.

4. Howcanyou use the Print Preview?

Ans: Touse the Print Preview, click on File menu, select Print. The presentation opens in Print
Preview formatin the right pan.

5. How canyou printyour presentation?

Ans: To print our presentation, click the File menu. Select Print (Printing options appear). Select

Printer, Printrange and no of copies. Then click Print button to print.

MS POWERPOINT
Animations in PowerPoint

ii Choose the correct answer.

1. Customanimationisinthe group. Ans: Animations

EXERCISE -8

2. are used to add visual effect to the slides. Ans: Transitions

3. Thefirst step to apply default animation effect to textis

Ans: select the text

4. The tabis used to apply transition to a slide. Ans: Animation

5. The button in the custom animation pane is used to preview the animation effect.

“I Sax True or False.

1. PowerPointdoes not allow you to add a variety of animations to each objectin aslide. [False]

Ans: Play

2. You can apply transition effect to all the slides. [True]
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3. Animation can be removed. [True]

4. InPowerPointwe cannot apply animation effect to text. [False]

5. Multiple animation effects can be applied to any objectin PowerPoint. [True]

@ Answer the following questions.

1. How canyou apply animation effect?

Ans: Stepstoapply animation effect

Step 1:
Step 2:
Step 3:

Step 4:

Step 5:

Select the text or object on the slide you wish to animate.

Select the Animations tab.

Click the Animation drop-down menu in the Animations group to see the animation
options for the selection. The options change based on the selected item.

Move your cursor over each option to see a live preview of the animation on the

slide.

Click an option to select it.

2. Howcanyouremove an animation effect?

Ans: Stepstoremove ananimation effect

Step 1:
Step 2:
Step 3:

Step 4:
Step 5:

Select the text or object on the slide you wish to modify.
Selectthe Animations tab.

Click Animation pane in the Advanced Animations group. The Animation pane

will appear on the right.
Select the animation in the Animation pane list, if itis not selected.

Click on the drop down arrow. Click Remove. The animation label will disappear

from the slide and from the Animation pane list.

3. Whatis transition?

Ans: Transitions are used to add visual effects to the slides. Transition effects are the

movements you see when a slide changes to another in a Slide Show view.

4. How canyou add transition?

Ans: To add a transition, select the slide on which you want to add transition, then click the

Transition tab (Transition to This Slide group appears on the top). Select a transition.
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5. How canyoure-order animation effects?
Ans: Tore-orderanimation effect:
Step 1: Selectthe textorobject

Step 2: Click Animation pane in the Advanced Animations group.

Step 3: Select the animation effect you want to re-order and click the re-order buttons

toreorder the selected animation effect.

MS POWERPOINT
Inserting Sound and Movie

ii Choose the correct answer.

1. The sound commandisin group. Ans: Media clips

EXERCISE -9

2. Thefirst stepto delete the soundis . Ans: Selectthe soundicon

3. A can be applied to a movie inserted in PowerPoint. Ans: Picture style

4. The picture tools tab appears when asoundfileisinserted. Ans: Format

m Say True or False.

1. PowerPoint allows you to add sound to your presentation. [True]

2. On the sound tools Options tab, there are several options you can control that determine

how the sound is used in the presentation. [True]
3. Youcaninsertamovie from afile to your presentation. [True]
4. We can't control the volume of a sound file in PowerPoint. [False]

5. You canformatthe soundicon justlike any picture. [True]

@ Answer the following questions.

1. Howcanyouinsertasound file from your computer?
Ans: The stepstoinsertasound from afile in a presentation:

Step 1: Selectthe slide where you want to add sound.
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Step 2: Selectthe Inserttab.

Step 3: Click the drop-down arrow on the Audio command in the Media group.

Step 4: SelectAudio Onmy PC...fromthe menu. The Insert Audio dialog box will appear.
Step 5: Locate the sound file on your computer.

Step 6: Selectthe file and click OK.

2. Write the steps to delete a sound already inserted.
Ans: Todelete asound already inserted:
Step 1: Selectthe soundicon.

Step 2: Press Delete key on your keyboard.

3. Howcanyouinsertamovieinaslide?
Ans: Stepstoinsertamovieinaslide:
Step 1: Selectthe slide where you wish to insert the movie
Step 2: Selectthe Inserttab.
Step 3: Click the drop-down arrow on the Video command in the Media group.
Step 4: SelectVideo on My PC... from the menu. The Insert Movie dialog box appears.
Step 5: Locate the file you want to insert from your computer.

Step 6: Selectthe movie file and click on Ok.

4. Write the steps to preview the inserted movie.
Ans: ToPreviewthe Movie:
Step 1: Selectthe movie onthe slide.

Step 2: Click the play button below the video.

5. How canyou change the volume of the inserted movie.
Ans: To Change the Movie Volume:

Step 1: Selectthe movie onthe slide.

Step 2: Selectthe Sound Option.

Step 3: Increase or decrease the volume using the slide.
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ii Choose the correct answer.

‘EXERCISE - 10

MS POWERPOINT
Hyperlink and Action Buttons

1. A is a connection from one slide to a web page, email id, slide.
Ans: Hyperlink
2. InPowerPoint hyperlinks become active in view. Ans: Slide show
3. In the slide show view the mouse pointer turns into a when it is near the
hyperlink. Ans: Hand
4. An is a readymade button for defining hyperlink. Ans: Action button
5. The hyperlink buttonisin the tab. Ans: Insert
HI Say true or False.
1. YoucaninsertHyperlink to an Email Address. [True]
2. PowerPoint provides action button to play movie and sound. [True]
3. You can edit orremove hyper links. [True]
4. Ashape can be used for hyperlink. [True]

ﬁ Answer the following questions.

1. Howcanyouinsertahyperlink?

Ans: Toinsertahyperlink:

Step 1:
Step 2:
Step 3:

Step 4:

Step 5:

Step 6:
Step 7:

Select the text or object that you want to use as a hyperlink.

Selectthe Insert tab.

Click the Link command in the Links group. The Insert Hyperlink dialog box will
appear.

If you use text for the hyperlink, the Text to display filed will appear active in the
dialog box. The text you select on the slide will appear in this field.

Select the link from the right pane.

Toinsertascreentip, Click ScreenTip and enter the ScreenTip text and click Ok.

Click OK.



2. Whatis an action button?

Ans: Action buttons are built-in button shapes that you can add to a presentation and use as a

hyperlink. When someone clicks or moves over the button, the action can occur.

3. Howcanyou edit orremove a hyper link?

Ans: To Editor Remove a hyperlink:

Step 1:
Step 2:
Step 3:

Step 4:

Step 5:

Select the text or object with the hyperlink you want to remove.

Selectthe Inserttab.

Click the Link command in the Links group. The Edit Hyperlink dialog box
appears.

Edit the selected hyperlink.

(or)

Click the Remove Link button to remove the link. Then click OK.

4. Which key is used to view the slide show?

Ans: F5keyisusedtoview the slide show.




MS POWERPOINT
=4 Finalize a Presentation & Package for CD

ii Choose the correct answer.

1. Ifyou are going to display a presentation on a computer other than your own you should use

EXERCISE -

the feature of PowerPoint. Ans: Package for CD
2. Inthe normalview, the slide show view command is at the .Ans: Bottom
3. The Setup Show commandisinthe tab. Ans: Slide Show
4. The command is used to hide a slide during slide show. Ans: Hide Slide

ﬁ Say True or False.

1. When a presentation is packaged for CD it can be viewed in a computer without PowerPoint.[True]

2. You can'thide a slide during presentation. [False]
3. While making package CD, PowerPoint copies all the linked files to the CD. [True]
4. The Package for CD optionisinthe Home Tab. [False]

ﬁ Answer the following questions.

1. Howcanyou hide aslide during presentation?
Ans: Tohide aslide during presentation:
Step 1: Selectthe slide you want to hide during slide show.

Step 2: Click the Hide Slide command in the Slide Show tab.

2. Whatis packaging a presentationonaCD?
Ans: Bundling all the linked files along with the presentation in a CD such thatitcanrunin a

system without PowerPoint is called packaging a presentation ona CD.

3. Howcanyouopen the Setup Show dialog box?
Ans: Toopenthe Setup Show dialog box:
Step 1: Click the Slide Show tab.
Step 2: Click on Setup Slide Show button inthe Set Up group.
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