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A) Identify whether the statements are true or false. 

a. Font style can be changed from the insert tab.                                                     False 

b. We need to draw a textbox inside a shape to add text inside the shape as                                                               

text cannot be directly added to the shapes.                                                               False 

c. Themes can be applied to selected slides of the presentation also.                 True 

d. Pictures can also be used as bullets.                                                                       True 

e. Objects can be resized, moved as well as deleted.                                               True 

f. The f6 key helps to start the slide show.                                                                 False 

 
B) What am I? 

a. I am a set of unified design elements.                                                                    Theme 

b. I created stylized text with textures, shadows, outline, and more.                  Word art 

c. I am a gallery of pictures from where you can choose a pictures.                 Picture  tab 

d. I should be in contrast to the foreground objects.                                           Background 

e. I help to display the slides in full screen mode.                                                Slide shows 

 
C) Mention the shortcut keys used to perform the following tasks.  

a. To start the slide show                                                                                                f5 key 

b. To exit from a slide show                                                                                            esc key  

 
D) Define the following. 

a. Theme – themes are design templates that can be applied to an entire presentation. It is a set of colors, 

fonts, and special effects.  

 

b. Slide show- after completing the creation and editing of each slides we may want to view the presentation 

to make sure all the slides appear the way we want, slides show help us to see one by one slides in a 

presentation or  as a project work. 

 

c. Presentation- a presentation is the manner or style in which we present, show or display.  In power point 

we create different kinds of slides, we edit those slides using different fonts, style, theme, background etc. 

 

d. Word Art- word art allows the user to create stylized text with textures, shadows, outlines and more.  



e. Clip art- clip art are the small computerized pictures used while working with the power point 

presentation.  

 

E) Write the steps required to do the following jobs. 

a. Format text  

Steps: 

i. Select the text  

ii. Choose the home tab.  

iii. Choose any option from the font group. 

b. Add a background to the slides 

Steps:  

i. Click the design tab on the ribbon. 

ii. Click the background style button in the background group. 

iii. Select any background. 

c. Add theme to presentation 

Steps:  

i. Click the design tab 

ii. Click any theme from the theme group. 

d. Add bullets to the text 

Steps: 

i. Select the text where bullets is to be added. 

ii. Click the design tab. 

iii. Select any theme and right click. Select ‘apply to selected slides’ 

iv. From the shortcut Menu that appears. 

e. Add clip art to the slides 

Steps:  

i. Click on insert tab. 

ii. Select clip art from illustration group.  

iii. Type word or phrases related to the image and click on go button. 

iv. Click a clip art images to insert it, or click the drop down arrow next to the clip art and         

select insert from the menu. The clip art will appear in slides. 

f. Add shape to the slides. 

Steps:  

i. Click on insert tab. 

ii. Select shapes from illustration group. 

iii. Click on any shape from the dialog box that shows several shapes. 

iv. Drag the mouse pointer on the slide and release mouse button when the shape is                

drawn. 

 

 



 

g. Add word art to the slides 

Steps:  

i. Select the insert tab. 

ii. Click on word art button in text group. 

iii. Select any style from the word art styles group that is displayed. 

iv. Type the text in the text box. 

 
F) Choose the correct answer 

 
a. Font style can be changed from the _______ tab. 

i. Review       

ii. View 

iii. Insert 

iv. Home 

b. Themes provide___________. 

i. Background  

ii. Fonts 

iii. Special effects 

iv. All of the above. 

c. The ____________ keys should be pressed while selecting the vslide4s to apply themes to few slides. 

i. Shift 

ii. Ctrl 

iii. Home 

iv. Alt 

d. Bullets can be ___________. 

i. Signs  

ii. Numbers 

iii. Pictures 

iv. All of the above 

e. To move to the next slide during slide show we press___________ 

i. Right arrow key 

ii. Enter key 

iii. Page down key 

iv. All of the above 

f. To move to the previous slide during slide show, we press______ 

i. Left arrow key 

ii. Backspace key 

iii. Page up key 

iv. All of the above 

g. The ____________ key helps to delete an object from a slide. 

i. Esc  

ii. Delete 

iii. Insert 

iv. None of the above 

 

 

 

 

 

 

 


