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Session 6 Review: PowerPoint Terms and Commands 
 

Label the parts of the Microsoft PowerPoint window. 

 
 

 
 

 

1. 
 2.  3.  

      

4.  5.  6.  
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Pick the view that will work the best to do the job. 

 outline view  slide show view 

 slide sorter view  normal view (slide view) 
 

7. You have a presentation with 30 slides. You want to change the order. 

  

8. You want to write down all the facts you know about a topic to make slides quickly. 

  

9. You want to insert a picture on a slide and then change the way it looks. 

  

10. You want to watch the presentation as a slide show. 
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4 

5 

 ribbon 

 slides tab 

 slide pane 

 quick access toolbar 

 views 

 zoom slider 
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Review the PowerPoint 
environment. 

Problem solving: Choose the 
option that works best for 
the scenario. 

Learn more about TechnoTravel 
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Match the term to the definition. 

 

11.  object order a) A symbol that is added before text. 

     

     

12.  placeholder b) To stack objects one on top of another. 

     

     

13.  bullet c) A box used to hold text or graphics on a slide. 

 

     

14.  spell check d) A background for a slide that has smooth blending from 

one color to another.  

     

15.  hyperlink e) A special effect that moves one slide off the screen and 

puts the next slide on the screen during a slide show.  

     

16.  transition f) A grid of rows and columns used to organize information. 

 

     

17.  slide master g) A tool that reviews each slide to identify spelling errors 

and offers suggestions to correct the mistake.  

     

18.  footer h) The area at the bottom of a slide that can be used to 

place information for identification purposes.  

     

19.  table i) A link to a website made from words that, when clicked, 

opens the website on the Internet.  

     

20.  gradient j) A template that gives a presentation a consistent look by 

controlling the background, formatting of text, and 

placement of objects on a side. 
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Match the tool to its function. 
 

21.   
a) decrease the level of text in Outline View 

     

22.   
b) change the layout of a slide 

     

23.   
c) insert a new slide 

     

24.   
d) check the spelling 

     

25.   
e) insert a picture 
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TOTAL:   /25 

Questions about terminology. 

Review of common tools. 

All assessment tools are in Word format, 
making them easy to customize. 


