Beginner PowerPoint Guided Notes

The PowerPoint 2010 Environment

1. The PowerPoint 2010 environment is designed to _________________ the process of creating and editing a presentation.

2. In PowerPoint 2010, when you click the File tab, you see the _________________ view, which contains frequently used file-related commands and options, such as Save As, Open, Close, and Print.

3. The Info tab includes presentation _________________ and file protection, sharing, and version-control options. 

4. The _________________ tab provides a list of presentations that you worked on or viewed recently.

5. The _________________ tab provides a convenient all-in-one interface for printing.

6. You can save your presentation in various _________________.

7. The _________________ page provides documentation and latest updates for PowerPoint.

8. Clicking the _________________ button opens the PowerPoint Options dialog box, where you can customize general options such as interface preferences and username. 

9. Each tab includes groups of related commands that are organized according to their _________________.

10. Tabs such as Home, Insert, and Design appear by default on the _________________. 

11. In addition, _________________ tabs appear when you insert or select specific elements in the presentation.

12. The customizable _________________ includes buttons for frequently used commands.

13. The _________________ view is the main editing view in which you write, modify, and format content on the slides.

14. Use the _________________ view to view the thumbnail images of all slides in a presentation.

15. The _________________ view helps you view the notes in full-page format.
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16. The _________________ displays the presentation in a format that is easy to read and navigate.

17. To increase the magnification of a presentation, point to the border of the pane that contains the Outline and Slides tabs and drag it to the _________________.

18. To increase or decrease the slide _________________, you can drag the border of the Notes pane up or down.

19. Use the Zoom and Fit to Window commands on the _________________ tab to resize the slide.

20. The status bar includes zoom options, such as the Zoom level button that displays the _________________ zoom percentage.

Creating a Basic PowerPoint Presentation

21. You can create a presentation from the beginning by using the _________________ presentation option.

22. You can base your presentation on one of the predefined design _________________, such as Project Status Report and Training, located in the Sample templates folder.

23. You can create a presentation that is similar in design and content to an existing presentation by using the _________________option.

24. The _________________ Web site includes a number of templates that you can customize.

25. When you create a blank presentation, the first slide contains _________________ for a title and a subtitle, by default.

26. If you want to make text more visually appealing, you can change the _________________ of the text.

27. In PowerPoint 2010, you can type and edit text on the _________________ tab or in the text boxes on slides.

28. If you want a text box to display a border even when the text box is not selected, you can change the _________________ color of the border.

29. After you apply specific settings to a text box, you can save these settings as the _________________ settings for text boxes.

30. To insert WordArt on a slide, on the Insert tab, in the Text group, click _________________.

31. To change the color of the WordArt, on the Drawing Tools Format tab, in the WordArt Styles group, click _________________, and then click the appropriate color.

32. To add an effect to the WordArt object, on the Drawing Tools Format tab, in the WordArt Styles group, click _________________, point to a require effect type, and then click the appropriate effect.

33. You can add a _________________ to a slide show in PowerPoint 2010.  You can create a new one or add one from Microsoft Word or Microsoft Excel.

34. You can only merge _________________ cells.

35. You can use _________________ options to specify how an element enters the slide during a presentation.

36. You can set the _________________ animation effect for the font, size, or style of an element in a slide to increase or decrease the visibility during a presentation.

37. Use the options under _________________ to specify how an element exits a slide during a presentation.

38. Under _________________, use the animation effects to specify a path that the object follows on the slide, such as diagonally to the upper-right corner, or in a circular motion.

39. To set the start timing for an animation, in the _________________ group, click the Start arrow, and select the timing that you want. 

40. To remove an animation effect, in the Animation Pane, right-click the required animation, and then click _________________.

41. To specify a name for the added section, right-click _________________ Section, click Rename Section, and then specify an appropriate name.

42. You can apply a different theme to a section by selecting the section, and then on the _________________ tab, selecting the required theme.

43. You can add _________________ to a slide show by applying a transition effect to a section or to all slides.

44. To remove a transition effect from the slide, use the _________________ option in the Transition to This Slide group.

Working with Images, Illustrations, and Media

45. When you insert a picture on a slide, by default, it is inserted at the _________________ of the content placeholder.

46. Even after you _________________ parts of a picture, the cropped parts remain as part of the picture file.

47. Using the options on the _________________ tab, you can add various shapes to a slide.

48. To add _________________ to a shape, right click the shape, and then click Edit Text.

49. Using the Shape Fill option from the _________________ group, you can change the default color of the shape.

50. To connect two shapes—for example, in a flowchart—you can use _________________.

51. As a presenter, you can use _________________ graphics in PowerPoint 2010 to visually represent information in a slide show.

52. You can insert a chart in a slide by using the _________________ placeholder in a Title and Content layout or by using the Insert tab on a blank slide.

53. In PowerPoint 2010, you can now _________________ videos directly onto slides in the presentation. You can either add a video file stored on your computer or embed a video directly from the Web.

Finalizing and Delivering a Presentation

54. When typing text on a slide, if you make a spelling mistake or a typographical error, a _________________ wavy line appears under the word.

55. When you send a slide show presentation as an e-mail attachment, the recipients work on _________________ copies of the presentation.

56. When you _________________ a link for the slide show presentation in an e-mail message, everyone can work on one copy of the presentation and view the latest changes.

57. Using the _________________ option, you can check the slide show for hidden properties or personal information.

58. You can provide feedback on a slide by using the options on the Review tab to insert _________________.

59. The review comment box contains the _________________ of the person who originally added the comment.

60. You can package a presentation on a _________________ to share with other people.

61. You can add _________________ to slides to help you present the slide show to an audience.

62. In the Notes Page view, you can enhance notes by adding _________________ such as charts, pictures, or tables.

63. After you’ve completed a PowerPoint 2010 presentation, mark it as _________________ to prevent reviewers or readers from making unintended changes to the presentation.

64. You can set printing options for the slide show by using the _________________ page in the Backstage view.

65. If you want to view your presentation with speaker notes on your laptop while presenting a notes-free presentation to the audience, use the _________________.
