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A. Fill in the blanks: 
1.  A presentation is a collection of slides that are arranged in a sequential manner. 
2. You can select different slide layouts from the layout button. 
3. When a file is saved in PowerPoint, it creates .pptx extension 
4. The slide sorter view displays a miniature view of all the slides in a presentation. 
5. In Microsoft Powerpoint 2010, the normal view is the default presentation view. 
 

B. Multiple choice questions: 
1.   F9 function key is used to display the slide show. 
 a. F9√    b. F5    c. F10 
2.  In which view do you get the Outline tab? 
 a. Normal view√  b. Slide sorter view  c. Slide show view 

3.   A slide is like a page in a presentation. 
 a. Placeholder   b. Slide√   c. Slide pane 

4.   A slide show displays the slide in full screen mode. 
 a. Slide show√   b. Slide sorter  c. Outline     
C. Answer in one word or a sentence. 
1. How many types of views are available in Microsoft PowerPoint 2010? 

Ans. 5 types of views are available in Microsoft PowerPoint 2010. 
2. Which option is used to present data or information visually in the form of graphics, 
like pyramids, charts, etc? 

Ans. SmartArt is used to present data or information visually in the form of graphics like 
pyramids, charts, etc. 

3. Name the option that is used to create additional notes for the current slide. 
Ans. Notes page option is used to create additional notes for the current slide. 

4. Which feature of Microsoft PowerPoint creates a sample slide show containing various 
themes and layouts?                              

Ans. Templates feature of Microsoft PowerPoint creates a sample slide show containing 
various theme and layouts.         

D. Answer the following: 
1. What do you understand by PowerPoint? Explain its features 
   Ans.: PowerPoint is a component of Microsoft Office Suite. It enables you to make effective 
and appealing presentations by adding text, diagrams, scanned images, clip arts, sounds, 
colours, designs and animated special effects.Its features are: 

a. We can easily import data. 
        b. We can insert smartart, graphics, transitions and animations 
        c. We can generate handout material and speaker’s notes. 

 
 
 
 



2. How is slide different from a presentation? 
   Ans.: Presentation is made up of a collection of slides arranged in sequential manner to   
entertain, motivate, convey, persuade or impart information. Where as, 

  Slide is like a page in a presentation that displays a brief information you want to 
communicate with your audience. 

 
3. Define the term placeholder. 

  Ans.: Placeholders are the boxes with dotted or hatch marked borders that are part of 
the most slide layouts. These boxes hold title, body text or objects, such as charts, tables, 
pictures, etc. 
 

4. Define Theme. What does it include? 
Ans.: Themes are the set of predesigned formats that include text, layouts, background and 
colour schemes, etc which can be applied to any presentation to give it a professional look. 
 

5. Briefly explain about the normal view. 
Ans.: It is the main editing view, which is used to write and design the presentation. In this 
view you can insert text, graphics, sound, animation and other effects to your slides as well. 
You can also have a large view of an individual slide, notes pane at the bottom, an outline of 
the slide text(Outline tab) and slides displayed as thumbnails(Slides tab) all at the same 
time. 
 

6. What is the use of slide sorter view? 
Ans. It displays a miniature view of all the slides in a presentation. In this view you can 
change the order of slides, insert or delete the slides, add transitions and set the timings 
for the slide show. 
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A. Fill in the blanks: 
1. To add a new slide, click on New Slide button on the Home tab. 
2. You can rearrange the slides in the Slide Sorter view. 
3. Text Box is a placeholder where one can enter and manipulate the text. 
4. Word Art feature helps us to create special text effects. 
5. To rotate a shape object or clipart, click on the Rotation handle. 
6. To insert a new slide in a presentation, Ctrl + M key combination is used. 
 

B. State True or False: 
1. The layout of a slide can be modified only in Slide Sorter View. FALSE 
2. Ctrl + P key combination is used to print the slides of a presentation. TRUE 
3. The Clip Art feature is used to add pictures in the slides. TRUE  
4. In Normal view, the vertical bar indicates the new location of a slide. FALSE 
5. Shadow option is present on Home tab. TRUE  
6. Text box does not appear in Outline tab. TRUE 
7. 3D Rotation option is present on the Insert tab. FALSE 



 
C. Multiple choice questions: 

1. The slide sorter view button is present on the view tab. 
a. Slide show   b. Home    c. View√ 

2. Clip Art button is present on the Insert tab. 
a. View    b. Insert√    c. Home 

3. Insert tab contains the Text Box tool. 
a. Home   b. Insert√    c. Design 

4. Shape Effects button on the Format tab is used to apply 3D rotation to a shape. 
a. Rotate   b. Selection Pane   c. Shape Effects√ 

5. Resizing stretches or shrinks the dimension of an object. 
a. Resizing√   b. Rotating    c. Style 
 

D. Answer in one word or a sentence: 
1. In which tab of Normal View, the text box is not visible?  

    Ans.: In Outline tab of Normal View, the text box is not visible. 
2. Which button is used for adding a new slide to a presentation? 

  Ans.: New Slide button is used for adding a new slide to a presentation. 
3. Which key helps you to select more than one shape at a time? 
Ans.: Shift key helps you to select more than one shape at a time. 

4. On which tab is the Clip Art button located? 
Ans.: Clip art button is located on insert tab. 
 

E. Answer the following: 
1. What do you understand by Text Box tool? Explain the method to insert a text box in 

a slide. 
Ans.: The Text Box tool gives facilities to add more text to our slide. 
To insert a text box in a slide, follow the given steps:- 

a. Click on Insert tab. 
b. Select the Text Box tool in the Text group. 
c.  Hold down the left mouse button while dragging the mouse diagonally towards the 

right. 
d.  We will get a rectangular box. 

2. Define the term clip art. How can you add a Clip Art in a presentation? 
Ans.: Clip Art is used to add pictures in the slides. To add clip art follow these steps: 

a. Click on insert tab. 
b. Click on clip art button in the images group. 
c. Clipart task pane is displayed on the right side of the window. 
d. Select the desired clipart.  

3. Briefly explain the Word Art feature. 
Ans. The WordArt feature helps us to create special text effects. It gives a unique look to 

the text. Using the WordArt, you can make the text curved, wavy, shadow or apply 3D 
effects, etc. 

 



4. Explain the Shapes feature and the procedure to insert a shape in a slide. 
Ans.: Shapes is a drawing feature that helps in drawing different shapes. 
To insert a shape in a slide, follow the given steps:- 
Step-1:- Click on Shapes button in Illustrations group on Insert tab. 
Step-2:- Select any shape under Basic Shapes group. 
Step-3:- The pointer changes to + sign. Place the pointer on the slide and drag it to adjust 
the size of the selected object/shape. 
 

5. Differentiate between Rotating and Resizing objects. 
Ans. Rotating means moving the objects in clockwise or anticlockwise direction. 
Resizing means increasing or decreasing the size of an object. 
 

 


