
Chapter 10 

Presentation Tool using 
PowerPoint 2016 

I. Tick (√) the correct option. 

1. Which among the following is not an Animation Effect? 

a. Entrance b. Emphasis 

c. Repeat d. Motion Path 

Ans. c. Repeat 

2. Which of the following icon represents a PowerPoint pakage? 

a.   b.  

c. d. 
 

Ans. c.  

3. Which Tab contains the different view options of a presentation? 

a. File b. Home 

c. View d. Animations 

Ans. c. View 

4. Name the view that shows a thumbnail of each slide in order. 

a. Normal View b. Outline View 

c. Slide Sorter View d. Reading View 

Ans. c. Slide Sorter View 

5. Maximum how many slides can you include in a page in a handout? 

a. 2 b. 4 

c. 6 d. 9 

Ans. d. 9 

6. Which command is used to insert a new slide into a presentation? 

a. New Slide b. Fresh Slide 

c. Blank Slide d. Title Slide 

Ans. a. New Slide 
 
 
 
 



7. Which among the following views allows you to give a thumbnail view of all the slides in a 
presentation? 

a. Normal View b. Outline View 

c. Notes View d. Slide Sorter View 

Ans. d. Slide Sorter View 

8. Name the group that contains the Format Background command. 

a. Themes b. Variants 

c. Customize d. Designer 

Ans. c. Customize 

9. Which among the following is not a fill style in Format Background panel? 

a. Solid fill b. Gradient fill 

c. Pattern fill d. Mixed fill 

Ans. d. Mixed fill 

10. Which among the following group contains the Header & Footer command? 

a. Slides b. Tables 

c. Comments d. Text 

Ans. d. Text 
 

II. Fill in the blanks with the given words. 

1. The 2 tabs of the Header and Footer dialog are Slide and Notes and Handouts. 

2. A small number before an animated object on a slide show that it has an animation along with 
the order of animation. 

3. The Picture command of the Insert Tab is present in the Images group. 

4. Animating slides involves adding movement and sometimes sound to text or to the slides in a 
presentation. 

5. A layout is a design template that shows the arrangement of various objects over a slide. 

6. A Placeholder is a box with a dotted outline, designed for the placement of different type of 
content on the slide. 

7. The Entrance animation effect controls the way how an object enters the slide. 

8. Exit animation effect controls the way how an object exits the slide. 

9. The Animation Pane is present in the Animations Tab. 

10. The Comparison layout is usually used for comparison between 2 items. 
 

III. State whether the following statements are True (T) or False (F). 

1. You cannot have a blank slide layout in a presentation. 

2. Transitions is the animation effect that is produced when one slide moves to the next slide. 
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3. The Slide Show is the final result of a presentation, which may be displayed to 
a group of audience using an overhead projector. 

4. The default extension of an Impress file is ..pptm. 

5. The   button may be used to save a presentation. 

6. The Placeholder allows you to insert only images into a slide. 

7. A template is a predesigned presentation you can use to create a new slide show quickly. 

8. Normal view is the view that shows a thumbnail of each slide in order. 

9. Handout view is the view that allows you to get a print-out of your slides for a handout. 

10. The Text Box command of the Drawing group is used to insert text. 
 

IV. Short Answer Type Questions (SA-I) 

1. What is a presentation? 

Ans. A presentation software is a computer software package used to show information, normally in 
the form of a slide show. It mostly includes three major functions: an editor that allows text to 
be inserted and formatted, a method for inserting and manipulating graphic images and a slide- 
show system to display the content. 

2. What is a Slide Show? 

Ans. A collection of pages arranged in sequence that contain text and images for presenting to an 
audience is called slide show. 

3. What is a slide layout? 

Ans. Slide layouts contain formatting, positioning, and placeholders for all of the content that appears 

on a slide. 

4. What is the extension of a presentation file in PowerPoint? 

Ans. .pptx 

5. What is a placeholder? 

Ans. Placeholders are the containers in layouts that hold such content as text (including body text, 
bulleted lists, and titles), tables, charts, SmartArt graphics, movies, sounds, pictures, and clip art. 

 

IV. Short Answer Type Questions (SA-II) 

1. Name the basic elements of a slide. 

Ans. Titles and sub-titles, Text, Shapes, Pictures, Audio/Video Clips and Transitions. 

2. Name the four fill option present in the Format Background panel. 

Ans. Solid fill, Gradient fill, Picture or Texture fill and Pattern fill. 

3. What is the difference between normal view and slide sorter view? 

Ans. Normal view is the view for creating individual slides. This is the main/default view for formatting 
and designing slides by adding text, graphics, and animation effects 

 

 

T 

F 

T 

F 

T 

F 

T 

T 



Slide Sorter view is the view that shows a thumbnail of each slide in order. Using this you may 
rearrange the order of slides, produce a timed slide show, or add transitions between selected 
slides. 

4. What do you understand by the term animation in a slide? 

Ans. Animating slides involves adding movement and sometimes sound to text or to the slides in a 
presentation. 

5. In your own words explain the importance of “Rehearse Timing”. 

Ans. PowerPoint assists you in defining the right rehearse timings for automatic slide changes. This is 

particularly important to know the display time for each slide, particularly when you are talking 
to an audience along with the slide. 

 

V. Long Answer Type Questions (LA) 

1. Describe the different slide layouts in PowerPoint. 

Ans. Section Header: This layout is usually used to separate different sections of the same presentation, 
rather than use an additional Title slide. 

Two Content: It consist of a placeholder to add title to the slide as well as placeholders for 2 
contents. The contents can be filled with bulleted text or different type of content may be added 
as mentioned in Title and Content layout. 

Comparison: It consist of a placeholder to add title to the slide as well as placeholders for 2 
contents. This layout is usually used for comparison between 2 items. You can also add different 
type of content as mentioned in Title and Content layout. 

Title Only: This layout contains a placeholder only to add a title at the top. The remaining page 

is blank and therefore anything may be added. 

Blank: This layout offers a blank slide, where you may add any element at any position according 
to choice. 

Content with Caption: To insert some text as well as a caption, this layout is used. 

Picture with Caption: To  insert a picture as well as a caption, select this slide layout. The   slide 
contains a placeholder for inserting the picture on the right side of the slide as well as 
placeholders for inserting captions on the left side of the slide. 

2. State the process of adding a background to a group of slides. 

Ans. To add a background to a slide or slides: 

1. Select the Design tab, then click the Format Background command of the Customize group. 

2. The Format Background pane will appear on the right. Select the desired fill options. In our 
example, we’ll use a Solid fill with a light gold color. 

3. The background style of the selected slide will update. 

4. If you want, you can click Apply to All to apply the same background style to all slides in your 

presentation. 
 
 

 



3. State the process of inserting a page number to a slide. 

Ans. To Insert slide numbers or page numbers: 

1. On the View tab, click Normal. 

2. Click the Insert menu, and then click Slide Number. 

3. The Header and Footer settings will open. Check the box next to Slide Number and enter the 
number you’d like to start your slide numbers with. The location of the slide number is 
highlighted in bold in the Preview area at the top of the settings box. 

4. (Optional) If you don’t want to number your title slide, make sure the box next to Don’t show 
on title slide is checked. 

5. When you’re finished, if you want slide numbers on your entire presentation, click Apply to 
all. If you only want numbering on the slide or slides you have selected, click Apply. 

4. State the process of animating text in a slide. 

Ans. To apply animation to a text follow these steps: 

1. Select the text on the slide that you want to animate. 

2. On the Animations tab of the ribbon, click Add Animation, and pick an animation effect. 

5. How would you add Footer to the slides of a presentation? 

Ans. To Add a footer to a slide 

1. On the Insert tab, in the Text group, click Header & Footer. 

2. In the Header and Footer dialog box, on the Slide tab, select the Footer check box, and then 
type the text that you want to appear in the center bottom of the slide. 

3. Click on the OK button. 
 

Application based Questions 

1. Rimika wants to ensure that there is consistency in design and colour in the presentation that 
she is making. What should she do to achieve this? 

Ans. She could use Slide /master View. Slide Master view is a special feature in PowerPoint that allows 

you to quickly modify the slides and slide layouts in your presentation. From there, you can edit 
the slide master, which will affect every slide in the presentation. You can also modify individual 
slide layouts, which will change any slides using those layouts. 

2. Kanan wants to see all the slides in her presentation simultaneously. Suggest which view she 
should use to see all the slides simultaneously. 

Ans. Slide Sorter View 

3. Irene doesn’t know the meaning of the following animation effect: 

a. Entrance b. Motion Paths 

Explain the meaning of a) and b). 

Ans. a. Entrance is an animation effect that controls the way how an object enters the slide. For 

example, in Bounce animation effect you will find an object “fall” onto the slide and then 
bounces several time. 



b. Motion Paths: This animation effect ensures a predetermined path through 
which an object moves within the slide path. 

4. Keerit doesn’t know the meaning of handouts. Explain the meaning of handouts to 
him. 

Ans. Handouts are documents you can print from within PowerPoint that include slide 
representations from your presentation. PowerPoint lets you include as many as 9 
slides on each Handout page. Most Handouts are created to be printed, and the 
look and feel of these printed Handouts is determined by the Handout Master. To 
access and make edits to the Handout Master, you need to get to the Handout 
Master view in PowerPoint. Changes you make in this view influence the look and 
layout of printed Handouts. 

5. Sunita wants to create a presentation on “Global Warming”. State at least two 
things she should prepare first for creating the presentation. 

Ans. Sunita needs to take certain points in consideration, while preparing the presentation: 

• Remember: A presentation is different than a paper. 

• Resources of information is key to success. 

• Logistics to be taken care of: 

• Equipment Needs should also be taken care-of. 
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