Chapter 15 Answer Key
Matching 

___1.
A feature that introduces individual slide elements one element at a time.
___2.
The PowerPoint view in which the window is divided into three panes—the Slide pane, the Slides/Outline pane, and the Notes pane.
___3.
Outline levels represented by a symbol that are identified in the slides by the indentation and the size of the text.
___4.
A feature that displays buttons that are commonly used with the selected object.
___5.
A context-sensitive menu that displays commands and options relevant to the selected object.
___6.
The action of holding down the left mouse button and moving the mouse pointer over text to select it.
___7.
A set of characters (letters and numbers) with the same design and shape.
___8.
A unit of measure to describe the size of a font.
___9.
A container that reserves a portion of a slide for text, graphics, and other slide elements.
___10.
A slide that is inserted at the end of every slide show to indicate that the presentation is over.
___11.
The changing of the appearance of the text, layout, and design of a slide.
___12.
A feature that displays formatting in your presentation so that you can decide whether or not you would like to apply the formatting.
___13.
A feature that changes the horizontal placement of text within a placeholder.
___14.
Printouts that contain the slide image in the top half of the page and notes that you have created in the Notes pane in the lower half of the page.
___15.
A feature that displays your presentation as it will print, based on the options that you select.
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1.
Microsoft Office PowerPoint 2007 is a presentation __________ program that you can use to effectively present information to your audience.
2.
Miniature images of slides are known as ____________.

3.
A slide ____________ controls the way in which a slide appears or disappears during an onscreen slide show.
4.
The process of adding, deleting, or changing the contents of a slide is known as ___________.
5.
A _________ is a visual representation of a command’s options.

6.
The placement and arrangement of the text and graphic elements on a slide refer to its ________.
7.
Tools that enable you to perform specific commands related to the selected object are ____________ tools.

8.
A file that contains the styles in a presentation, including the type and size of bullets and fonts, placeholder sizes and positions, background design and fill color schemes, and theme information, is known as a __________.
9.
The ____________ is a research tool that provides a list of synonyms for a selection.
10.
Words with the same meaning are known as ___________.
11.
Font ________ add emphasis to text, and may include bold, italic, and underline.

12.
A ________ button is one in which you can click the button once to turn it on and click it again to turn it off.

13.
Text that prints at the top of a sheet of slide handouts or notes pages is known as a ________.
14.
Text that displays at the bottom of every slide or that prints at the bottom of a sheet of slide handouts or notes is known as a ________.
15.
The view in which all of the slides in your presentation display in miniature is _______ ________ view.
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