Lesson 1 Quiz Answers

1.
B
2.
Answers will vary – Ribbon, Command Buttons, Command Sets, Tabs, View Buttons, Quick Access Toolbar, etc.

3.
C & D

4.
Ctrl + N or clicking the File tab and then clicking New from the File Options menu
5.
C
6.
Click on any of the view buttons on the lower right corner of your screen.
7.
A
8.
C
9.
Click in the Tell Me box and then type in your search term.
10.
The Ribbon

11.
B
12.
A
13.
C

14.
Select the slide and press the Delete key or click the Delete button on the Home Ribbon.
15.
Sections

Lesson 2 Quiz Answers

1.
C

2.
B

3.
A

4.
A

5.
Possible answers are:  bold, italic and underline formatting, center, align left, align right, font type and font size.

6.
D

7.
A, C & D

8.
D

9.
C

10.
A
11.
D
12.
B

Lesson 3 Quiz Answers
1.
C

2.
Possible answers include:  Text Box, Lines, Rectangle, Circles, Arrows, Shape Fill button, Shape Outline Button, Shape Effects button, etc.

3.
D

4.
D

5.
A

6.
A & B

7.
Crop 

8.
B

9.
C

10.
The Background Removal Tool is found on the Adjust group on the contextual Format Ribbon
Lesson 4 Quiz Answers

1.
B

2.
A

3.
C

4.
D

5.
Select the text box, click the Convert to Smart Art button on the Paragraph group on the Home Ribbon and choose the desired layout from the SmartArt gallery.
6.
C

7.
Select the text boxes and then click the Group button under the contextual format and menu and choose Group.  Or right-click on the border of any of the selected text boxes, point to Group and choose Group from the contextual menu.

8.
A

Lesson 5 Quiz Answers

1.
A & C
2.
C

3.
B & D

4.
C
5.
Click the “More” button on the lower right hand corner of the Table Styles group.
6.
D
7.
A & C
8.
D

9.
B
10.
An Organization Chart is a graphical object consisting of relationships or nodes that you can add to your presentation, which allows you to illustrate hierarchical relationships such as the structure of a business


To insert an Organization Chart into your presentation, click the SmartArt button on the Insert Ribbon, in the left pane, click Hierarchy, in the middle pane, click the type of Organization chart you wish to insert and then click OK.

Lesson 6 Quiz Answers

1.
Answers will vary.  Possible answers include choosing the printer, choosing what to print, setting the page range, setting the number of copies, etc.

2.
A & C

3.
D

4.
Steps to print a slide outline:

a.
Click the File tab on the Ribbon and choose Print.
b.
If printing the outline only for specific slides, enter the slide range in the Slides box 

c.
From the Print What drop-down list, select Outline.

d.
Click Print.

5.
C

6.
Click the Quick Print button on the Quick Access Toolbar.
7.
B

