POWERPOINT 4 UNIT4 ENHANCING A DOCUMENT

CONCEPTSREVIEW

Label each of the elements of the
PowerPoint window shown in Figure 4-22.
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FIGURE 4-22

Match each of the terms with the statement
that describes its function.

9 Aselected cell in a datasheet a. Chart
10 A graphical representation of a b. Embedded object
datasheet ¢. Datasheet
1 Th ol ) d. Format
e way information appears et

12 Contains the data displayed in
achart

13 Maintains a link to another application

Select the best answer from the list of choices.

14 The PowerPoint clip art is stored in a -
a. Folder
b. Gallery
¢. Card Catalogue
d. Floppy disk

15

Which is NOT a way to access PowerPoint clip art?
a. Double-click a clip art placeholder

b. Click the Insert Clip Art button

¢. Click Clip Art from the Insert menu

d. Double-click the Clip Art icon

16 Which of the following is NOT true about a PowerPoint graph?

a. A graph is made up of a datasheet and chart.

b. You can select a whole row or column by clicking a con-
trol box.

c. An active cell has a black selection rectangle around it.

d. You can click a control box to edit the contents of an indi-
vidual cell.

17 An organizational chart is

a. A PowerPoint slide
b. An embedded object
c. AWordArt box

d. An object
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