
   

 

 

 

Answer Key 

1. After inserting a table, which tab appears automatically for table 

formatting? 

A) Format Tab 

B) Design Tab and Layout Tab (Table Tools) 

C) Insert Tab 

D) View Tab 

Ans: B) Design Tab and Layout Tab (Table Tools) 

2. Which option adds a row above the selected row in a table? 

A) Insert Left     B) Insert Below 

C) Insert Above    D) Insert Right 

Ans: C) Insert Above 

3. What does a chart in PowerPoint help you do? 

A) Add text to the slide   B) Show data visually 

C) Change the background of the slide  D) A Insert a picture 

Ans: B) Show data visually 

4. Which of these is not a diagram type you can create with SmartArt? 

A) Lists     B) Hierarchy 

C) Relationships    D) Transitions 

Ans: D) Transitions 

 

 

 

 

 

5. How do you modify the data in a chart after it is inserted? 

A) Delete the chart 

B) Right-click the chart and select Edit Data 

C) Change the slide layout 

D) Open the Design tab 

Ans: B) Right-click the chart and select Edit Data 

6. What are Shapes in PowerPoint? 

A) Basic graphic elements  B) Slide transitions 

C) Sound effects   D) Backgrounds 

Ans: A) Basic graphic elements 

7. Which of the following shapes can you insert in PPT? 

A) Circle    B) Arrow 

C) Star    D) All of the above 

Ans: D) All of the above 

8. Which SmartArt category helps to represent repeating steps or a 

continuous sequence? 

A) List    B) Process 

C) Cycle    D) Relationship 

Ans: C) Cycle 

9. What is the keyboard shortcut to add a hyperlink in PowerPoint? 

A) Ctrl + H    B) Ctrl + K 

C) Ctrl + L    D) Ctrl + Shift + H 

Ans: B) Ctrl + K 

10. Which destination can you link to with a hyperlink? 

A) A web page   B) A specific slide 

C) An external file   D) All of the above 

Ans: D) All of the above 
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