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Q1. Match the followinz

1. Cirl+N To open a new presentation
3 Cul+W To save a presentation

3, Cirl+M To pnnt a presentation

4, Cirl+S To close a presentation

5. Ctrl+P To undo the last work

6. Cirl+Y To permanently delete

7. Cirl+Z To redo or repeat

8. Shift+Del To rename 2 file folder

9. F? Inserting a new shide
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Q2. True or Falze
8

2

6.

Q3. Fill in the blank

The shdes are just hike the pages of a document

. Every file has one name —winch 15 the pnimary name

features| F

T

M5 PowerPoint 15 a tool for commmmicating 1deas and information | F I

shde, total mumber of shdes, default language efc.

F

T

. WordPad 15 a basic text-editing program m Windows wath sumple formathne

. Status bar appears at the top of the wimndow. It displays the senal number of the

F

T

Lavout 15 the anmangement of text and graphics m a shde

1. Pictures that are drawn or edited in Paint are called

2. Acollection of related files can be grouped in a common

3.

Lh

Shde Sorter and Shde Show.

help to swatch between different views. These views are Normal,

displays the presentahon as it wall appear to the audience. It

starts wath shde 1 regardless of whuch shde 15 cwrently being displayed.

contains some of the most commonly used options like Undo,

Fedo and Save.

6. The shde tab displays the shdes of the presentahon as mumatures called




