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Microsoft PowerPoint 2016 Test

The Microsoft PowerPoint 2016 (Multiple Choice) test measures 
proficiency with a wide range of functionalities in PowerPoint 2016. The 
test is 10 minutes and contains 20 questions.

18 85

Correct? Question Time Taken

1. To rotate an image, you would click on: 21 sec

2. If you want to resize the picture below so that the aspect ratio (height to width) remains the same, which sizing handle 13 sec

3. What tab would you go to in order to add a photo to a slide? 15 sec

4. __________ allow one slide to flow gracefully into the next during a slide show. 14 sec

5. What can you use to view a presentation on a Windows computer that does not have PowerPoint installed? 23 sec

6. To center text in a text box horizontally, you would click: 25 sec

7. How do you change the color of the text in a text box? 12 sec

8. To cut off a part of this photo so that only two dogs are visible, you would click: 11 sec

9. To center the green and orange shapes on the slide, you would click: 20 sec

10. What would you click to change the print settings to print in grayscale? 15 sec

11. To add Numbering to text, you can click: 14 sec

12. What would you click to make the orange box transparent? 11 sec

13. What does the star next to the slide signify? 16 sec

14. To leave the Slide Show view at any time, you can press: 6 sec

15. To add a border to an existing text box, you would select the text box and then click: 16 sec

16. To match colors on your slide, you would use: 32 sec

17. When an entire object is selected in PowerPoint (see figure below) the border around it will change from a dotted to a 22 sec

18. There are three pictures on one slide (see figure below). If you want to move picture 3 on top of pictures 1 and 2, you 16 sec

19. To change the fonts throughout a presentation, you would: 10 sec

20. Which option would you click to print the slides as handouts with three slides per page? 21 sec
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