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C                                                Ch-3 

Class -4.             MS PowerPoint: Basic Formatting 

Hard word:- 

1. Formatting 
2. Basics 

3. Slideshare 

4. Presentation 
5. Placeholder 

Littera Public School 



 

2 
 

6. Inserting 
7. Browse 

8. Beginning 

9. Background 
10. Customize 

11. Transparency 

12. Texture 
13. Highlights 

14. Horizontal 

15. Alignment 
 

C. Answer the following questions. 

1. What is design theme in PowerPoint? How do you change 

a slide background? 
Ans. Design themes are some pre-loaded slide design themes 

in MS PowerPoint that help us in enhancing the overall of 

the presentation. 
The steps to change the background of a slide are- 

Step 1- Select the desired slide. 

Step 2. Go to Design tab “Customize group” Format 
Background button. The Format Background pane appears 

on the right of the window. 
2. What is a presentation? List 3 examples of presentation 

application. 

Ans. When a topic or idea is presented in an electronic form with 

multimedia effects (sound, graphic and animation) then it is called 

presentation.  Three popular presentation application are- Microsoft 

PowerPoint, SlideShare, Wink. 

3. How will you insert a text box on the slide in PowerPoint? 

Ans. The steps are as follows:- 

Step 1. Go to the desired slide. 

Step 2. Click on the Insert tab. 

Step 3. In the text group, click the Text Box button. 

Step 4. Draw the text box by dragging the mouse & type out text. 


