
 
 

Class 4 
L4 to L5 

Worksheet 
 
1.  Tick () the correct option 
  (i)  Which of the following holde objects in your slide? 
    (a)   Ribbon  (b)  Placeholder  (c)  Status bar     
    (d)  Quick Access Toolbar 
  (ii)  A _______ is a collection of rows and columns. 
    (a)   Shape  (b)  Table  (c)  Picture   
  (iii) There are ________ types of basic shapes in MS Word. 
    (a)    40  (b)   41  (c)   42s 
2.  T/F 
  (i)  The Ribbon has three parts. 
  (ii)  Ms Powerpoint is a part of MS Word. 
  (iii) You cannot create a table in Ms Word. 
  (iv) There are various methods to insert a table in a document. 
 
3.  Fill in the blanks. 
  (i)  _______ display total number of slides and View button. 
  (ii)  The short cut key to increase font size is __________ 
  (iii) _________ is a collection of interconnected rows and columns. 
  (iv) For inserting shapes, click on Shapes option under _____ group. 
 
 
Q1  Write the steps to create and save a presentation. 
Q2  Write the steps to open your presentation. 
Q3  How can you change the colour of your presentation? 
Q4  What is Text Box? 
Q5  What is Table? 
Q6  List three uses of presentation. 
 


