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IntroductionIntroduction
Preparing for a certification exam can feel overwhelming, but with the
right tools, it becomes an opportunity to build confidence, sharpen your
skills, and move one step closer to your goals. At Examzify, we believe
that effective exam preparation isn’t just about memorization, it’s about
understanding the material, identifying knowledge gaps, and building
the test-taking strategies that lead to success.

This guide was designed to help you do exactly that.

Whether you’re preparing for a licensing exam, professional
certification, or entry-level qualification, this book offers structured
practice to reinforce key concepts. You’ll find a wide range of
multiple-choice questions, each followed by clear explanations to help
you understand not just the right answer, but why it’s correct.

The content in this guide is based on real-world exam objectives and
aligned with the types of questions and topics commonly found on
official tests. It’s ideal for learners who want to:

• Practice answering questions under realistic conditions,
• Improve accuracy and speed,
• Review explanations to strengthen weak areas, and
• Approach the exam with greater confidence.

We recommend using this book not as a stand-alone study tool, but
alongside other resources like flashcards, textbooks, or hands-on
training. For best results, we recommend working through each
question, reflecting on the explanation provided, and revisiting the
topics that challenge you most.

Remember: successful test preparation isn’t about getting every question
right the first time, it’s about learning from your mistakes and improving
over time. Stay focused, trust the process, and know that every page you
turn brings you closer to success.

Let’s begin.
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How to Use This GuideHow to Use This Guide
This guide is designed to help you study more effectively and approach
your exam with confidence. Whether you're reviewing for the first time
or doing a final refresh, here’s how to get the most out of your Examzify
study guide:
1. Start with a Diagnostic Review

Skim through the questions to get a sense of what you know and what
you need to focus on. Your goal is to identify knowledge gaps early.
2. Study in Short, Focused Sessions

Break your study time into manageable blocks (e.g. 30 – 45 minutes).
Review a handful of questions, reflect on the explanations.
3. Learn from the Explanations

After answering a question, always read the explanation, even if you got
it right. It reinforces key points, corrects misunderstandings, and
teaches subtle distinctions between similar answers.
4. Track Your Progress

Use bookmarks or notes (if reading digitally) to mark difficult questions.
Revisit these regularly and track improvements over time.
5. Simulate the Real Exam

Once you're comfortable, try taking a full set of questions without
pausing. Set a timer and simulate test-day conditions to build confidence
and time management skills.
6. Repeat and Review

Don’t just study once, repetition builds retention. Re-attempt questions
after a few days and revisit explanations to reinforce learning. Pair this
guide with other Examzify tools like flashcards, and digital practice tests
to strengthen your preparation across formats.

There’s no single right way to study, but consistent, thoughtful effort
always wins. Use this guide flexibly, adapt the tips above to fit your pace
and learning style. You've got this!
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Questions
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1. Which button is used to exit PowerPoint's slideshow mode?
A. New slide button
B. Reading view button
C. ESC key
D. Slide sorter button

2. What is needed to print the presentation using a layout of
three slides per page?
A. Select full page slides button
B. Select page setup button
C. Select slides per page button
D. Select print layout button

3. How can you add speaker notes to a PowerPoint
presentation?
A. By editing the main content on the slide
B. By selecting "View" and then "Notes Page"
C. By clicking on the Notes Pane and typing
D. By inserting them directly into the slides as text boxes

4. What happens when you choose to "Save As" in
PowerPoint?
A. You create a new file without overwriting the existing one
B. You automatically delete the existing presentation
C. You can only save in one format
D. You initiate a print command for the current slide

5. What action is needed to move slide 6 between slides 2 and
3 in slide sorter view?
A. Click and drag slide 6 into position between the slides
B. Use the up arrow key to move the slide
C. Right-click the slide and select move to position
D. Drag and drop the slide in the slide list to the new position
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6. In PowerPoint, what is the first step you should take to
correct a spelling error?
A. Press the F7 key to activate spell check
B. Click the spelling button under the review tab
C. Right-click the misspelled word to choose correct
D. Navigate to the home tab and select spelling

7. How do you apply a checkmark bullets list style to selected
items?
A. Click the paragraphs option in the formatting toolbar
B. Select the checkmark style from the bullets arrow in the

paragraph group
C. Use the design tab to select bullet styles
D. Right-click and choose bullet point options

8. How can you change the design of all slides in a
presentation?
A. By editing each slide individually
B. By selecting a new design in the "Design" tab
C. By applying different themes to each slide
D. By modifying the Slide Master

9. What is the process to change the weight of the outline to
6 pt?
A. Click the shape styles button and select weight
B. Click the drawing tools format tab, select shape outline, and

choose weight
C. Right-click the shape and adjust properties
D. Use the format painter on another shape

10. How can you apply a theme to your PowerPoint
presentation?
A. By selecting the background color for the slide
B. By going to the "Design" tab and selecting a theme
C. By choosing a template when creating the presentation
D. By manually changing the font style on each slide
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Answers
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1. C
2. C
3. C
4. A
5. A
6. B
7. B
8. B
9. B
10. B
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Explanations
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1. Which button is used to exit PowerPoint's slideshow mode?
A. New slide button
B. Reading view button
C. ESC key
D. Slide sorter button

In PowerPoint, exiting slideshow mode can be easily accomplished by using the ESC key.
When you are in slideshow mode, pressing this key allows you to immediately end the
presentation and return to the normal editing view of your slides. This is a standard
function across many software applications that utilize full-screen modes, making it
intuitive for users to know how to exit out of such modes quickly.  The other choices do
not provide a direct way to exit slideshow mode. The new slide button is designed for
adding new slides to your presentation and does not facilitate exiting. The reading view
button switches the display to a reading format that allows users to view slides without
the editing tools, but it does not exit the slideshow. Lastly, the slide sorter button allows
you to see a thumbnail view of all slides for reordering and managing slide layouts, not
for exiting the slideshow mode. Therefore, using the ESC key is the most efficient and
straightforward method to exit a presentation in PowerPoint.

2. What is needed to print the presentation using a layout of
three slides per page?
A. Select full page slides button
B. Select page setup button
C. Select slides per page button
D. Select print layout button

To print a presentation with a layout of three slides per page, you would need to use the
option that specifically allows you to control the number of slides printed on each page.
Choosing the slides per page setting directly addresses your requirement by indicating
how many slide images will be printed on a single page, thus allowing for a compact and
organized printout.  When you want to print multiple slides on one page, this setting is
essential, as it changes the layout format and saves paper while still allowing viewers to
see the key points of each slide. This is particularly useful for sharing drafts or for
presentations where viewers do not need to see full individual slides.  Other options do
not provide the necessary functionality:  - The full-page slides button would print each
slide on its own page rather than in a reduced layout. - The page setup button generally
involves layout dimensions and margins rather than the number of slides per page. - The
print layout button does not specify how many slides are included on each page and may
refer to other layout options not focused on the number of slides.   Ultimately, selecting
the slides per page option directly targets your goal, making it the correct choice for
printing with three slides on a page.
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3. How can you add speaker notes to a PowerPoint
presentation?
A. By editing the main content on the slide
B. By selecting "View" and then "Notes Page"
C. By clicking on the Notes Pane and typing
D. By inserting them directly into the slides as text boxes

Adding speaker notes to a PowerPoint presentation is accomplished by using the Notes
Pane. This feature allows you to type specific notes that correspond to each slide, which
serve as cues and reminders while speaking during a presentation. The Notes Pane is
typically located at the bottom of the PowerPoint window, and it is easily accessible while
editing a slide. By clicking into this pane, you can input any information or talking points
you want to remember while presenting.   This method provides a clear separation
between the slide content and your personal notes, ensuring that the information for the
audience remains focused while you have the necessary prompts at hand. The other
methods mentioned do not effectively create speaker notes in PowerPoint; for instance,
editing the main content on the slide alters what the audience will see, while inserting
text boxes within the slides clutters the visual presentation and does not utilize the
dedicated notes feature. Selecting "View" and then "Notes Page" can show you a layout of
your notes, but it doesn't allow for direct entry in the context of preparing speaker notes
as efficiently as the Notes Pane does.

4. What happens when you choose to "Save As" in
PowerPoint?
A. You create a new file without overwriting the existing one
B. You automatically delete the existing presentation
C. You can only save in one format
D. You initiate a print command for the current slide

When you choose to "Save As" in PowerPoint, you create a new file without overwriting
the existing one. This feature is particularly useful when you want to keep the original
presentation intact while making changes or saving it under a different name or format.
The user is prompted to choose a new file location and can specify a new filename,
ensuring that the original file remains unchanged. This flexibility allows users to save
different versions of their presentations or adapt existing files for new purposes without
risk of losing previous work. The functionality of "Save As" is a standard practice in many
software applications, enhancing user control over file management.
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5. What action is needed to move slide 6 between slides 2 and
3 in slide sorter view?
A. Click and drag slide 6 into position between the slides
B. Use the up arrow key to move the slide
C. Right-click the slide and select move to position
D. Drag and drop the slide in the slide list to the new position

To move slide 6 between slides 2 and 3 in slide sorter view, the action involves clicking
and dragging the slide into the desired position. This method is intuitive and allows for
immediate visual feedback, making it easy to see where the slide will be placed as you
move it within the sequence.   In slide sorter view, users can see a miniaturized version of
all their slides, allowing for straightforward manipulation. By clicking and holding on
slide 6, you can drag it to the space between slides 2 and 3, affirmatively redefining the
order of your presentation as you release the mouse button. This technique is efficient
because it encompasses both the selection and placement of the slide in a single action,
facilitating quick adjustments to the slide order.  This method stands out in that it
requires minimal effort and is user-friendly, aligning with the purpose and design of the
slide sorter view which emphasizes ease of organization and visual arrangement.

6. In PowerPoint, what is the first step you should take to
correct a spelling error?
A. Press the F7 key to activate spell check
B. Click the spelling button under the review tab
C. Right-click the misspelled word to choose correct
D. Navigate to the home tab and select spelling

The first step to correct a spelling error in PowerPoint is to click the spelling button
under the review tab. Using the spell check function through this method allows you to
initiate a comprehensive spelling and grammar check for the entire presentation. Once
activated, the spell check will guide you through each misspelled word, providing
suggested corrections along the way.  This approach is advantageous because it not only
identifies the current misspelling but also highlights any additional errors throughout
the document, ensuring that your entire presentation is reviewed for correct spelling.
The other methods, while useful at specific points in the editing process, primarily
address isolated errors rather than providing a thorough review.
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7. How do you apply a checkmark bullets list style to selected
items?
A. Click the paragraphs option in the formatting toolbar
B. Select the checkmark style from the bullets arrow in the

paragraph group
C. Use the design tab to select bullet styles
D. Right-click and choose bullet point options

To apply a checkmark bullets list style to selected items, selecting the checkmark style
from the bullets arrow in the paragraph group is the correct approach. This action opens
the bullet options available in PowerPoint, where you can find and choose the checkmark
bullet style specifically.  Utilizing the bullets arrow in the paragraph group gives you
direct access to various bullet styles. Once you click the arrow, a dropdown menu
appears, displaying standard bullet options as well as the option to define custom bullets.
Choosing the checkmark style from this dropdown specifically applies that visual
representation to the selected list items.  This method is efficient and straightforward, as
it stems from the primary formatting tools available in PowerPoint, allowing users to
modify their bullet points quickly without needing to navigate through other tabs or
menus. Other options may involve different approaches or more complicated steps that
do not directly lead to quickly applying the desired bullet style.

8. How can you change the design of all slides in a
presentation?
A. By editing each slide individually
B. By selecting a new design in the "Design" tab
C. By applying different themes to each slide
D. By modifying the Slide Master

To change the design of all slides in a presentation, one effective approach is to select a
new design in the "Design" tab. This feature in PowerPoint allows users to apply a
cohesive visual style across all slides simultaneously, making it easy to create a unified
look. When a new design is chosen, it updates the background, color scheme, fonts, and
overall slide layout for the entire presentation, which enhances the visual appeal and
professionalism of the slides.  Modifying the Slide Master is also a valid method to
achieve a uniform design across multiple slides. However, the most straightforward and
user-friendly option presented is to directly select a new design from the "Design" tab,
which makes it accessible even for users who may not be familiar with the Slide Master
functionality. This procedure ensures a quick implementation of a design change without
the need for more complex adjustments.
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9. What is the process to change the weight of the outline to
6 pt?
A. Click the shape styles button and select weight
B. Click the drawing tools format tab, select shape outline, and

choose weight
C. Right-click the shape and adjust properties
D. Use the format painter on another shape

The process to change the weight of the outline to 6 pt involves using the Drawing Tools
Format tab within PowerPoint. By clicking on this tab, you gain access to various options
for customizing shapes, including the shape outline settings. Selecting "Shape Outline"
opens a menu where you can easily choose "Weight" to specify the thickness of the
outline. This method is straightforward and allows for precise adjustments to the
appearance of the shape outlines within your presentation.  The other options do not lead
directly to adjusting the outline weight effectively. The first choice may suggest
accessing some shape formatting, but it lacks the specific pathway required to adjust the
outline weight directly. Right-clicking the shape could lead to various properties, but it
won't specifically address the outline weight adjustment in an efficient manner. Lastly,
using the format painter is useful for copying formatting from one shape to another, but
it does not provide a means to set a specific weight measurement like 6 pt on its own.

10. How can you apply a theme to your PowerPoint
presentation?
A. By selecting the background color for the slide
B. By going to the "Design" tab and selecting a theme
C. By choosing a template when creating the presentation
D. By manually changing the font style on each slide

Applying a theme to your PowerPoint presentation is best accomplished by going to the
"Design" tab and selecting a theme. This feature allows you to choose from a variety of
pre-designed themes that not only change the color scheme of your slides but also adjust
the overall fonts, effects, and background styles consistently across the entire
presentation.    Using the design tab provides a streamlined and cohesive look that
enhances the visual appeal of your slides while saving time and effort. It ensures that all
components of your presentation maintain visual consistency, which is essential for
professional and engaging presentations.   While selecting the background color can
contribute to the design, and choosing a template offers a structured format, these
methods do not apply the full range of design elements incorporated within a complete
theme. Manually changing the font style on each slide lacks efficiency and can lead to
inconsistency unless meticulously managed. Themes consolidate these design aspects
effectively in a single selection.
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Next StepsNext Steps
Congratulations on reaching the final section of this guide. You've taken
a meaningful step toward passing your certification exam and advancing
your career.

As you continue preparing, remember that consistent practice, review,
and self-reflection are key to success. Make time to revisit difficult
topics, simulate exam conditions, and track your progress along the way.

If you need help, have suggestions, or want to share feedback, we’d love
to hear from you. Reach out to our team at hello@examzify.com.

Or visit your dedicated course page for more study tools and resources:

https://simnetppt.examzify.com

We wish you the very best on your exam journey. You've got this!
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