
 

   Class Notes 

Class: VI Topic: Combining Office Applications-2 

Subject: Computer Studies 
 

Combining Office Applications-2 (Chapter 4) 

 

Specific Objectives: - 
 
The main objective of this chapter is to combine word and excel files with PowerPoint. 
 
What is the meaning of PowerPoint? 

PowerPoint is a presentation program developed by Microsoft. It is included in the standard 

Office suite along with Microsoft Word and Excel. 

What is Microsoft Word used for? 
 
MS Word is a popular word-processing program used primarily for creating documents such as 

letters, brochures, learning activities, tests, quizzes and students' homework assignments. 

 
What is Microsoft Excel used for?  
 
Excel is a handy software that can be used to store and organize many data sets. 

   
 Points to remember: 

 
1. Ctrl + M – To insert New slide in Microsoft PowerPoint. 

(Short description: - After opening Microsoft PowerPoint if you want to add or insert a new 

slide in your presentation then you should press Ctrl key along with M. 

2. F5 – To run slide show. 

(Short description: - After completing your slides, if you want to play your slide then you 

should press F5 key) 

3. Ctrl + Alt + V – To paste special in Word 2013. 

4. Alt+Tab – To switch between different applications. 

 
Practice Test 1:  
B. Fill in the blanks: (Question no. B, is present on page number 32 in computer textbook) 
Answer Key:- 

1. In PowerPoint, press Ctrl + M or go to Home tab > Slides > new slide to insert the new 
slide. 

2. Slide sorter option is present in View Tab. 
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3. From Beginning option is present in Slide show tab. 

4. Shortcut key to run a slide show is F5. 

C. Match the following: (question no. C, is present on page number 32 in computer 
textbook) 
Answer Key:- 

1 ->  c , 2 -> a , 3 -> b. 

Practice Test 2:  
A.(question no. A, is present on page number 32 in computer textbook) 
Answer Key:- 

1. Press Ctrl + M or go to Home tab > Slides > new slide to insert the “New Slide”. 

2. Slide sorter option is present in View Tab. 

3. “Presentation views” group is present in  View Tab. 

4. Shortcut key to run a slide show from the first slide is F5. 

5. The shortcut to paste Special in word 2013 is Ctrl + Alt +V. 

6. To paste complex tabular data from Word to PowerPoint 2013, exactly the way it looks in 
word 2013, you shall use paste Special with Picture (Enhanced Metafile) option. 
However , you may lose editability of the tabular data. 

7. Answer key is option b. 

8. Answer key is option c. 

 

 

N.B.:  
Students are instructed to write the above content in their computer notebook and 
prepare it as well. 
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