
Final Review Sheet

1. Keyboard commands:

a. Bold

Cmd + B

b. Undo
Cmd + Z

c. Select All
Cmd + A

d. Center Justify
Cmd + E

e. Left Justify
Cmd + L

f. Cancel
Esc

g. Select word
2x click

h. Select ¶
3x click

2. In order to “affect” text with formatting commands, what must you do first? Select it

3. Why are page margins set to be the same all the way around a document when doing a poster? Unlike a letter, the sides need to be equal 

4. Why does the size of the margin vary? Different printers will have a different minimum size, some will now print borderless

5. What is the difference between a hard return (HR) and a soft-return? HR is when you hit the return key creating a new paragraph, SR is when you hit the end of the line, and the computer word wraps to the next line.

6. What is the purpose of doing a “Save As” on an existing, previously saved document? To create a second version, retaining the original for later use or backup.

7. What is the difference between changing the name of a file from the desktop vs. changing the name in a “Save As” dialog box? Changing name at the desktop simply changes the name of that one file, “Save As” results in a new file.

8. What happens if you hold down the option key while you drag a file to a new folder? Creates a copy

9. When you insert a picture, why do you have to: Set Format/Layout to “Square” or “Behind Text”. Because otherwise it will be an in-line graphic and “stuck” to the text.

10. What does it mean to keep an item “Proportional”? As you change one measurement, the other measurement changes the same % amount

11. What happens if you click to the far left of the line? it will highlight the whole line

12. What is one of the best compositional design techniques you have learned?

13. Why do you need to proof your work as WELL AS look for spell check and grammar errors? Checker will not catch mistakes of wrong word usage, etc.

14. What is “DRAG and DROP”? select text, drag it to a new location.

15. How can you  cycle through open programs that are open and listed in the Application Menu? Cmd + Tab. Cmd + Shift + Tab cycles you BACK through the Menu

16. When you editing a photo, why do you want to “save as” with a slightly different name? preserve the original

17. Why do you want to generally ONLY “Save As” after you are completely finished? to avoid JPEG generational compression loss.

18. When you are in a numbered outline, and have hit return, how do you get a sub point? Tab

19. How do you go back up a level in outline form? Shift + tab

20. How do you change the font size with the keyboard? Cmd + Shift + < or >

21. What key acts as a “Nudge Key” when an item is selected? Arrow key

22. How do you do a one (1) pixel nudge? Shift or option (depending on the program)

23. What key “constrains” the rotation to “fixed angular increments (like 90 degrees)? shift

24. What is the difference between the two ‘Delete’ keys? Key in main section is a backward delete. Key in Numeric keypad section is a forward delete.

25. What is the “Clipboard”? stores information that has been copied via command, to be pasted into a different place

26. What is the difference between cut and copy? Copy leaves info in original place and places info on the clipboard, cut removes it from the original location and places it on the clipboard. Once on the clipboard, you can paste in the info to where ever you are.

27. In Photoshop, what did you create to replace the background? A new layer

28. In Photoshop, what tool did you use to select a portion of the image? Lasso. What modifiers did you use to add and/or subtract from the selection? Shift (add) or option (subtract)

29. In Photoshop, what keyboard hotkey allowed you to move around temporarily while using another tool? Hand tool via the spacebar

30. If the margins are 0.6” on a 3 column document, what should the spacing between the columns be? 1.2 (2x the side page margin)

31. What is the keyboard command to “Repeat” the last command? Cmd + Y

32. What design rule applies when designing different parts of a project, like a brochure, or PowerPoint presentation? Simplicity

33. How do you change the layering of objects in Word? Arrange

34. What is the best way to move items that need to stay together? Shift select, then group

35. When is the best time to crop an image? In the camera.

36. What is the difference between a .jpg and a .psd? Both are images. A .psd can only be opened by Photoshop. It must be saved as a .jpg for other programs to use.

37. When printing, to change paper type or reduce ink/toner usage, what do you do? Change options in the print dialog box.

38. What is a Storyboard useful for? Rough draft for a multipage project, like a movie or presentation.

39. In a presentation, what is a transition? The effect used to move from one slide to the next.

40. In a presentation, what is an animation? The effects used on each object on a slide.

41. Why is printing a presentation as a handout useful? Allows for more than one page per sheet of paper.

42. What keys are useful to know about a presentation? Esc to drop out, arrow keys to go forward and backward, right click to bring up menu to skip slides, etc.

43. What are the “Add Notes” section under a slide for? Speaker notes…the comments to make between and about the slides.

44. When would slide transition set to “automatically advance” be helpful? In Kiosk, self-running mode. Otherwise, use Advance on mouse click.

45. What camera control do you use to show or stop motion? Shutter speed.

46. What key on a Windows based PC is equivalent to a Mac? Control = Command

