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Questions:

. What is the purpose of the Transition Ribbon in MS-PowerPoint, and
what options does it offer in terms of slide transitions?

Answer: The Transition Ribbon in MS-PowerPoint serves to enhance
presentations with slide transitions. It provides options such as sound addition,
setting transition duration, applying to all slides, and triggering transitions on
mouse click (Figure 205 and 206).

. Differentiate between the functions of the Transition Ribbon and the
Animation Ribbon in MS-PowerPoint.

Answer: While the Transition Ribbon focuses on effects between slides, the
Animation Ribbon deals with animating elements within a slide, such as text,
images, or charts. The Animation Ribbon offers a variety of animation options
(Figure 207).

. What is the basic function of a spreadsheet, and how does it contribute
to data organization?

Answer: A spreadsheet, like Microsoft Excel, organizes data efficiently. It acts as
a tool for maintaining records, such as check registers, and facilitates numerical
or alphanumeric data storage. The grid structure formed by columns and rows
simplifies number manipulation, making it a versatile organizational tool
(Figure 208 and 209).

. How can you create a chart in MS Excel, and what types of charts are
available?

Answer: To create a chart in MS Excel, select the data cells, go to the Insert tab,
choose the desired chart type (e.g., Column chart), and customize as needed
(Figure 211 and 212). Excel offers various chart types, including Column, Line,
Pie, Bar, Area, and Scatter charts.
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