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Unit 1 – Recognizing Computers

Lesson 1

1.
What is the biggest advantage of using a notebook?

b.
Portability

2.
A server is a computer that has been designated to share resources and data.

a.
True

3.
Which of the following are true?

e.
a and d

4.
Game systems include a computing chip that enables you to:

d.
Any of the above

5.
An example of a household appliance that has a computer chip embedded as part of its equipment is:

h.
a, b, c, or e

Lesson 2

1.
The speed of a microprocessor chip is measured in frequency or number of cycles per second.

a.
True 

2. 
What are binary numbers?

d.
1s and 0s

3. 
Read Only Memory is used only when you turn the computer on.

a.
True 

4. 
Why is RAM considered volatile? 

d. 
a or b 

5.
The best way to gain more RAM for processing a newsletter is:

e.
a or b

Lesson 3
1.
You can use hard disk drives to store and retrieve software programs and data because of their speed and storage capacities.

a.
True 

2.
Why should you save your files to a storage device? 

d. 
Any of the above 

3.
Which removable storage device would you use to copy pictures from one computer to another?

d.
Any of the above

4.
A virtual storage system can exist at a location such as your ISP, where you can store data from anywhere in the world.

a.
True 

5.
How can you access a remote storage system?

d.
Login with a valid ID and password

Lesson 4
1.
What are three common input devices?

d. 
Keyboard, mouse, microphone

2.
Which mouse button would you press to select an option?

a.
Left 

3.
How can you use a biometric device on your computer?

d.
Any of the above

4.
 Identify the type of port shown in the following image:
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c.
USB

5.
Why is it important to have the correct device driver installed?

e.
a or c

Lesson 5
1.
What should you watch for when setting up a computer in a specific location? 

e. 
Any of the above

2.
You should refrain from eating or drinking around the computer and try to keep the area around the computer as clean as possible.

a.
True 

3.
John is beginning to see numerous messages about the lack of space on his hard drive. What should he do next?

a.
Gather information regarding the messages

4.
It is important to communicate the problem as accurately as you can so the specialist can isolate the problem and resolve it.

a.
True

5.
Where can you find help or advice for fixing a problem on your computer?

d.
Any of the above

Lesson 6
1.
What factors should you consider when purchasing a computer for someone who works with video files?

f.
a, c, or d

2.
An organization that may not need computers with large hard drives would be:

e.
Any of the above

3.
The useful life of a computer is exactly two years.

b.
False

4.
What factors should you consider when choosing an application program?

d.
Any of the above

5.
A support agreement is:

b.
An agreement that can extend for the life of the computer

Lesson 7

1.
What are algorithms? 

e. 
b and c

2.
When you purchase a software program, you are actually purchasing a license to use that software program.

a.
True

3.
Which is the most cost-effective method for a network administrator to purchase licenses for 25 computers in an organization?

e.
b or c

4.
Which software program would you use to manage a quarterly sales report for expenses?

b.
Spreadsheet

5.
If you wanted to have a meeting with someone in Tokyo, London, and Miami, which type of program would be best to use to simulate everyone being in the same room?

b.
Webconferencing

Unit 2 – Using Microsoft Windows
Lesson 8

1.
An operating system is a collection of programs designed to control the computer’s interaction and communication with the user.

a.
True

2.
An example of interaction between operating systems is the transfer of data between a notebook and a PDA.

a.
True

3.
If you changed the background color yesterday and it is the original color again today, why did the color not remain with the preference you chose?

b.
The computer was set to revert to the original color when it was shut down.

4.
It is crucial that you do not change any of the operating system files without working with an IT specialist.

a.
True

5.
What should you try if you cannot open an application program after updating Windows?

a.
Uninstall the Windows update
Lesson 9
1.
The best way to shut down the computer is simply to press the power switch on the computer case to turn it off.

b.
False 

2.
Use the Task Manager to: 

e.
a or c

3.
To see the programs installed on your system, which option from the Start button would you use? 

b.
All Programs

4.
If you wanted to make the window smaller than the full screen, which button would you use? 

c.
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5.
What would you do to move the window? 

b.
Click and drag the Title Bar to move to the new location 

Lesson 10

1.
The most common way to start an application program is to use the Start button on the desktop. 

a.
True 

2.
Multitasking is a process whereby Windows allows you to work on multiple programs or documents at the same time. 

a.
True 

3. 
How can you activate the Help feature? 

d.
Any of the above
4.
What is the difference between a text link that is shown in blue as opposed to one that is shown in green?

b.
Blue text links jump to a new page with more help details whereas green text links display the definition in the same window.

5.
If you cannot find online help on a Vista topic, what options are available to you for further help?

e.
Any of the above

Lesson 11
1.
A data file can be any type of document containing information you have entered and saved.

a.
True 

2.
How can showing the path for a folder or file be helpful? 

d.
Any of the above 

3.
An item on the desktop that has an arrow on the lower left corner is a shortcut to the actual file location. 

a.
True 

4.
There is no difference between copying and moving files or folders. 

b.
False 

5.
Why might you want to change the details for a file’s properties? 

e.
Only a or b 

Lesson 12
1.
The Recycle Bin is a temporary storage area for files and folders that have been deleted from the hard drive. 

a.
True 

2.
When you empty the Recycle Bin, you can still restore these files or folders. 

b.
False 

3.
Always be careful when renaming a file that displays a file type or file extension to ensure you do not accidentally change the file to become unrecognizable to a program in Windows. 

a.
True 

4. 
How can corruption of a file occur? 

e. 
Any of the above

5.
An error message indicating the system cannot associate the file with a program means you do not have a software program that can open that file type.

a.
True

Lesson 13
1.
How can you access the Control Panel? 

e.
Only a or b

2.
If you cannot access certain commands in Control Panel, what is the most likely cause? 

a.
You do not have access rights to these commands. 

3.
The date and time on a computer is determined by the internal clock of the computer, which can be controlled by the network. 

a.
True 

4.
Reasons why you might want to change the options for the mouse include: 

d.
Any of the above

5.
To view which options are available for your printer, which option would you use?

f.
a or c

Lesson 14
1.
Before installing a program onto your computer, check to ensure the program is not already installed.

a.
True 

2.
If you are downloading a program from the Internet, what process should you take before installing the program?

c.
Save the file and run a virus/spyware scan on the file.

3.
If the installation of the software fails, what could be the reason? 

d.
Any of the above

4.
Before installing a new program, what steps should you take? 

d.
Any of the above

5.
When you no longer use a program, you should remove it or uninstall it from the computer. 

a.
True

Unit 3 – Common Elements

Lesson 15

1.
You can start Word, Excel, or PowerPoint using which method?

d. 
Any of the above

2.
To customize the Quick Access Toolbar, you must use the Office button and then access the Options for that program.

b. 
False 

3.
To minimize the Ribbon, which command would you use?

a.
Right-click anywhere on the Ribbon tabs line and click Minimize the Ribbon.

4.
Some ways you can obtain help for an application program include:

e. 
Any of the above

5.
If you cannot open a file, it might be because:

e. 
Any of the above 

Unit 4 – Using Microsoft Office Word

Lesson 16

1.
It is important to save a document so you can use it later as well as to save the time it would take to re-create it later.

a. 
True 

2.
The Save As command should be used whenever you want to save a file with a new or different name.

a. 
True 

3.
Which option best describes why you would open the document properties?

d. 
Any of the above

4.
Which method would you use to open a document?

f. 
a, c, or d

5.
There is only one file type saved with Word documents and it is .docx.

b. 
False 

Lesson 17

1.
You need to select text before you can perform any action on that text.

a. 
True 

2.
Which of the following view modes allows you to see the document as it will appear when it prints?

d.
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3.
Which option will activate the Cut command?

e. 
b or c

4.
Which option will activate the Copy command?

e. 
a or b

5.
Which option will activate the Paste command?

f. 
b, c, or d
Lesson 18

1.
Character formatting is the process of changing the appearance and position of text characters.

a. 
True

2.
Another method to change the font instead of using the Home tab or the Font dialog box is:

c.
Mini toolbar

3.
While the Font group on the Home tab contains some of the more commonly used formatting features, there are more effects you can apply to text in the Font dialog box.

a. 
True

4.
Which of the following alignment buttons would you use to center text?

d.
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5.
Why would you double-click on the Format Painter button?

a. 
To apply the formatting features to multiple pieces of text

Lesson 19

1.
You should always use tab settings instead of spaces to line up columns of text to prevent misaligned text due to using different fonts.

a. 
True 

2.
Which of the following tab characters will set a decimal tab?

d.
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3. 
To delete a tab setting from the ruler, you need to recreate the tab settings.

b. 
False

4. 
Which of the following indent markers allows you to set up a hanging indent?

b. 
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5. 
You cannot customize the bullet character or the numbering scheme for the text.

b. 
False 

Lesson 20
1.
When Word finds a word that does not exist in the current dictionary, how does it appear onscreen?

c. 
With a red wavy underline

2.
What options does the thesaurus offer?

d. 
Any of the above

3.
How can you activate the Replace feature?

e. 
a or b 

4.
Before you can use the online research tools, you must subscribe to every service available.

b. 
False

5.
Document statistics include counts of the total numbers of pages, words, characters, paragraphs, and lines of text.

a. 
True 

Lesson 21
1.
Line spacing refers to the amount of white space between each line of text.

a. 
True 

2.
Paragraph spacing refers to the amount of white space between each line of text.

b. 
False

3.
Where are the margin boundaries on the ruler?

b. 
At the divider line between the light and dark areas of the ruler

4.
You can use the Insert, Symbol feature to insert special characters such as the copyright symbol, a single opening quote, an em dash, and so on.

a. 
True 

5.
You can have Word insert the date as a code that will update automatically regardless of when you open the document.

a. 
True 

Lesson 22
1.
You can use the Print Preview feature to check that the document will print in the same manner as it appears onscreen.

a. 
True 

2.
Which method can you use to change some of the printing options for a document?

e. 
a or c
3.
You can use the Properties button to set features for your printer, such as printing in color or printing double-sided.

a. 
True 

4.
The only output format supported for documents is printing to paper.

b. 
False

5.
What may be the cause of a printer to not print your document?

f.
a, b, or c

Lesson 23
1.
To insert a page break manually, you would:

f. 
b or d 

2.
Which option would you use to change the paper orientation from this point forward?

a. 
Next Page

3. 
The header and footer text must be the same on every page, even if you need to set odd or even pages.

b. 
False

4.
Page numbers must always appear on the first page of a document.

b. 
False

5.
Page numbers must always be numeric format (e.g., 1, 2, 3 ...).

b. 
False

Lesson 24
1.
A benefit of using styles to format a document is:

d. 
Any of the above

2.
When you select three paragraphs in a document so that they will appear in two columns, what does Word insert before and after the text in columns?

b.
Section breaks

3.
There is no difference between a footnote and an endnote.

b. 
False

4.
To insert a footnote or endnote, which tab would you use?

c.
References

5.
Why might you want to insert a hyperlink in a document?

e.
Any of the above

Lesson 25
1.
What types of pictures can be inserted into a Word document?

d. 
Any of the above

2.
You can only use the Clip Organizer to find a clip art image.

b. 
False

3.
How can you change the format properties for a picture?

e. 
a or b

4.
You do not have to select a drawing object before making changes to it.

b. 
False

5.
Of the following choices, which option best explains why you would use the Group command?
a. 
To treat a number of objects together as one object; while you can copy the objects to paste into another document, you do not need to group these items before you activate Copy.
Lesson 26
1. 
How can you create a table?

f.
a or d

2.
You can erase drawn lines in the same manner as you can create lines.

a. 
True 

3.
Which symbol allows you to select an entire column?

d. 
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4.
Table formatting includes which of the following?

d. 
Any of the above

5. 
If you convert a tabbed report into a table, you cannot change it back to a tabbed report again.

b. 
False

Lesson 27
1.
How can you insert a comment into a document?

b. 
On the Review tab, in the Comments group, click New Comment.

2.
Revision marks identify what changes were made in a document and by whom.

a. 
True 

3.
How can you activate the Track Changes feature?

e. 
a or c

4.
Encrypting a document occurs at the file system level; a key or code is needed to decrypt the document. Password-protecting occurs in the application and can be added or removed within the program.

a. 
True 

5.
You might want to restrict editing on a document to protect the content of the document.

a. 
True 

Unit 5 – Using Microsoft Office Excel

Lesson 28

1.
There is no difference between a workbook and a worksheet.

b.
False

2.
A cell is:

e.
a or c

3.
Which command would activate the Template dialog box to create a new workbook?

b.
Click the Office Button, click New.

4.
Use the Save command when you want to save changes made to an existing document, and the Save As command when you want the file to have a different file name.

a.
True

5.
It is important to identify the data in the worksheet by using labels to describe what the values represent, such as monthly values, departmental expenses, and so on.

a.
True

Lesson 29
1.
When you activate the Cut or Copy command, a marquee appears around the selected cell(s). How can you remove the marquee?

e.
a or c

2.
The Fill feature reviews the contents or patterns in selected cells and then fills adjacent cells with corresponding data, based on the trend or type of data in the selected cells.

a.
True

3.
How can you adjust the width of a column?

d.
Any of the above

4.
When you insert a new row, where does it go?

a.
Above the current row

5. 
You cannot change the names of each of the sheets.

b.
False

Lesson 30

1.
How can you enter a cell address into a formula?

d.
Any of the above

2.
Look at the following table of information, and then indicate what conclusion you can make from the data:
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c.
Almost twice as many gadgets are being produced than widgets.

3.
Change a cell address to be absolute when you want the cell address to stay constant as you copy the formula to other cells.

a.
True 

4.
A circular reference is when you repeat the same cell several times in a formula.

b.
False

5. 
It is important to double-check every formula in your worksheet to ensure that they are correct before distributing your report.

a.
True 

Lesson 31

1.
Numbers can only be formatted with dollar signs, commas, and two decimal places.

b.
False

2.
Alignment refers to the placement or position of the data within the cell, which means you can adjust the alignment horizontally as well as vertically for the contents of the cell.

a.
True 

3.
Once you set up borders around the entire cell, you cannot adjust the style or appearance of any of the sides.

b.
False

4.
Adding colors or patterns to a cell can be useful when you want to emphasize a specific area of the worksheet.

a.
True 

5.
You must select the range of cells that you wish to automatically format before activating the Cell Styles command.

a.
True 

Lesson 32

1.
You can activate a sort key by clicking on the column heading for that column of data.

b.
False

2.
The row header is the text that appears across the top of every page in the printed report.

a.
True 

3.
Why would you want to set the Last Name field as the primary sort key and the First Name field as the secondary sort key?

f.
a or b

4.
Sorting changes the order of the data in ascending or descending order, whereas filtering enables you to find specific records by hiding the rest.

a.
True 

5.
You can use the AutoFilter tool to select conditions that must match for the records to display.

a.
True 

Lesson 33

1.
A chart can show any patterns in the data with more impact than just viewing data in a worksheet.

a.
True 

2.
What does the term “Series” refer to?

a.
A set of data being used in the chart

3.
The X and Y axes refer to the horizontal and vertical data being charted.

a.
True 

4.
If you wanted to compare a continuous trend, which type of chart would you create?

c.
Line 

5.
Excel chooses the colors for the items in the chart and you cannot adjust the color of these items.

b.
False

Lesson 34

1.
Why would you want to preview a worksheet prior to printing?

d.
Any of the above

2.
How can you insert a page break?

d.
On the Page Layout tab, in the Page Setup group, click Breaks, Insert Page Break.

3.
Which tab would you use in the Page Setup dialog box to change the orientation of the report?

a.
Page

4.
Which of the following buttons would you use to insert the file name into a header or footer?

c.
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5. 
When using the Print dialog box, you can print:

e.
Any of the above

Unit 6 – Using Microsoft Office PowerPoint

Lesson 35
1.
Placeholders contain the content you want included on the slide and display a help message indicating what you can enter into the placeholder.

a.
True

2.
With the New Presentation dialog box, you can create new presentations using:

e.
Any of the above

3.
When entering points onto a slide, how many points should you try to limit on a slide?

a.
6

4.
You can enter text using either the Outline or the Slides tab.

b. False

5.
Which view button would you use to view multiple slides?

c.
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Lesson 36

1. 
Use the master slide option to set colors or styles for all slides in the presentation.

a.
True

2. 
A footer repeats text or images at the top or bottom of each slide in the presentation.

a.
True

3. 
How can you insert a new slide?

f. 
a, c, or d

4.
Which view could you use to rearrange the slides?

f.
b, c, or d

5. 
To change the slide layout, you can:

e.
a or c

Lesson 37

1.
The Select mode enables you to select everything inside the text box for changes whereas Edit mode enables you to make changes to individual text in the text box. 

a. 
True 

2.
An icon may appear in the notification area of the taskbar to show how many items you have collected to the Office Clipboard. 

a.
True 

3.
Formatting applied to a slide will override the formatting applied on the master slide. 

a.
True 

4.
The different types of alignment available for text include: 

e.
Any of the above

5.
To turn bullets off you must change the slide layout to Title and Content again.

b.
False

Lesson 38

1.
You can insert pictures from a variety of sources such as the Clip Art Organizer, pictures saved as files, scanned pictures, or online from the Microsoft Office Clip Art and Media web site. 

a.
True 

2.
To insert a table onto a slide, you can: 

e.
a or c 

3.
List the methods you can use to insert a chart onto a slide. 

e. 
a or b 

4.
If you wanted to create a special shape, which feature would you use? 

a.
Shapes

5. 
Which of the following best describes why you might want to group objects together? 

d. 
Any of the above

Lesson 39

1.
Try to be consistent in the number and style of animation schemes used in the presentation to minimize distractions for the audience. 

a.
True 

2.
How can you customize the animation for a placeholder? 

a. 
On the Animations tab, in the Animations group, Custom Animation 

3.
What types of effects can you set up for an object? 

e. 
Any of the above

4.
You need to consider the order of the animation before you activate the Custom Animation feature as you cannot change the order after the animation has been set. 

b.
False 

5.
Setting up a slide transition is basically animating how the slide appears in the slide show. 

a.
True 

Lesson 40

1.
Which output format might be best to view a training presentation from your organization’s intranet?

e.
b or c

2
When creating notes, what are you actually creating? 

d. 
Any of the above

3.
Why would you want to create handouts? 

d. 
Any of the above

4.
During the show, if you want to emphasize a point, you could activate the pen option and draw or circle the point on the slide. 

a.
True 

5.
If you are on slide 3 during the slide show and you want to move to slide 5, how could you move to that slide? 

f. 
a, c, or d 

Unit 7 – Getting Connected

Lesson 41

1.
What is the set of protocols used by the Internet called?

c.
TCP/IP

2.
A server provides services and a client uses those services.

a.
True 

3.
What are some benefits of networking?

e.
Any of the above

4.
What are some disadvantages of networking?

e.
Any of the above

5.
A unique login ID and a password can be set up using biometric data.

a.
True

Lesson 42

1.
What types of electronic communications are available?

e.
Any of the above

2.
In the following e-mail address, which part represents the domain category?




p.f.92fallon@yahoo.com

d.
com

3.
Why is it important to include something in the Subject line?

e.
a or b

4.
When sending a business e-mail, what should you consider when writing the message?

e.
Any of the above

5.
For what reason might you be unable to download a video from a particular Web site?

d.
The company has set up a policy that no downloading is possible by any of its users.

Lesson 43

1.
The Reply function enables you to send a message to all recipients of the original message.

b.
False

2.
Which symbol appears in Outlook to indicate there is an attachment included with the message?

b.
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3.
Adding a contact helps to reduce the amount of time spent entering e-mail addresses in messages.

a.
True

4.
A group is a distribution list consisting of names from your contact list so you can send messages to everyone in this group instead of having to type each name individually.
a.
True

5.
Which option would you use to prevent spam messages from being delivered to your Inbox?

b.
Junk E-mail
Unit 8 – Using the Internet
Lesson 44
1.
What is a home page? 

c.
The page you want to see first whenever you start the Web browser. 

2.
Which of the following protocols enables you to view the formatting in a Web page?

b.
HTML

3.
How can a blog site be used?

f.
a, b, or d

4.
What is the main difference between a Web site and a Web portal?

b.
A Web portal usually offers more services such as free e-mail and a search engine.

5.
A cookie is a piece of text stored on your hard drive so a Web site can retrieve information about which sites you visit or have an interest in. 

a.
True 

Lesson 45
1.
Use the Address field to enter the Web site address that you want to visit. 

a.
True 

2.
Which button would you use to refresh the page on your screen? 

a.
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3.
Why would you want to create a new tab in the Web browser?

f.
Either a or d

4.
What is a bookmark? 

b.
An addition to your Favorites list so you can quickly return to this site. 

5.
Why would you want to check the history of Web sites visited?

a.
To find a Web site of interest you visited before

Lesson 46
1.
What is the most common method of retrieving information from a Web page for use in a Word document? 

a.
Copy and paste the text or images
 

2.
What does downloading refer to? 

b.
The ability to copy information from another computer to your computer

3.
You should delete contents in the Temporary Internet Files area occasionally to manage and protect yourself against other companies finding information about where you have gone on the Internet or your interests in general. 

a.
True 

4.
What should you consider before customizing the Security or Privacy tab? 

e.
a or b 

5.
Which security issue may involve receiving an e-mail asking you to sign on to a site to update your personal information?

a.
Phishing

Lesson 47
1.
When you are looking for specific information, you should also include offline sources so you can gather information from a variety of sources.

a.
True 

2.
When the search engine displays a list of Web sites that match your search criteria, which part of the Web site information is a link you can click to go to that Web site? 

a.
Title


3.
When looking for information on a Web site, what is the easiest method to find that information? 

b.
The Search field

4.
To narrow the search to find pyramids that do not include the Egyptian pyramids, which tool would you use in the search criteria?

b.
“and not”

5.
If you entered global warming and (rainforest or sanctuary), what are you searching for? 

d.
Any information on global warming on rainforests, as well as global warming on sanctuaries
Lesson 48
1.
Fair use is the doctrine that permits you to use portions of copyrighted information for the purpose of criticism or comments without seeking permission.

a.
True 

2.
Plagiarism occurs when someone copies text from a Web site and then does what?

e
b or c

3.
How can you check the authenticity of information provided on a Web site? 

f.
Any of the above

4.
How have computers made an impact in education? 

d.
Any of the above
5.
How have computers been beneficial to people with disabilities?

e.
a or b
Lesson 49
1.
What should you avoid when using a portable computer device?

e.
a or c

2.
You can set up a safe working environment by: 

d.
Any of the above 

3.
What are some strategies you can apply to prevent your password being discovered? 

e.
Any of the previous 

4.
Which is an area of concern when working with computers? 

e.
Any of the above

5.
If you do not have an antivirus program installed on your system yet, you can go online to the Web site of an antivirus program developer to use their online scanning tool. 

a.
True 

Lesson 50
1.
An example of why you might want to restrict access to certain aspects of the Internet could be to: 

d.
Any of the above

2.
When you create personal documents on a computer at school or work, the documents belong to you. 

b.
False 

3.
In addition to checking with the school administrator as to how you may use a school computer, where else could you check?

f.
a or b


4.
What are some ways you can protect your privacy while online?

d.
Any of the above

5.
What are some ways you can share your information with others?

d.
Any of the above
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