	Multiple Choice

Question 1:

By default, where is the Recycle Bin located?
a. Start menu 

b. Desktop 

c. Shortcut menu 

d. My Documents 

 

Question 2:



(1 Point) 

To resize a window, point with the mouse arrow to a window border; the mouse arrow will change to a:

a. Hand. 

b. Four-headed arrow. 

c. plus sign. 

d. Double arrow. 

 

Question 3:



(1 Point) 

What is the extension file of Word 2007?
a. .dot 

b. .dox 

c. .docx 

d. .doc 

 

Question 4:



(1 Point) 

A Limited user account allows the user to do all of the following EXCEPT:
a. Installing programs. 

b. Customizing the desktop. 

c. Changing the password. 

d. Working with files that the user has created. 

 

Question 5:



(1 Point) 

What does an ellipsis (…) indicate following a menu selection?
a. It indicates that the command is currently off. 

b. It is not an option currently available. 

c. It indicates that an option must double-click on it for a command to be executed. 

d. It indicates that additional information is required to execute the command. 

 

Question 6:



(1 Point) 

Where is the Undo button located?
a. On the Shortcut menu. 

b. On the Office button. 

c. On the Quick Access Toolbar. 

d. On the Home tab. 

 

Question 7:



(1 Point) 

When a user starts any program in Microsoft Office, what is the default document called?
a. Word1 

b. Word1.docx 

c. File1 

d. Document1 

 

Question 8:



(1 Point) 

Which special window allows a user to change settings or make selections?
a. Text box 

b. Dialog box 

c. List box 

d. Text window 

 

Question 9:



(1 Point) 

Which Windows feature has the quickest assistance with Windows topics?
a. Index 

b. Online 

c. Remote help 

d. Table of Contents 

 

Question 10:



(1 Point) 

How can a user view all of the programs available on the computer?
a. From the icons on the desktop. 

b. Click the All Programs icon on the desktop. 

c. Click the Start button, then point to All Programs. 

d. On the Taskbar. 

 

Question 11:



(1 Point) 

Where can deleted files and/or folders be retrieved from?
a. My Computer 

b. Notepad 

c. Recycle Bin 

d. My Documents 

 

Question 12:



(1 Point) 

Which core command is not found in the Home tab.
a. File 

b. Copy 

c. Format Painter 

d. Cut 

 

Question 13:



(1 Point) 

Which button can be found on the Standard buttons toolbar that allows the user to view all storage devices on a system when clicking on the My Computer folder?
a. Drives 

b. Storage 

c. Open 

d. Folders 

 

Question 14:



(1 Point) 

What appears under the shortcut  icon once it is created on the desktop?
a. Only the name of the object. 

b. A red X until the shortcut is named by the user. 

c. A black square and the name of the object. 

d. The phrase Shortcut to as part of the name. 

 

Question 15:



(1 Point) 

Where can the Recent Documents List be found?
a. In the Open dialog box. 

b. In the Home tab. 

c. In the Office button when it is clicked. 

d. In the drop-down arrow is selected next to the Look-in box.

 

Question 16:



(1 Point) 

How does a user access a submenu?
a. Point to it with the mouse 

b. Right-click the menu item 

c. Double-click the menu item 

d. Click the menu item 

 

Question 17:



(1 Point) 

Where is a working file stored?
a. It is saved on the internet. 

b. It is saved in RAM of the computer. 

c. It is saved on the hard drive of the computer. 

d. It is saved in ROM of the computer. 
 

Question 18:



(1 Point) 

What is located at the bottom of the screen that allows users to switch among various open windows?
a. Quick Launch toolbar 

b. Desktop 

c. Taskbar 

d. Shortcut menu 

 

Question 19:



(1 Point) 

What appears next to a folder when it contains subfolders that are not in view?
a. An asterisk (*) 

b. A plus sign (+) 

c. A minus sign (-) 

d. A check mark (v) 

 

Question 20:



(1 Point) 

What is an option when the Save As command has been selected?
a. This option allows the file to be copied with the same name in the same location. 

b. This option allows the document to be automatically saved using the original filename. 

c. This option is stored in the temporary memory of the computer. 

d. This option allows the file to be saved in a new location. 

 

Question 21:



(1 Point) 

Where can a user handle the following: system settings, printer settings and mouse settings?
a. Desktop 

b. Settings feature 

c. Control Panel 

d. Control Settings 

 

Question 22:



(1 Point) 

Which application is part of Microsoft Office 2007?
a. Excel 2007 

b. WordPerfect 

c. Notepad 

d. OpenOffice 

 

Question 23:



(1 Point) 

Which button does a user click on to locate a file on the hard disk to use as a background?
a. Open button 

b. Find button 

c. Locate button 

d. Browse button 

 

Question 24:



(1 Point) 

A user works with and communicates through a(n):
a. User interface. 

b. Template. 

c. Office button system. 

d. Status bar. 

 

Question 25:



(1 Point) 

What is the purpose of using the Help and Support Center in Microsoft Office 2007?
a. It provides assistance on Windows topics. 

b. It enables the user to give an instruction by typing in a box. 

c. It is a special window that requests input or presents information. 

d. It is a miniature display of a folder or page. 

 

Question 26:



(1 Point) 

The Office menu contains all of the following features EXCEPT: 

a. Open. 

b. Print. 

c. New. 

d. Edit. 

 

Question 27:



(1 Point) 

What is in the bottom-left corner of every shortcut?
a. An arrow 

b. A Windows logo 

c. An open or closed folder icon 

d. A plus sign 

 

Question 28:



(1 Point) 

Why is it a necessity to backed up files on a different media drive?
a. Any file can be recovered from the internet. 

b. It is not necessary since files can be saved on the hard drive of the computer. 

c. Any file can be recovered by the user should the hard drive die. 

d. All files are stored in the Recycle Bin. 

 

Question 29:



(1 Point) 

Which folder was automatically created through Windows XP?
a. My Files 

b. My Work 

c. My Stuff 

d. My Documents 

 

Question 30:



(1 Point) 

Which Windows command allows the user to change the background and the screen saver?
a. Change Desktop 

b. Display Properties 

c. Desktop Properties 

d. Display Features 

 



	True and False 

Question 1:



(1 Points) 

To keep the proportion of a window when resizing it, click and drag from the corner.


· True 

· False 

Question 2:



(1 Points) 

A list of most recently used programs is available from the Taskbar.
· True 

· False 

Question 3:



(1 Points) 

Folders can contain subfolders.
· True 

· False 

Question 4:



(1 Points) 

The Search Companion or the Windows Desktop Search can be set as the default search tool.
· True 

· False 

Question 5:



(1 Points) 

Customizing a Microsoft Office 2007 program is done through the Office menu.
· True 

· False 

Question 6:



(1 Points) 

Microsoft Word 2007 is an example of a data file.
· True 

· False 

Question 7:



(1 Points) 

A Shortcut menu displays when the mouse pointer rests on a command.
· True 

· False 

Question 8:



(1 Points) 

Bolding, italicizing, and underlining are all formatting options. 
· True 

· False 

Question 9:



(1 Points) 

To access the features to change the desktop properties, the user must double-click on the desktop.
· True 

· False 

Question 10:



(1 Points) 

The default shortcuts and the folders that is added to the My Places Bar can be deleted.    
· True 

· False 




	Multiple Choice

Question 1:



(1 Point) 

What does an ellipsis (…) indicate following a menu selection?
a. It is not an option currently available. 

b. It indicates that additional information is required to execute the command. 

c. It indicates that the command is currently off. 

d. It indicates that an option must double-click on it for a command to be executed. 

 

Question 2:



(1 Point) 

How can a user view all of the programs available on the computer?
a. On the Taskbar. 

b. From the icons on the desktop. 

c. Click the Start button, then point to All Programs. 

d. Click the All Programs icon on the desktop. 

 

Question 3:



(1 Point) 

Which toolbar button found in the Help and Support Center shows all pages that were visited in the help session.
a. Favourites 

b. Back 

c. Previous 

d. History 

 

Question 4:



(1 Point) 

What is the purpose of using the Help and Support Center in Microsoft Office 2007?
a. It is a special window that requests input or presents information. 

b. It enables the user to give an instruction by typing in a box. 

c. It provides assistance on Windows topics. 

d. It is a miniature display of a folder or page. 

 

Question 5:



(1 Point) 

What is the extension file of Word 2007?
a. .doc 

b. .dox 

c. .docx 

d. .dot 

 

Question 6:



(1 Point) 

A user works with and communicates through a(n):
a. Template. 

b. Office button system. 

c. Status bar. 

d. User interface. 

 

Question 7:



(1 Point) 

What is located at the bottom of the screen that allows users to switch among various open windows?
a. Desktop 

b. Taskbar 

c. Quick Launch toolbar 

d. Shortcut menu 

 

Question 8:



(1 Point) 

To resize a window, point with the mouse arrow to a window border; the mouse arrow will change to a:
a. Double arrow. 

b. Four-headed arrow. 

c. plus sign. 

d. Hand. 

 

Question 9:



(1 Point) 

Which folder was automatically created through Windows XP?
a. My Work 

b. My Files 

c. My Stuff 

d. My Documents 

 

Question 10:



(1 Point) 

What is an option when the Save As command has been selected?
a. This option allows the document to be automatically saved using the original filename. 

b. This option is stored in the temporary memory of the computer. 

c. This option allows the file to be copied with the same name in the same location. 

d. This option allows the file to be saved in a new location. 

 

Question 11:



(1 Point) 

Where can deleted files and/or folders be retrieved from?
a. Notepad 

b. Recycle Bin 

c. My Documents 

d. My Computer 

 

Question 12:



(1 Point) 

Which core command is not found in the Home tab.
a. Format Painter 

b. Cut 

c. Copy 

d. File 

 

Question 13:



(1 Point) 

Where is the Undo button located?
a. On the Quick Access Toolbar. 

b. On the Shortcut menu. 

c. On the Office button. 

d. On the Home tab. 

 

Question 14:



(1 Point) 

Which application is part of Microsoft Office 2007?
a. OpenOffice 

b. Excel 2007 

c. Notepad 

d. WordPerfect 

 

Question 15:



(1 Point) 

What is in the bottom-left corner of every shortcut?
a. An open or closed folder icon 

b. A plus sign 

c. An arrow 

d. A Windows logo 

 

Question 16:



(1 Point) 

Why is it a necessity to backed up files on a different media drive?
a. Any file can be recovered by the user should the hard drive die. 

b. All files are stored in the Recycle Bin. 

c. Any file can be recovered from the internet. 

d. It is not necessary since files can be saved on the hard drive of the computer. 

 

Question 17:



(1 Point) 

What appears next to a folder when it contains subfolders that are not in view?
a. A plus sign (+) 

b. A check mark (v) 

c. A minus sign (-) 

d. An asterisk (*) 

 

Question 18:



(1 Point) 

Where can a user handle the following: system settings, printer settings and mouse settings?
a. Settings feature 

b. Desktop 

c. Control Panel 

d. Control Settings 

 

Question 28:



(1 Point) 

Where can the Open command be found in Microsoft Office 2007?
a. From the Office menu. 

b. By clicking Alt+O. 

c. From the Open menu. 

d. From the Open dialog box. 

 

 



	True and False 

Question 1:



(1 Points) 

A deleted file can be recovered from the Recycle Bin.
· True 

· False 

uestion 4:



(1 Points) 

The Windows Desktop Search or the Search Companion locates misplaced files. 
· True 

· False 

Question 5:



(1 Points) 

A program file is executable.
· True 

· False 

Question 6:



(1 Points) 

Virus checkers scan files for hidden programs that may damage the computer.
· True 

· False 

Question 7:



(1 Points) 

Limited and Administrator are the two types of user accounts.


· True 

· False 

Question 8:



(1 Points) 

The most common tasks used in Microsoft Office 2007 are located on the Quick Access Toolbar.
· True 

· False 

Question 9:



(1 Points) 

When saving a document the first time, the Save dialog box comes up.  
· True 

· False 

Question 10:



(1 Points) 

A list of most recently used programs is available from the Taskbar.
· True 

· False 




	Question 11:



(1 Point) 

What key must be held down while dragging the file to make a copy of it from one drive to another?
a. Enter 

b. Alt 

c. Shift 

d. Ctrl 

 

 



	True and False 

Question 1:



(1 Points) 

It is recommended to preview a document before printing it.
· True 

· False 

Question 2:



(1 Points) 


The method for copying and moving folders is the same as for copying and moving files.
· True 

· False 

Question 3:



(1 Points) 

It is more important to backup program files than data files.
· True 

· False 

Question 4:



(1 Points) 

The Find, Replace, and Go To tabs are all within the Find and Replace dialog box. 
· True 

· False 

Question 6:



(1 Points) 

The Format Painter button would copy a font color and highlighting from one selection to another without copying the text. 
· True 

· False 

Question 8:



(1 Points) 

A background can be stretched across a desktop.
· True 

· False 

Question 9:



(1 Points) 

Privilege levels are the same for all types of user accounts.
· True 

· False 

Question 10:



(1 Points) 

A Mini toolbar pops up whenever the user clicks in a different insertion point in a document. 
· True 

· False 




