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	Legend:
Your incorrect response is highlighted in red.
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	Multiple Choice
	Question 1:


(1 Point) 
	What is located at the bottom of the desktop that allows a user to move among open windows and provide access to system resources?


a. Taskbar 
b. Shortcut menu 
c. Quick Launch toolbar
d. Desktop 
	

	 
	
	



	Question 2:


(1 Point) 
	Where is the Undo button located?


a. On the Shortcut menu. 
b. On the Quick Access Toolbar. 
c. On the Office button. 
d. On the Home tab.
	

	 
	
	



	Question 3:


(1 Point) 
	Which button must be held down while dragging the file to make a copy of it from one drive to another?

a. Shift 
b. Enter 
c. Alt 
d. Ctrl 
	

	 
	
	



	Question 4:


(1 Point) 
	Where is the Open command found in Microsoft Office 2007?


a. From the Open menu.
b. From the Open dialog box.
c. By clicking Alt+O. 
d. From the Office menu.
	

	 
	
	



	Question 5:


(1 Point) 
	What appears under the shortcut icon once it is created on the desktop?


a. A black square and the name of the file. 
b. A red X until the shortcut is named by the user. 
c. Only the name of the file. 
d. The phrase "Shortcut" to as part of the name. 
	

	 
	
	



	Question 6:


(1 Point) 
	How much hard space does the Recycle Bin reserve? 
a. 5% 
b. 25% 
c. 50%
d. 10% 
	

	 
	
	



	Question 7:


(1 Point) 
	Which taskbar section provides access to programs and other system resources?



a. Desktop 
b. Icons 
c. Notification Area
d. Start button
	

	 
	
	



	Question 8:


(1 Point) 
	What appears beside the folder to indicate that it has not been expanded to its subfolders?


a. A plus sign (+)
b. A minus sign (-)
c. An asterisk (*)
d. A check mark (v) 
	

	 
	
	



	Question 9:


(1 Point) 
	What is the meeting point between computer software and the person using it?


a. User interface 
b. Status bar 
c. Template 
d. Office button system 
	

	 
	
	



	Question 10:


(1 Point) 
	Which button does a user click on to locate a picture on the hard disk to use as a background?

a. Open button 
b. Browse button
c. Find button
d. Locate button 
	

	 
	
	



	Question 11:


(1 Point) 
	A Limited user account allows the user to do all of the following EXCEPT: 


a. Working with files that the user has created. 
b. Changing the password. 
c. Create accounts. 
d. Customizing the desktop. 
	

	 
	
	



	Question 12:


(1 Point) 
	What does an ellipsis (…) following a menu selection indicate?



a. It is not an option currently available. 
b. It indicates that an option must double-click on it for a command to be executed.
c. It indicates that the command is currently off. 
d. It indicates that additional information is required to execute the command. 
	

	 
	
	



	Question 13:


(1 Point) 
	Where can the Recent Documents List be found?

a. In the Home tab.
b. In the Office Menu when it is clicked.
c. In the drop-down arrow is selected next to the Look-in box.
d. In the Open dialog box. 
	

	 
	
	



	Question 14:


(1 Point) 
	Which application is part of Microsoft Office 2007?


a. OpenOffice
b. WordPerfect
c. Notepad 
d. Excel 2007
	

	 
	
	



	Question 15:


(1 Point) 
	The Office menu contains all of the following features EXCEPT: 
a. Edit. 
b. New. 
c. Open. 
d. Print. 
	

	 
	
	



	Question 16:


(1 Point) 
	Where is a working file stored?


a. It is saved on the internet. 
b. It is saved on the hard drive of the computer.
c. It is saved in ROM of the computer. 
d. It is saved in RAM of the computer. 
	

	 
	
	



	Question 17:


(1 Point) 
	What is known as a special window that requests input or presents information?


a. Text box
b. List box
c. Text window 
d. Dialog box
	

	 
	
	



	Question 18:


(1 Point) 
	How is a shortcut icon identified?


a. A small arrow 
b. An open folder
c. A green star
d. A plus sign 
	

	 
	
	



	Question 19:


(1 Point) 
	Which Windows feature has the quickest assistance with a Windows topic? 
a. Table of Contents 
b. Online 
c. Index 
d. Remote help 
	

	 
	
	



	Question 20:


(1 Point) 
	What is a fundamental task for productivity done in Office 2007?


a. Sending an e-mail.
b. Animating objects.
c. Opening files that have been saved.
d. Inserting formulas.
	

	 
	
	



	Question 21:


(1 Point) 
	Why is it a necessity to back up files on a removable media?


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. All files are stored in the Recycle Bin.
d. Any file can be recovered by the user should the hard drive die.
	

	 
	
	



	Question 22:


(1 Point) 
	Where can deleted files and/or folders be retrieved from?

a. My Documents 
b. My Computer
c. Recycle Bin
d. Notepad
	

	 
	
	



	Question 23:


(1 Point) 
	When a user starts any program in Microsoft Office, what is the default document called?


a. Document1 
b. File1 
c. Word1.docx 
d. Word1 
	

	 
	
	



	Question 24:


(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 allows the file to be saved in a new location. 
d. This option is stored in the temporary memory of the computer. 
	

	 
	
	



	Question 25:


(1 Point) 
	What is the extension file of Word 2007?


a. .docx 
b. .doc 
c. .dot 
d. .dox 
	

	 
	
	



	Question 26:


(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. Folders 
b. Open 
c. Drives 
d. Storage 
	

	 
	
	



	Question 27:


(1 Point) 
	The Help and Support Center contains one of the following:



a. Command Button 
b. Check Box
c. Spin Button.
d. Search Box
	

	 
	
	



	Question 28:


(1 Point) 
	What is the purpose of using the Help and Support Center?


a. It enables the user to give an instruction by typing in a box.
b. It provides assistance on Windows topics. 
c. It is a special window that requests input or presents information.
d. It is a miniature display of a folder or page.
	

	 
	
	



	Question 29:


(1 Point) 
	Which Windows command allows the user to change the background and the screen saver?

a. Display Features 
b. Desktop Properties 
c. Change Desktop 
d. Display Properties 
	

	 
	
	



	Question 30:


(1 Point) 
	When resizing a window, the pointer will change to a:



a. Plus sign. 
b. Four-headed arrow. 
c. Double arrow. 
d. Hand. 
	

	 
	
	




	True and False 
	Question 1:


(1 Points) 
	Bolding, italicizing, and underlining are all formatting options. 



· True
· False
	



	Question 2:


(1 Points) 
	The ability to run more than one program at a time is known as multitasking.



· True
· False
	



	Question 3:


(1 Points) 
	RAM memory and temporary memory are synonymous terms.
 



· True
· False
	



	Question 4:


(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 5:


(1 Points) 
	It is recommended to preview a document before printing it.
 
   



· True
· False
	



	Question 6:


(1 Points) 
	A virus checker is software that scans files for a hidden program that can damage the computer.
 



· True
· False
	



	Question 7:


(1 Points) 
	The colour of the pushpin is changed to grey designating that the file is pinned permanently on the Recent Documents List.



· True
· False
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