
Final Exam Review
Production:  
1. File Management (16 points)
Create Folder

Move, copy, rename and delete files and folders

Use Print Screen to verify that changes have been made.  The Print Screen Instructions are in box at bottom of page.
2. Internet Explorer (16 points)
Navigate with the address bar and hyperlinks

Search the Web
3. Word: Create a flyer (16 points)
Use commands (that we studied) on Formatting Toolbar and Standard Toolbar
Add page border
Work with ClipArt
4. Excel: Create a spreadsheet with embedded chart (16 points)
Use commands (that we studied) on Formatting Toolbar and Standard Toolbar
Use AutoSum, Average, Maximum, and Minimum
Create formulas with add, subtract, multiply, and divide
Use the Chart Wizard
5. Access: Create a table, form, query, report (16 points)
Use table design view and datasheet view

Set primary key

Use the Input Mask Wizard

Assign data types

Create an AutoForm and use to add, edit and delete records


Create a report with the Report Wizard


Create a query using the query design grid

Sort query results

Use equality criteria


Use the Show box to prevent a field from displaying the recordset

6. PowerPoint: Create and show a presentation (16 points)
Use Design Templates, Slide Layouts, transitions and animations
Print Handouts 6 per page
Print Screen Instructions

1. Use the My Computer window to show the files on a floppy disk.
2. Tap the Print Screen key.

3. Open Word
4. Use the Edit → Paste command to paste the image into a document.

5. Print the document; be sure the correct information is shown.

6. Close Word and do not save the file.[image: image1.png]



