HERALD’S INFORMATION TECHNOLOGY

EXAM REVIEW
Using your computer, answer the following questions thoroughly. ( Example- Open File, Print)

1. If a toolbar is not showing, how do you get it?
2. How can you see what your document looks like before printing it?

3. How do you change your document to print in landscape?

4. How do you center your document vertically?

5. How do you use the menu bar to change line spacing and spacing before and after?

6. How can you change your view from normal to print layout view?

7. What are the steps to print just what you have selected?

8. If you want to save another copy of your document with another name, how do you do this?

9. How do you insert a trademark symbol?

10. How do you set a Deep Blue theme for your document?

11. How do you spell check using the menu bar?

12. How do you use Heading 1 style for your document?

13. How do you put a page number on the bottom right of your document?

14. How do you change the page number format to i, ii, iii from 1, 2, 3?

15. Give two different ways to insert a 3 x 3 table.

16. How can you horizontally center align something in your document?

17. How do you put a border on your document?
18. How do you add new rows or columns?

19. How do you format your cells for $ and 0 decimals places?

20. How do you sort data in an excel document?

21. How do you set Classic 1 format for your Excel Project?

22. How do you auto fit a column?

23. How do you change height for a row?

24. How do you change width of columns?

25. How can you make sure your Excel document will fit on one page?

